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Absence policy 

Broadbottom Pre-school is a non-statutory provision for early years education. However, 

there is a proven link between attendance, punctuality and children’s attainment and we 

are committed to promoting excellent levels of attendance and punctuality, enabling our 

children to take full advantage of the educational opportunities and experiences available to 

them.   

 

Regular attendance and punctuality are important because:-  

• Absence and lateness affects children’s ability to participate and benefit from the EYFS.  

• Poor attendance and punctuality may result in a child finding it difficult to settle, to 

become involved and to form social relationships.   

• Regular attendance and punctuality help to instil good habits and promote the 

development of a positive attitude towards school.       

Staff work continuously to create an environment in which children and parents and feel 

welcome and want to be a part of.   

 

Procedures for following up absence; 

• Staff note all absences, by using the appropriate symbol in the register.  

• The Manager will contact parents/carers for any child we are concerned about and whose 

parents have not already contacted Pre-school.  The Manager will telephone the 

parents/carers to enquire the reasons for the absence.  Parents/carers are politely 

reminded of the attendance policy and their responsibility to inform Pre-school of the 

reasons for their child’s absence.  

• If a child is persistently late or absent the Manager will contact parents and if this 

continues the Manager will invite the parents into school to discuss the problems.   

 

Pre-school responsibilities 

Broadbottom Pre-school is responsible for supporting the attendance of our children and for 

dealing with issues which may lead to non-attendance.  We aim to work in partnership with 

parents.  

• Broadbottom Pre-school, as required by Tameside Education Authority, will complete 

attendance registers daily, at the beginning of each session.  Any persistent absences will be 

reported to the LA and Funding may be at risk.  Regular attendance is a condition of funding 

application. 

• Broadbottom Pre-school will differentiate in the registers between absence for medical 

reasons, holidays, authorised absences.  A termly absence log is kept by the manager. 

• Poor attendance and punctuality will be followed up by the Manager.   
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Parent/carer responsibilities  

Parents/Carers Parents are responsible for ensuring that their children have access to early 

education and to ensuring that their children attend regularly and punctually.   

Parents should:  

• Ensure that their children arrive at school on time, properly dressed and ready to learn. • 

Work with Broadbottom Pre-school to resolve issues which may lead to non-attendance.  

• Notify Broadbottom Pre-school by telephone, text or email if their child is absent, on the 

first day of absence.  

• Try to avoid taking holidays during term time   

 

 

 

 

 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Accidents, Incidents and existing Injury’s Policy 

Policy 

At Broadbottom Pre-school we ensure that all staff have relevant First Aid Training  

“Providers must ensure there is a first aid box accessible at all times with appropriate 

content for use with children.  

Providers must keep a written record of accidents or injuries and first aid treatment.  

Providers must inform parents and/or carers of any accident or injury sustained by the child 

on the same day, or as soon as reasonably practicable, of any first aid treatment given.” 

Section 3.50 of the EYFS Statutory Framework 

Reporting to OFSTED 

Registered providers must notify Ofsted or the childminder agency with which they are 

registered of any serious accident, illness or injury to, or death of, any child while in their 

care, and of the action taken. Notification must be made as soon as is reasonably 

practicable, but in any event within 14 days of the incident occurring. A registered provider, 

who, without reasonable excuse, fails to comply with this requirement, commits an offence. 

Providers must notify local child protection agencies of any serious accident or injury to, or 

the death of, any child while in their care, and must act on any advice from those agencies.  

Section 3.51 of the EYFS Statutory Framework 

Procedure 

Accidents 

If a child has an accident or injury while at the setting, a first aider will treat the injury, 

comfort the child and remove anything that may have caused the injury/accident to happen.  

Staff will then fill in an accident form and ask parents/carers to read and sign the form on 

collection.  Accident forms are kept in the child’s personal file in a locked cupboard.  The 

manager will keep a record of accidents on an accident monitoring form to be reviewed 

termly and any recurring issues resolved. 

Existing injury’s and incidents 

Providers must train all staff to understand and identify signs of possible abuse and neglect 

at the earliest opportunity, and to respond in a timely and appropriate way. These may 

include:  

• significant changes in children's behaviour;   

• deterioration in children’s general well-being;   

• unexplained bruising, marks or signs of possible abuse or neglect;   

• children’s comments which give cause for concern;  
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• any reasons to suspect neglect or abuse outside the setting, for example in the child’s 

home. 

At Broadbottom Pre-school we keep a record of any existing injury’s the child may have 

when they come into the setting and also of any incidents that occur while the child is at the 

setting, this may be disclosure of information or any unusual or serious episodes of negative 

behaviour.  These records are shared with parents/carers (if appropriate, in accordance with 

the safeguarding procedure) and stored in the child’s personal file.  Any issues will be dealt 

with by the manager, with advice/support from the LSCB. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Admissions Policy 

During the academic year, the Manager shall admit to Pre-School a number of children 

which on any one day will not exceed 21.  

In the event of over-subscription for one or all days, the following order of priority will 

apply: 

1. Children with brothers or sisters currently attending Broadbottom Pre-School. 

2. Children who are currently attending and in receipt of Free Entitlement Funding 

(formerly NEG) who request extra days. 

3. Children who are currently attending but not in receipt of FEF who request extra 

days. 

4. Children who live in Broadbottom. 

5. Children who attend Broadbottom Parent and Toddler Group. 

6. Children whose brothers and sisters attended Broadbottom Pre-School in the last 4 

years. 

7. Children whose names are registered in the admissions book first. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Allergies and Intolerances Policy. 

Policy Statement 

We provide care for healthy children and promote health through identifying allergies and 

preventing contact with the allergenic substance and through preventing cross infection of 

viruses and bacterial infections. 

Procedures  

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: 

o The allergen (i.e. the substance, material or living creature the child is allergic 

to such as nuts, eggs, bee stings, cats, etc) 

o The nature of the allergic reactions, e.g. Anaphylactic shock reaction, 

including rash, reddening of the skin, swelling, breathing problems, etc. 

o What to do in case of allergic reactions, any medication used and how it is to 

be used (e.g. Epipen) 

o Control measures – such as how the child can be prevented from contact 

with the allergen. 

o Review 

This form is kept in the child’s personal file and staff are made aware of the allergy.  

A visible yet confidential reminder is displayed in the kitchen area. 

Parents train staff in how to administer special medication in the event of an allergic 

reaction. 

Generally, no nuts or nut products are used in the setting. 

Parents are made aware so that no nut or nut products are accidentally brought in, 

for example to a party. 

Insurance requirements for children with allergies and disabilities 

The insurance will automatically include children with any disability or allergy but certain 

procedures must be strictly adhered to as set out below. For children suffering life 

threatening conditions, or requiring invasive treatments; written confirmation from your 

insurance provider must be obtained to extend the insurance. 

At all times, the administration of medication  must be compliant with the Welfare 

Requirements of the Early Years Foundation Stage and follow procedures based on advice 

given in Managing Medicines in Schools and Early Years Settings (DfES 2005). 
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Oral Medication 

Asthma inhalers are now regarded as ‘oral medication’ by insurers and so documents do 

not need to be forwarded to your insurance provider. 

- Oral medications must be prescribed by a GP or have manufacturer’s instructions clearly 

written on them. 

- The group must be provided with clear written instructions on how to administer such 

medication. 

- All risk assessment procedures need to be adhered to for the correct storage and 

administration of the medication. 

- The group must have parents or guardians written consent. This consent must be kept on 

file. It is not necessary to forward copy documents to your insurance provider.  

 

Life saving medication and invasive treatments – adrenaline injections (Epipens) for 

anaphylactic shock reactions (caused by allergies to nuts, eggs, etc) or invasive treatments 

such as rectal administration of Diazepam (for epilepsy). 

- The setting must have 

o A letter from the child’s GP/consultant stating the child’s condition and what medication if 

any is to be administered; 

o Written consent from the parent or guardian allowing staff to administer medication; and  

o Proof of training in the administration of such medication by the child’s GP, a district 

nurse, childrens’ nurse specialist or a community paediatric nurse. 

Copies of all three letters relating to these children must first be sent to the Pre-School 

Learning Alliance Insurance Department for appraisal. Confirmation will then be issued 

in writing confirming that the insurance has been extended. 

Key person for special needs children  

Children requiring help with tubes to help them with everyday living, e.g. breathing 

apparatus, to take nourishment, colostomy bags, etc. 

- Prior written consent from the child’s parent or guardian to give treatment and/or 

medication prescribed by the child’s GP. 

- Key person to have the relevant medical training/experience, which may include those 

who have received appropriate instructions from parents or guardians, which have 

qualifications. 

- Copies of all letters relating to these children must first be sent to the Pre-School 

Learning Alliance Insurance Department for appraisal. Written confirmation that the 

insurance has been extended will be issued by return. 
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If you are unsure about any aspect, contact the Pre-School Learning Alliance Insurance 

Department on 020 7697 2585 or email membership@pre-school.org.uk. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date.........................  

mailto:membership@pre-school.org.uk
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Arrival and departure Procedures for Children, Parents & Visitors   

 

¶ A member of staff is present at the main door entrance to welcome parents & 

children and any visitors to the setting.  This prevents unauthorised persons entering 

the premises.    

¶ Parents/Carers are required to bring their child into Pre-School and ensure a 

member of staff receives and welcomes child. On collection a member of staff will 

hand over children to the parents/carers and from this point the child’s safety will be 

the parent/carer’s responsibility.       

¶ 15 minutes after arrival times, gates are secured and parents/carers/visitors need to 

knock to gain access.  This also applies if parents arrive to collect their child during 

session times.  The gates remain secured until end of sessions when gates are 

opened and manned by a staff member.   

¶ All visitors need to sign the register on arrival and departure, and parents who help 

with the Rain or Shine outings need to sign the register.   

¶ Any visitors unknown to nursery staff are asked for official photographic 

identification.  If the visit is not planned, nursery may telephone their organisation to 

check their identity and validation of visit.   

¶ Visitors are supervised throughout the duration of their time on nursery premises.   

¶ If children are to be picked up by anyone not named on the registration form, 

permission must be gained from parents and a password set up for identification 

purposes.  This can be taken by telephone as long as parents’ voices can be 

identified.   

The safety of young children is of paramount importance.  In order to ensure the safety of 

both children and adults, the Pre-School will ensure that:   

¶ Children are supervised by adults at all times and will be usually within sight and 

hearing, of an adult.   

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

¶ Regular safety monitoring will include checking of the accident and incident record.   

¶ All staff and parents/carers are aware of the system(s) in operation for children’s 

arrivals and departures.   

¶ Children will leave the group only with authorised adults.  If ever we feel a person 

collecting a child is unfit at that time to care for the child due to illness, misuse of 

substances or alcohol, we reserve the right to refer the collection to another named 

authorised adult as stipulated on the child’s registration form and follow our child 

protection procedures.   
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¶ Procedures are in place in the event of non-collection of children and in the event of 

not being able to find a child.  Please see separate procedures.   

¶ Safety checks on premises, both outdoors and indoors, are made at the beginning 

and end of sessions.   

¶ Outdoor space is securely fenced.   

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

¶ Hazards are identified and regular Risk Assessments are carried out as necessary.  All 

staff are made aware of such assessments and any action or procedure is put in 

place to eliminate or reduce the risk.   

¶ The layout and space ratios allow children and adults to move safely and freely 

between activities.   

¶ Fire doors are never obstructed.   

¶ Radiators/electric points/wires and leads are adequately guarded.   

¶ 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.   

¶ Fire drills are held once a month.   

¶ A register of both adults and children is completed on arrival so that a full record of 

all those present is available in an emergency.  

¶ There is a no smoking policy on our premises.   

¶ Correctly stocked first aid boxes are available at all times located in the kitchen and 

in the register cupboard in the main room.   

¶ Fire extinguishers are checked annually and staff know how to use them.   

¶ 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 and energetic play receive close and constant supervision.   

¶ On outings, the adult:child ratio for staff and children will be at least one to three.   

¶ If a small group goes out, 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/less mature children.   

¶ Internal safety gates/barriers are used as necessary.   

¶ The premises are checked before opening up in the morning and before locking up at 

the end of the day.  Daily safety checklist, daily fire safety checklist and daily grounds 

checklist are completed.    
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Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name).......................................... 
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Behaviour Policy: Achieving Positive Behaviour 

Policy Aims 

We aim to provide an environment in which there is acceptable behaviour and where 

children learn to respect themselves, other people and their environment. 

General Approach 

If a child behaves inappropriately, he/she will be taken out of the situation where the 

behaviour occurred. 

If another child has been upset, or hurt, this child will be comforted as a priority. A member 

of staff (usually who observed the incident) will explain to the child why their behaviour was 

inappropriate. The child will then be placed at a different activity. 

Children are encouraged to say ‘Sorry’.  

If the behaviour is regarded by the staff as serious, or if it occurs regularly, the Manager will 

discuss her concerns with a parent/carer in private. This will help Pre-School and 

parents/carers to support each other and work together to help the child. 

Methods 

1. The Manager has overall responsibility for issues concerning behaviour. They will 

keep themselves up-to-date with legislation and current approaches to handling 

children’s behaviour. 

2. Pre-School requires all staff and volunteers to provide a positive role model of 

behaviour by treating children, parents/carers, and one another with friendliness, 

care and courtesy. 

3. Staff use positive strategies for handling any conflict by helping children to see what 

was wrong and how to cope more appropriately. Solutions are found that are 

appropriate to and consistent with their ages and stages of development, e.g. 

distraction, discussion, withdrawal from a situation. 

4. Staff praise and endorse desirable behaviour such as kindness and willingness to 

share. Stickers are used to reinforce the praise and celebrate with parents/carers. 

5. Pre-School staff appreciate and respect that codes for interacting with other people 

vary between cultures. 

6. Staff work in partnership with parents and carers, informing them regularly about 

their children’s behaviour and being available to support and offer advice. Staff will 

work with parents/carers to address recurring unacceptable behaviour, using 

observations to help to understand the cause and to decide jointly with parents how 

to respond appropriately. 

7. Bullying involves persistent physical or verbal abuse of another child or children over 

a period of time. Staff take bullying very seriously. 
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8. If a child bullies another child or children: 

a. Staff intervene to stop the child harming the other child or children; 

b. Staff explain to the child doing the bullying why his/her behaviour is 

inappropriate; 

c. Staff give reassurance to the child or children who have been bullied; 

d. Staff help the child who has done the bullying to say sorry for his/her actions; 

e. Staff make sure that children who bully receive praise when they display 

acceptable behaviour; 

f. When children bully, the Manager discusses what has happened with their 

parents/carers and works out with them a plan for handling the child’s 

behaviour; 

g. When children have been bullied, the Manager shares what has happened 

with their parents and carers, explaining that the child who did the bullying is 

being helped to adopt more acceptable ways of behaving. 

Parent/carer behaviour   

We believe staff, parents and children are entitled to a safe and protective environment in 

which to work. Behaviour that will cause harassment, alarm or distress to users of the Pre-

school is contrary to the aims of the setting.    

Aims:   

That all members of the Pre-school community treat each other with respect   

Expectation;  

That adults set a good example to children at all times, showing them how to get along with 

all members of the Pre-school and the wider community     

That no members of staff, parents or children are the victims of abusive behaviour or open 

to threats from other adults on the Pre-school premises.   

Physical attacks and threatening behaviour, abusive or insulting language  verbal or written, 

to staff, the committee, parents and carers, children and other users of the Pre-school 

premises will not be tolerated and will result in withdrawal of permission to be on Pre-

school premises.    

Any parent who is asked to leave the Pre-school premises will have the right to appeal the 

decision by writing to the Chair of the Committee.  Please note that incidents of rudeness 

will also be logged with the Chair of the Committee. 

Guidelines   

Types of behaviour that are considered serious and unacceptable and will not be tolerated 
towards any member of the Pre-school community include but is not limited to:   
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¶ Shouting, either in person or over the telephone  

¶ Inappropriate posting on Social Networking sites deemed as bullying  

¶ Speaking in an aggressive/threatening tone  

¶ Physically intimidating, e.g. standing very close   

¶ The use of aggressive hand gestures/exaggerated movements  

¶ Physical threats including shaking or holding a fist towards another person  

¶ Swearing  

¶ Pushing or Physical violence e.g. slapping, punching or kicking  

¶ Spitting  

¶ Racist or sexist comments   
Unacceptable behaviour may result in the Police being informed   
Pre-school reserves the right to take any necessary actions to ensure that members of the 

Pre-school community are not subjected to abuse.   

In the case of abuse or threats to staff, pupils or other parents, Pre-school may ban parents 

from entering the premises.  Parents will need to provide alternative arrangements for 

bringing children into Pre-school.   

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Budget and Purchasing Policy 

Budget 

Each term, the Manager will provide detail of children and sessions, identifying which 

children will be in receipt of Free Entitlement Funding and which children will be fee-paying 

within two weeks of the start of term. 

 

These figures will be used in the Budget spread-sheet (which includes figures for staff costs, 

rent, bills and approximate values for resources and equipment based on previous 

experience). This spread-sheet uses integrated formulae to calculate the amount of FEF per 

term, funding available for materials and resources;  and the amount which should be 

justified for Retained Grant Analysis. The Manager completes this termly analysis for 

Tameside Metropolitan Borough Council at the start of each term, for the previous term.  

 

Purchasing 

The budget spread-sheet is used as a planning tool to determine the expected funding 

required for overheads and the surplus available for resources, materials and equipment for 

each term. Small expenditure can be made by the Manager (and staff members at the 

Managers discretion) using the ‘float’ in the petty cash tin. All cash removed should be 

entered in the ‘cash removed’ book and cross referenced to a numbered receipt. Where 

there are insufficient funds in petty cash, the Treasurer refunds expenditure using direct 

bank transfer (BACS) provided a receipt is provided.  

 

Purchases of less than £200 can be made by the Manager without prior approval. Purchases 

over this amount and items of significant capital expenditure can only be made with prior 

Committee approval. An allowance of £500 per term has also be agreed for consumables 

and small items, at the Managers discretion. This figure should be reviewed annually.  

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Complaints Procedure 

We hope you always feel that you can discuss any complaints/concerns with staff or the 

Committee Members (a list is available on request).  

If you would rather, please record any complaints on a complaints form available from Pre-

school. 

If you are unhappy about the outcome of your complaint, and have followed the complaints 

procedure, you may contact Ofsted for further advice. 

Ofsted can be contacted at: 

Early Years Ofsted 

Piccadilly Gate 

Store Street 

Manchester 

M1 2WD 

Tel: 0300 123 4666 

 

Other Useful Numbers: 

NSPCC       0808 800 5000 

Independent Safeguarding Board    0300 123 1111 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Complaints Form 

Dear Parent/Carer, 

We hope that if you are unhappy about something at Pre-School, you will feel able to talk to 

the Manager or the Chair of the Pre-School Committee. If you wish to make a complaint in 

writing, please do so in the space below, sign and date the form, and give it, in an envelope, 

to the Manager or Chair of the Committee. The complaint will be dealt with in accordance 

with the Complaints Procedure and you will be kept informed of the outcome in writing 

within 28 days. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed ………………………………………………………… 

Print Name …………………………………………………. 

Date…………………………………………………………….. 
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Confidentiality Policy 

The Pre-School’s work with children and families will sometimes bring us into contact with 

confidential information.   

To ensure that all those using and working in the Pre-School can do so with confidence, we 

will respect confidentiality in the following ways:    

¶ Parents will have ready access to the progress and developmental records of their 

own children but will not have access to information about any other child.  When 

pre-school is not in session, these records are stored confidentially in a locked office.   

¶ Staff will not discuss individual children, other than for purposes of curriculum 

planning/group management, with people other than the parents/carers of that 

child.   

¶ Information given by parents/carers to the Pre-School Manager or Key Person will be 

treated in the strictest of confidence.   

¶ 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 a child’s personal safety will be kept in a 

confidential file.   

¶ Students on recognised courses in the Pre-School will be advised of our 

confidentiality policy and required to respect it.    

All the undertakings above are subject to the paramount commitment of the Pre-School 

which is to the safety and well-being of the child.    

Please see also our policy on safeguarding children.    

 

Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Disciplinary and Grievance Procedure 

  

 Minor disagreements among pre-school staff, or between staff and committee should 

usually be resolved informally by discussion with the line manager.  

An employee who is charged with any criminal offence must report this to their manager 

as soon as possible.  Instant dismissal will only occur if the charge may affect the safety, 

welfare and security of the children. Any other offences may be reviewed in accordance 

with disciplinary procedure. 

When a dispute cannot be resolved, or when the committee is dissatisfied with the 

conduct or activities of an employee the following disciplinary procedure will be enforced:  

 

 1. Verbal Warning 

 i) The employee will be interviewed by the Manager/Disciplinary Panel* who will 

explain the complaint. 

 ii) The employee will be given full opportunity to state his/her case. 

 iii) After careful consideration by the disciplinary panel*, and if the warning is 

considered to be appropriate, the employee needs to be told: 

a) What action should be taken to correct conduct; 

b

) 

that s/he will be given a timescale to rectify matters; 

c) what training needs have been identified, with timescales for 

implementation; 

d

) 

what mitigating circumstances have been taken into account in reaching 

the decision; 

e) that if s/he fails to improve then further action will be taken; 

  f) that a confidential record of the warning will be kept; and 

  g) that s/he may appeal against the decision within a limited time period 

(five days) 

  

 2. Formal Written Warning 
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If the employee fails to correct his/her conduct and further action is necessary, or if the 

original offence is considered too serious to warrant an initial oral warning. 

 

 

i) The employee will be interviewed by the Manager/Disciplinary Panel* who will 

explain the complaint and given the opportunity to state his/her case.  

 ii) If a further formal warning is considered to be appropriate, this will be 

explained to the employee and a letter confirming this decision will be sent to 

the employee.  

 iii) The letter will: 

  a) contain a clear reprimand and the reasons for it; 

  b) explain what corrective action is required and what reasonable time is 

given for improvement; 

  c) state what training needs have been identified, with timescales for 

implementation; 

  d) make clear what mitigating circumstances have been taken into account 

in reaching the decision; 

  e)  warn that failure to improve will result in further disciplinary action 

which could result in a final written warning and, if unheeded, ultimately 

to dismissal with appropriate notice; and  

  f) explain that s/he has the right to appeal against the decision.  

 

 3. Final written Warning 

 i) The employee will be interviewed by the Manager/Disciplinary Panel* who will 

explain the complaint and given the opportunity to state his/her case.  

 ii) If a final warning is considered to be appropriate, this will be explained to the 

employee and a letter confirming this decision will be sent to the employee. 

 iii) The letter will: 

  a) contain a clear reprimand and the reasons for it; 

  b) explain what corrective action is required and what reasonable time is 

given for improvement; 

  c) state what training needs have been identified, with timescales for 

implementation; 
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  d) make clear what mitigating circumstances have been taken into account 

in reaching the decision; 

  e)  warn that failure to improve will result in further disciplinary action 

which could result in dismissal; and  

  f) explain that s/he has the right to appeal against the decision. 

 

 4. Dismissal 

  If the employee fails to correct his/her conduct, then: 

 i) The employee will be interviewed as before; and 

  if the decision is to dismiss the employee will be given notice of dismissal, 

stating the reasons for dismissal and giving details of the right to appeal. 

 

 At any stage the employee should be given reasonable notice (5 days) that a disciplinary 

hearing is due to take place to give her/him an opportunity to prepare her/his case, and 

s/he should be offered the opportunity to be accompanied by a colleague or union 

representative if s/he wishes. 

If the progress is satisfactory within the timescale given to rectify matters, the record of 

warnings in the individuals file will be destroyed. 

 

 

 Suspension 

 If the circumstances appear to warrant instant dismissal, an employee may be suspended 

with pay while investigations are being made. These should consist of obtaining written 

statements from all witnesses to the disciplinary incident, and from the employee who is 

being disciplined. Obviously these investigations should be carried out within as short a 

time as possible. 

Instant dismissal is possible only in circumstances of gross misconduct. Below are some 

examples of such misconduct (this is not an exhaustive list): 

 

 

a) theft or fraud; 

 b) ill treatment of children; 
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 c) assault; 

 d) malicious damage; 

 e) gross carelessness which threatens the health and safety of others; or   

 f) being unfit through use of drugs or alcohol 

 

 Otherwise, an employee should not be dismissed without the appropriate warnings. 

 

 Appeals  

 At each stage of the  disciplinary procedure the employee must be told s/he has the right 

to appeal against any disciplinary action, and that the appeal must be made in writing to 

the committee chair within five days of a disciplinary interview. The appeal should be 

heard, if possible within ten days of receipt of the appeal.  

An appeals panel** The appeal panel will make every effort to hear the appeal as 

impartially as possible. The employee may take a colleague or trade union official to 

speak for her/him. 

 

 a) The employee will explain why s/he is dissatisfied and may be asked 

questions. 

 b) The Manager / Chair will be asked to put his/her point of view and may be 

asked questions. 

 c) Witnesses may be heard and may be questioned by the appeals panel and by 

the employee and the manager/chair of committee. 

 d)  The committee will consider the matter and make known its decision. 

  

  

A written record of the meeting will be kept. 

  

 Grievance Procedure 

If an employee is dissatisfied s/he must have the opportunity for prompt discussion with 

his/her manager or committee chair. If the grievance persists, a grievance panel should be 

set up for the purpose of further discussion, at which the employee  may, if s/he wishes, 

be accompanied by a colleague. 
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 There must be a right of appeal, to the full pre-school committee. At this level also, the 

employee’s colleague or trade union official may be present. 

 The aim of the above procedure is to settle the grievance fairly and as near as possible to 

the point of origin. It is intended to be simple and rapid in operation. 

 *The Disciplinary/Grievance panel will normally consist of the pre-school chair and two 

nominated committee members (cohort of 3 members), who would ensure that 

confidentiality is maintained within the panel. 

  
**The Appeals panel will normally consist of 2 or 3 committee members not involved in 

initial disciplinary procedures. However, if this is not possible the appeal group may 

consist of the same people as the original Disciplinary panel. 

 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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EAL (English as an Additional Language) Policy 

 

In Britain, it is estimated that 3 million people speak a language in addition to English.  

Children coming into the early years setting may well speak or hear a language other than 

English at home.  At Broadbottom Pre-School we aim to value this diversity by providing 

opportunities for children to develop and use their own language in their play and learning.  

We recognise that all children will benefit from hearing a mix of languages in their learning 

and play. 

Children with English as an additional language (EAL) will be at many stages of development 

and learning and will have come from different family situations. Some will be bilingual – 

growing up able to speak two languages at home, and some will be emergent bilingual – 

speaking one language at home and beginning to acquire a second language which might be 

English.  Children learn a second language in much the same way as they learned their first 

language. Pre-School aims to be aware of these stages and to support them through 

appropriate play-based activities.  By playing and interacting with other children young 

bilingual children learn language in context and can link meaning to words. 

As with all Pre-School children our first priority is to make a child with EAL feel safe and 

happy with us.  All children must first feel secure and settled before learning can take place.  

Children learning a new language will spend a lot of time listening to patterns and sounds of 

conversation and storing up information for future use.  They will often be able to 

understand much of what they hear, particularly where gestures, signs, facial expressions 

and visual support such as pictures are used, and encouraged, to aid communication. 

At Pre-School we will aim to; 

¶ Build on previous experience of language at home and encourage its use at 

Pre-School, at the same time as supporting and developing English. This will 

show the child we value both languages and help build confidence in using 

both. 

¶ Provide varied opportunities to speak and listen to English with peers and 

adults, e.g. story time, role play, conversation in small groups, snack time. 

¶ Provide bilingual support, where necessary to extend a child’s vocabulary and 

develop understanding. 

¶ Use books, displays, posters, songs, etc to provide a multilingual environment 

for all children and provide examples of writing in a child’s home language for 

all children to experience. 

¶ Provide opportunities for children to hear their home language as well as 

English through tapes, stories and music. The involvement of family members 

may provide valuable material and encouragement for children. 
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Broadbottom Pre-School is a setting in a mainly monolingual area and it is important for 

staff to recognise and plan for the needs of a child with EAL rather than expect the child to 

“fit in”. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Emergency Closure Policy 

 

There are times when Pre-School may need to close for a variety of reasons.  It is essential 

that we have contingency plans in place to ensure that any closure operates smoothly and 

effectively with little or no disruption to parents, practitioners and children.   

We have detailed our guidance below to use in the event of an emergency closure.   

Emergency closure procedures may be put into practice in the event of any of the following:   

¶ Fire damage  

¶ Flood  

¶ Snow and ice  

¶ Natural disasters  

¶ High levels of sickness with practitioners or children  

¶ Pandemic or outbreak of notifiable disease  

¶ Loss of heating, water or electricity  

¶ Gas leak 

¶ A significant bereavement  

¶ Damage to buildings, such as vandalism   

The manager has overall responsibility to make a decision to close Pre-School.   

Parents will not be charged for closure.  Any payment made will be reimbursed.   

The manager or deputy is responsible for contacting Ofsted, Health Protection Agency, and 

Environmental Health (if necessary).   

In case of emergency evacuation, we transfer children and staff to Lymefield Visitors Centre 

to await collection by parent/carer.   

In addition to the First Aid kit, care plans & medication, mobile phone, daily registers and 

contact details, Pre-School has an evacuation bag containing essentials which would be 

required if we are unable to return to our setting in the case of a full evacuation.  This 

includes plastic gloves, tissues, bottled water, etc.   

Pre-School holds a mobile telephone for use in emergencies.   

Contact numbers for children, practitioners and services which may be required in an 

emergency are held in the Evacuation Bag for all childcare practitioners to access.    

In the event of a closure due to bad weather, we contact parents by text and on Facebook 

as soon as possible and a sign is put up on the door.  The Manager has the final decision 
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about whether to close Pre-school.  Factors to be taken into account include safety for the 

children and staffing. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Emergency Procedure 

If a sudden emergency should arise the child must be taken to hospital as soon as possible. 

The supervisor should deploy staff as follows: 

1 staff member –   Send for an ambulance  

   Contact parent 

   Write down child’s details for hospital (name, address,  

   parent contact details, child’s doctor, recent tetanus (if  

   known), known allergies. 

1 staff member – stay with child and accompany to hospital. Stay there until parent arrives.  

2 staff members – comfort and care for other children. Similar action will be taken for staff 

members. 

 

Minor Accidents 

Minor accidents will be treated by staff and recorded on an accident sheet to be kept in the 
child’s individual file. If there is any doubt about treatment parents will be contacted and 
medical help sought. Parents will be informed when the child is collected. 
Cut or open sores, whether on adults or children, must be covered with a plaster or other 
dressing. 
 
Sick Children 
Parents are asked to keep their children at home if they have any infection, and to inform 
Pre-School of the infection. Other parents can then be alerted as necessary and staff can 
make careful observations of any child who seems unwell. 
Parents are asked not to bring in any child who has been vomiting or had diarrhoea until at 
least 24 hours has elapsed since the last episode. 
 
If the children of staff are unwell, the children will not accompany their parents to work. 
 
Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Equal Opportunities Policy 
 

The Pre-School Learning Alliance is committed to helping pre-schools provide equality of 

opportunity for all children and families. As a member of the Pre-School Learning Alliance, 

Broadbottom Pre-School believes that no child, individual or family should be excluded from 

the pre-schools’ activities on the grounds of age, gender, sexuality, class, family status, 

means, disability, colour, ethnic origin, culture, religion or belief. We aim to ensure that all 

who wish to work in, or volunteer to help with, our pre-school have an equal chance to do 

so. 

 

Admissions 

The Pre-School is open to every family in the community. If the pre-school is over-

subscribed, we use the following system for accepting children from the waiting list: 

¶ Children with brothers or sisters currently attending Broadbottom Pre-School. 

¶ Children who are currently attending and in receipt of Free Entitlement. Funding 

(formerly NEG) who request extra days. 

¶ Children who are currently attending but not in receipt of FEF who request extra 

days. 

¶ Children who live in Broadbottom. 

¶ Children who attend Broadbottom Parent and Toddler Group. 

¶ Children whose brothers and sisters attended Broadbottom Pre-School in the last 4 

years. 

¶ Children whose names are registered in the admissions book first. 

 

Employment 

The Pre-School will appoint the best person for each job and will treat fairly all applicants for 

jobs and for all those appointed. 

No applicant will be rejected on the grounds of age, gender, sexuality, class, means, family 

status, disability, colour, ethnic origin, culture, religion or belief. 

Commitment to implementing the group’s Equal Opportunities Policy will form part of the 

job description for all workers. 

 

Families 

The Pre-School recognises that many different types of family successfully love and care for 

children. 

The Pre-School offers a flexible payment system for families with differing means. 
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Festivals 

Our aim is to show respectful awareness of all the major events in the lives of the children 

and families in the Pre-School, and in our society as a whole, and to welcome the diversity 

of backgrounds from which they come. 

In order to achieve this, we aim to acknowledge all the festivals which are celebrated in our 
area and/or by the families involved in the Pre-School: 
 
* without indoctrination in any specific faith, children will be made aware of the festivals 
which are being celebrated by their own families or others, and will be introduced where 
appropriate to the stories behind the festivals 
* before introducing a festival with which the adults in the Pre-School are not themselves 
familiar, appropriate advice will be sought from people to whom the festival is a familiar 
one. 
* children and families who celebrate at home festivals with which the rest of the pre-school 
is not familiar will be invited to share their festival with the rest of the group, if they 
themselves wish to do so. 
* children will be encouraged to welcome a range of different festivals, together with the 
stories, celebrations and special food and clothing they involve, as part of the diversity of 
life. 
 
The Curriculum 

All children will be respected and their individuality and potential recognised, valued and 

nurtured. Activities and the use of play equipment offer children opportunities to develop in 

an environment free from prejudice and discrimination. Opportunities will be given to 

children to explore, acknowledge and value similarities and differences between themselves 

and others.  

 

Resources 

These will be chosen to give children a balanced view of the world and an appreciation of 

the rich diversity of our multi-racial society. 

Materials will be selected to help children to develop their self respect and to respect other 

people by avoiding stereotypes and derogatory pictures or messages about any group of 

people. 

 

 

Special Needs 

The Pre-School recognises the wide range of special needs of children and families in their 

community, and will consider what part it will play in meeting these needs. 

Planning for Pre-School meetings and events will take into account the needs of people with 

disabilities. 

 

 

Discriminatory Behaviour/Remarks 
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These are unacceptable in the pre-School. 

Should they occur, the response will aim to be sensitive to the feelings of the victim(s) and 

to help those responsible to understand and overcome their prejudices. 

 

Language 

Information, written and spoken, will be clearly communicated in as many languages as 

necessary. 

Bilingual/multilingual children and adults are an asset. They will be valued and their 

languages recognised and respected in the Pre-School. 

 

Food 

ALL medical, cultural and specific dietary needs will be met at all times. 

 

Meetings 

The time, place and conduct of meetings will ensure that all families have an equal 

opportunity to be involved in the running of the Pre-School. 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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EYPP (Early Years Pupil Premium) Policy 

Introduction 

From September 2015 the Early Years Pupil Premium is available to specific children 

attending Broadbottom Pre-school who are in receipt of the 3 and 4 year Free Entitlement 

Funding.  It is an additional supplement and is to be used to enhance opportunities and 

experiences for the individual child.   

Eligibility 

Each child, if approved, will be allocated 53p per hour up to a maximum of £302.10 for 570 

hours paid termly with the FEF. 3- and 4-year-olds in early education will receive EYPP 

funding if their family meet at least 1 of the criteria. These are claimants of - Income 

Support, income-based Jobseeker’s Allowance, income-related Employment and Support 

Allowance, support under part VI of the Immigration and Asylum Act 1999, the guaranteed 

element of State Pension Credit, Child Tax Credit (provided they’re not also entitled to 

Working Tax Credit and have an annual gross income of no more than £16,190), Working 

Tax Credit run-on, which is paid for 4 weeks after they stop qualifying for Working Tax Credit 

or Universal Credit 

 
Children are also eligible for funding if they have been in local-authority care for 1 day or 
more, they have been adopted from care or they have left care under a special guardianship 
order or residence order. For these children the child’s guardian will take the responsibility 
and representatives from social care must be involved in discussions around spend of the 
funding. 
 

How we will use the EYPP funding 

In line with the intended use of the EYPP, Broadbottom Pre-school will use the funding to 
enhance practice and provision through a variety of channels.  

Spending may include: 

¶ Arrangements to invest in CPD for staff who work directly with the children who 
have been approved funding in areas that will support their development and 
learning. 

¶ In house training to enhance quality staff interactions with children.  

¶ Educational resources  

¶ Enhanced provision in an identified area (based on the child) – ie The quality of 
provision for early language and literacy  

Our setting will ensure that the EYPP reaches the groups of children for whom it is intended 
and that it makes a significant impact on their developmental outcomes. The EYPP will be 
used to provide additional resources and staff development to enable us to meet the needs 

https://www.gov.uk/income-support
https://www.gov.uk/income-support
https://www.gov.uk/jobseekers-allowance
https://www.gov.uk/employment-support-allowance
https://www.gov.uk/employment-support-allowance
http://www.legislation.gov.uk/ukpga/1999/33/part/VI
https://www.gov.uk/pension-credit/overview
https://www.gov.uk/child-tax-credit/overview
https://www.gov.uk/working-tax-credit
https://www.gov.uk/working-tax-credit
https://www.gov.uk/working-tax-credit
https://www.gov.uk/universal-credit
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of your child. We strive to offer the best possible outcomes for every child and the 
additional funding will facilitate this. We aim to address any underlying inequalities between 
the children who are eligible for EYPP and the rest of the children in the setting. 

 
Working with parents and our key person approach 
 
At Broadbottom Pre-school, we pride ourselves on the relationships that we form with 
parents. We want parents to be as involved in the decisions that affect their children as 
possible and for this reason we will endeavour to consult parents about any expenditure 
that uses the EYPP.  Each child is assigned a key person.  This person understands the 
individual needs of your child and it is with their help that we will identify targets and 
possible ideas that will benefit the children who receive EYPP. 
 
Monitoring Outcomes 
 
Monitoring the impact of the EYPP is especially important to ensure that it is being used to 
enhance provision and improve outcomes for children. We have an action plan in place to 
monitor expenditure using the EYPP and any parent whose child has been awarded EYPP is 
welcome to view this. 
 
If you have any questions about how the setting is using the EYPP please do not hesitate to 
contact a member of management who will be happy to discuss this with you. If this does 
not resolve the concerns, please follow the complaints procedure detailed in our complaints 
policy. 
 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Fire Drill Procedure 

1. Notify a supervisor if you notice any sign of fire. 

2. The supervisor will blow the whistle to stop the children and will collect the children 

together at the front fire doors. 

3. The second supervisor and assistants should check the kitchen, back room and 

toilets and collect the signing in register. They should then join the children at the 

front fire doors together with any students/visitors. 

4. The first supervisor will unbolt the door and lead the children out of the building, to 

assemble at the circle of seats downhill from the Community Centre. Assistants and 

the second supervisor will bring up the rear. 

5. The first supervisor will take the register whilst the second supervisor seeks help if 

necessary. The nearest telephones are across the road or at Broadbottom Post 

Office. 

 

Any children visiting with a parent are the responsibility of that parent. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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First Aid Policy and Procedures 

1. All staff should be first aid trainied; 

Qualified first aiders are: Donna Lynch, Janice Rapuano, Eileen Mussett, Josie 

McCallum, Jade Littler and Mandy Price. 

2. Mobile phones are held by all staff. The nearest phone box is opposite the 

Community Centre. 999 calls can be made on the Community Centre phone. 

3. A first aid box for children and staff is kept in the Pre-school cupboard containing 

the register and records. Contents are checked termly by Donna Lynch (manager) 

and items are replaced if used. A contents list (in accordance with Health and Safety 

(First Aid) Regulations 1981/1997) is attached. A first aid handbook is kept in the box 

file of records. 

4. Emergency contact numbers and signed permissions for accompanying a child to 

hospital are kept in children’s files in the Register cupboard. 

5. Recording Accidents and Medication – details of accidents/administration of 

medication are to be recorded on relevant forms and supervisor and parent/carer 

are to sign on the same day. 

6. Any serious injury or communicable disease is to be reported to Ofsted. 

7. The comforting presence of a parent is vital to a child who is ill or injured! If in 

doubt, CONTACT! 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Healthy Eating Policy 

Broadbottom Pre-school regards snack and meal times as an important part of the setting's 

day. Eating represents a social time for children and adults and helps children to learn about 

healthy eating.  We provide healthy, nutritious snacks and promote healthy eating and good 

oral health. 

We maintain the highest possible food hygiene standards with regard to the purchase, 

storage, preparation and serving of food.  At snack time we offer a range of healthy foods 

including toast, crumpets, bagels, breadsticks, pitta breads, rice cakes or crackers with 

either soft cheese or cubed cheese and a choice of fresh fruit, vegetables and dried fruits 

including; apples, grapes, bananas, oranges, cucumber, radishes and potatoes (home-

grown, when in season), carrot sticks, apricots, raisins and other dried fruit. We offer the 

choice or milk or tap water.   

All food is bought and rotated on a weekly basis to ensure freshness and variety, milk is 

delivered fresh every day.  The fridge is checked daily to ensure it is at the correct 

temperature and the food is prepared on colour coded chopping boards. 

We follow these procedures to promote healthy eating in our setting.  

Parents are welcome to see what we serve at snack-time or visit to experience it first-hand. 

We reinforce good hygiene (such as hand washing) and table manners during snack and use 

the opportunity to talk to the children on a range of topics, including keeping healthy.  We 

also try to have food tasting sessions and try seasonal or food relating to relevant 

celebrations ie hot cross buns at Easter and strawberries in the summer.  

In 2016, we received an award for oral health.  

When the parents first accept a place for their child at Pre-school, they are required to fill in 

an information sheet where there is a section on allergies. This information is held in our 

children’s information file and any allergies are also recorded on an Allergies Notice in the 

Kitchen. 

If a child’s allergy is quite involved, the parents are invited into the Pre-school to speak to 

the staff about the care and dealing with allergic reactions. 

We implement systems to ensure that children receive only food and drink that is consistent 

with their dietary needs and preferences as well as their parents' wishes.   

We take care not to provide food containing nuts or nut products and are especially vigilant 

where we have a child who has a known allergy to nuts.  

We organise meal and snack times so that they are social occasions in which children and 

staff participate and to help children to develop independence.  
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We provide children with utensils that are appropriate for their ages and stages of 

development and that take account of the eating practices in their cultures.  

We have fresh drinking water constantly available for the children.  We inform the children 

about how to obtain the water and that they can help themselves to water at any time 

during the day.  

We inform parents who provide food for their children about the storage facilities available 

in the setting.  

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

for food.  

In order to protect children with food allergies, we discourage children from sharing and 

swapping their food with one another.  

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

Packed lunches are stored in a cool place, (un-refrigerated food is served to children within 

4 hours of preparation at home.)  

Food preparation areas are cleaned before use as well as after use, there are separate 

facilities for hand-washing and for washing up and all surfaces are clean and non-porous.  All 

utensils, crockery etc are clean and stored appropriately and waste food is disposed of daily.  

Cleaning materials and other dangerous materials are stored out of children's reach.    

Packed lunches   

At Broadbottom Pre-school we cannot provide cooked meals (this includes warming and 

re-heating food) and children are required to bring packed lunches. 

We store packed lunches in the kitchen where it is cool and advise parents to include an ice 

pack to keep food cool;  

We inform parents of our policy on healthy eating and encourage parents to provide 

sandwiches with a healthy filling, fruit, and milk based deserts such as yoghurt or crème 

fraîche.   

We discourage sweet drinks and can provide children with water or milk; we discourage 

packed lunch contents that consist largely of crisps, processed foods, sweet drinks and 

sweet products such as cakes or biscuits. We reserve the right to return this food to the 

parent as a last resort;  

We can provide  cups and cutlery if needed.  

We ensure staff sit with children to eat their lunch so that the mealtime is a social occasion.    
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Participating in Food Activities   

All parents are alerted of a forthcoming activity, which involves either handling or eating 

food. The parents are invited to come and speak to a member of staff if they want more 

information on the activity, or if they have any concerns. This way we can discuss, with the 

parents concerned, the best way to ensure that all children can join in the activity safely.  

During the activity, all staff will be aware of any necessary precautions.  Children do not 

have unsupervised access to the kitchen.  

When children take part in cooking activities, they: are supervised at all times; understand 

the importance of hand washing and simple hygiene rules; are kept away from hot surfaces 

and hot water; and  do not have unsupervised access to electrical equipment such as 

blenders etc.   

Reporting of food poisoning   

Food poisoning can occur for a number of reasons; not all cases of sickness or diarrhoea are 

as a result of food poisoning and not all cases of sickness or diarrhoea are reportable.  

Where children and/or adults have been diagnosed by a GP or hospital doctor to be 

suffering from food poisoning and where it seems possible that the source of the outbreak 

is within the Pre - School, the manager will contact the Environmental Health Department 

and the Health Protection Agency, to report the outbreak and will comply with any 

investigation.  

If the food poisoning is identified as a notifiable disease under the Public Health (Infectious 

Diseases) Regulations 1988 the setting will report the matter to Ofsted.  

Parents are welcome to see what we serve at snack-time or visit to experience it first-hand. 

We reinforce good hygiene (such as hand washing) and table manners during snack and use 

the opportunity to talk to the children on a range of topics, including keeping healthy.  We 

also try to have food tasting sessions and try seasonal or food relating to relevant 

celebrations ie hot cross buns at Easter and strawberries in the summer.  

In 2011, we participated in the Tameside dental survey for 3 year olds for the first time. This 

may become an annual event and acts as a trigger to discuss the topic of oral health in the 

setting.  

We include physical exercise daily (including gross motor skill development, dance, yoga, 

keep fit, games, etc) and have topics such as ‘All About Me’ and ‘People who Help us’ where 

we learn about keeping healthy and the role of dentists and doctors; learning about how 

important is to look after our teeth and bodies, etc where we use the medium of role play 

and small world resources.  

We understand that handwashing is imperative to keeping healthy.  We actively promote 

hand washing using antibacterial soap and the use of hand sanitiser gel where appropriate.   
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 Monday Tuesday  Wednesday  Thursday  Friday  

Week 1 Buttered 

toast 

Cheese 

cubes 

Apple 

Pitta bread 

and 

houmous 

Carrot sticks   

Raisins 

Rice cakes and 

soft cheese 

Cucumber  

Banana 

Buttered 

crumpets 

Cheese cubes 

Cherry 

tomatoes 

Bread 

sticks with 

houmous 

Grapes 

Apple 

Week 2 Crackers 

and soft 

cheese 

Cucumber  

Grapes  

Buttered  

toast 

Cheese 

cubes  

Apple 

Buttered 

Crumpets 

Banana  

Carrot sticks  

Bagel with 

soft cheese 

Grapes  

Cucumber 

Buttered 

Toast 

Cheese 

cubes  

Raisins 

Week 3 Bread sticks 

with 

houmous 

Banana  

Grapes 

Rice cakes 

and soft 

cheese 

Apple  

Cherry 

tomatoes  

Buttered toast 

Cheese cubes 

Grapes 

Pitta bread 

and houmous  

Carrot sticks 

Raisins  

Buttered 

Crumpets 

Cheese 

cubes  

Banana 

Week 4 Crumpets 

with soft 

cheese 

Apple 

Cucumber 

Buttered 

Crackers 

Cheese 

cubes 

Banana  

Bagel with soft 

cheese  

Raisins  

Carrot sticks 

Buttered toast 

Cheese cubes 

Grapes  

 

Toast with 

soft 

cheese 

Apple  

Satsumas  

We politely request that parents do not bring in sweets for children’s birthdays. 

*sample snack menu 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date........................ 
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Staff Induction Policy 

Aims  

To ensure that new staff receive the necessary levels of information and initial training to 

enable them to perform their duties effectively.   

Explanation  

New staff members need to be able to perform their duties effectively as soon as possible 

following commencement of employment. This is essential to the quality of care of children. 

This induction policy outlines the requirements for induction within the first weeks of 

employment.  Ongoing training is identified and discussed during termly supervisions and 

annual appraisals.   

Actions   

On or before commencement of employment, the Manager will schedule and conduct an 

induction session for the new staff member. The induction session will include briefings in 

relation to all items listed in the Pre-school Induction Pack. These include:-  

1. Staffing Structure  

2. Staff Handbook; including key policies-Safeguarding, Behaviour Management, 

Observation, Assessment and Planning.  

3. Access to an explanation of the “What to do if you think a child is being abused” 

booklet.  

4. Expectations regarding communication with parents and communication strategies 

used in the Pre-school  

5. Performance expectations, including promptness, absence notification, staff 

meetings, communication with staff, dealing with conflict  

6. Location of information on OFSTED, Safeguarding and First Aid.  

7. Procedures for signing in and out  

8. Location of relevant keys and other relevant resources 

9. The relevant work schedule for the new staff member will be signed.  

10. The probation procedures will be explained  

11. The new staff member will be introduced to all staff in Pre-school 

12. The new staff member will be given a tour of the Centre and all facilities.  

13. At the end of the first week of employment, a further meeting will be held with the 

new staff member to clarify any questions and to check on understanding of 

performance requirements.    
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All new employees are subject to a period of probation where their enthusiasm, attitude 

and general work ethic will be assessed. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Key Person Policy 

Starting Pre-School can be stressful for children and their carers; and adults can have a 

significant impact on children’s emotional well-being and academic achievements, hence, 

effective settling and the establishment of trusting relationships with adults is a priority at 

our setting. We treat each child as an individual to ensure he/she has equality of 

opportunity and their individual needs are identified through working in partnership with 

parents to support everyone involved. We do this using the Key Person Approach. 

 

During initial visits to our Pre-School, a Key Person is assigned to the child and takes the 

opportunity to get to know the parent/carer and child by spending time finding out their 

interests, preferences, settling needs and home routines (see Transition Policy). The Key 

Person then becomes the key point of contact for parents/carers and for the child and is 

usually the same throughout a child’s time with us.  This approach is entirely flexible and 

Key People may change depending on the bond children may make with staff. 

 

The Key Person is responsible for a small group of approximately seven children. They 

become familiar with settling routines for that child and their interests and helps engage 

them in activities in the setting, and helps involve them with their peers. They also take an 

important role in personal care, health and hygiene for that child and, where appropriate, 

support the family in establishing potty training in the setting to mirror routines at home 

and therefore provide a smooth transition.  

 

In addition to forming this important bond for comfort and security, the Key Person also 

makes observations of their children and collates them chronologically in a ‘Learning 

Journey’ file which is a record of a child’s progress towards the Early Learning Goals of the 

Early Years Foundation Stage. It includes  

 

formative and summative assessments across all areas of Learning and Development. The 

Key Person summarises this evidence for parents and second settings (and later schools) as 

mid-year and end of year ‘Summative’ assessments/short reports. The information is also 

used to ‘track’ the progress of children across the EYFS in preparation for school to ensure 

they are making the progress expected and identify particular learning needs. The Key 

Person updates the Learning Journey regularly and this file is always available for parents to 

read, take home, share with their children and add comments/feedback to. 
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Each Key Person is available at the start and at the end of most sessions if parents require 

informal chats about any aspect of their child’s care, learning or development. 

 

 

Signed (Print name).................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed (Print name)…............................................Date......................... 
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Looked After Children Policy 

Policy Statement 

Early years settings are committed to providing quality provision based on equality of 

opportunity for all children and their families. All staff are committed to doing all they can to 

enable ‘looked after’ children in their care to achieve and reach their full potential. 

Definition of ‘Looked after Children’ (LAC): /ƘƛƭŘǊŜƴ ŀƴŘ ȅƻǳƴƎ ǇŜƻǇƭŜ ōŜŎƻƳŜ ΨƭƻƻƪŜŘ ŀŦǘŜǊΩ 

if they have been taken into care by the local authority, or have been accommodated by the 

local authority (a voluntary care arrangement). Most LAC will be living in foster homes, but a 

ǎƳŀƭƭŜǊ ƴǳƳōŜǊ Ƴŀȅ ōŜ ƛƴ ŀ ŎƘƛƭŘǊŜƴΩǎ ƘƻƳŜΣ ƭƛǾƛƴƎ ǿƛǘƘ ŀ relative or even placed back home 

with their natural parents. 

We recognise that children who are being looked after may have experienced traumatic 

situations; physical, emotional or sexual abuse or neglect. However, we also recognise that 

not all looked after children have experienced abuse and 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 impact on 

their emotional well-being 

Procedures 

¶ The designated person for looked after children is the Child Protection Officer 

(Donna Lynch/Amanda Price). 

¶ Every child is allocated a key person before they start and this is no different for a 

looked after child. The Child Protection Officer will ensure they 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 ensures appropriate 

information is gained and shared. 

¶ The setting recognises the vital role of the local authority social care department and 

that it is the key agency in determining what takes place with the child. Nothing 

changes, especially with regard to the birth parents or foster carer’s role in relation 

to the setting without prior discussion and agreement with the child’s social worker. 

¶ At the start of a placement there is a professionals meeting that will 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 and six monthly intervals. 

 

The care plan needs to consider such issues for the child as: 

o The child’s emotional needs and how they are to be met. 

o How any emotional issues and problems that affect behaviour are to be managed; 
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o The child’s sense of self, culture, language(s) and identity –how this is to be 

supported; 

o The child’s need for sociability and friendship; 

o The child’s interests and abilities and possible learning journey pathway; and 

o How any special needs will be supported. 

 

¶ In addition, the care plan will also consider: 

o 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 shared; 

o 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 the setting, when, where and what 

form the contact will take will be discussed and agreed; 

o What written reporting for the child is agreed  required; 

o Wherever possible, and where the plan is for the child’s return home, the birth 

parent(s) should be involved in planning; and 

o With the social workers 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, 

fun-days, etc, alongside the foster carer. 

 

¶ The settling-in process for the child should be the same as for any other child, with the 

foster carer taking the place of the parent, unless otherwise agreed. It is even more 

important that the ‘proximity’ stage is followed until it is visible that the child has 

formed a relationship with his or her key person sufficient to act as a ‘secure’ base to 

allow the gradual separation from the foster carer. This process may take longer in some 

cases, so time needs to be allowed for it to take place without causing further distress or 

anxiety to the child. 

¶ In the first two weeks after settling-in, the child’s well-being is the focus of observation, 

their sociability and their ability to manage their feelings with or without support. 

¶ Further observations about communication, interests and abilities will be noted to firm a 

picture of the whole child in relation to the 7 areas of learning within the EYFS. 

¶ 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 settings’ safeguarding children procedure. 

¶ Regular contact should be maintained with the social worker through planned meetings 

that include the foster carer. 
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¶ Transition to school will be handled sensitively and the designated person and/or the 

child’s key person will liaise with the school, passing on relevant information and 

documentation with the agreement of the looked after child’s birth parents. 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Medicines and Asthma Policy 

Policy  

Broadbottom Pre-School understands the legal requirement for giving medication to 

children as documented in Ofsted’s ‘Giving Medication to children in Registered Childcare’.   

We meet the legal requirements set out in the Statutory Framework for the Early Years 

Foundation Stage 3.44 – 3.46   

‘Medicines must not usually be administered unless they have been prescribed for a child by 

a doctor, dentist, nurse or pharmacist.  (medicines containing aspirin should only be given if 

prescribed by a doctor).  Medicine, both prescription and non-prescription, must only be 

administered to a child where written permission for that particular medicine has been 

obtained from the child’s parent and/or carer.’   

‘Statutory Framework for the Early Years Foundation 

Stage, September 2014   

Procedure  

¶ Medicines are stored in their original containers, clearly labelled in the Kitchen and are 

inaccessible to the children.   

¶ Medicines are not usually administered unless they have been prescribed for that child 

by a doctor and are needed to be given during the child’s session time. Other 

prescription medications may be stored for an emergency, e.g. epipen, inhalers, etc.  

When we use the word ‘prescribe’ we mean medicine that is recommended by a doctor, 

dentist, nurse or pharmacist.  When we use the word ‘prescription’ we mean written 

instructions from a doctor or dentist.    

¶ The parent/carer needs to give prior written permission (on a medicine form) to 

administer any medication.  For children with Asthma, please see Asthma Policy below.    

¶ Written records are kept of all medicines administered to children and these records are 

stored in the child’s personal details file.   

¶ If the administration of prescription medicines requires technical/medical knowledge, 

then individual training is provided for staff from a qualified health professional.  

Training is specific to the individual child concerned.    

¶ All medicines must be administered by the Manager/Deputy or any other senior 

practitioner who is in charge of the session that day.   

¶ A child would be monitored throughout the session to note any reactions to the 

medicine.   

¶ Any necessary medication will be taken on an outing in case it may be required in an 

emergency.  It will be kept safe and administered by Manager/Deputy or other senior 
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practitioner.  If the child’s parent accompanies the trip, responsibility will remain with 

the parent to provide and administer any medication required.   

¶ BroadbottomPre-School is inclusive to children who receive regular medicines and/or 

have ongoing treatment.   

 

Staff Medicines and other substances 

Practitioners must not be under the influence of alcohol or any other substance which may 

affect their ability to care for children. If practitioners are taking medication which may 

affect their ability to care for children, those practitioners should seek medical advice. 

Providers must ensure that those practitioners only work directly with children if medical 

advice confirms that the medication is unlikely to impair that staff member’s ability to look 

after children properly. Staff medication on the premises must be securely stored, and out 

of reach of children, at all times. 

Asthma 

¶ We welcome children with asthma   

¶ We ensure that children with asthma can participate fully in Pre-School life   

¶ We recognise that children with asthma need immediate access to their blue reliever 

inhalers   

¶ We maintain a record of all children with asthma and their medication   

¶ We ensure all staff know what to do in the event of an asthma attack    

¶ All senior staff receive training from each parent of a child with asthma, ensuring they 

are aware of how to deal with that child’s individual need.   

¶ All staff have a clear understanding of the procedure to follow when a child has an 

asthma attack.   

¶ Medicines are stored in their original container, clearly labelled, located in a high 

cupboard in the Kitchen and are inaccessible to the children but accessible to 

Manager/Deputy and senior practitioner.   

 

Management of Asthma in Pre-School 

Early administration of the blue reliever inhaler will cause the majority of attacks to be 

completely resolved.   

Parents/carers should supply a labelled inhaler and, if needed, a spacer device.   

Parents/carers should provide written details (in the medication book) of the dose of 

reliever to be taken if the child has symptoms of asthma whilst at nursery.   

Parents/carers should notify the Nursery in the event of any changes.   

Details to be reviewed termly with parents.   
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In the Event of an Asthma Attack  

¶ Bring the inhaler to the child, not the child to the inhaler.  Calm the child as much as 

possible to maximise the benefit from the inhaler technique.   

¶ Ensure that 2 puffs of the blue reliever inhaler are taken immediately.  Whenever 

possible, allow medication to be taken where the attack occurs.   

¶ If symptoms do not resolve, continue to give 1 puff every minute for 5 mins.   

¶ Stay calm and reassure the child.  Stay with the child until the attack is resolved.   

¶ If the attack resolves and as soon as they feel better, the child can return to normal 

nursery activities.   

¶ The child’s parents must be informed of the attack and confirmed in writing so that this 

information can also be passed onto the child’s GP.  This should include where and when 

the attack took place (e.g. area of nursery and what activity), what medication was given 

and how much was given.   

 

Emergency Situation Call the ambulance urgently if:   

¶ The blue reliever inhaler has no effect after 5 – 10 minutes of first using.   

¶ The child is either distressed or unable to talk.   

¶ The child is getting exhausted.   

¶ The child’s lips are blue.   

¶ You have any doubts at all about the child’s condition.   

¶ Continue to give the blue reliever inhaler (1 puff every minute) until help arrives.   

 

Safety  

The drug in blue inhalers used to relieve symptoms of asthma is very safe and even if too 

much is taken, will not cause harm.  It is not harmful if a person who does not have asthma 

takes some of this medication, however, if a large amount is taken they may experience 

some side effects.  Side effects include increased heart rate and muscle tremor but are short 

lived and do not cause any long-term effects.         

                                                                                                        (Asthma UK 2006)   

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Mobile Phone Policy 

 

To ensure the safety and welfare of children in our care we operate a personal mobile 

phone usage policy which stipulates that personal mobile phones cannot be used when in 

the presence of children, on the premises or when on outings. 

 

To ensure this we will ensure that: 

¶ All mobile phones will be kept in a secure place throughout contact time with 

children. 

¶ Mobile phone calls may only be taken at staff breaks or in staffs own time 

¶ If you have a personal emergency you are able to go into a private area to make a 

personal call, at the discretion of the Manager. Note: The settings landline telephone 

does not allow outgoing calls. 

¶ Staff will need to ensure that Manager has up to date contact details and that staff 

make their families aware of emergency work telephone numbers. This is the 

responsibility of the individual staff member. 

¶ During group outings nominated staff will have access to the settings mobile phone, 

which is to be used for emergency purposes only. 

¶ If this policy is not adhered to, disciplinary procedures will be followed (Disciplinary 

policy). 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Non Collection of a Child Procedure 

In the event of a child not being collected at the end of a session:   

¶ After 10 minutes try to make contact with the child’s parents/carers.   

¶ If no contact can be made with the parents/carer, try to contact any of the other 

authorised persons (see child’s records).   

¶ Keep child happy and occupied within the Pre-School Centre, with the Manager and 

one other member of staff remaining with child.  Under NO CIRCUMSTANCES should 

a child be taken to the home of any member of staff.  

¶ After a further 10 minutes, try to establish contact again with the parents/carer or 

any other authorised persons.   

¶ If no contact able to be made with any authorised person within 1 hour after 

collection time, inform Social Services and gain advice.  At this time also inform an 

officer of the Committee. 

¶ Investigate the reason for late collection and act accordingly.  Parent/Carer may be 

subjected to a late collection fine. 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Observation and Assessment Policy   
 
Observation, Assessment and Planning Cycle in the EYFS  
 
Observation 
 
Observation ‘involves practitioners observing children to understand their level of 
achievement, interests and learning styles, and then to shape learning experiences for each 
child reflecting those observations.’  
                            [Statutory Framework for the Early Years Foundation Stage - 2012] 
Quality Observations are embedded in every day practice to build up an accurate picture of 
the unique child. They are purposeful, informative and capture what children know, can do 
and are currently interested in. They demonstrate their current stage of development. 
 
Observations should be made in a range of contexts, for example in their independent play, 
during everyday routines and when engaged with others. They should reflect multiple 
perspectives - the child, their family and practitioners - and be shared effectively between 
them. 
 
Observations should also feed into knowledge of how children learn through the 
Characteristics of Effective Learning. 
 
Assessments and observation should support future planning and meet the needs of 
individual children.  Progress should be monitored and recorded over a period of time in 
natural meaningful situations.   
 
At Pre-School, this is done in a variety of ways:   

¶ Observing  

¶ Listening  

¶ Discussing  

¶ Questioning  

¶ Including parents  

¶ Including children in self-evaluation   
 
Children’s expected achievements are linked to the Early Years Foundation Stage Curriculum 
and are appropriate to children’s stages of development.   
Children’s progress and achievements are monitored and recorded in the following ways:   

¶ Prior to entry, information about the child’s interests, needs, likes & dislikes is gained 
from parents/carers.   

¶ On entry, individual children’s folders are started to document their learning journey 
with us at Pre-School.  They include photographs and samples of the children’s 
learning across the seven areas of development.   

¶ Achievements and areas for development are recorded during activities using our 
various observation sheets which are stored in the children’s individual folders.   

http://www.northamptonshire.gov.uk/en/councilservices/children/early-learning-childcare/Pages/Characteristics-of-Effective-Learning.aspx


Broadbottom Pre-School    

 

 

¶ Assessment and observation opportunities are planned for as well as staff making 
notes of relevant achievements as and when they occur.  These observations are 
also used to inform future planning.   

¶ The child’s progress is shared and discussed with parents/carers at bi-annual parent 
meetings evenings.   

¶ Observation sheets on clip boards and ‘post-its’ are used by staff to record dated 
daily observations.  Achievements are then transferred onto the individual records.  

¶ Dated samples of children’s learning are kept and are used for staff to record 
appropriate observations and achievements for that day.   

¶ A report on children’s achievements and progress is completed in the form of a 2 
year old check, a mid year report in March and an end of year report in July.     

¶ On leaving Pre-School, assessment records are forwarded to the relevant setting, 
with permission from the Parent/Carer.   

¶ It is the responsibility of the staff to fulfil the requirement of this policy.  The 
Manager checks that records are updated termly and completes Individual and 
Cohort Tracking.    

 

Assessment 
On-going formative assessment is at the heart of early years practice. It is the link between 
observing children and effective planning to support their progress. 

Accurate Assessments: 

¶ Analyse observations in order to make judgements which lead to action to support 
individual children.  

¶ Provide an insight into how best to help each child develop and learn and prioritise the 
experiences and opportunities that can be offered.  

¶ Are monitored by leaders and managers to identify children’s needs and ensure that all 
children are making progress to reach their full potential.  

¶ Actively engage parents in developing a picture of each child, identifying any learning 
and development needs. 

A summary of a child’s achievements at a particular point in time so that their progress can 
be tracked is known as summative assessment. The EYFS requires practitioners to review 
children’s progress and share a written summary with parents at two significant points.  

 

Planning 

 ‘Each area of learning and development must be implemented through planned, purposeful 
play and through a mix of adult-led and child initiated activity.’  
                 [Statutory Framework for the Early Years Foundation Stage, DfE, 2012] 

Effective Planning: 
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¶ Reflects, supports and extends individual children’s current interests, learning styles, 
enthusiasms and the stage of development of each child.  

¶ Is a flexible, working document, which is responsive to spontaneous events.  
¶ Enables all practitioners to contribute, understand and articulate why experiences have 

been planned.  
¶ Enables children, parents and practitioners to have a voice in the planning process. 

 
 
Signed (Print name).......................................................... Date................. 
 
Ratified by (Member of Pre-School Committee) 
 
Signed  (Print name)....................................................Date......................... 
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Safeguarding Children 

Supervision of children on outings and visits 

Policy Statement 

Children benefit from being taken out of the setting to go on visits or trips to local parks or 

other suitable venues for activities which enhance their learning experiences. Staff in our 

settings ensure that there are procedures to keep children safe on outings; all staff and 

volunteers are aware of and follow the procedures below. 

Procedures 

o Parents are always asked to sign specific consent forms before major outings. 

o A risk assessment is carried out before a major outing takes place. 

o All venue risk assessments are made available for parents to see. 

o Our adult to child ratio is high, normally one adult to two children, or one adult to 

three children.  This ratio is dependent on the age and sensibility of the children and 

also the type of venue as well as how it is to be reached. 

o Named children are assigned to individual staff to ensure each child is individually 

supervised, to ensure no child goes astray, and that there is no unauthorised access 

to children. 

o Staff take a mobile phone on outings, and supplies of tissues, wipes, pants, etc as 

well as a mini first aid pack, snacks and water. The amount of equipment will vary 

and be consistent with the venue and the number of children as well as how long 

they will be out for. 

o Staff take a list of children with them with contact numbers of parents/carers. 

o A minimum of two staff should accompany children on outings and a minimum of 

two should remain behind with the rest of the children. 

o All required medication MUST be taken in the outings bag. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Parent Partnership Policy 

Parental Involvement - Policy Statement 

We believe that children benefit most from early year’s education and care when parents 

and settings work together in partnership. 

Our aim is to support parents as their children’s first and most important educators by 

involving them in their children’s education and in the full life of the setting. We also aim to 

support parents in their own continuing education and personal development. 

Some parents are less well represented in early year’s settings; these include fathers, 

parents who live apart from their children but who still play a part in their lives as well as 

working parents. In carrying out the following procedures, we will try to ensure all parents 

are included. 

When we refer to ‘parents’ we mean both mothers and fathers; these include both natural 

or birth parents as well as step-parents and parents who do not live with their children, but 

have contact with them and play a part in their lives. ‘Parents’ also includes same sex 

parents as well as foster parents. 

‘Parental responsibility’ is all the rights, duties, powers and responsibilities and authority 

which by law, a parent of a child has in relation to the child and his property. (For a full 

explanation of who has parental responsibility, refer to the Pre-School Learning Alliance’s 

Child Protection Record publication.) 

 

Procedures 

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

¶ We ensure ongoing dialogue with parents to improve our knowledge of the needs of 

their children and to support their families. 

¶ We inform parents about how the setting is run and its policies through access to 

written information and through regular informal communication. We check to 

ensure parents understand the information that is given to them. 

¶ We encourage and support parents to play an active part in the governance and 

management of the setting. 

¶ We inform parents on a regular basis about their children’s progress. 

¶ We involve parents in the shared record-keeping about their children – either 

formally or informally – and ensure parents have access to their children’s written 

developmental records. 

¶ We provide opportunities for parents to contribute their own skills, knowledge and 

interests to the activities of the setting. 

¶ We inform parents about relevant conferences, workshops and training. 
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¶ We hold meetings in venues that are accessible and appropriate for all. 

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

¶ We inform parents of the systems for registering queries, complaints or suggestions 

and check to ensure these are understood. All parents have access to our written 

complaints procedure. 

¶ We provide opportunities for parents to learn about the curriculum offered in the 

setting and about young children’s learning, in the setting, and at home. 

In compliance with the Welfare Requirements, the following documentation is in place: 

- Admissions Policy 

- Complaints Procedure. 

- Record of Complaints. 

- Developmental records of children. 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Working in Partnership with Other Agencies Policy 

Policy Statement 

We work in partnership with local and national agencies to promote the well-being of all 

children. 

Procedures 

¶ We work in partnership or in tandem with, local and national agencies to promote 

the well-being of children. 

¶ Procedures are in place for sharing of information about children and families with 

other agencies. These are set out in the Information Sharing Protocol, Safeguarding 

Children procedures and the special educational Needs Procedures. 

¶ Information shared by other agencies with us is regarded as third party information. 

This is also kept in confidence and not shared without consent from that agency. 

¶ When working in partnership with staff from other agencies, we make those 

individuals welcome in the setting and their professional roles are respected. 

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

¶ Staff from other agencies do not have unsupervised access to the child they are 

visiting in the setting and do not have access to any other children during their visit. 

¶ Our staff do not casually share information or seek informal advice about any named 

child/family. 

¶ When necessary we consult with local and national agencies who offer a wealth of 

advice and information that help us develop understanding of issues facing us and 

who can provide support and information for parents. 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Promoting Health and Hygiene 

Personal Care 

Policy Statement 

No child is excluded from participating in our setting 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 at the time. 

We make necessary adjustments to our bathroom provision and hygiene practice 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 

- Young children from two years should wear ‘pull ups’ or other types of trainer 

pants as soon as they are comfortable with this and their parents agree. 

- Changing areas are warm and there are safe areas to lay young children if they 

need their bottoms cleaned. 

- Gloves and aprons are put on before changing starts and the areas are prepared.  

Changing mats are sprayed with antibacterial cleaner and wiped with paper 

towel between each change. 

- All practitioners are familiar with the hygiene procedures and carry these out 

when changing nappies. 

- In addition, key persons ensure that nappy changing is relaxed and a time to 

promote independence in young children. 

- Young children are encouraged to take an interest in the toilet; they may just 

want t sit on it and talk to a friend who is also using the toilet. 

- They should be encouraged to wash their hands and have soap and towels to 

hand. They should be allowed time for some play as they explore the water and 

the soap. 

- Key persons are gentle when changing; they avoid pulling faces and making 

negative comment about ‘nappy contents’. 

- Key persons do not make inappropriate comments about young children’s 

genitals when changing their nappies. 

- Older children access the toilet when they have need to and are encouraged to 

be independent. 

- Nappies and ‘pull ups’ are disposed of hygienically. Any soil (faeces) in nappies or 

pull ups is flushed down the toilet and the nappy or pull up is bagged and put in 
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the bin. Cloth nappies, trainer pants and ordinary pants that have been wet or 

soiled are rinsed and bagged for the parent to take home. 

 

NB if young children are left in wet or soiled nappies/’pull ups’ in the setting this may well 

constitute neglect and will be a disciplinary matter. Settings have‘duty of care’ towards 

children’s personal needs. 

 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Photography and Media Policy 
 
At Broadbottom Pre-school, we ensure the safety and appropriate use of still images and 
recorded images by operating a Photography and Media Policy. This is to outline the 
appropriate use of cameras. 
 
Use of photographs and/or film within pre-school 
The types of photographs which are likely to be taken, are of children participating in 
various play activities.  
 
Only Pre-school practitioners will take photographs and videos – visitors and parents are not 
permitted to take pictures whilst in the setting.   
 
The pictures taken are for Pre-school use only and will only be taken using the Pre-school 
camera and Mobile phone. The use of personal mobile phones to take images of children is 
strictly forbidden within the setting. 
 
Photographs can be used within a child’s Learning Journey, on the Pre-school Photo Display 
Board or as part of a ‘slideshow’ on the Pre-school laptop computer within the setting. Any 
additional use of these images (such as uploading an image onto the Pre-school website or 
Facebook page) would require special consent from parents, carers or guardians. 
 
In accordance with the Early Years Foundation Stage, children will be given opportunities to 
take photographs themselves and to view the pictures they have taken within the setting.   
 
Cameras are not permitted at all in bathroom and changing areas. 
 
Images will be stored on the laptop computer belonging to the nursery or on a portable 
external drive which will be kept in a locked cupboard. No images will be stored where they 
can be accessed through the internet. 
 
The setting camera should be easily accessible to all members of staff to capture 
spontaneous moment to support the observation requirements of the Early Years 
Foundation Stage, and to share with parents. 
 
The setting camera MUST NOT be taken off the premises (unless on an outing with the 
children) and all photographs will be printed on site. 
 
Learning Journeys MAY be taken off site to complete with parental permission on the 
understanding that confidentiality is paramount. 
 
Special events      
Every year each setting runs a number of events such as Fun Days and Christmas Plays.  
Broadbottom Pre-school encourages parents to take an interest in their child’s 
development, including the recording of these milestone events and therefore we will take 
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all reasonable steps to ensure that the recording of these events is appropriate. These steps 
include only permitting parents and carers known to the nursery to film or photograph 
children and asking permission before events. 
 
Consent 
All parents/carers of children attending Pre-school are required to complete a Registration 
Form. As part of the Registration Form parents and carers are invited to provide consent for 
photographs to be taken in the setting, for Pre-school use only. 
Parental permission should be sought to take and use photographs off-site for professional, 
marketing and training purposes. This may be in addition to parental permission sought for 
on-site images. 
 
Parents/carers can provide consent for none or all of these criteria.  Should a parent/carer 
not wish to provide consent for a photographs and/or videos to be taken, practitioners will 
be made aware of this and Parent/carer wishes will be respected at all times.   
The setting ensures that children who have additional reasons for safeguarding of identity 
and location are inclusively protected without discrimination e.g. if a parent has requested 
no photograph to be taken of their child, staff will ensure that the child does not feel 
excluded by the experience. 
 
Should parents/carers have any concerns or queries about this policy then they should 
speak directly with the Pre-school Manager. 
 
 
Signed (Print name).......................................................... Date................. 
 
Ratified by (Member of Pre-School Committee) 
 
Signed  (Print name)....................................................Date......................... 
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Physical Handling of Children   
 

Staff at Pre-School aim to help children take responsibility for their own behaviour, however 

the age of a child and their level of development and understanding MUST be taken into 

consideration.  For Example, a 2 year old child would not be emotionally ready to take 

responsibility for their own behaviour, neither would a 4 year old with a developmental 

delay be able to.   

This can be done through a combination of approaches, in partnership with the 

parent/carer, which include:  

 

¶ Positive role modelling  

¶ Planning a range of interesting and challenging activities  

¶ Setting and enforcing appropriate boundaries and expectations  

¶ Providing positive feedback   

However, there may be occasional times when a child’s behaviour presents particular 

challenges that may require physical handling.  This guidance sets out expectations for the 

use of physical handling.    

 

Definitions   

There are three main types of physical intervention:   

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

might be appropriate in a range of situations:  

¶ Giving guidance to children (such as 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)   

 

Staff must exercise appropriate care when using touch.  There are some children for whom 

touch would be inappropriate, such as those with a history of physical or sexual abuse.  This 

policy is not intended to imply that staff should no longer touch children.   

 

Physical intervention.   

Physical intervention can include mechanical and environmental means such as high chairs, 

stair gates or locked doors.  These may be appropriate ways of ensuring a child’s safety.   

 

Restrictive physical intervention.   

This is when a member of staff uses physical force intentionally to restrict a child’s 

movement against his or her will, reducing any risk to the child, other children or adults in 

the immediate area.  In all cases this will be through the use of the adult’s body rather than 

mechanical or environmental methods.  This guidance refers mainly to the use of restrictive 

bodily physical intervention.    
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Principles for the use of restrictive physical intervention   

The principles underpinning the use of restrictive physical intervention have been identified 

as follows:   

Firstly: restrictive physical handling should be used in the context of positive behaviour 

management approaches.  Practitioners will only use restrictive physical intervention in 

extreme circumstances.  It is not the preferred way of managing children’s behaviour.  

Physical intervention should only be used in the context of a well-established and well 

implemented positive framework.  (See Behaviour Management Policy).   

At Pre-School we aim to do all we can in order to avoid using restrictive physical 

intervention.  However there are clearly rare situations of such extreme danger that create 

an immediate need for the use of restrictive physical intervention.  Restrictive physical 

intervention in these circumstances can be used with other strategies such as saying “stop”.   

Secondly: duty of care.  All staff have a duty of care towards the children at Pre-School.  

When children are in danger of hurting themselves, others or of causing significant damage 

to property, staff have a responsibility to intervene.  In most cases this involves an attempt 

to divert the child to another activity or a simple instruction to “stop!”  However, if it is 

judged as necessary, staff may use restrictive physical intervention.   

Thirdly:  reasonable minimal force.  When physical intervention is used, it is used within the 

principle of reasonable minimal force.  Staff should use as little restrictive force as necessary 

in order to maintain safety.  Staff should use this for as short a period as possible.    

 

Who can use restrictive physical intervention?   

It is preferable that a member of staff who knows the child well is involved in a restrictive 

physical intervention.  This person is most likely to be able to use other methods to support 

the child and keep them safe without using physical intervention.  In an emergency, any 

member of staff can use restrictive physical intervention as long as it is consistent with this 

policy.   

 

When can restrictive physical intervention be used?   

Restrictive physical intervention can be justified when:  

¶ Someone is injuring themselves or others  

¶ Someone is damaging property  

¶ There is suspicion that although injury or damage has not yet happened, it is at 

immediate risk of occurring.   

¶ Duty of care means that staff might have to use restrictive physical intervention if a 

child is trying to leave the site and it is judged that the child would be at risk.  Staff 

should also use other protective measures, such as securing the site and ensuring 

appropriate staffing levels are provided.  This duty of care also extends beyond the 

site boundaries: when staff have control or charge of children off site (e.g. on trips).   

¶ There may be times when restrictive physical intervention is justified but the 

situation might be made worse if restrictive physical intervention is used.  If staff 
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judge that restrictive physical intervention would make the situation worse, staff 

would not use it, but would do something else (like issue an instruction to stop, seek 

help, or make the area safe) consistent with the duty of care.  

The aim in using restrictive physical intervention is to restore safety, both for the child and 

those around him or her.  Restrictive physical intervention must never be used out of anger, 

as a punishment or as an alternative to measures which are less intrusive and which staff 

judge would be effective.    

 

What type of restrictive physical intervention can and cannot be used?   

Any use of physical intervention at Pre-School should be consistent with the principle of 

reasonable minimal force.  Where it is judged that restrictive physical intervention is 

necessary, staff should:  

¶ Aim for side-by-side contact with the child.   

¶ Aim for no gap between the adult’s and child’s body, where they are side by side.  

This minimises the risk of impact and damage  

¶ Aim to keep the adult’s back as straight as possible.  

¶ Beware in particular of head positioning, to avoid head butts from the child  

¶ Hold children by “long” bones, i.e. avoid grasping at joints where pain and damage 

are most likely.  

¶ Ensure that there is no restriction to the child’s ability to breathe.  In particular, this 

means avoiding holding a child around the chest cavity or stomach.  

¶ Avoid lifting mobile children where possible.   

 

Planning   

In an emergency, staff do their best within their duty of care and using reasonable minimal 

force.  After an emergency the situation is reviewed and plans for an appropriate future 

response are made.  This will be based on a risk assessment which considers:  the risks 

presented by the child’s behaviour, the potential targets of such risks, preventative and 

responsive strategies to manage these risks   

Staff pay particular attention to responsive strategies.  There is a range of approaches such 

as humour, distraction, relocation and offering choices which are direct alternatives to using 

restrictive physical intervention.  

 

Recording and reporting   

It is important that any use of restrictive physical intervention is recorded.  The records will 

show who was involved (child and staff, including observers), the reason physical 

intervention was considered appropriate, how the child was held, when it happened (date 

and time) and for how long, any subsequent injury or distress and what was done in relation 

to this.  This will be done as soon as possible and within 24 hours of the incident.  According 

to the nature of the incident, the incident should be noted in other records, such as the 

accident book.   



Broadbottom Pre-School    

 

 

After using restrictive physical intervention, the manager or deputy will inform the 

parent/carer by phone if they judge it is appropriate to do so.  Parent/carer should be given 

a copy of the record form.    

 

Supporting and reviewing   

It is distressing to be involved in a restrictive physical intervention, whether as the person 

doing the holding, the child being held or someone observing or hearing about what has 

happened.  After a restrictive physical intervention, support is given to the child so that they 

can understand why they were held.  A record is kept about how the child felt about this 

where this is possible.  Staff should help the child to record their views.  Where appropriate, 

staff may have the same sort of conversations with other children who observed what 

happened (dependent upon their age and level of understanding).  In all cases, staff will wait 

until the child has calmed down enough to be able to talk productively and understand this 

conversation.  If necessary, an independent member of staff will check for injury and 

provide appropriate first aid.   

Support is given to the adults who were involved, either actively or as observers.  The adults 

will be given the chance to talk through what has happened with the manager or deputy.   

A 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 a restrictive physical 

intervention, staff consider reviewing the individual behaviour plan so that the risk of 

needing to use restrictive physical intervention again is reduced.    

 

Monitoring   

This policy is monitored and reviewed by the manager and deputy at least annually and 

more often if needed.  Monitoring the use of restrictive physical intervention will help 

identify trends and therefore help develop our ability to meet the needs of children without 

using restrictive intervention.   

 

Complaints   

The use of physical intervention can lead to allegations of inappropriate or excessive use.  

Where anyone (child, carer, staff member or visitor) has a concern following the use of 

physical intervention, this should be dealt with through the usual Complaints Procedure. 

 

Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

 

Signed  (Print name)....................................................Date......................... 
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Planning Policy 

The activities at Pre-School are planned in accordance with the aims of the EYFS Framework: 

 A Unique Child 

 Positive Relationships 

 Enabling Environments 

 Learning and Development 

 

Long Term Planning 

Long term planning ensures that; 

¶ All 7 areas of Learning and Development are covered, focusing first on the 3 

Prime areas and then the 4 Specific areas 

¶ There is a balance between indoor and outdoor activities 

¶ The links between the 7 areas of Learning and Development are the 

commitments of the 4 Principles identified 

¶ Children have a balance of opportunities for free-play and planned adult-led 

activities 

The long-term planning document analyses the continuous provision in the setting and 

highlights learning opportunities, resources and experiences, and the role of the adult. 

 

Medium Term planning 

Medium term planning links with the long-term planning but outlines the experiences and 

activities planned and resources required for a theme which may last a few weeks. 

Themes/topics will cover special events, festivals, seasons and interests and ‘bedrock’ topics 

such as shapes, colours, myself, etc. 

Medium term planning is flexible and will change to reflect the interests of the children and 

any external changes, e.g. snow!” 

The medium term plan for each theme identifies; 

¶ The learning opportunities to be delivered, based on the six areas of learning 

and development 

¶ The adult-led focused activities supporting the theme 

¶ Ideas for use in Keyworker/small group lessons 

¶ Enhancements/resources to be added to the continuous provision 
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The medium term plan is not prescriptive, is flexible and can be adapted in light of children’s 

interests and comments from the reflect/respond section of the short term plan. 

 

Short-term Planning 

Short-term planning takes the form of a weekly plan which identifies the adult-led focused 

activities and their main learning objectives and set out the experiences and activities which 

will be provided to support them. The weekly planning sheet is supported by a weekly key 

person planning sheet for recording the next steps and interests of individual children so 

that their interests can be recorded and catered for if appropriate. 

 

Who Plans? 

All staff outline themes for up to a term ahead. A theme plan allows all staff to work 

together and add suggestions for focused activities or enhancements based on the children, 

their interests and any celebrations/festivals. The two supervisors take turns to write up the 

weekly plan and it is displayed every session for all staff to refer to and amend as 

appropriate. Planning for the term ahead is also discussed at half-termly staff meetings. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Record Keeping 

Children’s Records 

Policy Statement 

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 

and the Human Rights Act. 

This policy and procedure is taken in conjunction with the Confidentiality Policy and our 

procedures for information sharing. 

 

Procedures 

We keep two kinds of records on children attending our setting: 

Developmental records 

¶ These include observations of children in the setting, photographs and samples of 

their work and summary developmental reports. 

Personal records 

¶ These include registration and admission forms, signed consent forms, and 

correspondence concerning the child or family, reports or minutes from meetings 

concerning the child from other agencies, an ongoing record of relevant contact with 

parents, and observations by staff on any confidential matter involving the child, 

such as developmental concerns or child protection matters. 

¶ These confidential records are stored in a lockable file or cabinet and are kept secure 

by the person in charge in an office or other suitably safe place. 

¶ Parents have access to the files and records of their own children but do not have 

access to information about any other child. 

¶ Staff will not discuss personal information given by parents with other members of 

staff, except where it affects planning for the child’s needs. Staff induction includes 

an awareness of the importance of confidentiality in the role of the Key Person. 

¶ We retain children’s records for three years after they have left the setting. These 

are kept in a secure place. 

 

Other Records 

¶ Issues to do with the employment of staff, whether paid or unpaid, remain 

confidential to the people directly involved with making personal decisions. 
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¶ Students on Pre-School Learning Alliance or other recognised qualifications or 

training, when they are observed in a setting, are advised of our confidentiality 

policy and are required to respect it. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Risk Assessment Policy  
 

What is a Risk Assessment   

Risk assessment is a common requirement of all health and safety legislation, the emphasis 

is on preventing accidents and work related ill health, rather than just reacting to incidents 

and making improvements after an event.  The main questions that need to be asked are; 

What task, activity or environment is being assessed?  

What hazards are present or may be generated?  

Who is affected or exposed to the hazards?   

What degree of injury can be reasonably expected?  

What precautions are already in place to either eliminate or reduce the risk of an accident 

happening?  

Probability of an accident happening?   

What is the risk factor? 

 

1. Legislation  

The Management of Health and Safety at Work Regulations 1999 require employers to 

make a suitable and sufficient assessment of the health and safety risk to employees and 

non-employees, arising from their work activities. The aim of a risk assessment is to prevent 

accidents causing injury or death, near misses, work-related ill health, repetitive / 

accumulated strain injuries, damage to equipment and the environment, and stress related 

ill health or mental health problems.  Risk assessments must be recorded and be available 

for examination upon request.   

 

3.64. of the EYFS Statutory Framework;  Providers must ensure that they take all reasonable 

steps to ensure staff and children in their care are not exposed to risks and must be able to 

demonstrate how they are managing risks31. Providers must determine where it is helpful 

to make some written risk assessments in relation to specific issues, to inform staff practice, 

and to demonstrate how they are managing risks if asked by parents and/or carers or 

inspectors. Risk assessments should identify aspects of the environment that need to be 

checked on a regular basis, when and by whom those aspects will be checked, and how the 

risk will be removed or minimised.    

 

2. Definitions  

Risk Assessment – a careful examination of what, in your work, could cause harm to people 

so that you can weigh up whether you have taken enough precautions or should do more to 

prevent harm.   

Suitable & Sufficient Risk Assessment – It must show that a proper check was made, you 

considered who might be affected, you dealt with all the significant hazards, you took into 

account the number of people who could be involved, you make sure the precautions are 
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reasonable, the remaining risk is low and you involved your staff or their representatives in 

the process.  

 

Risk – The likelihood that the harm from a particular hazard is realised.  

Significant Risk - Risks, which are significant, are those that are not trivial in nature and are 

capable of creating a real risk to health and safety which any reasonable person would 

appreciate and would take steps to guard against.  

 

Hazard – something with the potential to cause harm.  

 

Probability - The likelihood of the hazard causing harm.    

 

Severity – the likely severity of any harm or damage.  

 

As far as is Reasonably Foreseeable (AFARP) – the balance between the risk and the time, 

trouble and cost of putting it right.  

 

Competent Person - A person with the necessary skills, knowledge, attributes, training and 

experience to undertake the task.  

 

Dynamic Risk Assessment - A real time un-written assessment of the risks to deal with the 

current situation that you face.  

 

Generic Risk Assessment – A pre-prepared risk assessment, available off-the-shelf.  An 

approach that is commonly taken to assessing workplace risks where there are similar 

activities and hazards across different work activities, areas of the workplace, or at different 

sites.  When using a generic risk assessment it is essential that it is suitably tailored to take 

account of site-specific operations and locations.  

 

Specific Risk Assessment – a more detailed specialised risk assessment carried out:  

¶ to comply with specific legislation requirements for a specific hazard area, for 

example work with display screen equipment,  manual handling, hazardous 

substances, fire, stress, noise and violence & aggression.  

¶ individuals such as new and expectant mothers, the disabled, young workers, staff 

returning to work after significant sickness absence where reasonable adjustments 

may be necessary.  

 

3. Training & Competence  

The task of actually carrying out risk assessments is usually delegated to those people who 

are most familiar with the activity, project or equipment being assessed or who create the 

risk.   Risk assessors must attend relevant training and familiarise themselves with the steps 

involved in undertaking a risk assessment. They may be local managers, supervisors, 
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teachers or other individuals directly involved in the work; they will understand the nature 

of the work and are best placed to ensure that on a day-to-day basis, risks are adequately 

controlled.     

 

4. Responsibilities  

Managers/Leaders  - ensure that:  

¶ risk assessors are identified and are suitably competent to carry out risk 

assessments.   

¶ suitable and sufficient risk assessments are carried out.  

¶ risk assessors have adequate support, time and resources to undertake assessments.  

¶ agreed actions resulting from risk assessments are carried out.  

¶ the findings of the risk assessments are communicated to all relevant staff.  

¶ risk assessments are reviewed at appropriate intervals and update the register of risk 

assessments as required.   

Risk Assessors  - carry out risk assessments and ensure that managers are aware of the 

actions required to control the identified risks.   

Employees - work in accordance with agreed control measures / procedures arising from 

risk assessments, as well as relevant health and safety performance standards.  

 

5. Risk Assessment Process  

Make a list of work tasks  

Start by listing all the locations and activities that you are responsible for or that affect the 

health and safety of your staff or others who work in, use, or visit your premises. This should 

not be a detailed list but broad descriptions of functions.  Decide who will be the best 

person to carry out an assessment, for each area or task identified. You may decide that a 

supervisor or team leader has a more detailed understanding of a particular function.  

Prioritise the risk assessments that you have decided on and set deadlines for their 

completion.  Decide which assessments can be generic in nature and which need to be more 

specific in nature.  

 

Identify the hazards  

This will involve reviewing the workplace or equipment, touring the workplace, consulting 

with staff, reviewing accident/incident records, checking industry/general guidance and 

manufacturer’s instructions.  Decide who is at risk and how.  This will involve considering 

employees, pupils and other service users, visitors, contractors and members of the public.  

Consideration should be given to how people come into contact with the hazard and what 

the likely injuries are.  Estimate the risk. 

 

Risk is made up of two elements:  

Likelihood – the likelihood of the risk being realised.This is estimated on a scale of 1 - 5:   

1 Very Unlikely 2 Unlikely 3 Possible 4 Likely 5 Almost Certain    
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Severity – the possible severity of any harm/injury. This is estimated on a scale of 1 - 5:  

1 Insignificant 2 Minor 3 Moderate 4 Major 5 Fatal    

 

Risk = likelihood x severity.   This provides a risk scale of 1 – 25:   

1-5 Low 6-10 Medium 11- 15  High 16+ Very High  

This can be best considered with the use of a risk matrix: 

 

 Severity  

L 

I 

K 

E 

L 

Y 

H 

O 

O 

D 

 

 Insignificant  Minor  

 

Moderate  Major Fatal  

Very 

unlikely 

1 2 3 4 5 

Unlikely  2 4 6 8 10 

Possible  

 

3 6 9 12 15 

Likely  

 

4 8 12 16 20 

Almost 

certain 

5 10 15 20 25 

 

Significant risk – the law tells us that we should assess all of our risks but only have to 

manage “significant” risks.  Significant risks are those that are not trivial.  This varies 

depending on circumstances, but a “rule of thumb” is that a risk above 8-9 is significant and 

then efforts should be made to reduce the risk.  Lower risks may still be addressed for a 

number of reasons.   

 

Decide whether any further risk controls are needed  

When you have decided on the risk level, a decision should be made on whether further 

control measures are necessary.  To do this, you would look at what you already have in 

place and whether there are any further reasonably practicable control measures. The 

decision will be based on the level of risk and the “cost” of carrying out the further actions.  

This is called “as far as is reasonably practicable” and is an excellent prioritisation tool.   

This can be considered by using the following graphic:       
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Recommendations for Controls – remember to prioritise the highest risks first. In order to 

consider which controls you need to use, the following guidance should be considered: • 

Can we get rid of the hazard altogether?  Stop doing it.  Always the best option. • Is there a 

less risky option (eg. switch to using a less hazardous chemical); • Can we prevent access to 

the hazard (eg. by guarding); • Is there are way of organise work to reduce exposure to the 

hazard (eg. put barriers between pedestrians and traffic); • Can we provide 

training/instruction to staff to increase competence/awareness. • Can we put in place 

systems and procedures to manage the hazard. • Issue personal protective equipment (eg. 

clothing, footwear, goggles etc.); and • Provide welfare facilities (eg. first aid and washing 

facilities for removal of contamination).  

 

Record your risk assessment 

Document your risk assessment using Risk Assessment Form.  The results of the risk 

assessment should be shared with staff to ensure that they are aware of the hazards and 

the control measures they should use. The risk assessment should include an action plan to 

assist in monitoring progress and should be monitored to check that the control measures 

are in place and being used and that they are effectively managing the risk.  

 

Review your risk assessment  

Risk Assessments should be reviewed regularly and when anything significant changes.    

These changes include:  

¶ If significant changes are made to existing workplaces, work activities, projects or 

equipment, such that the original assessments are no longer valid, if new legislation 

/ guidance / codes of practice or national standards are introduced or following 

accidents or near misses which highlight deficiencies in existing risk control 

measures or previously unforeseen hazards.  

¶ If new or temporary members of staff are employed who may be more at risk due to 

inexperience, age or physical or mental health conditions and disabilities – a 

personal risk assessment may be appropriate.  

Cost 

Time 

Trouble 

Inconvenience 

 

Risk  

Likelihood  

and  

Severity   
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¶ If a female member of staff announces that they are pregnant, and if their work 

could give rise to a health risk to the mother or unborn child – a personal risk 

assessment will be needed.  

¶ And on a regular basis − every 12 months is recommended.  

 

Use of Generic Risk Assessments  

The use of Generic or example risk assessments is appropriate for low risk activities or those 

that are carried out frequently.  However, when using a generic risk assessment it is 

essential that it is suitably tailored to take account of site-specific operations and locations.  

They work on the basis that they are reviewed when used so that changing circumstances 

are taken into account.  Even where the hazards are the same, the control measures you 

adopt may have to be different from those in the examples to meet the particular 

conditions in your workplace/activity. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Safeguarding Children Policy  

(encompassing Child Protection and Prevent Duty) 
 
All adults have a moral responsibility to safeguard and protect the welfare of children. The 
children Act 1989 is based on the principle that the ‘welfare of the child is paramount’. 
It might be difficult to accept, but every child can be hurt, put at risk of harm or abused, 
regardless of their age, gender, religion or ethnicity.   
Safeguarding legislation and government guidance says that safeguarding means: 
¶ protecting children from maltreatment  

¶ preventing impairment of children’s health or development  

¶ ensuring that children are growing up in circumstances consistent with the provision 

of safe and effective care.  

¶ taking action to enable all children and young people to have the best outcomes  

                Working together to safeguard children (HM Government 2013)  

Broadbottom Pre-School follows the guidance given in the Child Protection Procedures 

Handbook issued by the Tameside Safeguarding Children Board (TSCB). A copy of this 

handbook is kept in the Pre-School Office (in the filing cabinet).  Practitioners also use the 

“Working Together to Safeguard Children” documentation.  

 

Child Protection Procedure 

If a member of Pre-school staff has cause for concern regarding an aspect of a child’s care or 

suspicion that a child may have suffered harm from abuse or neglect they have a duty to 

refer the case immediately to the settings Child Protection Officer (Amanda Price) and/or 

the manager.  Incidents/issues will be recorded by staff and monitored by the manager.  

Existing injury’s will also be recorded by staff and monitored by the manager.  Any issues 

would then be discussed with the parent/carer and advice and guidance would be given to 

try to promote effective care for the child. Staff will aim to work in partnership with parents 

to support them in their parenting.  Discussions would be recorded and the situation 

regularly reviewed. TSCB may be contacted for advice or possible referral with parental 

permission (See attached communication record).   

If there was concern that a child may be at risk of experiencing or experiencing significant 

harm – Physical, Sexual, Emotional abuse and/or neglect – the child protection officer 

and/or manager has a duty to refer the case immediately to the TSCB and Tameside Social 

Services Department, as stated in the child protection guidance, “What to do if you are 

worried a child is being abused” booklet (DofE, March 2015) and TSCB procedures without 

seeking permission from the parent/carer. 

 

 

https://www.education.gov.uk/publications/eOrderingDownload/Working%20TogetherFINAL.pdf


Broadbottom Pre-School    

 

 

Tameside Council’s Children’s Social Care team can be contacted on: 

Office Hours Mon to Fri – 0161 542 4250 

Out of Hours – 0161 342 2222 

Public Service Hub 

¶ Monday to Friday during office hours - 0161 342 4101 
¶ Monday to Friday outside office hours and weekends and public holidays – 0161 342 

2222 

 
Allegations against staff 

Allegations against staff are taken very seriously.  If allegations of abuse are made against a 

member of staff, the details will be reported immediately to the officers of Broadbottom 

Pre-School Committee who will act in accordance with the guidelines of the TSCB. This will 

include informing the LADO (Local Authority Designated Officer) and Ofsted without delay. 

The member of staff will be suspended until the issue is resolved. The Committee officers 

will maintain confidentiality at all times.  Allegations against staff include any significant 

event which is likely to affect the suitability of any person who is in regular contact with 

children on the premises where childcare is provided.  The disqualification of an employee 

could be an instance of a significant event and may also include any member of their 

household who may be disqualified. 

 

Ofsted: 0845 604 4772 

Tania Brown LADO and Safeguarding Advisor  

0161 342 3947 tania.brown@tameside.gov.uk 

 

  

mailto:tania.brown@tameside.gov.uk
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Record of communication with parents/carers/other agencies 

 

Child’s name…………………………………………………. DOB………………………………………… 

 

Date and time of communication  

Who was present/ 

contacted? 

 

 

Details of discussion 
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Signed (Manager)……………………………………………………………………. Date .....…………. 

 

Signed (Parent/carer)……………………………………………………………… Date……………….. 

 

Signed (Parent/carer)……………………………………………………………… Date……………….. 
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Appendix to Safeguarding Policy 

The Prevent Duty & Promoting British Values 
From 1st July 2015 all schools, registered early years childcare providers and registered later 

years childcare providers are subject to a duty under section 26 of the Counter-Terrorism 

and Security Act 2015, in the exercise of their functions, to have “due regard to the need to 

prevent people from being drawn into terrorism”. This duty is known as the Prevent duty.  

Here at Broadbottom Pre-school we take Safeguarding very seriously, therefore to ensure 

that we adhere to and achieve the Prevent duty we will;  

 

¶ Provide appropriate training for staff as soon as possible. Part of this training will 

enable staff to identify children who may be at risk of radicalisation  

¶ We will build the children’s resilience to radicalisation by promoting fundamental 

British values and enabling them to challenge extremist views (for early years 

providers the statutory framework for the EYFS sets standards for learning, 

development and care for children from 0-5, thereby assisting their personal, social 

and emotional development and understanding of the world)  

¶ We will assess the risk, by means of a formal risk assessment, of children being 

drawn into terrorism, including support for extremist ideas that are part of terrorist 

ideology  

¶ We will ensure that our staff understand the risks so that they can respond in an 

appropriate and proportionate way  

¶ We will be aware of the online risk of radicalisation through the use of social media 

and the internet  

¶ As with managing other safeguarding risks, our staff will be alert to changes in 

children’s behaviour which could indicate that they may be in need of help or 

protection (children at risk of radicalisation may display different signs or seek to 

hide their views). The Key Person approach means we already know our key children 

well and so we will notice any changes in behaviour, demeanour or personality 

quickly  

¶ We will not carry out unnecessary intrusion into family life but we will take action 

when we observe behaviour of concern. The key person approach means that we 

already have a rapport with our families so we will notice any changes in behaviour, 

demeanour or personality quickly  

¶ We will work in partnership with our LSCB for guidance and support  

¶ We will build up an effective engagement with parents/carers and families. (This is 

important as they are in a key position to spot signs of radicalisation)  
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¶ We will assist and advise families who raise concerns with us. It is important to assist 

and advise families who raise concerns and be able to point them in the direction of 

the right support mechanisms  

¶ We will ensure that our Designated Safeguarding Officer’s will undertake Prevent 

awareness training (as a minimum) so that they can offer advice and support to 

other members of staff  

¶ We will ensure that any resources used in the nursery are age appropriate for the 

children in our care and that our staff have the knowledge and confidence to use the 

resources effectively   

 

 

 

Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Safety Policy 
 

The safety of young children at Pre-School is of paramount importance. In order to ensure 

the safety of both adults and children, Pre-School will ensure safety in the following areas: 

Environment 

Safety checks on all rooms before the morning session begins. 

Fire doors are kept free from obstructions at all times. 

Doors to the cleaner’s cupboard and end storage room will be closed by a top bolt.  

The small classroom will be kept shut when not in use and the connecting door to the 

kitchen will be kept locked.  

The door between the main hall and the kitchen will be protected by a safety gate.  

The main entrance is secured by a bolt at the top which is at adults’ level. The bolt is closed 

at approximately 9.15am until the session ends at 12 noon (and between 12.30 and 

15.30pm for the afternoon sessions). Between these times the door is always opened or 

closed to visitors by the supervisor. ALL STAFF AND VISITORS MUST SIGN IN WHEN 

ENTERING THE PREMISES. At the end of the session, the supervisor stands at the main door 

until all children and parents have left. 

During the session, the exterior gate will be closed to provide an extra barrier between the 

main door to the building and the road. This gate will remain in place at collection times. We 

request that parents are vigilant in keeping this gate closed and under no circumstances 

should parents hold the door or gate open for other children to pass through who are not 

their own. 

All electrical sockets are protected by plug covers. Staff check stored chairs at the side of the 

room before the start of the session (Maximum number per stack is five). Equipment 

belonging or other organisations (e.g. Youth Club) will be checked for hazards. 

Equipment will be checked visually each time it is used and any worn or damaged items are 

removed. Large equipment (e.g. slide) are erected with care and checked regularly. 

Equipment offered will be developmentally appropriate, recognising that materials suitable 

for older children may pose a risk to younger/less mature children. 

Suitable fire extinguishers will be available and checked regularly. 

All dangerous materials, including medicines and storage materials, will be stored out of 

reach of children.  

A record will be kept of any checks by the Fire Safety Officer and also of fire drills. Any 

recommendations by the Fire Safety Officer will be carried out. 

 

OUTDOOR PLAY 

Procedure for Outdoor Play 

1. Playground and rear garden area to be inspected before session starts – check 

surface, railings and gates, absence of weeds, animal waste, abnormal number of 

insects, etc. The play surface will be swept if necessary.  

2. End gate to be padlocked. 
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3. Folding gate to have chain unlocked. 

4. Door wedge/bungee to be available. 

 

Going out to play 

1. Coats on if required. 

2. Children are sent by name to go outside – walk to staff member at door. Door to be 

securely wedged open if weather permits. 

3. Children to walk down steps one by one on the rail side. Staff member to hold child’s 

hand if deemed necessary by staff member. 

 

During Play 

1. Gates are to be kept closed and children do not leave the playground.  

2. Children are escorted inside to go to the toilet. Staff member waits and then 

supervises the outside door and steps on return. 

3. Children are supervised near the low wall and railings on the roadside. 

4. Children are not allowed to play on/near the steps. 

5. Equipment such as large blocks, rockers and stilts are kept far enough away from the 

walls that children, should they fall off, would not bump their heads on the wall. 

6. Bikes, cars and scooters to be kept away from mat toys. 

 

After Play 

1. Children to line up against the railings when a member of staff instructs them to. 

2. One staff member stands at the bottom of the steps and one at the top by the entry 

door. 

3. Children are sent up one by one, helped up the steps if necessary. 

4. Steps and doors are kept clear of equipment at all times. 

 

Rear Garden area - Procedure 

1. Area is carefully checked by a member of staff for refuse and brambles before 

children are allowed out. 

2. Fire doors are hooked back or tied firmly back. 

3. Small numbers of children are allowed out with a member of staff present at all 

times. 

4. Children are to wash hands after touching the plants or soil. 

5. When children are brought inside the fire doors are firmly closed and the gate is left 

in place until after the session finishes. 

 

Supervision 

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

(except for older children using the toilet). 
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Children will leave the group only with authorised adults. 

Children will not have unsupervised access to the kitchen. All cooking activities involving the 

use of heat will be continuously supervised. 

On outings, the adult: child ratio will be at least 1:3. If a small group goes out, there will be 

sufficient adults left to maintain appropriate ratios for staff and children remaining on the 

premises. Staff will ensure they carry first aid, emergency contact details and a mobile 

phone on any outing. 

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

Children cannot be left before 9.00am. If parents arrive before they must remain until 

9.00am and until then they are responsible for their own child outside the building . This 

allows staff time to put out equipment safely. 

There will be safe surfaces beneath and around slides, climbing frames and trampolines and 

such activities will be appropriately supervised. 

During the session, the main door is bolted and visitors are seen by a member of staff. All 

visitors will be asked their reason for visiting and may be asked to produce identification. 

Admission may be refused if this is not satisfactory. All visitors must sign in and out in the 

register. If a member of staff is concerned about the behaviour of a visitor, the visitor will be 

asked to leave the premises.  

 

Management 

All adults in the group will be aware of and respect the group’s safety policy and safety 

advice (e.g. safe lifting).  A book will be available at each session for reporting of any 

accidents/incidents. Regular monitoring of accident records will be a basis for risk 

assessment.  

All adults, including parents and other carers, will be aware of the procedure for children’s 

arrivals and departures. Adults must “sign in” a child on the register and note any changes in 

who is to collect the child (e.g. Grandad). If a child is collected early the leaving time is 

recorded. Any visitors must “sign in and out”. Parents should try to phone if they are 

delayed. The procedure for late collection is then followed.  

 

Fire drills will be held monthly and recorded by the group and for the Community 

Association, Staff will be aware of their roles in the event of a fire (supervising children, 

checking rooms, collecting registers and mobile phone, etc.)  Adults will not walk about with 

hot drinks or place hot drinks within reach of children. 

 

There is a no smoking policy in the Pre-School. 

 

A correctly stocked first aid box will be available at all times. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date.........................  
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SEND (Special Educational Needs and Disability) Policy 

Our Pre-School recognises the wide range of special needs of children and families in our 

community and aims to welcome all children and provide appropriate learning 

opportunities. All staff have regard to the DfE Code of Practice on the Identification and 

Assessment of Special Educational Needs. 

The Code of Practice for children with Special Educational Needs and Disability (SEND)   

The SEND Code of Practice provides important guidance and regulations for schools, and all 

settings offering early education and registered for Nursery grant.  This came into effect in 

September 2014 and covers children and young people aged 0–25 with SEN or a disability.   

The code requires that the local authority sets out a ‘local offer’ of what support they 

provide for children and young people with SEND.  The code gives guidance on a graduated 

approach to identifying and supporting children with SEND and requires that the children, 

young people and parents are involved in decisions about SEND provision.   

“All children and young people are entitled to an education that enables them to make 

ent, further 

or higher education or training. SEND Code of Practice 2014”   

If a child is identified, through ongoing observation and assessment, as not progressing in 

any or all areas of the EYFS, staff will then make specific observations to assess any reasons 

for this and to find the specific areas that a child is finding difficult.  If necessary, after 

observations are made, staff will meet privately with parents, at a time to suit them, to 

discuss the child’s progress and any strategies nursery could put in place to aid the child.  If 

appropriate, staff will offer the help of other professionals and complete relevant 

paperwork with the parent’s consent.   

 

Staff will continue with the ‘SEN graduated approach’ to support the child during their time 

with us at Pre-School.  This means staff will:   

Assess :make regular assessments to ensure that support is matched to     need.  Specialist 

assessments will be arranged as and when necessary.  

Plan: record any intervention and support given. 

Do: implement the interventions and support agreed.  

Review: evaluate the support and the impact on the child’s progress.   

If, despite having taken relevant and purposeful action to identify, assess and meet the 

special educational needs of a child, the child has not made expected progress, the SENCo 

will consider requesting an Education, Health and Care Needs Assessment, in order for the 



Broadbottom Pre-School    

 

 

local authority to decide whether it is necessary for it to make provision in accordance with 

the Education, Health and Care Plan.  The purpose of the EHC Plan is to make special 

educational provision meet the special educational needs of a child to secure the best 

possible outcomes for them across education, health and social care.  The EHC Needs 

Assessment may indicate ways in which Pre-School, or the school you may choose for your 

child, can meet the needs of your child without an EHC plan or whether special educational 

provision may need to be made.   

Record Keeping   

It may be necessary to keep more detailed records for a child about whom we are 

concerned or for those already identified as having additional educational needs.     

These may include observations, examples of work and individual plans.  These records are, 

of course, shared with parents.   

They will be kept in a secure place and not shared with any third person outside the setting 

without the express permission of the parent, except where not to do so would put the child 

at serious risk of harm.   

Special Needs Co-ordinator   

The Special Educational Needs Co-ordinator’s (SENCo) in this setting are Donna Lynch and 

Janice Rapuano.   

This does not mean that they are solely responsible for children with SEND, but they will 

have an overview for ensuring recording is in place and that liaison with parents is 

undertaken regularly.  SENCo’s will also ensure liaison with any other professionals involved, 

with your permission and will attend training in all areas of additional need and will pass this 

on to other staff.   SENCo’s will be familiar with the Code of Practice and will maintain a 

register of children in the setting currently thought to have additional needs.   

Accommodation and Other Attributes   

We welcome parents, children and staff with disabilities since our setting is appropriate for 

such needs.  The room is all on one level and there is a separate toilet facility for people 

with disabilities with wide doors for wheelchair access.  There is a quiet room within our 

setting for private discussion with parents, outside agencies or working on a 1 to 1 with 

children.    

We ensure that there is regular ongoing training for all staff in the area of additional needs.   

Since there is such diversity within additional educational needs, specialist furniture and 

equipment will be acquired as and when specific needs arise.   

Children are admitted to our group after consultation between parents and staff. Every 

effort is made to ensure a child’s needs are met. 
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Where a child appears not to be making progress generally or in a specific area of learning, 

we will look for different opportunities or approaches to learning. Our SENCO will talk with 

parents and decide on the action needed to help the child to progress. An Individual 

Education Action Plan (IEP) will be developed and short-term targets will be set. An IEP 

includes details of the child’s strengths and needs: the specific targets for the child; the 

strategies to help achieve them; and the review and evaluation of the plan. 

If staff, in consultation with parents, feel that a child may need further support to help them 

make progress, external agencies may be approached. 

Our observations and records help us to monitor a child’s needs and progress. They are 

shared with parents and will not be passed on to other agencies without the prior consent 

of parents. 

All children will have access to a broad and balanced curriculum and we will work in 

partnership with parents to ensure that the needs of individual children are met. Activities, 

based on the Early Learning Goals, will be planned to be inclusive for all children. 

We will monitor the success of our policy and review it on a yearly basis. If parents of 

children with special needs wish to complain, we would ask them to follow the normal 

complaints procedure as outlined on the notice board.  

The SENCO will share training and information with all staff and work in close partnership 

with parents. Parents are encouraged to take an active part in the group both as voluntary 

helpers and as committee members. Every child has a named Keyworker who works closely 

with the child and parents. Children receive end-of-year reports from Pre-School which 

parents may wish to share with their child’s Reception teacher. 

If you have any questions or concerns about the Special Needs Policy, please contact our 

SENCO.  

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Sickness and exclusion policy 

It is our aim to promote good health and hygiene for all of the children at 

Broadbottom Pre-school and to do this we may have to make the decision to 

ask you not to bring your child into the setting.  It is at the discretion of the 

Manager to decide if a child is well enough to attend Pre-school.   

If a child shows signs of being unwell, parents/carers will be contacted and 

asked to collect their child.   

Parents/carers should be aware that if a child has 2 or more episodes of 

DIARRHOEA and/or VOMITING at Pre-school you well be asked to collect your 

child and they will not be permitted back into the setting for 48 hours.  

DIARRHOEA and VOMITING has a 48 hour exclusion period from the last 

episode.   

If a child has a temperature we will contact parents/carers immediately and 

you will be asked to collect your child.  We CANNOT administer Calpol unless 

prescribed by a doctor.  After the call has been made to the parent/carer, staff 

will take all appropriate steps to reduce the child’s temperature including 

removing layers of clothing, applying tepid compress to the head and back of 

the neck and offering cool drinks.  If the member of staff thinks that the child’s 

temperature is dangerously high, the manager or deputy manager will decide if 

further action is needed (e.g. 999) in all cases a member of staff should stay 

with the child and monitor the temperature closely until they are collected.  

Reporting of ‘notifiable diseases’ 

If a child or adult is diagnosed suffering from a notifiable disease under the Public 

Health (Infectious Diseases) Regulations 1988, the GP will report this to the Health 

Protection Agency. 

When the setting becomes aware, or is formally notified of the notifiable disease, the 

manager informs Ofsted and acts on any advice given by the Health Protection Agency. 

HIV/AIDS/Hepatitis Procedure 

- HIV virus, like other viruses such as Hepatitis (A, B and C) is spread through body 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 children’s nappies, pants 

and clothing that are soiled with blood, urine, faeces or vomit. 

- Protective rubber gloves are used for cleaning/sluicing clothing after changing. 

- Soiled clothing is rinsed and bagged for parents to collect. 
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- Spills of blood, urine, faeces or vomit are cleared away using mild disinfectant solution 

and mops; cloths are disposed of with clinical waste. 

- Tables and other furniture, furnishings or toys affected by blood, urine, faeces or vomit 

are cleaned using a disinfectant. 

To prevent the spread of infection, children should not attend Pre-school if they 

are suffering from any of the following communicable diseases and parents must 

adhere to the minimum exclusion periods shown (recommended by the Health 

Protection Agency);     

 

 

 

Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Communicable diseases list. 

This list is not exhaustive. 

It is at the discretion of the manager to decide if a child is well enough to attend Pre-school. 

Communicable 

Disease 

Recommended exclusion period Further comments 

Diarrhoea and 

vomiting 

48 hours from the last episode  

E.coli Until recovered Exclusion applies to young 

children 

Flu (Influenza) Until recovered  

Whooping cough 5 days from starting antibiotics 

or 21 days if no treatment is 

required 

After treatment, non-infectious 

cough may persist for several 

weeks 

Chicken pox 5 days from the onset of the rash 

(usually until blisters have 

scabbed) 

Be aware that young children 

and pregnant women are 

vulnerable 

Cold sores None Avoid contact with sores 

German measles 

(rubella) 

5 days from the onset of the rash Preventable by vaccination  

Be aware that young children 

and pregnant women are 

vulnerable 

Hand, foot and 

mouth 

5 days  Contact HPA if large numbers of 

children are affected 

Impetigo  Until all sores have healed Oral antibiotics may speed up 

healing and recovery 

Ringworm  Until treatment has started Treatment is available from the 

pharmacist 

Scabies  Child can return after first 

treatment 

2 treatments are rqd 1 week 

apart and whole household 

should be treated 

Scarlet fever  5 days after starting antibiotics Antibiotic treatment is 

recommended  
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Slapped cheek None  Be aware that young children 

and pregnant women are 

vulnerable 

Shingles  Until rash has healed,  unless it 

can be completely covered 

Can cause chicken pox  

Spread by very close contact 

Warts and verrucae None   

Conjunctivitis  None  Contact HPA if large numbers of 

children are affected 

Glandular fever None  Around 50% of children will get 

this disease before they are 5 

Most adults get it without being 

aware 

Head lice None  Treatment is essential to kill live 

lice 

Measles  5 days from the onset of the rash Preventable by vaccination 

Mumps  5 days from the onset of swelling Preventable by vaccination 

Meningitis  Until fully recovered Preventable by vaccination  

Threadworm  None Treatment for child and other 

members of the household 

strongly recommended   

High temperature Until temperature has been 

normal for 24 hour or on the 

advice of a doctor 

 

Any infection 

requiring antibiotics 

Children will be excluded until 24 

hours after the first dose has 

been given 
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Smoking, Drugs and Alcohol Policy 

At Broadbottom Pre-school, our first priority in any situation is the health, safety and well 

being of the children in our care.  It is against the law to smoke (either tobacco cigarettes or 

e-cigarettes) in Pre-school or in the grounds of the Pre-school. 

Under no circumstances must members of staff, students, parents or visitors be permitted 

to smoke on or around the Pre-school building or gardens and we will ensure that No 

Smoking signs are displayed. 

If a member of the public is seen to be smoking outside the Pre-school we will ask them to 

please move away, especially if windows are open. 

Members of staff/Students who smoke during lunchbreaks must be aware that smoking 

(including e-cigarettes) is prohibited whilst in uniform.   

Staff/Students should not have a cigarette (this includes e-cigarette) for 30 minutes before 

returning to Pre-school. 

We do not encourage smoking by staff and offer help for them to stop smoking with NHS 

direct whereby appointments can be made during work time to support them to stop 

smoking. 

If a member of staff is found to be smoking (including e-cigarettes) on or around the nursery 

premises, or smoking whilst in uniform they will be subject to disciplinary action and it will 

be treated as Gross Misconduct. 

It is also important to remember that smoking in cars with a child under 18 is illeagal.  

Incidents will be recorded and Parents/carers will be spoken to by the manager.  Staff may 

report persistant incidents to the police. 

Alcohol 

The bringing of alcohol into the premises without prior written permission of the proprietor 

is strictly forbidden. If you have purchased alcohol, please leave it with someone, or leave it 

in your car, out of sight. If it is not possible, please see the manager to inform them that you 

have alcohol. They will arrange for its safe keeping until you leave for the day.  

 

Drugs 

Providing that medication is prescribed, or it has been obtained over the counter, you may 

have it on the premises. Bags must be kept in your locker and out of children’s reach. Should 

you be taking any medication that may have an adverse effect on you, please inform the 

manager (Donna Lynch). 

 

IT IS STRICTLY FORBIDDEN TO BRING ANY NON-PROPRIETORY DRUGS ONTO THE 

PREMISES 
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If a parent / carer arrives at the Nursery/Preschool to collect a child and appears to be under 

the influence of alcohol or drugs, the nursery has every right to refuse the child being taken 

out of our care until an appropriate adult can collect them.  The LSCB team can be contacted 

(0161 342 4101). 

 

Any staff, volunteer or student who appears to be under the influence of any of the above 

will be subject to the nursery discipline procedure, and may be asked to leave. 

 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date........................... 

  



Broadbottom Pre-School    

 

 

Social Media Policy 
 

This social media policy applies to all staff members employed by Broadbottom Pre-school.  

Staff are in a professional position and are responsible for the care and education of 

children and must not engage in any activities which may bring Broadbottom Pre-school or 

its employees into disrepute. Staff are asked to sign an annual declaration at their appraisal 

to enforce this policy. 

Parents are also advised regarding this policy, but as Pre-school Practitioners we are unable 

to monitor and control parental usage and can only act upon any information that comes to 

our attention which is deemed to be detrimental. 

 

Purpose of the policy  

Social media websites such as Facebook and Twitter are all useful technologies that are now 

a part of everyday life. Every employee has an opportunity to express and communicate on-

line in many ways, and as an employer we do not wish to discourage an on-line presence.  

However, everyone needs to use good judgement on what material makes its way on-line. 

This policy sets guidelines that employees should follow for all on-line communications. 

 

Relevant technologies 

Exactly how many sites exist is impossible to say as they are being created all the time and 

for the purpose of this document any site where an individual can post comments, 

photographs, videos, hold web forums and share documents will be applicable to this policy.  

This policy includes (but is not limited to) the following specific technologies: Personal blogs, 

Instagram, Twitter, Facebook, Personal Web sites 

 

Responsibility 

Staff  

All material presented on line is the responsibility of the poster.  At no time should staff 

make any comments in reference to or naming Pre-school, individual Children, Parents or 

other professionals that employees may come in to contact with through work.  At no time 

must any photographs or materials be published that identify the setting or Children and 

pictures of the staff may only be used with the express permission of the staff members 

concerned.   

Authorised practitioners and Committee Officers will be able to provide information 

regarding events and activities relevant to Pre-school on the Broadbottom Pre-school 

website and Facebook Page but the same restrictions will apply.   

Any member of staff found to be posting remarks or comments that breach confidentiality 

and or are deemed to be of a detrimental nature to the company or other employees or 

posting/publishing photographs of the setting, children or staff unless permission has been 

gained may face disciplinary action in line with the company disciplinary procedures. 
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Parents/carers 

Parents should not refer to Pre-school, staff or children by name or make any comments in 
reference to Pre-school, individual Children, Parents or other professionals in relation to 
Pre-school.  They should not publish any images or videos of the children or their families 
without their express permission. 
 
Guidelines 

Employees are encouraged to use the following guidelines in social networking practices: 

Remember that no information sent over the web is totally secure and as such if you do not 

wish the information to be made public refrain from sending it over a social network site. 

Even though you may think you are anonymous or use an alias you may be recognised.  

Maintain professionalism, confidentiality, honesty, and respect. 

In addition, if any employee becomes aware of social networking activity that would be 

deemed distasteful, they should contact the Manager / Chair of the Committee ASAP. 

 

Usage for staff and impact on work 

Use of social media/the internet must be restricted to outside of working hours/days off.  
Mobile phones with internet access are not permitted to be used during working hours and 
social networking activities must not at any time interfere with a staff member’s pre-school 
responsibilities 
 
We recommend that staff members do not accept/request the following as ‘friends’ on 

such sites 

¶ Families of children currently attending Pre-school if no relationship was established 
beforehand 
 

If you have an existing friendship with a parent/family please inform the Pre-school 

Manager. 

 

Setting resources 

The use of Setting computers, Internet access, email, social networking, etc is intended for 

the benefit of the organisation and service users and should be not be used for personal 

activity.  

The use of email to other staff members is intended for purposes of communication 

relevant to the responsibilities assigned to each employee. Social networking sites are not 

deemed a requirement for these purposes. 

 

Sensitive matters 

Any on-line communication regarding information such as employment issues and 

management decisions should not be discussed online. 
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Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

 

Signed  (Print name)....................................................Date......................... 
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Employment and Staffing 

(Including vetting, contingency plans, training and development) 

Policy Statement 

We provide a staffing ratio in line with the Statutory 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 

(DBS) in accordance with statutory requirements. 

Procedures 

Ratios 

¶ To meet this we use the following ratios of adult to children: 

o Children aged two years of age: 1 adult: 4 children, and 

o Children aged 3 to seven years of age: 1 adult: 8 children 

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

¶ We use a key person approach 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 setting. The key person meets regularly with the 

family with discussion and consultation on their child’s progress. 

¶ We hold regular staff meetings to undertake curriculum planning and to discuss 

children’s progress, their achievements and any difficulties that may arise from time 

to time. 

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 staff 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, 

age, gender, culture, religious belief, ethnic origin or sexual orientation. Applicants 

will not be placed at a disadvantage by our imposing conditions or requirements that 

are not justifiable. 

¶ We use Ofsted guidance on obtaining references and enhanced criminal record 

checks through the Disclosure and Barring Service for staff and volunteers who will 

have unsupervised access to children. This is in accordance with requirements under 

the Safeguarding Vulnerable Groups Act 2006 for the vetting and barring scheme. 
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¶ We keep all records relating to employment of staff and volunteers, in particular 

those demonstrating that checks have been done, including the date and number of 

the enhanced DBS check. 

Changes to staff 

¶ We inform Ofsted of any changes in the person responsible for our setting. 

Training and Staff Development 

¶ Our setting Manager holds Early Years Professional Status. All other members of 

staff hold the CACHE Level 3 Diploma in Pre-School Practice or are working towards 

their level 3. 

¶ We provide regular in-service training for staff – whether paid or volunteers – 

through the Pre-School Learning Alliance and other agencies including the Local 

Authority. 

¶ Our setting budget allocates resources to training. 

¶ We provide staff induction training in the first week of employment. This induction 

includes our Health and Safety Policy and Safeguarding Children and Child Protection 

Policy. Other policies and procedures will be introduced within an induction plan. 

¶ We support the work of our staff by holding regular supervision meetings and 

appraisals. 

¶ 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 

¶ In term time only settings, our staff take their holiday breaks when the setting is 

closed. Where staff may need to take time off for any reason other than sick leave or 

training, this is agreed with the manager with sufficient notice. 

¶ Where staff are unwell, and take sick leave in accordance with their contracts of 

employment, we organise cover 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. 
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Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Storage of Information Off Site Policy 

Policy Statement 

It is sometimes necessary for information regarding the children at Pre-School to be 
taken off site.    This information may include documents that include the child’s 
name, photos or personal details including Learning Journeys, Typical Behaviours 
sheets, Reports from other Professionals etc.     Pre-School laptops are removed from 
the premises to allow staff to work at home and contain information related to the 
children.  
 
Procedure 
 
All staff and Committee members (if relevant) are required to sign a declaration that 
any information removed from the Pre-School premises must be kept securely and 
confidentially at all times (a copy is attached).  The declaration states that: 
 

¶ Information should be kept securely in their home and not left for other people to 
be able to access. 

 

¶ Information should be transported securely and not left in any vehicle.  
 

¶ If Learning Journeys/Typical Behaviours sheets etc are taken off site, they must be 
on Pre-School premises when the child is in attendance (whether or not the staff 
member is due to be in the session).  

 

¶ Learning Journeys should not be left at home when staff members are working 
(regardless of whether the child is in the session). 

 

¶ All information relating to the children must be signed in and out of Pre-School on 
the necessary log and the Manager (or in her absence Administrator or Deputies) 
made aware. 

 

¶ Any children that are known to have Safeguarding issues or parents have asked 
that their photo not be in any other child’s learning journey (e.g. due to home 
circumstances) will not have anything with their name or photo removed from the 
Pre-School * (without prior discussion with the Manager).   Keyworkers will be 
informed by the Manager which children this relates to.    

*  There are occasions when the SENCO or Designated Safeguarding Officers 
may need to attend a meeting off site and records must be taken with them.  
If there is no opportunity to return the records to Pre-School the same day, 
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these documents must be kept securely by the staff member until returned 
to Pre-School.  

 

¶ Anything relating to any child at (or previously at) Pre-School stored electronically 
must be stored either on a Pre-School laptop or on the memory stick provided by 
Pre-School and not stored on personal computers or electronic equipment.    

 

¶ Documents relating to the children on the memory stick should be password 
protected (with the allocated Pre-School password) and children’s initials (not full 
names) to file the document.    Once the document has been transferred to the 
Pre-School laptop, it should be deleted from the memory stick.  

 

¶ Pre-School cameras/memory cards should not be removed from the Pre-School 
premises unless for events attended by children and staff.     Photos are uploaded 
to the Manager’s laptop for printing on a weekly basis.    Parents agree that photos 
can be  stored on the laptop and used for internal books etc on the registration 
form.   

 

¶ On leaving Pre-School employment all information and equipment relating to the 
Pre-School will be returned prior to leaving date (i.e. memory stick, handbooks, 
policies etc).     

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Work Experience Guidelines 

We are pleased to welcome you as a student with us. As a student on work experience you 

are covered by the group’s insurance and don’t need to complete a CRB form (Criminal 

Records Bureau check) providing that you are not by yourself with children and don’t take 

them to the toilet. We will need you to fill in one of our staff forms to give us emergency 

numbers, etc. 

There are lots of things we would encourage you to do! 

DO  -    Talk to the children 

- Try to sit alongside them and watch and ask, rather than ‘take over’ their play 

- Try to find different tasks to do by asking staff. Always ask us if stuck! 

- Ask ‘open’ questions, e.g. ‘tell me about your drawing’ rather than ‘is it a bus?’ 

Useful jobs that always need doing 

Paint area – naming pictures and putting up clean paper 

Reading stories 

Craft Activity – helping at the table and with aprons and hand-washing. Changing the water 

regularly 

Jigsaw area – sits alongside and encourage. Tidy pieces 

Writing Area – keep pencils sharp, put lids on pens, supply fresh paper 

If you have any concerns about what as child is doing, please let us know – all staff try to 

share knowledge and ideas about the children in our care as children will react differently 

to different staff. Positive encouragement from us is very important! 

 

Signed (Print name).......................................................... Date................. 

 

Ratified by (Member of Pre-School Committee) 

 

Signed  (Print name)....................................................Date......................... 
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Transitions Policy 

Transition can be stressful for children and their carers; and adults can have a significant 

impact on children’s emotional well-being and academic achievements, hence, transition is 

a priority at our setting. We treat each child as an individual to ensure he/she has equality 

of opportunity and their individual needs are identified through working in partnership with 

parents to support everyone involved. 

From Home to Pre-School 

We recommend several visits for the children with parents to pre-school prior to starting. 

This gives parents and carers opportunity to see how the Pre-School runs and how other 

children have settled and are encouraged to participate in activities. During these visits, a 

Keyworker is assigned to the child and takes the opportunity to get to know the 

parent/carer and child by spending time finding out their interests, preferences, settling 

needs and home routines. It is a valuable opportunity to explain settling in procedures and 

to propose a settling plan for each individual child. This may be a gradual settling, with 

phased attendance (increased attendance with time), parents staying for part of the 

sessions, allowing separation time, children may bring favourite/familiar things from home 

including comforters; and flexible admission/settling procedure depending on the individual 

needs of the child and family. 

New parents are provided with a Pre-School Parents Handbook which explains background 

information about Pre-School, fees, hours, staff, routines, policies and general advice. A 

detailed registration form is completed by the parent including; medical history, ethnic, faith 

and cultural heritage; any food allergies, and favourite foods, home experiences and 

interests; how the child may show anxiety or stress, comforting needs, emergency contact 

information, etc. Parents are also shown where to find information about the setting, 

policies and procedures and latest notices (for example, newsletters, website, parent 

forums, local authority information, etc).  

At pick-up times, settling is reviewed between the Keyworker and the parent/carer, either 

verbally or via a Home to Pre-School diary if a Child-minder/alternative carer collects the 

child (at the request of the parent). How a child has settled is also reviewed half-termly at 

the VIP meetings which discuss all aspects of Learning and Development (Personal, Social 

and Emotional Development is one aspect of this). 

 

Pre-School to School/Other Settings 

In order to facilitate a smooth transition to school, the Manager will liaise with the local 

schools to arrange a minimum of one visit by the Reception class teacher to observe the 

child/children at the setting plus a minimum of one visit of the child to their new school.  
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During an exchange of information, the following documentation should also be shared with 

the school; Learning Journeys, Tracking data with evidence of Learning and Development 

across all areas of the Early Years Foundation Stage, mid-year and end of year summative 

assessments of learning and development and Special Educational Needs records (meeting 

notes, individual education plans, review meeting notes and minutes of meetings held with 

outside agencies), for individual children. Similarly, if a child leaves Broadbottom Pre-School 

to attend a different setting, this information would be shared with the new setting to aid 

the settling in process.  

Local primary schools also invite parents to visit the school prior to transition and also the 

process will be discussed informally at a Parents Forum at Pre-School in the summer term, 

prior to the child starting at Pre-School. Children are also provided with a small book of 

photographs of their new school and teachers. 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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Volunteer Policy  (including student placements) 

Policy 

We recognise that qualifications and training are an important part of providing quality care 

and education in Early Years.  As part of our commitment to providing opportunities for 

professional development, we may offer a placement to volunteers wishing to experience 

an Early Years Pre-school setting. We aim to provide valuable experiences that allow 

volunteers to further their careers and to show examples of good quality practice in the 

setting.  

 

Definition of Volunteer:- 

For the content of this policy we consider a volunteer to be those attending the setting for 

more than three “one off” sessions, when they may be offering a specialist activity or 

visiting. 

 

Volunteers will be welcomed into the setting under the following conditions: 

¶ We require volunteers to meet the suitable requirements of Ofsted i.e. references, 
health declarations and a DBS check, unless they are on a work placement from a local 
school. In this case all appropriate documents from the school, and heath and safety 
checks will be completed before attending. 

¶ Volunteers must be over 18 years of age. 

¶ Student placements over 16 years of age, except where they are work placements from 
a local school.   

¶ Volunteers and students will be supervised, by the manager or deputy manager, with 
whom problems or issues will be discussed. 

¶ We will ensure that volunteers/students placed with us will be engaged in productive 
Early Years experiences, and will ensure that staff provide the necessary understanding 
of children’s development and activities. 

¶ Where appropriate, volunteers may be asked to take up in house or external training to 
improve their experiences or understanding. 

¶ The needs of the children are paramount. Volunteers/students will not be admitted in 
numbers, which hinder the work of the setting or reduce the children’s safety. 

¶ Volunteers / students will at no time be considered replacements for staff, but enhance 
the existing team and therefore will not be counted in Ratio’s. 

¶ We provide the volunteer with an induction process and copies- hard or USB drive- of 
our policies and procedures. 

¶ Any information gained by the volunteers / students about children or other adults in 
the setting must remain confidential. A copy of our Confidential Policy will be given. 

¶ Volunteers will complete an emergency contact form, which will be kept confidential 
and shredded when no longer working in our setting. 
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¶ All other information regarding the volunteer will be shredded when no longer working 
at our setting in any capacity. 

¶ Volunteers will work within the same disciplinary and grievance procedures as all staff. 

¶ Volunteers will use the same complaints procedures as all staff. 
 

 

 

Signed (Print name)............................................. Date................. 

 

Ratified by (Member of Pre-School Committee) 

 

Signed  (Print name).............................................Date….............. 
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Whistle Blowing Policy  
 

Introduction  

Whistle blowing is the mechanism by which adults can voice their concerns, made in good 

faith, without fear of repercussion.  Practitioners who use the whistle blowing procedure 

should be made aware that their employment rights are protected.   

 

Broadbottom Pre-school expects the highest standards of conduct from all employees, and 

will treat seriously any concern that an employee may have about illegal or improper 

conduct.  Employees will be expected, through agreed procedures and without fear of 

recrimination, to bring to the attention of the manager any serious impropriety or breach of 

procedure. 

Practitioners should acknowledge their individual responsibilities to bring matters of 

concern to the attention of senior management and/or relevant external agencies.  This is 

particularly important where the welfare of children may be at risk and staff need to report 

any behaviour by colleagues that raises concern regardless of source.   

This policy document is intended to encourage and enable our staff to raise their concerns 

and to do so without fear of victimisation or discrimination. It does not replace the 

Complaints Procedure or the Child Protection/Safeguarding Policy or the organisation’s 

standard procedures for reporting allegations or concerns about staff or volunteers.   

How is whistle blowing different to complaining?   

Whistle blowing is very different from making a complaint.   

If you are someone who wishes to complain about a service that Ofsted inspect or regulate, 

Ofsted will deal with your concerns through the normal complaints procedure.   

 

Purpose 

The procedure is designed to enable employees to notify the manager of any reasonable 

suspicion of illegal or improper conduct. The procedure requires all employees to act 

responsibly in order to uphold the reputation of the Nursery and to help maintain public 

confidence. 

It is a procedure in which the manager will expect to act swiftly and constructively in the 

investigation of any concerns, in accordance with the Nursery’s disciplinary procedure. 

Concern about a colleague’s professional capability should be dealt with using this 

procedure. 

 

When should it be used? 

The procedure is not designed to replace or be used as an alternative to the grievance 

procedure.   The grievance procedure should be used where an employee is aggrieved about 

his / her own situation. 

Employees who are worried about wrong doing at work do not necessarily have a personal 

grievance. 
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Employees must act in good faith and must have reasonable grounds for believing the 

information to be accurate. 

No employees who use this procedure in good faith will be penalised for doing so. The 

Nursery will not tolerate harassment and / or victimisation of any employee raising 

concerns.  

 

Blowing the Whistle on Malpractice. 

Malpractice covers a wide range of concerns. The types of activity that should be disclosed 

include but are not limited to the following:- 

¶ fraud or corruption or unauthorised use of Nursery goods  
¶ the physical, emotional or sexual abuse of employees or children  
¶ failure to comply with legal obligations  
¶ endangering of an individual’s health and safety  
¶ damage to the environment  
¶ a criminal offence  
¶ showing undue favour to an employee or trainee  
¶ breach of nursery policies and procedures 
¶ bullying towards children or another staff member 
 

Mechanism for raising concerns 

Where the issue concerns your manager or, having made your report, you believe that he / 

she has failed to take appropriate action, then you should bring it to the attention of the 

Chair of the Committee (Cathy Wears) or contact OFSTED helpline on 0300 123 1231. 

Depending on the nature of the concern, the complainant will be asked to do this in writing. 

It will be helpful to note down any facts and dates as they happen.         

Where anonymity is requested then efforts will be made to meet the request where 

appropriate but that might not always be possible. The earlier and more open the 

expression of concern, the easier it will be to take appropriate action. 

Each case will be investigated thoroughly with the aim of informing the complainant of the 

outcome of any investigation as quickly as possible. 

 

Aims 

This policy aims to: 

¶ Encourage adults working for or within the organisation to feel confident in raising 
concerns; 

¶ Provide a process by which concerns can be raised and dealt with; 

¶ Receive feedback on the process (where appropriate); and 

¶ Provide a means by which staff can receive support where concerns have been raised. 
 

 

What does the Whistleblowing policy cover? 

This policy is designed to cover concerns that staff have about the conduct of individuals 

in a position of trust within the organisation which could be detrimental to the safety or 
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wellbeing of young people and where staff, for whatever reason, feel unable to raise them 

under the organisation’s standard child protection procedures around dealing with such 

allegations.  It would include issues about:  

¶ Unprofessional behaviour 

¶ Bullying by staff 

¶ Any form of abuse (physical, sexual, emotional or neglect) 

¶ Name calling 

¶ Personal contact with children and young people which is contrary to the 
organisations policies and codes of conduct 

¶ Any form of racial abuse 

¶ Inappropriate sexualised behaviour 

¶ Knowledge about an individual’s personal circumstances which may indicate they 
could be a risk to children or unsuitable to work with children 
 
Please be mindful that these are examples of concerns, and are not exhaustive. 

 

Safeguarding against harassment or victimisation 

Broadbottom Pre-school is committed to professional standards and to supporting staff. It 

is recognised that the decision to report a concern is a difficult one to make. Harassment 

or victimisation will not be tolerated and we will take appropriate action in order to 

protect the person raising the concern when they are acting in good faith. 

 

Confidentiality 

All concerns will be treated in confidence, however, there may be a need for the whistle 

blower to give evidence e.g. if they have witnessed a crime or in regard to disciplinary 

procedures if this is the outcome.  (See confidentiality policy). 

 

Anonymous allegations 

This policy encourages staff to raise concerns to be identified in doing so as part of their 

professional role/responsibility. However, anonymous allegations will be investigated as 

thoroughly as possible.  

 

False allegations 

If staff raise a concern in good faith which is not confirmed by an investigation, no action 

will be taken. However, if a concern is raised maliciously, disciplinary action may be taken. 

 

How to raise a concern 

Staff should normally raise their concerns with a designated manager under the 

organisations standard procedures for dealing with allegations about a person in a 

position of trust. (Donna Lynch). If the Designated Person is the subject of concern the 

matter should be referred to a more senior member of management or, if this is not 

possible, the Whistle Blowing Policy can be implemented.  Under standard procedures, if 



Broadbottom Pre-School    

 

 

there are concerns that an adult working with children may have abused a child, or be 

unsuitable to work with children and young people, concerns will be passed to the Local 

Authority Designated Officer (LADO) by the manager.  

In certain circumstances, staff may feel they are unable to follow the organisation’s 

standard procedures e.g. because they feel their position in the organisation would be in 

jeopardy, they would be subject to intimidation, or that the person of concern is the 

designated manager to whom they should report such matters and there is no one senior 

to refer to. They should then follow the Whistle Blowing Policy by contacting a nominated 

person (the ‘responsible person’) within the organisation or an umbrella organisation 

(Donna Lynch). The Policy may also be used in circumstances when the matter has been 

raised under appropriate organisation procedures for referring child protection concerns, 

but the referrer considers that the manager has not taken the concerns seriously or acted 

appropriately with relation to them.  In such circumstances, referrers are encouraged to 

contact the named responsible person for ‘whistle blowing’ for the organisation or a LADO 

directly for discussion and advice. The LADO contact details are listed at the end of the 

policy.  

When following the Whistle-blowing Policy, concerns may be shared verbally, but should 

also be recorded in writing (Written report must be kept on file.) 

How Broadbottom Pre-school will respond: 

 

Any concern regarding child protection will be referred to external agencies for 

investigation (children’s services, police, LADO).   

 
If the concern is not of this nature there will be: 

¶ Investigation by management 

¶ Disciplinary process if appropriate 

¶ Consideration of policies, processes and procedures if such issues arise from the 
investigation. 

 
Within 10 working days of a concern being raised the referrer will receive a written 
response from the responsible person which will: 

¶ Acknowledge that the concern has been received;  

¶ Supply information on relevant support mechanisms 

¶ Advise whether further investigations will take place; or 

¶ Advise that no further action has taken place and why. 
 

Who to contact 

Donna Lynch (Manager) 

Janice Rapuano (Manager) 

If it is felt that it would be unsafe for any reason to share concerns with the named person 

from your organisation the following are appropriate contacts with whom to discuss your 

concerns:  



Broadbottom Pre-School    

 

 

 

Tameside Council’s Children’s Social Care team can be contacted on: 

Office Hours Mon to Fri – 0161 542 4250 

Out of Hours – 0161 342 2222 

Public Service Hub 

¶ Monday to Friday during office hours - 0161 342 4101 
¶ Monday to Friday outside office hours and weekends and public holidays – 0161 342 

2222 
 

The LADO 

¶ Tania Brown LADO and Safeguarding Advisor  

¶ 0161 342 3947 tania.brown@tameside.gov.uk 

 

You can get free, confidential advice from Public Concern at Work. If you have witnessed 

wrongdoing at work and are unsure about what to do, a Public Concern at Work adviser can 

help you to decide whether and/or how to raise your concern. You can call on 020 7404 

6609 or email helpline@pcaw.co.uk.   

 

There may be times when employees and those working with young children will want to 

report to Ofsted concerns about practices and procedures for the safeguarding of children 

and young people.    

You can contact them in three ways:   

¶ Call Ofsted on 0300 123 3155 (Monday to Friday from 8am to 6.00pm). 

¶ Email them at whistleblowing@ofsted.gov.uk   

¶ Write to them at:  Applications, Regulatory and Contact (ARC) Team Ofsted Piccadilly 

Gate Store Street Manchester M1 2WD   

 

 

 

 

 

 

 

 

Signed (Print name).......................................................... Date................. 

Ratified by (Member of Pre-School Committee) 

Signed  (Print name)....................................................Date......................... 
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