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Policies
Our Policy statements are enclosed with this Prospectus. (Please ask a member of staff if you wish to read them). 

Our Policies are designed to offer the best possible experiences for the children and families in the setting. Our Policies are reviewed on a regular basis and comments and suggestions from parents are always welcome.

Special Needs

The number of adults in our Pre-School enables us to provide individual attention for each child. Each child is able to progress at their own rate in all areas of development, and this is true for children with and without disabilities or learning difficulties. We are experienced in working close liaison with professionals across the range of special needs. If you wish to discuss the setting’s ability to meet your child’s needs, please talk to the Pre-School Manager/Special Educational Needs Co-coordinator. Our full Special Educational Needs Policy is enclosed with this Prospectus.

Management and Administration

Decision making:

Our Pre-School is managed by our preschool manager who is supported by the parent led committee. The day to day running of the setting is in the hands of the Pre-School Manager who acts as the nominated person, and experienced staff.
Our setting takes children from 2 years of age (a higher rate of £8.50 per hour is charged for 2 year olds due to the higher ratio requirement)
Our spaces are allocated in the following way:

· We arrange our waiting list in order of application, date of birth and availability. 
· Children who are deemed as ‘in need’ and funded by the 2 year old deprivation funding scheme will be given priority placement alongside children with special or/specific needs/children in care, at the discretion of the preschool manager. (maximum of 5 spaces per session)
· Children eligible to 2 year old working parent entitlement will be considered on a fist come, first serve basis, in the same manner of the waiting list order of application. (maximum of 5 spaces per session, including the 2 year old deprivation numbers). 
· Date of Application (The earlier you apply, the more likely you are to obtain a space; however, this is not guaranteed).

· Date of birth (priority will be given to children of funded age over non funded children)
Our setting offers 8 of its spaces for 30 hour 3 & 4 year old funded children, within these spaces, a maximum of 2 will be offered to children with special educational needs where availability allows as will spaces for working families funded 2 year olds. All spaces are subject to availability and will be offered on a first come, first serve basis.
Fees

Fees are £5.75 per hour for 3 year olds and £8.50 per hour for 2 year olds. Fees are paid monthly in advance. You will be invoiced at the middle of each month ready for the next month. Fees should be paid on or before the 1st of the month via internet banking. Should you need to pay cash, please speak to the chairperson or Pre-School Manager.  Fees continue to be payable if a child is absent with illness with or without notice. Each Child’s attendance at Pre-School is conditional upon continued payment of any necessary fees. Remember that you as the parent choose the sessions you can afford for your child.

Government funding may be granted for children the term after their third birthday. Staff will inform parents if the funding is available. If a child is absent for three weeks continuously, and staff have not been made aware as to the reasons why, then they have the power to remove the child’s details from the register and allocate the spaces to other children. One week’s deposit is payable on acceptance of a space. This will be deducted from your first month’s fees. Should your child not take up their space, the deposit will not be refunded. Should you wish to cancel your child’s pre-school funded place, a 4 week notice period is required. To cancel breaksfast/afterschool club space, we require a minimum of 2 weeks notice. This should be in writing, either by letter or email, addressed to the preschool manager.
Starting Pre-School

The first days:

A child who is tense or unhappy will not be able to play or learn properly, so it is important for parents and Pre-School staff to work together to help the child feel confident and secure within the setting. This takes longer for some children than for others and parents should not feel worried if their child takes a while to settle. The Pre-School’s Policy of Settling In is enclosed with this Prospectus.

What to Wear

We expect our Pre-School children to wear Pre-School uniform. This consists of grey trousers/skirt. Pre-School sweatshirts and t-shirts are available from the setting. Polo shirts £7.00, Sweatshirts/Cardigans £10.50 each.
It is good to practice the skills which will make children independent. Simple clothing (elasticated waists, Velcro straps on shoes etc) which they can handle themselves will enable them to go to the toilet when they want to and put on or take off shoes without being too dependent on other people’s help.

We hope that your child’s time in Pre-School will be a very happy and productive one. If you have any queries or questions, or if we can help in any way, please contact a member of staff.

OUR PRE-SCHOOL          Crawley Green & Wenlock Pre-School

Address:                                                     Beaconsfield 

                                                                     Luton

                                                                     Beds

                                                                     LU2 0RW

                                                                     01582 727651

                                                                     07594525380
                                                         Charity Reg No:    1063066

                                                        Email: (crawleygreen@btinternet.com)
Our Ethos:
To provide a stimulating environment which promotes personal, social, and emotional development. 

1.   To enhance the development and education of children under statutory school age in a parent-involving, community, play based setting.   
2.  To provide a safe, secure, and stimulating environment.

3.  To work within a framework which ensures equality for all children and families.
We offer your child:

1.  A specially tailored planning framework leading to approved learning outcomes.

2.  Individual care and attention made possible by a high ratio of staff to children.

3.  Fun and friendship with children and other adults.

4.  The support of a key person.

5.  Opportunities for you and your family to be directly involved in the activities of the setting and in your own child’s progress.

Our Pre-School offers education and care for children between the ages of 2 and 5 years. 
We normally open at 9.00am and close at 3.00pm for Pre-School hours. Children may attend between 9.00am-12.00pm, 12.00pm-3.00pm or 9.00am-3.00pm.
Adult Resources
We are proud of the high ratio of staff to children in our setting. This ensures individual attention to the needs and development of each child.

Staff

The regular staff in our setting are:
	Name:
	Title:
	Qualifications:

	Kirstie Cain
	Pre-School Manager
	Early Years Teacher
Makaton 1 - 4+
 Food Hygiene, First Aider

	Vernessa Bayne-Birkett
	Room Leader/Deputy Manager
	NVQ  L3 childcare & education
Makaton 1 – 4, Food Hygiene
First Aider

	Jessica Snell
	Qualified Pre-School Assisitant
	L3 EYE Children’s Learning & Development, First Aider

	Tracy Cain
	Qualified Pre-School Assistant/Lunch Supervisor
	 NVQ L3 childcare & education
Makaton 1-4 First Aider

	Holly Clark
	Qualified Pre-School Assistant
	EYE Level 2. Training towards EYE level 3 in childcare, learning and development.

	Yasmine Blackman
	Qualified Pre-School Assistant
	NVQ level 3 childcare learning and development. First Aider

	Maddison Black
	Qualified Pre-School Assistant
	EYE level 3, childcare, learning & development. First Aider

	
	
	

	
	
	

	
	
	


In addition, we have occasional help from parents, carers, students and committee members.

Key Persons
Our key person system gives each member of staff responsibility for just a few children. Each child in the setting has one special adult to relate to, which can make settling into the setting very much easier. In addition, the key person is able to tailor the setting’s curriculum to the unique needs of each individual child. The key person maintains links with the child’s home setting, working with parents through shared record-keeping to ensure that all children are supported in reaching their full potential. 
Key groups are as follows:
Eeyores:
Maddison                          Owls:    Yasmine                        

Piglets:         Jessica

        Tiggers: Holly   



Record Keeping

Because we have a high adult to child ratio in the setting, we can implement an excellent system in which observations of the children in the setting and at home are used as a basis for drawing up a curriculum for each child on our online journal, Tapestry.
Training

Our membership of the Early Years Alliance ensures that we are constantly in touch with new thinking in the field of child education and care. We receive a monthly magazine offering practical advice and up to date information and have access to a range of professionally produced publications. Parents may ask to see any of these. In addition, on-going training is available through Luton Borough Council’s Continuous Professional Development website, which all staff are encouraged to take part in. Informal training is available through local meetings and conferences, and parents will be informed of training dates.

The Role of the Parents

The Pre-School recognises parents as the first educators of their young children. Our Pre-School aims to support parents. Parents are welcomed:

1.  To work in our setting with the children.

2.  To assist with fundraising.

3.  To take part in the management of our Pre-School.

4.  To represent our Pre-School at branch and county activities of the Early Years Alliance.

5.  To attend open meetings of the Early Years Alliance.

6.  To attend training courses, workshops and conferences organised by the Early Years Alliance.

EYFS Framework

Within our setting, all children are supported in developing their potential at their own pace. Our key person system enables us to ensure activities are planned, tailored to the needs of each individual child. By means of developing appropriate play activities and a high level of individual adult input, we offer a planning system which leads to nationally approved learning outcomes and prepares children to progress with confidence to the National Curriculum at the age of five years. We have opted to work with the development matters guidance to plan our curriculum.
Language and Literacy

In both small and large groups, children are encouraged to extend their vocabulary and fluency by talking and listening, and by hearing and responding to stories, songs and rhymes. Children are helped to understand that written symbols carry meaning, to be aware of the purposes of writing and, when they are ready, to use drawn and written symbols for themselves. A well-stocked book corner gives every child the opportunity and encouragement to become familiar with books, able to handle them and be aware of their uses, both for reference and as a source of stories and pictures.

Personal and Social Development

Within a nurturing environment, children are individually supported in developing confidence, autonomy and self-respect. They are encouraged to work and concentrate independently and to take part in the life of the setting, sharing and co-operating with the other children and adults. Through activities, conversation and practical example, they learn acceptable ways to express their own feelings and have respect for the feelings of others. All children are given the opportunity, as appropriate, to take responsibility for themselves and for our setting, its members and its property.

Mathematics
By means of adult-supported practical experience, children become familiar with the sorting, matching, ordering, sequencing and counting activities which form the basis for early mathematics. As they use their developing mathematical understanding to solve practical problems, children are assisted to learn and use the vocabulary of mathematics, identifying objects by shape, position, size, volume and number. Songs, games and picture books help children become aware of number sequencing and, when they are ready, to use simple mathematical operations such as adding.

Understanding of the World

A safe and stimulating environment allows children to explore and experiment with a range of natural and manufactured materials. They learn to observe the features of objects and substances, recognizing differences, patterns and similarities, and to share and record their findings. Children are assisted in exploring and understanding their environment, both within our setting and in the wider community. A range of safe and well-maintained equipment enables children to extend their technological understanding, using simple tools and techniques as appropriate to achieve their intentions and to solve problems.

Physical Development

A range of equipment and opportunities, both indoors and out of doors, allows children to develop confidence and enjoyment in the use and development of their own bodily skills. A very high level of adult supervision enables children safely to create and meet physical challenges, developing increasing skill and control in moving, climbing and balancing. At the same time, children are supported in the development of the fine motor skills required to use tools, including pens and pencils, and to handle small objects with increasing control and precision.

Expressive Arts and Design
Children are encouraged to use a wide range of resources in order to express their own ideas and feelings and to construct their individual response to experience in two and three dimensions. Art equipment, including paint, glue, crayons and pencils as well as natural and discarded resources, provides for open-ended exploration of colour, shape and texture and the development of skills in painting, drawing, and collage. Children join in with and respond to music and stories, and there are many opportunities for imaginative role play, both individually and as part of a group.

The toys and equipment in Pre-School provide opportunities for children, with adult help, to develop new skills and concepts in the course of their play and exploration. The equipment we provide:

· Is appropriate for the ages and stages of the children.
· Offer challenges to developing physical, social, personal and intellectual skills.
· Features positive images of people, both male and female, from a range of ethnic and cultural groups, with and without disabilities.
· Includes a range of raw materials which can be used in a variety of ways and encourages an open ended approach to creativity and problem solving.
· Will enable children, with adult support, to develop individual potential and move towards required learning goals.
· Conforms to all relevant safety regulations and is sound and well made.

Alcohol, Drugs or Other Substance Abuse Policy

Policy for Staff/Parents/Carers/Entertainers/Visitors

Crawley Green & Wenlock Pre-School has agreed the need for a Drug and Alcohol Abuse Policy which applies to all employees, parents, carer’s, entertainers and visitors of our setting. We recognise that drug, tobacco, or alcohol abuse is a health problem that may affect the care and education that is offered to the children. We have a responsibility towards children, employees and other adults concerning the use and misuse of both legal and illegal substances and have designed and implemented this Policy. This Policy is applicable to all persons associated with our Pre-School and the purpose of it is to create a climate which is acceptable. This Policy is aimed solely at the misuse of alcohol, drugs, and other substances compromising safe care and collection of the children. These toxins have side effects which are detrimental to the care of the children as they impair the perception and ability of the carer.
Procedure in Cases of Intoxicated Carers

We will follow this Procedure if we feel that any adult collecting a child is under the influence of drugs, alcohol, or substances.

· If unsure, the Pre-School Manager or Room Leader will make the decision not to release the child to the carer. (The carer will be asked if anybody can collect them to take them home). A member of staff will remain with the person until a suitable person arrives to collect them. 
· Other contacts from the emergency numbers given by the main carer will be called to collect the child. This emergency contact may choose to take the intoxicated person home.

· If these contacts cannot be reached, the Pre-School Manager or Room Leader will contact MASH for advice.
· The incident will be recorded in the Safeguarding Protocol by the Pre-School Manager or Room Leader as per safeguarding procedures. 
Policy for Employees

We are aware that certain drugs such as aspirins and decongestants are required to relieve pain and discomfort. Such medicines must be used in accordance with the instructions to maintain a safe level of use. This Policy is not aimed at acceptable usage, but misuse.

· Staff are clear that Crawley Green & Wenlock Pre-School will neither tolerate nor condone drug or alcohol abuse. This may warrant suspension for misconduct with immediate effect.

· Staff are clear about the approach which we adopt in the event of a drug or alcohol related incident.

· Individual incidents will be dealt with quickly and effectively by disciplinary procedures please refer to disciplinary policy on page: - 98-101
Drug or alcohol abuse will not in itself constitute grounds for dismissal unless the person’s action or performance reaches an unacceptable level within the setting. Where the employee with a drug or alcohol related problem can contribute to perform their duties while undergoing treatment, adequate time off for their treatment will be allowed. Relapses, or alcohol or drug consumption/misuse within the setting will result in instant suspension and an investigation carried out for gross misconduct.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:         

                                                               18/10/2025
Signed on behalf of the Pre-School by: ……………………………….................
                               Position within setting: Manager
Date to be reviewed October 2026
“I adhere to the Policy and Procedures as set out above and overleaf. I am aware of the outcome if I deliberately withhold information or misuse drugs, alcohol, or other substances.”
This Policy will be updated twelve months from this date:  12th October 2024
	Name of Colleague:
	Position within the Pre-School:
	Date Signed:

	Kirstie Cain
	Manager
	

	Vernessa Bayne-Birkett
	Room Leader/Deputy Manager
	

	Tracy Cain 
	Preschool Assistant/Lunch Supervisor
	

	Holly Clark
	Preschool Assistant
	

	Maddison Black
	Preschool Assistant
	

	Yasmine Blackman
	Preschool Assistant
	

	
	
	

	Jessica Snell
	Preschool Assistant
	

	
	
	

	
	
	


This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

                                                                                  18/10/2025)
Signed on behalf of the Pre-School by:……………...............................

Position within the setting: Pre-School Manager.

Date to be reviewed: October 2026
Admissions Policy

It is our intention to make our Pre-School genuinely accessible to children and families from all sections of the local community. To accomplish this, we will:
· Ensure that priority placement is given to children who do not attend any other establishment, ie: nursery or 4+ units.

· Children who are deemed as ‘in need’ and funded by the 2-year-old funding scheme will be given priority placement alongside children with special or/specific needs as well as children in care.
· Date of Application (The earlier you apply, the more likely you are to obtain a space; however, this is not guaranteed). (priority will be given to children of funded age over non-funded children)
· Date of birth (priority will be given to children of funded age over non-funded children)
· Describe our Pre-School and its practices in terms which make it clear that it welcomes both mothers and fathers, other relations, and other carer’s, including foster carer’s, child minders, and people from all cultural, ethnic, religious and social groups, with and without disabilities.

· Make our Equality of Opportunities Policy widely known - see Equality of Opportunities Policy.

· Be as flexible as possible about attendance patterns to accommodate the needs of individual children and families.

· Continue to consult local parents to ensure that our setting goes on meeting the changing needs of the local community
Our paramount ethos is to provide provision for children aged 2 years to 5 years of age who do not attend any other setting. 

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………......................
Position within the setting: Pre-School Manager.
Date to be reviewed: October 2026
Abusive Behaviours and Language by Parents/Carers/Visitors

All staff are employed by the committee for the sole purpose of providing a safe, secure environment for the children to flourish in.

Staff are interviewed and carefully considered for their role within the setting.

Unfortunately, parents/carers are not expected to go through such a vetting system which can sometimes compromise the care and protection the setting provides.

Crawley Green & Wenlock Pre-School has a ‘zero tolerance’ initiative to address the issue of violence, aggression and unacceptable behaviour directed towards employees and service users. Any such actions will result in appropriate action or sanctions. Crawley Green & Wenlock Pre-School is delivering a clear message to the public that violence and aggression towards any employee or other service user is unacceptable.
Instant exclusion will occur if any member of staff is physically assaulted for whatever reason.

If the offender is a committee or staff member, their exclusion will be ordered instantly while an investigation is carried out.

If the offender is a parent or carer of a child at Pre-School, then the committee have the right to investigate, take advice from outside agencies and/or exclude the offender and family from the setting.

If the offender is an outside visitor, then they will be excluded instantly.

Please note:
All staff have many duties to perform. In NO way will abusive behaviour towards them be accepted or dismissed lightly.

This Policy adheres to the Equality Opportunity Policy.

Violence and aggression at work

1. Violence and aggression at work is – ‘any incident in which a person is abused, threatened, shouted at or assaulted in circumstances relating to their work’

a. Physical assault is - ‘the intentional application of force from one person to another, without lawful justification, resulting in physical injury, personal discomfort or damage to property’

b. Non-physical assault is – ‘the use of inappropriate words (including, but not exclusively, verbal/written/social media) or behaviour causing alarm, distress and/or constituting harassment’

c. Persistent unacceptable behaviour - refers to behaviour both within one contact and/or a number of separate contacts over an undefined period (this includes telephone contact)’
Procedure in the Event of Physical Abuse:

· If any parent/carer is physically abusive towards any member of the public while on the grounds of the Pre-School, (parent, carer, child or visitor) the offender(s) will be asked to leave the area and not return. This will be logged in the Incident Book.
· Witnesses will be asked to express their grievances in writing if they wish.
· Police will be contacted if necessary and staff will write up an independent report about the incident and/or include allegations from witnesses.
· If the offender(s) has/have a child within the setting that has just arrived, they will be advised that an emergency contact must pick the child up at the end of the session as the offending adult will not be allowed back on the premises. Any physical abuse will result in instant exclusion of the adult from the setting. Alternative arrangements must be made for dropping off and picking up of the child(ren).
· Advice will be taken by the Pre-School as a follow up on the incident(s). OFSTED will be contacted in this case.
· A copy of this Policy will be POSTED to the offender(s) as a reminder of the Pre-School Procedures as well as a letter explaining the reasons for their exclusion.
Procedures in the Event of Verbal Abuse

· If any parent/carer is verbally abusive towards any member of the public while on the grounds of the Pre-School, (parent, carer, child or visitor) the offender(s) will be asked to refrain from using such language and be told to leave the area. This incident will be recorded in the Incident Book.
· Witnesses will be asked to express their grievances if they wish.

· If the altercation continues, the Police will be called regarding the incident. The staff will write up a report which will be recorded in the Incident Book.
· If the verbal abuse is caused by parents/carers of the Pre-School, they will be asked to attend a meeting separately to explain their actions and receive a copy of this Policy. An agreement may be reached at this time. If they do not attend, the Policy will be sent out to them in the post.
· A re-occurring incident will result in both the Chairperson and Pre-School Manager giving the offender(s) an ultimatum which may result in them being excluded from the setting. This will be written in the Incident Book. Please remember: The child will not be excluded so alternative arrangements should be considered for the dropping off and collection of the child(ren) by the parent/carer.
· If the parent/carer chooses to remove the child from the setting because of any incident(s), this will be taken literally by the Pre-School and the child’s place will be made available to another child with immediate effect.
· Visitors using verbal abuse will instantly be asked to leave the premises and asked not to return.
· Any further concerns the Pre-School may have regarding verbal and physical abusive behaviours will be reported to OFSTED and their advice will be followed.
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
                Signed on behalf of the Pre-School by: ……………………………….......................
                                        Position in the setting: ………………………………..................

Date to be reviewed: October 2026
Behaviour Management – Policy, Practice & Procedure
Statement of intent

Our setting believes that children nourish best when their personal, social and emotional needs are met and where there are clear and developmentally appropriate expectations and standards for their behaviour. These standards apply to all children and adults who may occasionally or regularly be part of preschool’s activities both on and off site of the pre school.

The aim of this document 

We aim to teach children to behave in socially acceptable ways and to understand the needs and rights of others. We aim to listen to, and acknowledge the views of everyone in pre school, embracing who we are and where we have come from. In recognition of this, our expectations of behaviour are underpinned by the following values:

•
RESPECT AND RECOGNITION: to value and celebrate our own and others’ contributions and uniqueness, and to show consideration for our own feelings and the feelings of others.

•
FREEDOM AND RESPONSIBILITY: to enable children and adults to explore and express themselves freely in an environment which supports decision making and opportunities to consider the consequences of our words and actions.

•
INCLUSION: to provide access to learning for all, taking into account everyone’s needs, background and ability, working together to share the same vision and work towards the same goal.

•
HONESTY: to empower everyone to communicate openly and honestly in their interactions with each other.

•
SAFETY and TRUST: to help everyone to feel able to express their concerns and fears in an appropriate way and to thrive physically and emotionally in their learning.

Guidelines

Many of the things children do are normal for their stage of development and we help them to learn when something is dangerous or harmful to themselves or others, and to make positive choices in their behaviour.

We do this by:

•
Noticing and acknowledging positive behaviours.

•
Using clear and consistent boundaries across the setting.

•
Explaining the consequences of some behaviours and offering choices.

•
Involving the children in problem-solving by using the conflict resolution steps (see appendix 1)

•
Sharing information with parents/carers about their children’s behaviour both in the setting  and at home. (see appendix 2)

•
Providing strategies to support turn-taking e.g. using a sand-timer.

•
Communicating and modelling positive behaviour, using a variety of strategies and props e.g. sign language, gestures, visual timetables and puppets.

•
Recognising and acknowledging feelings to encourage empathy.

•
Creating an environment that minimises conflict e.g. ensuring there are sufficient resources.

•
Providing planned opportunities to discuss behaviour and feelings e.g. at circle time.

Challenging Behaviour

Adults at the setting will intervene when behaviour is persistently disruptive or difficult to manage.

We do this by:

•
Being clear about the behaviour that is unacceptable.

•
Supporting the child to think of solutions to put things right.

•
Providing time away from the situation to calm down and reflect before talking things through.

•
Use of personalised Social Stories.

•
Working together with parents/carer’s and families to share strategies and ensure we are giving a consistent message.

•
In some cases, involving the SENCO in setting up an individual education plan (IEP) with specific targets related to behaviour.

•
Liaising with other agencies e.g. health visitor, behaviour improvement team, to access further support and advice.

 Conflict Resolution Steps

1.
Approach calmly and with an open mind

Walk over and get down to their level.

2.
Acknowledge feelings

Say “I can see you’re feeling hurt/cross/upset/angry”

3.
Gather information from both sides

Say “What’s the problem?”

4.
Restate the problem

Say “so the problem is…”

5.
Ask for solutions and choose one together

Say “I wonder what we can do to solve the problem/help you feel better?”

6.
Be prepared to give follow-up support

Keep an eye out for what happens next and give further support if needed.

Parent/Carer Involvement

Working in partnership with our parents/carers is integral to the success of this Behaviour Policy. For it to work in practice, their contribution is vital.

We will achieve this by:

•
Sharing the expectations of behaviour in preschool, through informal and formal discussions with individuals and groups of parent/carer’s.

•
Talking to individual parents/carer’s about all aspects of their child’s behaviour on a daily basis, as well as at regular parent/carer conferences.

•
Being fair, non-judgmental and consistent when discussing children’s behaviour with parents/carer’s.

•
Providing extra support for parents/carer’s to help manage children’s challenging behaviour e.g. through Family Support Services and outside agencies

We hope parents/carer’s will feel able to:

•
Inform us of any relevant changes to their circumstances which may affect their child’s behaviour e.g. new baby, moving house, bereavement, divorce, separation or hospitalisation.

•
Re-enforce expectations of positive behaviour by talking to their child at home.

•
Actively support staff at the setting in implementing positive behaviour strategies.

•
Be a positive role-model for their child.
This Procedure was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

                                                                                  18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager
Date to be reviewed: October 2026
Safeguarding Children Policy

Safeguarding Children and Child Protection (1.2) (including managing allegations of abuse against a member of staff)

Policy Statement

Our setting will work with children, parents and the community to ensure the rights and safety of children and to give them the very best start in life. All children have equal rights to protection. Our safeguarding policy complies with the Local Safeguarding Children’s Board, section 11 of the Children Act 2004, and the Keeping Children Safe in Education statutory guidance for schools and colleges 2024.
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Local Multi Agency Safeguarding Arrangement The Children and Social Work Act 2017 (the Act) replaces Local Safeguarding Children Boards with new local safeguarding arrangements led by three safeguarding partners (local authorities, chief officers of police, and clinical commissioning groups).  The Act places a duty on those partners to make arrangements for themselves, and relevant agencies they deem appropriate, to work together for the purpose of safeguarding and promoting the welfare of children in their area.  Education is one of the relevant agencies.  In Luton, the arrangements continue to be referred to as the Local Safeguarding Children and Adult’s Board.
Safeguarding policy 
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Introduction 

Safeguarding is defined as – 

· protecting children from maltreatment.

· preventing impairment of children's mental and physical health or development.

· ensuring that children are growing up in circumstances consistent with the provision of safe and effective care; and

· taking action to enable all children to have the best outcomes.

                                        (Keeping Children Safe In Education, KCSIE 2025)

  Child Protection is defined as –

· the activity that is undertaken to protect specific children who are suffering or likely to suffer significant harm.

                                                      (Working Together to safeguard children, DfE 2023)

This includes, but is not limited to, safeguarding children in specific circumstances:

	Neglect
	Physical abuse

	Emotional abuse
	Sexual abuse

	Bullying, including online and prejudice-based bullying
	Racist, disability and homophobic or transphobic abuse

	Gender based violence / violence against women and girls
	Radicalisation and /or extremist behaviour

	Child Sexual Exploitation and trafficking
	The impact of new technologies on sexual behaviour: e.g. Youth produced sexual imagery 

	Teenage relationship abuse
	Substance abuse

	Gang / youth violence including initiation / hazing
	Domestic abuse / violence

	Female Genital Mutilation
	Forced marriage

	Fabricated / induced illness
	Poor parenting

	Online including grooming via social networking, online gaming, video messaging
	Peer on peer abuse

	Self harm behaviours
	Children with mental health difficulties or illness


Working Together 2023 sets out that Early Years providers have a duty under section 40 of the Childcare Act 2006 to comply with the safeguarding and welfare requirements of the Early Years Statutory Framework  (3.7 EYFS). Under the Statutory Framework (3.4 EYFS) “Providers must be alert to any issues for concern in the child’s life at home or elsewhere”. Procedures are in place to safeguard children in line with the policies and procedures of Luton Safeguarding Children Board Procedures.   
All staff should be aware of the guidance issued by Luton Safeguarding Children Partnership (LSCP) within the Threshold Framework in order to secure support and intervention for children and young people at the earliest possible opportunity in the least intrusive way. As part of the procedures in Luton there are safeguarding case recording materials that are used for recording safeguarding concerns – these are Safeguarding form, Chronology form, Body Map, Tracking monitoring form. All concerns should be reported to DSL, recorded and action taken accordingly. 
Crawley Green & Wenlock Pre-School is committed to safeguarding and promoting the welfare of all its children.  We believe that:
· all children have an equal right to be protected from harm

· all children have the right to speak freely and voice their values and beliefs

· all children must be encouraged to respect each other’s values and support each other

· all children have the right to be supported to meet their emotional and social needs as well as their educational needs 

· our early years setting can and does contribute to the prevention of abuse, victimisation, bullying, exploitation, extreme behaviours, discriminatory views and risk taking behaviours

All staff, volunteers and visitors have an important role to play in safeguarding children and protecting them from abuse.


The Designated Safeguarding Officer (DSO) 

Designated Safeguarding Officer (DSO) Lead in the early years setting Kirstie Cain, takes lead responsibility for coordinating all child protection activity within our early years setting. They will provide support to staff members to carry out their safeguarding duties and will liaise closely with other services such as the Multi Agency Safeguarding Hub (MASH),Luton Children and Families Social Care Service, Family Partnership Services, Health, Police etc.  This person has lead responsibility and management oversight for safeguarding and child protection (3.5 EYFS) 

The Deputy Designated Safeguarding Officer (DSO) Lead, Vernessa Bayne-Birkett is trained to the same level as the Designated Safeguarding Officer (DSO) Lead and will undertake this role in their absence.

‘Ensuring that children and young people are kept safe and receive the best support they need when they need is tis vital. Where information sharing is necessary to achieve this objective it is important hat the practitioners have a clear understanding of when information can be shared. It is also for them to understand information but is in place to ensure that personal information is shared appropriately’. (Richard Thomas, Information Commissioner. Introduction to ‘information sharing’: Practitioner’s Guide’ HMG 2018)

When the early years setting has concerns about a child, the Designated Safeguarding Officer (DSO) will decide what steps should be taken in accordance with the Local Safeguarding Children’s Board (LSCB) Thresholds Framework and initiate a response accordingly

The DSO will refer to the Model Setting Concern Process if a concern becomes apparent regarding a child. For further information, please see appendix 11

The DSO will support staff who make referrals to the Local Authority Children’s Social Care and act as a source of support, advice and expertise for all staff (EYFS 3.5)

The DSO will refer cases to the Police where a crime may have been committed

The DSO seek advice in regard to safeguarding matters related to radicalisation and make referrals to Channel as required

The DSO will liaise with the Designated Senior Manager for allegations to ensure where necessary referrals have been made to the Disclosure and Barring Service when a person is dismissed or resigned due to risk/harm to a child

The DSO will lead regular case monitoring reviews of vulnerable children. These reviews, together with any actions arising from the review and the rationale for decision-making will be recorded in case files

The DSO will ensure safeguarding and child protection information will be dealt with in a confidential manner and in accordance with the LSCB’s information sharing guidance.  

Staff will be informed of relevant details only when the Designated Safeguarding Officer feels their having knowledge of a situation will improve their ability to deal with an individual child and / or family.  

The DSO will ensure safeguarding and child protection records will be stored securely in a central place separate from academic record Individual files will be kept for each child

The DSO will ensure access to safeguarding and child protection records will only be accessed by practitioners when authorised to do so.

The DSO will refer cases to the Police where a crime may have been committed

The DSO will ensure parents are usually (subject to the point below) aware of information held on their children and are kept up to date regarding any concerns or developments by the appropriate members of staff 

General communications with parents will be in line with any setting policies and give due regard to which adults have parental responsibility. The Designated Safeguarding Officer (DSO) Lead will seek advice in regard to safeguarding matters related to radicalisation via the prevent@police.beds.uk 
The DSO will undertake regular case monitoring reviews of vulnerable and looked after children recorded within the A-Z Chronology and within individual case files.    These reviews will be discussed within staff safeguarding supervision sessions. Any actions arising from the review and the reasoning for decision making will be recorded in the child’s individual case file and a copy of this will also be filed in the staff member’s personal supervision folder. 

The Designated Safeguarding Officer will not disclose to a parent any information held on a child if this would put the child at risk of significant harm.  In such circumstances, advice will be sought from Children’s Social Care. 
If a child moves from our early years setting, the DSO will ensure all child protection records are forwarded on to the DSO at the new early years setting or school, with due regard to their confidential nature and in line with national government guidance on the transfer of such records.  We will record the date, where and to whom the records have been passed and request a signature on receipt of the child’s records.  The practice guidance produced by Luton Safeguarding Children Board (LSCB) will be adhered to in relation to archiving child protection records. Professional judgment will determine if other safeguarding recordings need to be archived or forwarded on to transitioning schools 

If sending by post, children’s records will be sent by “Special/Recorded Delivery”.  For audit purposes a note of all children’s records transferred or received should be kept in either paper or electronic format.  This will include the child’s name, date of birth, where and to whom the records have been sent and the date sent and/or received. When a Designated Safeguarding Officer resigns their post or no longer has child protection responsibility, there should be a full face-to-face handover/exchange of information with the new post holder - this exchange should be recorded as part of the incoming role holder’s induction/performance management.
Transfer of development records for a child moving to another early years setting or school will be conducted in the same way. Consent is sought from parents prior to doing so in writing. The record will include any additional needs, languages spoken and a summary by the key person of the child.
Safer Recruitment 

Our early years setting implements Safer Recruitment practices (3.9 to 3.18 EYFS) and taking into consideration the ‘Keeping Children Safe in Education’ (KCSIE 2025). Safer recruitment practice includes scrutinising applicants, obtaining professional and character references, checking previous employment history, ensuring that a candidate has the health and physical capacity for the job, verifying identity and academic or vocational qualifications via the government qualification checker. Similar checks are also carried out for volunteers and students. 
· Volunteers do not work unsupervised in the preschool.

checks also include undertaking interviews, appropriate enhanced checks through the Disclosure and Barring Service (DBS)
Our role in the prevention of abuse
In accordance with Working Together 2023, our early years setting recognises the need to safeguard children from:

· neglect

· emotional abuse

· physical abuse

· sexual abuse

Appendix 1 contains more information about definitions and indicators of abuse.

Additional policies linked to safeguarding children in our early years setting.

· Safer Recruitment


Physical Restraint 

· Code of Conduct


Visitor / External speakers



· Disqualification                              Online safety





· Whistleblowing


Health and Safety

· Bullying                                          Managing Children’s Behaviour

· Physical restraint

All staff must be able to 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 

· any reasons to suspect neglect or abuse outside the setting, for example in the child’s home or that a girl may have been subjected to (or is at risk of) female genital mutilation 
· inappropriate behaviour displayed by other members of staff, or any other person working with the children. For example: inappropriate sexual comments, excessive one-to-one attention beyond the requirements of their usual role and responsibilities or inappropriate sharing of images (3.6 EYFS)
What settings should look out for:

Any child may benefit from early help, but all staff should be particularly alert to the potential need for early help for a child who: 

• is disabled and has specific additional needs 

• has special educational needs (whether they have a statutory Education, Health and Care Plan)

• young people or family are a young carer

• is frequently missing/goes missing from care or from home 

• is at risk of modern slavery, trafficking, or exploitation 

• is at risk of being radicalised or exploited 

• is in a family circumstance presenting challenges, such as drug and alcohol misuse, adult mental health issues and domestic abuse 

• has returned home to their family from care and is a privately fostered child

The committee

Crawley Green & Wenlock Pre-Schools Committee will ensure that:

The chairperson and committee will be kept up to date with matters regarding child protection issues at the preschool by the Manager.

They comply with their duties under legislation. They will comply with The Early Years Foundation Stage (EYFS 2025) Framework and the Local Safeguarding Children’s Board (LSCB) to ensure that the policies, procedures and training in our early years setting are effective and offer supervision including safeguarding supervision to the Manager/Pre School Leader.
The chairperson is nominated to liaise with the Local Authority Designated Officer (LADO) and partner agencies in the event of allegations of abuse made against the Pre-School Manager of the early years setting.
All permanent staff, temporary staff and volunteers are made aware, understand, and implement our early years setting’s policies and procedures for safeguarding children and child protection (3.6 EYFS)
Staff and volunteers receive appropriate training on safeguarding at induction that is updated every 2 years if not sooner. (3.6 EYFS)

Key processes 
· staff training includes discussions and briefings on local Serious Case Reviews (SCR’s) accessed from Local Multi Agency Safeguarding Arrangement (LMASA) website.

· our early years setting provides an appropriate safeguarding response in accordance with the Luton Local Safeguarding Children’s Board (LSCB) Thresholds Framework in order to safeguard children.
· our early years setting follows local procedures for sharing intelligence in relation to Child Sexual Exploitation with Bedfordshire Police and the Single Point of Contact for CSE within Luton, including the use of the Multi Agency Submission form 
· our early years setting initiates appropriate safeguarding responses to children who go missing while in the care of the setting in line with our Lost Child Policy (3.66 EYFS)
· our early years setting has a staff code of conduct, which includes staff/child relationships and communications plus the use of social media and other online platforms (3.19, 3.20 EYFS)
· our early years setting has procedures for managing allegations and concerns about adults that work or volunteer with children and that these include the procedures for making referrals to the Disclosure and Barring Service (3.4 EYFS)
· that people looking after children are suitable and there must be an enhanced criminal record from the Disclosure and Barring Service in place for every person aged 16 or over who works directly with children, works on the premises on which childcare is provided (unless they do not work there during the times when children are present) (3.10 EYFS)
· our early years setting operates safer recruitment procedures and ensures that appropriate checks and vetting is carried out on all new staff and relevant volunteer records must be easily accessible and available
· confidential information and records about staff and children is held securely and only accessible and available to those who have a right or professional need to see them 

· our setting is aware of their responsibilities under the General Data Protection Act (GDPA) 2018 and where relevant the Freedom of Information Act 2000 
· Our setting use an online system for observation and assessment. This system is Tapestry written consent is obtained from parents prior to their child being added to the system and parents are given access to their child’s account. Information is all stored as per Tapestry privacy policy, available online at https://tapestry.info/privacy-policy.html 
· all staff understand the need to protect the privacy of the children in their care and always promote confidentiality (3.69, 3.70 EYFS)
· records relating to individual children are retained for a reasonable period after they have left the provision 

· we record the following information for each child in their care: full name, date of birth, name, and address of every parent and/or carer who is known to the provider (and information about any other person who has parental responsibility for the child), which parent(s) and/or carer(s) the child normally lives with and emergency contact details for parents and/or carers (3.73 EYFS)
· the Designated Safeguarding Officer (DSO) Lead and any Deputies undertake Local Safeguarding Children’s Board (LSCB) training to ensure they have the appropriate training, skills, and knowledge to carry out this role. When possible, they will also undertake multi-agency higher level training. In addition, the Designated Safeguarding Officer lead and any Deputies will update their knowledge by receiving safeguarding updates.  This may include support from the Local Authority Designated Safeguarding Officer (DSO) sessions, attendance at training and learning events offered by the Local Authority Safeguarding Children’s Board (LSCB), online updates via NSPCC or attendance at professional development events. 
· all staff have up-to-date knowledge of safeguarding issues (3.6 EYFS)staff know what to do in the event of a safeguarding concern and know who to speak to.
A safer culture 

A safer culture of working practice supports safeguarding in practice across all aspects of the setting this is implemented throughout our practice by ensuring the following:

· clear risk assessments are in place and respond consistently to protect children which enable them to take age appropriate and reasonable risks – see daily/termly/annual risk assessment

· staff respond with clear boundaries about what is safe and acceptable and they seek to understand the triggers for children’s behaviour.

· in the event where physical restraint is used that the parents are informed on the same day (3.54 EYFS) – See managing children’s behaviour policy

· the culture of this early years setting is one that is safe for children and unsafe for adults that may pose a risk to children
· there is a belief that safeguarding is the responsibility of all adults working or volunteering within the early years setting and that all concerns will be reported to the Designated safeguarding officer or manager or pre school leader when concerns relate to an adult
· the early years setting has a culture of listening to, and hearing the voice of the child
· We have procedures for recording the details of visitors to the setting. We take security steps to ensure that we have control over who comes into the setting so that no unauthorised person has unsupervised access to the children.
· The layout of the room allows for constant supervision. No child is left alone with staff or volunteers in a one-to-one situation without being in, ideally, vision but definitely earshot of others.
Inspection
From November 2025, Ofsted’s inspections of early years, schools and post-16 provision will be carried out under: Education inspection framework: for use from November 2025 - GOV.UK
Safeguarding in specific circumstances 
Our early years setting pays due regard to the need to safeguard children in specific circumstances and training will incorporate Child Sexual Exploitation (CSE), vulnerability to radicalisation, Female Genital Mutilation (FGM), peer on peer abuse which can include gang initiation or hazing type related violence, cyberbullying, sexually harmful behaviours, or youth produced sexual imagery. See appendix 5, 6, 7 and 8, 9

Sexualised behaviours 

Where children display sexualised behaviours, the behaviours will be considered in accordance with the children’s developmental understanding, age and impact on the alleged victim.  Tools such as Brook Traffic Light Tool will be used to assist in determining whether the behaviour is developmental or a cause for concern. This will assist in ensuring the child/ren receive the right support at the right time either via an Early Help response or referral to Multi Agency Safeguarding Hub (MASH).

In all cases of peer on peer abuse the early years setting will consider the vulnerability of all children including those alleged to have caused the harm and those alleged to be victims and provide a safeguarding response consistent with the Luton Thresholds Framework.

Child Sexual Exploitation (CSE) and Criminal Exploitation (CCE)

Both CSE and CCE are forms of abuse and both occur where an individual or group takes advantage of an imbalance in power to coerce, manipulate or deceive a child into sexual or criminal activity. Whilst age may be most obvious, this power imbalance can also be due to a range of other factors including gender, sexual identity, cognitive ability, physical strength, status, and access to economic or other resources. In some cases, the abuse will be in exchange for something the victim needs or wants and/or will be to the financial benefit or other advantage (such as increased status) of the perpetrator or facilitator. This abuse can be perpetrated by individuals or groups, males or females and children or adults. The abuse can be a one-off occurrence or a series of incidents over time, and range from opportunistic to complex organised abuse. It can involve force and/or enticement based methods of compliance and may be accompanied by violence or threats of violence. Victims can be exploited even when activity appears consensual and it should be noted exploitation as well as being physical can be facilitated and/or take place online. More information including definitions and indicators are in Appendix 9.
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) for the financial advantage or increased status of the perpetrator or facilitator. The victim may have been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does not always involve physical contact; it can also occur through the use of technology. 
Child sexual exploitation can occur through use of technology without the child’s immediate recognition, for example the persuasion to post sexual images on the internet/mobile phones with no immediate payment or gain. In all cases those exploiting the child/young person have power over them by virtue of their age, gender, intellect, physical strength and/or economic or other resources.  Violence, coercion and intimidation are common, involvement in exploitative relationships being characterised in the main by the child or young person's limited availability of choice resulting from their social/economic and/or emotional vulnerability
· the early years setting recognises that both boys and girls can be vulnerable to child sexual exploitation and as such ensure staff are alert to signs and indicators

· the setting recognises that there are various ‘models’ of CSE which include but not limited to:

gangs and groups


boyfriend/girlfriend model

peer on peer



familial

online




abuse of authority

· where concerns are identified in relation to child sexual exploitation the Luton  Thresholds Framework will be consulted in order to ensure the child receives support at the earliest possible opportunity

· an early help multi agency response may be initiated by completing a mash referral form to the family partnership services.  Where parental consent cannot be obtained, advice will be sought from the if a child is thought to be at risk of significant harm through child sexual exploitation a referral will be made to the Multi Agency Safeguarding Hub within children’s social care

· in all cases intelligence will be shared with Bedfordshire Police using the information sharing form which will also be copied to the Single Point Of Contact for CSE within Luton Council

Female Genital Mutilation 

FGM comprises all procedures involving partial or total removal of the external female genitalia or other injury to the female genital organs. It can be known as female circumcision or female genital cutting and is often carried out for cultural, religious and social reasons within families and communities FGM is illegal in the UK and it’s also illegal to take a British national or permanent resident abroad for FGM, or help someone trying to do this if the early years setting are concerned that a child / young person has experienced or is at risk of FGM a Child Protection referral will be made to the Multi Agency Safeguarding Hub in accordance with interagency procedures produced by the LSCB. Further information regarding FGM can be found in Appendix five.

Forced marriage 

A forced marriage is where one or both people do not (or in cases of people with learning disabilities, cannot) consent to the marriage and pressure or abuse is used. It is recognised in the UK as a form of violence against women and men, domestic/child abuse and a serious abuse of human rights.
The pressure put on people to marry against their will can be physical (including threats, actual physical violence and sexual violence) or emotional and psychological (for example, when someone is made to feel like they are bringing shame on their family). Financial abuse (taking your wages or not giving you any money) can also be a factor
The Anti-social Behavior, Crime and Policing Act 2014 makes it a criminal offence to force someone to marry. This includes:

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

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

· breaching a Forced Marriage Protection Order
Modern slavery 

Modern Slavery is the term used within the UK and is defined within the Modern Slavery Act 2015. The Act categorises offences of Slavery, Servitude and Forced or Compulsory Labour and Human Trafficking (the definition of which comes from the Palermo Protocol)
These crimes include holding a person in a position of slavery, servitude forced or compulsory labour, or facilitating their travel with the intention of exploiting them soon after. 
Although human trafficking often involves an international cross-border element, it is also possible to be a victim of modern slavery within your own country.

Types of human trafficking

There are several broad categories of exploitation linked to human trafficking, including:

· sexual exploitation

· forced labour

· domestic servitude

· organ harvesting

· child related crimes such as child sexual exploitation, forced begging, illegal drug cultivation, organised theft, related benefit frauds etc

· forced marriage and illegal adoption (if other constituent elements are present)

Children vulnerable to extremism 

Our early years setting is aware that a website providing support and advice to combat radicalisation has been launched in our region. 
Page Content

The Let’s Talk About It provides information enabling people to learn more about the Government's Prevent strategy, with an aim to safeguard those who may be vulnerable to radicalisation.

Factors may include: peer pressure, influence from other people or the internet, bullying, crime and anti-social behaviour, family tensions, race/hate crime, lack of self esteem or identity and personal or political grievances. 

If a child is thought to be at risk of radicalisation, advice will be sought from the prevent@beds.police.uk  
The Counter Terrorism and Security Act 2015 places a duty on early years providers “to have due regard to the need to prevent people from being drawn into terrorism” – The Prevent Duty

· in accordance with the Prevent Duty Kirstie Cain is the Prevent Single Point of Contact (SPOC) who will be the lead within the organisation for safeguarding in relation to protecting individuals from radicalisation and involvement in terrorism.  
· if a child or Young Person is thought to be at risk of radicalisation, advice will be sought from the police @ prevent@beds.police.uk  and a prevent national referral form completed in accordance with the latest guidance.
· in all cases, in accordance with advice provided, the early years setting will ensure appropriate interventions are secured which are in line with local procedures in order to safeguard children assessed as being vulnerable to radicalisation

· if the early years setting are concerned that a child may be at risk of significant harm in relation to radicalisation or involvement in violent extremism a child, protection referral will be made to the Multi- Agency Safeguarding Hub

· the statutory guidance on the Prevent duty summarises the requirements on schools and childcare providers in terms of four general themes: risk assessment, working in partnership, staff training and IT policies.
· a prevent risk assessment is in place to demonstrate how the setting is fulfilling the prevent duty. Please see Appendix 13 for further information.  
· further definitions of radicalisation and extremism and indicators of vulnerability to radicalisation are in Appendix 4.

Our early years setting will provide opportunities for children to develop skills, concepts, attitudes and knowledge that promote their safety and well-being together with preparing them for life in modern Britain and embedding the four Fundamental British Values of Democracy, Rule of Law, Equality of Opportunity, Freedom of Speech and the rights of all Women and Men to live free from persecution of any kind which are already implicitly embedded in the Early Years Foundation Stage (EYFS 2025), Learning and Development requirements, and these values are reinforced in our everyday routine.
In the rare event of a firearms or weapons attack staff are trained in the RUN –HIDE – TELL guidance The National Counter Terrorism Security Office (NaCTSO) are advising that providers have a lock down procedures Stay Safe: - steps to take to keep safe in the rare event of a firearms or weapons attack:

Procedures will be implemented in the event of an unauthorised person/persons entering the setting:

· staff will be alerted by a recognised signal (horn)

· children will be taken from outside into the setting as quickly as possible

· all external doors and windows will be locked as necessary

· parents/carers will be notified 

Children Missing in Education

The early years setting apply appropriate safeguarding responses for children who go missing from education which includes holding more than one emergency contact number for the child/family as part of an emergency plan. 
Child Absences/absence monitoring
If your child is feeling unwell and is not able to come to preschool, please give us a call on 01582 727651, send an email to crawleygreen@btinternet.com or text 07594525380 to let us know. If you do not call us, we will take steps to contact you including the following:

· We will call all emergency contacts provided to us to ask if a reason is known for the absence. We may send an email too.
· If we are unable to make contact, where appropriate, we will contact the adjoining school to ask if siblings have arrived safely.
· If we cannot reach you via telephone or email. We will visit your home to carry out a welfare check. 

· If there is no answer, we may contact the local police and ask for them to carry out a welfare check. 

We will monitor children’s absences for patterns and follow up with parents/carers. We will consider any vulnerability’s and report any concerns to the local multi-agency safeguarding hub (MASH), where appropriate, reports may be made to the police. 
Domestic Abuse

The cross-government definition of domestic violence and abuse is: 

Any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence or abuse between those aged 16 or over who are, or have been, intimate partners or family members regardless of gender or sexuality. The forms can encompass, but is not limited to: 

• psychological

• physical 

• sexual

• financial and 

• emotional. 

Exposure to domestic abuse and/or violence can have a serious, long lasting emotional and psychological impact on children. In some cases, a child may blame themselves for the abuse or may have had to leave the family home as a result. Domestic abuse affecting young people can also occur within their personal relationships, as well as in the context of their home life. 

Advice on identifying children who are affected by domestic abuse and how they can be helped is available at:

• NSPCC- UK domestic-abuse Signs Symptoms Effects 

• Refuge what is domestic violence/effects of domestic violence on children 

• Safe lives: young people and domestic abuse. 

If domestic abuse is disclosed, the Risk Indicator checklist or DASH (Domestic Abuse, Stalking and Honour Based Violence) is the assessment tool used to determine whether cases meet the threshold for a MARAC (Multi-Agency Risk Assessment Conference) intervention. It should be completed with the client and if it meets the referral criteria it should be referred to the Early Years MARAC Representative. Referrals into the MARAC are only made by professional agencies; there is no self-referral.

 

The DASH Risk Indicator Checklist can also be used to identify individuals who may benefit from the services of an Independent Domestic Violence Advisor (IDVA). Clients who disclose abuse but who do not meet the criteria for IDVA support should be referred to other appropriate support such as Luton Women’s Aid and the Signpost Hub who will accept referrals for any client over the age of 16, regardless of gender or background and will provide support whether or not the incidents have been reported to the Police. 
RELAY helps police and schools work together to provide emotional and practical help to children. This is not yet happening in early years settings however could be developed in the future or be accessed by siblings attending schools. 
Online Safety

There are appropriate online filtering and monitoring systems within our early years setting which safeguards children from accessing inappropriate or harmful online material. The Early Years Foundation Stage Framework is delivered in such a way to include educating children about how to stay safe, online safety and broader safeguarding messages. 
Adult users may only access the Internet on establishment equipment in the setting, their use is for educational and professional purposes only. Adults must not use work equipment for social networking or personal use unless prior permission is given. All guidelines related to system integrity, security & passwords, appropriate use of language & materials and data protection must always be adhered to. All adult activity online is subject to monitoring by the E-Safety officer – Kirstie Cain. Any use of the internet for activities which may be in violation of the General Data Protection Regulations or the Computer Misuse Act may be subject to criminal prosecution.
Safeguarding in specific circumstances list 

Further guidance in relation to safeguarding children in specific circumstances can be located in the Luton Safeguarding Children Board / Luton Borough Council procedures as listed below, Further information is also referenced in appendices to this policy.

· abuse linked to spiritual belief

· child sexual exploitation

· safeguarding children vulnerable to gang activity

· supporting individuals vulnerable to violent extremism

· private fostering

· children missing from home or care

· children missing education

· children of parents who misuse substances 

· children of parents with learning difficulties

· working with parents/carers with mental health problems

· working with parents/carers with disabilities 

· disabled children

· domestic violence

· protocol for dealing with domestic violence when children are involved

· online – children exposed to abuse through the digital media

· fabricated or induced illness

· female genital mutilation

· forced marriage / honour based violence

· practice guidance & procedures to distinguish between healthy and abusive sexual behaviours in children and young people
· safeguarding children who may have been trafficked

· protocol & guidance; Working with sexually active young people

· working with hostile, non-compliant clients and those who use disguised compliance
 Children with additional needs

We recognise that while all children have a right to be safe, some children may be more vulnerable to being abused, for example those with a disability or special educational need, those living with domestic violence or drug / alcohol abusing parents, etc. 
Mental Health
All staff should be aware that mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation.
Only appropriately trained professionals should attempt to make diagnosis of a mental health problem. Staff however, are well placed to observe children day-to-day and identify those who behaviour suggests that they may be experiencing a mental health problem or be at risk of developing one. 
Where children have suffered abuse and neglect, or other potentially traumatic adverse childhood experiences, this can have a lasting impact throughout childhood, adolescence and into adulthood. It is key that staff are aware of how these children’s experiences, can impact on their mental health, behaviour and education.
If staff have a mental health concern, about a child that is also a safeguarding concern, immediate action should be taken, following their child protection policy and speaking with the designated safeguarding officer. 

Public health has produced a range of resources to support children’s well being and resilience.

We will access a range of advice to help them identify children and families in need of extra mental health support and this includes working with external agencies. 
 What we do when we are concerned about a child

All concerns will be viewed alongside the Local Safeguarding Children’s Board Thresholds Framework in order to ensure the appropriate support or intervention is provided at the earliest opportunity in the least intrusive way.  We will place due regard to the guidance contained in DFE guidance ‘What to do if you are worried a child is being abused’, 2015 
· if a child discloses concerns of abuse all staff and visitors will be expected to follow the disclosure guidance in appendix 2

· if, in consultation with the LSCB Thresholds Framework, the level of concern sits at Level 3 a Mash referral should be completed with the consent of the parent / carer for the family partnership service.  Early help may also be provided on a single agency basis by the early years setting, or additional advice may be sought from the Mash Team without consent, by making a ‘What if’ call to their team  
· in the event that provision of early help through parent partnership services has not led to improvements for the child / family, or if concerns for the child/family escalate, our early years setting will follow the step-up procedures published by the Local Safeguarding Children’s Board (LSCB). We will review each case to ensure that any support or intervention provided has impacted positively on the welfare / safety of   the child or young person and that improvement is sustained

· in consultation with the Luton Thresholds Framework, if the concerns about the child or young person indicate that they may be at risk of, or suffering significant harm, a referral will be made to the Multi-Agency Safeguarding Hub

In the event of a professional disagreement in relation to a specific concern, our early years setting will follow the Local Safeguarding Children’s Board procedures for resolution of professional disagreements, also known as escalation procedures. 

 Involving parents and carers 

Unless a child is deemed to be at risk of significant harm there may be occasions when our early years setting will contact another agency to seek advice on safeguarding and child protection concerns before informing parents/carers because it considers that contacting them may increase the risk of significant harm to the child in general, we will discuss any safeguarding and child protection concerns with parents / carers before approaching other agencies, and will seek their consent to making a referral to another agency.  

Parents / carers will be informed about our safeguarding policy through: the induction process as well as being able to access policies online via our website and social media platforms.

 Multi agency working 

We understand our role in the three safeguarding partner arrangements.  Committees and owners will make themselves aware of, and follow, local arrangements. Our early years setting will ensure representation at appropriate inter-agency meetings such as team around the family meetings, initial and review child protection conferences, together with core group meetings. If our representative is unable to attend a written report will be sent. We will co-operate with any child protection enquiries conducted by children’s social care: we will ensure representation at appropriate inter-agency meetings such as team around the family meetings, initial and review child protection conferences, together with core group meetings.
· we will provide reports as required for these meetings in accordance with the LSCB interagency procedures. If we are unable to attend, a written report will be sent.  The report will, wherever possible, be shared with parents / carers at least 24 hours prior to the meeting 

· we will co-operate with any child protection enquiries conducted by children’s social care. We will ensure representation at appropriate inter-agency meetings such as team around the family meetings, initial and review child protection conferences, together with core group meetings

· where a child is subject to an inter-agency child protection plan, child in need plan or family partnership assessment, we will contribute to the preparation, implementation and review of the plan as appropriate

· if a child is subject to a referral to a multi-agency safeguarding panel such as MARAC, MAGPAN OR CHANNEL we will contribute to such arrangements.

Responding to an allegation or concern about a member of staff, student or volunteer

We will comply with the Local Safeguarding Children’s Board (LSCB) procedures for managing allegations and concerns about adults that work or volunteer with children in all circumstances.

This procedure should be used when it is alleged that a committee member, Pre-School Manager, member of staff, visiting professional or volunteer has: 

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

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

Behaved in a way that indicates s/he may pose a risk of harm to children

Although it is an uncomfortable thought, it needs to be acknowledged that there is the potential for an adult in an early years setting to abuse or mistreat children. 

All staff working within our early years setting must report any potential safeguarding concerns about an individual’s behaviour towards children immediately.  Allegations or concerns about colleagues and visitors must be reported direct to the Manager.

Unless the concern relates to the Manager then it must be reported immediately to the committee chairperson.  Alternatively, concerns can be reported directly to the Local Authority Designated Officer (LADO) in multi-agency safeguarding hub (MASH)
if staff feel they cannot raise a concern that the early years setting is placing children at risk or not responding to concerns about a professional, contact to the NSPCC Whistleblowing hotline 0800 028 0285 can be made .The line is available from 8.00am to 8.00pm, Monday to Friday or email help@nspcc.org.uk. 
· The LADO should be contacted at the earliest possible opportunity and within 1 working day.

· Ofsted must be notified of the action taken as soon as is reasonably practicable, but at the latest within 14 days of the allegations being made. A registered early years provider who, without reasonable excuse, fails to comply with this requirement, commits an offence (3.8 EYFS)
· Local Authority Designated Officer (LADO) 


Luton LADO can be contacted on 01582 548069 – OFSTED must also be contacted on 03001231231

The LADO may request a written referral. If this is requested the written referral will be completed and submitted within 1 working day

Our early years setting will engage with the LADO at all stages of the management of the allegation / concern and comply with the local procedures published by the LSCB.  In this regard, our early years setting will consider whether it is necessary to suspend the member of staff/volunteer while the allegation or concern is investigated, however all reasonable alternatives to manage the risk will be considered.  Due consideration will be given to the view of the LADO in relation to suspension or how safeguards are in place to ensure the member of staff is supervised at all times while a matter is investigated. We will dismiss a member of staff/volunteer as a result of a substantiated allegation, or should a member of staff/volunteer resign before an investigation has been completed, in accordance with Statutory Duty, a referral to the Disclosure and Barring Service will be made. (Appendix 3)

Mobile Phones/smart watches/meta glasses and Photographs 

Visitors and staff/volunteers’ personal mobile phones and photographic devices such as camera’s, smart watches or meta glasses, that can to take photographs will not be allowed in the early years setting. They will be secured in the office/kitchen (3.6 EYFS)

This information will be communicated through our policies, newsletters, signage, notices, etc.

All staff/volunteers will be asked to sign a code of conduct to state they are aware and abide by this rule. It will be considered a breach of our rules if staff do not comply and will be subject to disciplinary actions.

In the event of an emergency the staff may use our early years setting phone 07594525380 or in such circumstances where they may need to make or take a call using their own personal mobile they may wish to use the staff room/office.  Other staff must be notified to ensure suitable supervision levels are applied whilst the call is made.

Written permission will be requested from parents to be able to take and use photographs/videos of their children for displays, advertising, observations and social media platforms etc. All images will be taken only on preschool equipment and may remain on the system for up to 1 year after leaving the setting to provide evidence of activities carried out in the past.
All parents will be requested to provide written permission to allow their child to be photographed/videoed during an event/play by other parents. Parents/Carer’s will be asked not to upload any images, to social media platforms, that contain children other than their own.
Videos may occasionally be used to monitor practice within the setting, once complete, the video will be deleted from the device on which is was recorded.
All photographs of the children will be taken on the setting camera/ipad for the purpose of children’s learning and development and will be stored securely on the computer.
We are registered with the Information Commissioner's Office (ICO) every year. Failure to notify the ICO is a criminal offence. Notification is necessary if early years settings are processing personal information. This includes taking photographs of the children using a digital camera. Further information on data protection as well as details on how to notify can be found in section 3.70 EYFS.
Please note that although notification is mandatory in most cases, the data protection guidance within this document is 'recommended guidance' and settings must take individual responsibility for their own data protection issues in accordance with the General Data Protection Act 2018 (3.69 EYFS).
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Objectives

To enable individuals to formally highlight issues of concern or malpractices in the workplace without fear of victimisation or retribution and appropriate action taken.  

Scope
To cover all activities carried out within Crawley Green & Wenlock Pre-School.

Key principles
Crawley Green & Wenlock Pre-School recognises that raising issues of genuine concern about business activities malpractice may be a difficult choice for people to make. However, as a childcare provider we expect employees, volunteers and committee members to be responsible for highlighting their concerns so that problems can be resolved and removed, quickly and effectively. In accordance with the Public Interest Disclosure Act 1998 this policy provides people with an appropriate forum for raising such issues.

Because Crawley Green & Wenlock Pre-School takes such matters very seriously, this policy provides an opportunity for our staff, volunteers and committee members to formally highlight issues of concern or malpractices in the workplace without fear of victimisation or retribution and appropriate action taken. Genuine concerns raised under this Policy will provide people with protection under the Public Interest Disclosure Act.

Issues may be formally raised through your immediate Room Leader/ Pre-School Manager or Chairperson.
Examples of Issues to be raised

Any person that has a reasonable suspicion and/or evidence that inappropriate activities or malpractice exists in the setting, either relating to people or childcare processes, should raise this issue internally, as a matter of urgency, so that it can be dealt with quickly and effectively. Issues may relate to:

· Contravention of Company Policies of Codes of Practice

· Criminal offences

· Failure to comply with legal obligations

· Miscarriages of justice

· Health and Safety

· Damage to the environment

· Actions to deliberately conceal evidence of any of the above categories.
· Actions against a child or another adult.

This list is not exhaustive.
A formal issue may be raised either when the matter has occurred, is occurring or is felt likely to occur.

Details will be taken about the concern raised, people involved, any actions already undertaken and views on the potential solution to the problem. A full investigation will be undertaken either by the person receiving the complaint or a more appropriate nominated person. If you raise an issue you will be encouraged to participate fully in any investigation. Every effort will be made to provide specific and timely feedback, in writing, about the progress of the investigation, however, this may not always be possible, as to do so may break our responsibility of confidence to another party involved in the investigation.

Confidentiality
Whilst it will be very difficult to deal with any complaints raised on an anonymous basis, Crawley Green & Wenlock Pre-School recognises that people may want to raise a concern in confidence, under this policy. Any person may ask Crawley Green & Wenlock Pre-School to protect their identity by keeping their confidence and Crawley Green & Wenlock Pre-School will commit to do so, although Crawley Green & Wenlock Pre-School   may ask you for a good reason for concealing your identity. Crawley Green & Wenlock Pre-School will endeavor to maintain this confidentiality even where formal requests for full information are received, in the course of legal proceedings.

Your Protection

If you raise a genuine concern under this policy Crawley Green & Wenlock Pre-School will ensure that you will not be at risk of losing your job or suffering any form of disadvantage in the working environment as a result. This assurance is not extended to someone who maliciously raises a matter that they know to be untrue. In the event of this happening the individual could be liable to disciplinary action. 

Staff responsibility

Individuals employed by Crawley Green & Wenlock Pre-School volunteers and committee members who wish to highlight concerns about Crawley Green & Wenlock Pre-School business may use this policy.

(Chairperson) has overall and final responsibility for all matters relating to whistle blowing.  
· The day to day responsibility for whistle blowing for Crawley Green & Wenlock Pre-School is delegated to the Pre-School Manager who will ensure that: 
· Adequate resources are made available to implement this policy
· Adequate arrangements are made to bring this policy to the notice of all staff, volunteers and committee members.  

· The effectiveness of the policy and its arrangements are reviewed annually during the relevant meetings or more frequently if deemed necessary

Monitoring and Evaluation
Self assessment process and Ofsted inspections

Supporting Documents
This policy should be read in conjunction with all of Crawley Green & Wenlock Pre-School’s policies and procedures.  
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Safeguarding children

1.1 Uncollected/Abandoned child

Policy statement

In the event that a child is not collected by an authorised adult at the end of a session/day, the setting puts into practice agreed procedures. These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child. We will ensure that the child receives a high standard of care to cause as little distress as possible.

We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their child will be properly cared for.

Procedures

· Parents of children starting at the setting are asked to provide the following specific information which is recorded on our Registration Form:

· Home address and telephone number – if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour or close relative.

· Mobile telephone number 

· Work telephone number (if applicable)
· Evidence of parental responsibility, ie: child’s birth certificate
· Names and telephone numbers of adults who are authorised by the parents to collect their child from the setting, for example a child minder or grandparent.

· Information about any person who does not have legal access to the child.

· Parents are informed that if they are not able to collect their child as planned, they must inform us and let us know who will be collecting their child and provide that person with their child’s password. We provide parents with our contact telephone numbers: 01582 727651 or 07594525380
· We inform parents that we apply our child protection procedures as set out in our child protection policy if their children are not collected from the setting by an authorised adult within 1hour after the setting has closed and the staff can no longer supervise the child on our premises. 

· If a child is not collected at the end of the session/day, we follow the following procedures:

· Telephone the persons named on the contact list provided by the parent/legal guardian until we get through to a contact.
· All reasonable attempts are made to contact the parents or nominated carers.

· Ensure at least two members of staff always remain with the child until they have been collected.

· The child does not leave the premises with anyone other than those named on the Registration Form or in their file unless contact has been made with the parents/carer’s and authorisation given verbally including a password.

· If no-one collects the child after one hour and there is no-one who can be contacted to collect the child, we apply the procedures for uncollected children.

· We contact our local authority Multi Agency Safeguarding Hub:

Telephone number: 01582 547653



For full day care, this will be the out of hour’s duty officer:



Telephone number: 0300 3008123
· The child stays at the setting in the care of two fully vetted workers until the child is safely collected either by the parents or by a social worker.

· services will aim to find the parent or relative if they are unable to do so, the child will become looked after by the local authority.

· Under no circumstances do staff go to look for the parent, nor do they take the child home with them.

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

· Lateness will usually be charged at a fee of £10.00 for every ten minutes or part of to cover costs for the additional hours worked by our staff.
· Consistent lateness will result in a child being removed from the register and parents seeking alternative care to meet their needs. (3 times in a 4 week period)

· Ofsted may be informed, Telephone number: 0300 1231231
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Physical Prompts and Behaviour Policy

1. Purpose of the policy

This policy is to clarify when physically handling a young child is an ‘educational action’ and what exactly is permissible. It is expected that LBC staff running pre-school settings and nurseries will use it to guid the writing of their own policies. 

It will normally apply to the education of those pupils with severe or complex learning, communication difficulties and behavioural difficulties.

The use of physical prompts or any physical handling of a child is not about punishment, it is about changing challenging behaviour.

This policy does not replace the restraint policy or discipline policy of the setting but supplements it and modifies it in the light of the very special needs of a small group of pupils; those with severe or more complex learning, communication, or behavioural difficulties.

2. Definition of Physical Handling

2.1 A ‘physical handling’ is ay physical contact with a child aimed at changing the child’s behaviour or aimed at keeping the child on a specific task. This physical prompt can also be used to support accessing the curriculum.

2.2 Physical handling for other reasons for example, restraining a child to protect them from endangering themselves or others.

3. Principles

Staff should

1. Start by trying to understand why the child is responding the way they are.

2. Take account of the parents’ wishes and understanding of their child’s difficulties.

3. Ensure that any interventions used are appropriate to the child’s developmental understanding, communication levels, social competency and dignity.

4. Always have an agreed educational reason for the use of physical prompts, which they are willing to explain if asked.

5. Try other methods of encouragement before physical prompts are used.

6. Work with at least one other professional, eg. Area Sendco to plan and agree any intervention that involves physical prompts.

7. Have a very clear plan indicating what is to be achieved, eg. EIP/Behaviour plan.

4. This policy should be read in conjunction with the following policies

1. Behaviour policy

5. Application of Policy

Parental permission should be sought before physical methods are used but his should be done as part of a general discussion about aims for the child and methods of achieving them.

5.1 Parents should sign to say they agree to the general plan for their child, copies of IEP’s will be shared with parents.

6. Details

6.1 It is justifiable to physically handle a child to make him/her do something that the adult in charge wants but he or she does not in the following circumstances.

6.2 When working with a child with complex difficulties who would otherwise not learn.

6.3 When working with a child with physical difficulties who would otherwise not have physical access to learning, after taking advice from therapy services and after consideration of the child’s care plan.

6.4 When working with a child who has behavioural difficulties that prevent them from learning.

6.5 The physical intervention should always be as little as possible to get the child to co-operate and should be consistent with the practice of good ‘holds’ and ‘restraints’.

6.6 Physical methods need to take in to account the health and safety of both the staff and child concerned.

6.7 Wherever possible at least one adult should be in the room and near enough to be aware when physical intervention is used.

6.8 Staff should have all been advised of the safe handling of children by the Senco.

6.9 Other than an emergency no staff member should physically handle a child without another member of staff observing.

7. Recording

7.1 Use of physical prompts will be recorded daily as part of the IEP.

7.2 Physical restraint will also be recorded as part of the IEP, any physical harm that occurs to the child/adult or others will be recorded separately.

8.       In Action

      The following physical handling is acceptable but this is not an exhaustive list:

8.1 Sitting behind a child both child and adult on the floor with adults legs hooked over the child’s legs

8.2 Child on a chair, adult sitting on a chair behind with adult’s hands holding seat of child’s chair between child’s legs.

8.3 Adult standing behind a child with adults hands on child’s elbows or shoulders to guide them to adult requested activity.

8.4 Adult using hand over hand to encourage child to pick objects up off the floor etc

9. More examples could include:

9.1 In order to move a child from an area of the room in to another, two adults walk at each side of the child, each holding the child’s elbow and hand

9.2 Getting a child to sit on a chair rather than the floor as this is easier

9.3 Reduce prompts as necessary for each individual.

Note:

All behaviour strategies are to be discussed with the child’s parents and practitioners before implementation.
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Please sign to say that you have read and understood the physical handling policy:
	Name
	Signature
	Relationship/Job Role
	Date

	Kirstie Cain
	
	Preschool Manager
	

	Vernessa Bayne-Birkett
	
	Room Leader
	

	Tracy Cain
	
	Preschool Assistant
	

	Yasmine Blackman
	
	Preschool Assistant
	

	Maddison Black
	
	Preschool Assistant
	

	Jessica Snell
	
	Preschool Assistant
	

	
	
	
	

	Holly Clark
	
	Preschool Assistant
	

	
	
	
	

	
	
	
	


Safeguarding Children

1.2 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 cultural capital. Staff in our setting ensure that there are procedures to keep children safe on outings; all staff and volunteers are aware of and follow the procedures below.

Procedures

· Parents sign a general consent on registration for their children to be taken out as part of the daily activities of the setting. 
· A risk assessment is carried out for each venue and will be done prior to each visit with a walking assessment carried out on the day as part of the trip. Parents will be invited to attend visits such as attending the zoo/Gulliver’s land/library. For those parents who do not attend but wish their children to attend, the general consent is used as permission is being granted by making payment for the trip.
· Our adult to child ratio is high, normally one adult to two children, (minimum of 2 adults) depending on their age, sensibility, and type of venue as well as how it is to be reached.

· 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.

· Outings are recorded and kept in the risk assessment file stating:

· The date and time of outing.

· The venue and mode of transport.

· Adult to child ratio

· Time of departure and return.
· Staff take the setting mobile phone on outings, and a first aid kit. Any additional equipment will be consistent with the venue and the number of children as well as how long they will be out for. The manager will take their personal mobile to ensure that there are 2 phones available in case of an emergency. 
· Staff take the register with them containing contact numbers of parents/carers.

· Records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover.
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LOST CHILD PROCEDURE

Statement of Intent

In the event of a child becoming lost while in the care of Crawley Green & Wenlock Pre-School, we have put into practice certain Procedures. These ensure that a systematic approach to find the child is taken and consideration is given to the levels of risk to a child.

Aim

In the event that a child is lost, we will ensure a search is made for the child as soon as possible, parents and authorities are notified at the appropriate stage, and a high level of care is maintained to other children at our Pre-School while the Procedure is followed.

Procedures

Lost Child at the Pre-School
· As soon as it is noticed that a child is missing the key person/staff alerts the setting manager.
· We will check the register and name cards to confirm the child arrived at our Pre-School. A quick search of the rooms, cupboards, toilets and surrounding premises will take place.
· Doors and gates are checked to see if there has been a breach of security whereby a child could wander out.
· While the search is being carried out, the Pre-School Manager will make enquiries of all the adults at our Pre-School to establish the last sighting and time, clothes the child was wearing, and the emotional state of the child (happy, sad, distressed etc).
· The Pre-School Manager will then telephone the police and report the situation and follow their advice.
· The Pre-School Manager will telephone the parents/legal guardian to report the situation. 
· The setting manager talks to staff to find out when and where the child was last seen and records this.
· The setting manager contacts the chairperson and reports the incident. The chairperson, with the management committee, carries out an investigation and may come to the setting immediately.
· The Pre-School activities for the remaining children will continue as normal and staff not involved in the search will give the children proper attention. This may require other members of staff coming in on their days off to make up the appropriate ratios.

Lost Child on Outings

We attempt to minimize the opportunity of lost children by ensuring they are properly supervised by a parent, carer or member of staff. Each child without a parent or carer on the outing will have a member of staff allocated to mind them. Staff will be responsible for a maximum of three children.

Our Procedure is:

· If a coach journey is part of the outing, numbers of people are counted and recorded in the outings register. They are recounted as they are sitting in their seats once the doors have been closed.
· If the child is lost on the outing’s venue, the Pre-School Manager and Room Leader will insist that all adults and children return to the meeting point. This will be done via the Pre-School mobile phone.
· A count will be made to confirm all children and adults are present. Adults will be asked when they last saw the missing child, and what clothes they were wearing. All adults will be asked to look for the child as they proceed with the outing. One member of staff will remain at the meeting point so that if the child is found and returned, this can be reported to the Pre-School Manager or Room Leader.
· The Pre-School Manager or Room Leader will alert officials at the venue that there is a missing child and take their advice.
· The police should be called to inform them of the situation and staff will follow their advice.
· Where possible, at the end of the outing a member of staff will remain at the venue to assist in the search, and if successful to bring the child back to the setting. (if they have no insurance on their own vehicle to transport the child back to Pre-School, a private hire car should be used).
· If the parents are not on the outing, the Pre-School Manager or Room Leader will telephone them and advise them of the situation.

After any lost child situation, details should be recorded appropriately and a meeting held with the committee chairperson to discuss parents preferred action. OFSTED will be informed of the situation and the committee should take their advice.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:
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Emergency Treatment/Medical Advice Procedure
We as staff at Crawley Green & Wenlock Pre-School endeavour to ensure the safety of the children in our care. If for any circumstance we have a medical emergency involving your child, we need to have in place a Procedure to deal with that emergency. In all cases we would follow in respective order the following points:
Firstly, attempt to contact the Parents/Legal Guardians of the child.

Secondly, try all contact numbers if we could not get in touch with the Parent/Legal Guardians of the child.

Thirdly, and this bears great responsibility on Pre-School staff – we would take the decision ourselves to accompany your child to seek emergency medical advice or accompany your child to the nearest hospital (from our Pre-School, this would be the Luton & Dunstable Hospital. If out on a trip, this may be a different one). This would only be if you or your contacts could not be reached. We would be permitted to seek medical advice/take your child without signed permission and we would be the last resort if no one could be contacted. If permission is granted from you as the Parent/Legal Guardian, we would require contact names and numbers of adults you feel could cope with an emergency involving your child. These may be different from the ones supplied on your ‘Responsible Adult Form’ for collection of your child from Pre-School. Please ensure you have discussed this form with those chosen adults before you supply their details. We request signed consent so our Pre-School Managers have the authorisation to take your child by ambulance to the nearest hospital. Either of our Pre-School Managers (whoever remains in charge in the setting) will try calling Parents/Legal Guardians every fifteen minutes until they have been reached. This document once completed will be kept confidential with your child’s files and locked away in the filing cabinet. We appreciate that this is totally your choice and we would like you to take as much time as your need before making your final decision as to whether or not you want to supply any information or authorise us to act on your behalf.

Please bear in mind that the health and safety of your child is paramount to us and although your permission is sought, we will act in the best interest of your child.
You will be asked to provide all details in your induction pack
Complaints Procedure

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

We believe children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. Our intention is to work in partnership with parents and the community generally and we welcome suggestions on how to improve our setting at any time. Many concerns can be resolved quickly by an informal approach to the appropriate member of staff. If this does not achieve the desired result, the following Procedures should be used.

How to Complain

A parent who is uneasy about any aspect of our setting’s provision should first talk over any worries and anxieties with the Pre-School Manager.

If this does not have a satisfactory outcome, or if the problem re-occurs, the parent should put the concerns or complaints in writing to the Pre-School Manager and the committee. Your complaint will be dealt with within 28 days of being made.
If you are unhappy with the response, the next stage is to request a meeting with the Pre-School Manager and the chairperson of the committee. Both parents and the Pre-School Manager should have a friend or partner present if required and an agreed written record of the discussion should be made.

Most complaints should be resolved informally or at this initial stage.

If the matter is still not sorted out to the parent’s satisfaction, the parent/carer should again contact the chairperson of the committee. At this point, if the parent and setting cannot reach an agreement, it might be helpful to invite an external mediator, one who is acceptable to both parties, to listen to both sides and offer advice. A mediator has no legal powers but can help to identify the problem, review the action so far and suggest further ways in which it might be resolved.

Staff and volunteers within the Early Years Alliance will be available to act as a mediator if both parties wish it.
The mediator will keep all discussions confidential. S/he will meet with the setting if requested and will keep an agreed written record of any meetings that are held and of any advice s/he has given.

The advice of a mediator represents the final stage in the Complaints Procedure.

The role of the registering authority

In some circumstances, it will be necessary to bring in the registering body, which has a duty to ensure laid down requirements are adhered to and with whom the Early Years Alliance works in partnership to encourage high standards. The registering authority would be involved if a child appeared to be at risk or where there seemed to be a possible breach of registration requirements. In these cases both parent and Pre-School would be informed and the Early Years Alliance fieldworker would work with the registering body to ensure a proper investigation of the complaint is followed by appropriate action.

Our registering body is: OFSTED: 0300 1231231
                                       Piccadilly Gate



                  Stone Street



                        Manchester




                 M1 2WD

                                       Email: enquiries@ofsted.gov.uk

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

All complaints are stored and available for inspection and kept for a minimum of 3 years.

Our Chairperson on the committee is: Jo Sygrove

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on: 
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Confidentiality Policy
Our Pre-School’s work with children and families will sometimes bring us into contact with confidential materials.
Definition of Confidentiality

Information regarding any child, parent or staff which will not be discussed between adults outside our setting. Staff should not be approached to give information out regarding anyone but the parent’s own child. It will be considered serious if an adult suffers embarrassment, offence or feels threatened by a misjudgment or smear on their character.
To ensure that all those using and working in our Pre-School, whether paid or unpaid, can do so with confidence, we will respect confidentiality in the following ways:
Pre-School Staff
Staff will not discuss individual children, other than for purposes of curriculum planning/group management, with people other than the parents/carer’s of that child.

Staff will not discuss individual children, the setting, or work matters, on social network pages such as Facebook, Twitter or Instagram.
Information given by parents/carer’s to our Pre-School Manager or key workers will not be passed on to other adults without permission.

Issues to deal with the employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions.        
All staff will sign the Declaration Form at the front of the Policy File.

Committee Members

Committee members operating within our setting will not disclose any information or comment on any activities occurring within our Pre-School. This is in relation to both adults and staff, ongoing investigations or complaints made by others.

Committee members will not ask staff to disclose any information regarding children or families within the setting - past or present.

Committee members will not pass on any information to parents either positive or negative.

Committee members will not ask staff to disclose information about anybody’s child(ren) except their own.

Committee members are expected to read all Policies and Procedures of our setting.

Committee members are expected to abide by the Confidentiality Policy of our Pre-School. 
Visitors
The term ’Visitors’ gives reference to: parents, carers, committee members, students, entertainers and any other professional bodies that may visit our establishment.

Regular visitors come into our setting and offer help in some form or another. Sadly, on occasions such visitors may witness unfortunate or confidential scenes such as:

A child having sustained a deliberate injury from another child.
A distraught parent talking to a member of staff.
A child having a ’tantrum’ in front of staff and other children.
A child having an accident such as wetting or soiling their self. 
Discussions by parents about fees.
Any other private and confidential situation.

It is paramount that staff keep confidential information restricted to the adults concerned. If a visitor witnesses anything personal or private it will be expected that they also follow the rules of confidentiality.

The rule of confidentiality must be adhered to by ALL adults.

If any adult discusses personal information outside the premises, then:

That person will be explained the Policy and ask to restrain from discussing confidential material about the on-goings within the setting.
Depending on the nature of the breach, the adult may be asked not to return to our establishment again.

Students and volunteers will be expected to abide by the policy as outlined above and be required to sign that they adhere to it.
Disciplinary action will be taken against anyone who breaches confidentiality which may compromise the well-being and safety of children and adults within our setting. (both past and present).

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:
…………18/10/2025 
Signed on behalf of the Pre-School  by: ……………………………...................
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FIRE-DRILL/EMERGENCY EVACUATION PROCEDURE 

In the event of a fire-drill we will follow the Procedure as stated below. We have a fire-drill at least once every half term due to the turnaround of children we have in our setting. For those children and staff that are new, we feel that regular fire drills are expected so we can re-enforce the rules of consistency and continuity.

· Vernessa blows the whistle.

· Children line up at the rear fire door overlooking the field.

· Vernessa unlocks the fire door.

Kirstie collects the register from the tray located on the shelf, fire door key and the mobile phone from the kitchen. In the event of a real fire Dial 999.

· Kirstie checks the waiting area and playroom for children and adults.
· Yasmine checks the disabled toilet and children’s toilets and the store room for children and adults. 

· Jessica checks the kitchen for children and adults.

· Remaining members of staff position themselves with the children in the fire drill line. (Tracy, Holly & Maddison)

· Kirstie will always be the last person in the line and will double check all areas in the building.
· Once all areas are safely checked, all staff join the line spacing themselves, accordingly, as would visitors or students.

· Vernessa opens the fire door and we all exit calmly and orderly.

· We will walk down the ramp in single file keeping to the left.

· Vernessa directs the children to the gate which is situated to the left at the bottom of the ramp.

· Once everybody is safely down the ramp, and single filed, Vernessa will open the gate. Meanwhile, Kirstie closes the fire door.

· Everyone walks straight across the field to the fence by Devon field following Vernessa. Kirstie will remain at the back of the line.
· Once we have lined up, Kirstie calls the register and all are accounted for.

· Once all accounted for, we calmly walk back to our building in the same way we left.

· Kirstie unlocks the fire door and escorts the children back to the mat.
· Vernessa locks the fire door.

· Kirstie calls the register again before hanging it on the hook.
· Either Kirstie, Vernessa or Yasmine record the fire drill in the Fire-Drill Book.

· Children seat themselves on the mat, and whoever should be on the story that day reads ‘The Barn on Fire’ book to all the children which is inside the Fire Drill Book. (Hanging on the fire door).

· Once the story has been read, a discussion is held about how well the drill went with questions and answers at the end.
If we are carrying out free flow play the procedure will alter slightly.

· Vernessa will blow the whistle.

· Children indoors will line up at the red fire door, children outdoors will line up at the small gate adjacent to the playing field.

· Kirstie collects the register from the tray located in the tray by the staff board, fire door key and the mobile phone from the kitchen. In the event of a real fire dial 999.

· Kirstie checks the waiting area and calls to Vernessa to ensure all children outdoors are lined up.

· Yasmine checks the disabled toiled, children’s toilets and the storeroom for children and adults. (In the event that Yasmine is outside, one of the remaining members of staff will carry out this check).

· Jessica checks the kitchen for children and adults. (In the event that Jessica is outside, one of the remaining members of staff will carry out this check).

· Remaining members of staff position themselves with the line of children. (This may be a selection from, Tracy, Jessica, Holly & Maddison).

· Kirstie will open the red door and lead the children down the ramp to the gate where the others are and do a quick headcount.

· Vernessa will open the gate and lead the children out. Meanwhile, Kirstie closes the fire door.

· Everyone walks straight across the field to the fence by Devon field following Vernessa. Kirstie will remain at the back of the line.

· Once we have lined up, Kirstie calls the register, and all are accounted for.

· Once all accounted for, we calmly walk back to our building in the same way we left.

· Kirstie unlocks the fire door and escorts the children back to the mat.
· Vernessa locks the fire door.

· Kirstie calls the register again before hanging it on the hook.
· Either Kirstie or Vernessa record the fire drill in the Fire-Drill Book.

· Children seat themselves on the mat, and whoever should be on the story that day reads ‘The Barn on Fire’ book to all the children which is inside the Fire Drill Book. (Hanging on the fire door).

· Once the story has been read, a discussion is held about how well the drill went with questions and answers at the end.
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Emergency Plan

PROCEDURE FOR LEAVING THE PLAYROOM IN AN EMERGENCY

This Procedure is directed at any emergency that affects individuals (child or adult) that becomes unwell - not resulting from an incident or accident. There may be a medical emergency that affects individuals at any time. Such medical emergencies could include:

Asthma Attack

Seizures/Fit/Convulsion

Epilepsy

Anaphylaxis (severe allergic reaction)

Diabetes

Stroke

Heart Attack

Angina

In any situation we need to treat the casualty away from others. Children need to be removed from the area to prevent them being affected both emotionally and physically. The two main reasons for children leaving the area are to protect them from getting physically injured especially if a person is having a fit, and secondly from going into emotional shock themselves. This would mean staff having more than one casualty to treat if this happens.

CHILD EMERGENCY
· In any of the above emergencies (or other), the children will be gathered.
· Children should be lined up at the Main entrance (to enter or exit)
· Second member of staff should have helped gather the children at the door and positioned her/himself behind the last child.
· Depending on the location of the emergency, any students/committee members/volunteers or visitors should exit/enter the room with the children and the two staff members.
· Children would be carefully escorted from the area to an alternative area of the setting and kept occupied until notified it is safe to return.
· The casualty will be given first aid by one of the trained first aid colleagues. Assistance will be given by the remaining staff member who must stay at the scene as a witness as well as be an extra body who may need to call contacts and the emergency services.

· The child will be made comfortable until the medical team arrive. Parents/Legal Guardians would be contacted (see Emergency Treatment Form for contact details).

· Once the child has been taken to hospital, the children will return to the mat area where a calm, reassuring discussion (3 - 5 minutes long)will be held with the children - giving them just enough information as not to distress them further.

· Parents will be informed that there was an incident (no names or details disclosed) so they could monitor their child’s behaviours or concerns.
ADULT EMERGENCY

· All as above except there must be a qualified colleague within the two that escort the children to the waiting area.

· The casualty will be treated by a trained first aid member of staff.

· The second colleague phones the emergency contact numbers, and the hospital if necessary.

· If no-one can be reached, then a colleague is nominated to escort the casualty to hospital if need be.

· Children will be escorted back to the room (follow the same procedure as overleaf).

· The majority of staff are first aid trained. There will be at least one qualified member of staff with the children, and if a qualified staff member is the casualty, then there will still be enough staff to retain the adult to child ratios.
Staff Ratio’s - If a member of staff is the casualty, we have a list of bank staff and committee members that can and will be called upon to ensure ratios are met at all times. Names and contact details are available in the staff folder.

PREVENTION - In some cases such medical emergencies can be prevented. If your child has a condition that requires medication such as inhalers, dietary restrictions/assistance, injections etc - then PLEASE TELL US. We will obtain necessary training if we do not know it and with your permission give the child their medication. If we do not know your child has a condition or requires medication, we will not know exactly what is happening to them. If you tell us their condition and supply medication we will be able to assist more quickly and prevent any further harm or discomfort.PLEASE SPEAK TO THE PRE-SCHOOL MANAGER OR ROOM LEADER/DEPUTY MANAGER IF YOU HAVE ANY CONCERNS.
This Policy was adopted at a meeting of  Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………......................
Position within the setting: Pre-School Manager..
Date to be reviewed: October 2026
Emergency Contingency/Covid Contingency Plan

· If a staff member is taken ill, we will call upon another member of our staff to come into Pre-School.
· If a staff member calls in sick, another member of our staff will be called in to cover the absence.
· If the Pre-School Manager is absent from Pre-School, our named Room Leader/Deputy Manager will take charge and be responsible for the day to day running of the Pre-School. A member of bank staff will be called in to cover the absence.
· If no other staff are available to cover absence, we will call on a local agency to see if they are available to supply cover.
· If no suitable agency staff are available to cover absence, we will contact our committee, a committee member if available, will cover absence. 
· If a committee member is not available, we will call upon a parent helper to ensure ratios are met.
· If we do not have enough adults to meet ratio’s, we may restrict attendance, vulnerable children and children of critical workers will be prioritised.
·  If we do not have enough qualified staff members to cover ratios, we will call OFSTED to inform them of our decision to close or consider the following: If the Pre-School Manager is off site and the Room Leader is absent, another member of staff qualified to NVQL3 will be contacted to cover the absence and the Pre-School Manager will be contactable by telephone. If a qualified NVQL3 is not available and a working towards Level 3 is, they will be contacted and cover the absence, and the Pre-School Manager will be always contactable by telephone.
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Health & Hygiene - Policy and Practice

Our Pre-School promotes a healthy lifestyle and a high standard of hygiene in its day to day work with children and adults. This is achieved in the following ways:

Health (EYFS 3.45)
Food:

The sharing of refreshments can play an important part in the social life of our Pre-School as well as re-enforcing children’s understanding of the importance of healthy eating. Crawley Green & Wenlock Pre-School will ensure that it fulfils all the requirements of the registering authority (OFSTED).
· All meals and snacks provided will be nutritious and pay due attention to children’s particular dietary requirements. Avoiding large quantities of fat, sugar, salt, additives, preservatives and colouring. All snacks are planned and encompass a range of foods from a range of cultures to ensure children have the opportunity to try unfamiliar foods.
· Good oral hygiene is promoted through healthy foods, and opportunities to discuss teeth cleaning will be utilised at times such as snack bar and lunch times. 

· Before a child starts Pre-School, staff discuss with the parents the child’s dietary needs, including any allergies, and make appropriate arrangements to meet them. 
· When cooking with children as an activity, the adults provide healthy, wholesome food, promoting and extending the children’s understanding of a healthy diet.
· The dietary rules of religious groups and vegetarians/vegans are known and met in appropriate ways.

· Water is constantly available; food will be offered every 3 hours and children arriving early or late will be offered an appropriate snack.

· Parents providing packed lunches will be advised about safe storage (ice packs in lunch boxes) and healthy options for lunch in line with healthy eating guidance. Sugary drinks, sweets, chocolate bars etc. are not permitted. Early_years_foundation_stage_nutrition_guidance.pdf (accessed online 25/09/2025)
· Children will be encouraged to eat the main items (sandwiches) first, before moving on to items, such as cheese/veg.

· Milk provided for children is semi-skimmed and pasteurised. Soya/oat milk is available for children with allergies/intolerances.

· All drinks provided are done so in an open top cup.
· At least one person within the setting will hold a relevant food hygiene certificate.
· At least one person within the same space as children eating will hold a full and relevant paediatric first aid certificate. 

Festivals/Celebrations:
Festivals such as Birthday’s may be celebrated within the setting, any such occasions may be marked at snack times using healthy foods. If parents wish to send in a Birthday cake, this must be shop bought, in the original packaging with ingredient list and with a use by date. This will be wrapped in serviettes, which must be supplied by the parent/carer of the child, and sent home with children at the end of the day for parents to give to their own children at their discretion. 
OFSTED will be notified of any food poisoning affecting 2 or more children looked after on the premises.

Outdoor Play

· Children will have the opportunity to play outside throughout the year as we operate a free flow system. Regular risk assessments are carried out to always ensure safety.
Illness 
We intend to create in our Pre-School an environment in which children and adults are protected from common illnesses and infection (please refer to poster in the kitchen). In order to do this:

Staff are expected to inform parents/carers of suspected illnesses such as diarrhoea and sickness that may have occurred during the session. Letters/emails will be sent informing all parents of parasitic infections such as head lice/threadworms – once this has been bought to our attention.
Parents are asked to keep their children at home if they have any infection, and to inform our Pre-school as to the nature of the infection. This will allow our Pre-School to alert other parents as necessary and to make careful observations of any child who seems unwell. 
Parents are expected to keep their children away from Pre-School for 48 hours after their child’s LAST bout of sickness and/or diarrhoea.
Staff suffering from vomiting or diarrhea must remain away from the setting until at least 24 hours has elapsed since the last attack, this differs from children as adults are more capable of daily hygiene routines such as hand washing and the ability to understand their own physical wellness. Staff will not attend Pre-School if they have illnesses that are contagious or that could affect their ability. Staff will not handle food within 48 hours of being sick or having an episode of diarrhea. 
If the children of Pre-School staff are unwell, the children will not accompany their parents/carers to work in our Pre-School.

Cuts or open sores, whether on adults or children, will be covered with sticking plaster or other dressing. For children, consent is to be given by parents/legal guardians.
Children will not attend Pre-School while contagious or unwell to safeguard themselves and others. Children presenting with a fever will be sent home and should not return until they can regulate their temperature without the need for medication, such as calpol. 
OFSTED will be informed of any communicable disease within 14 days of us knowing about it.
If the child is on prescribed medication the following Procedures will be followed:

1. If possible, the child’s parents will administer medicine. If not, then medication must be stored in the original container and clearly labeled with the child’s name, dosage and any instructions. Where local regulations require it, guidance will be sought from children’s services before people other than parents agree to administer medicines.
2.   Written information will be obtained from the parent, giving clear instructions about 

       the dosage, times of administration of the medication and permission for a member 
      of staff to follow the instructions.
3.    All medications will be stored in the fridge, or in the medicine cupboard (as appropriate to the storage instructions).

4.    A medication sheet will be available to log in: name of child receiving medication; 
       times that the medication should be administered; date and time when medication 

       was last administered, medication is administered, together with the signature of 

       the person who has administered each dose and witness. The Parent/Legal 

       Guardian will be required to sign at the end of the day acknowledging medication

       has been administered. This will be kept locked in the filing cabinet. 

Regarding the administration of life saving medication such as insulin/adrenalin injections or use of nebulisers, the position will be clarified by reference to our Pre-School’s insurance company. (In the case of Pre-Schools insured with Royal & Sun Alliance, this will be through the Insurance section at Early Years Alliance National Centre). If specialist knowledge is required, staff involved in administering medication will receive training from a qualified health professional. Children will NOT be able to commence their placement until the preschool have all relevant medical documentation and medications required.
Our Pre-School will ensure that the first aid equipment is kept clean, replenished and replaced as necessary. The first aid box will be checked monthly (on or around the 08th). Sterile items will be kept sealed in their packages until needed.

There will always be at least one trained first aider on the premises to administer first aid to children and adults.

Information Sources

Parents will have the opportunity to discuss health issues with Pre-School staff and will have access to information available to our Pre-School.

Our Pre-School will maintain links with health visitors and gather health information and advice from the local health authority information services and/or health agencies.
Addition to infection control

· In the event that 4 or more cases of a virus or infection which is ordinarily not excludable is reported to the preschool within a 3 week period, the manager may take the decision to exclude any new cases to prevent an epidemic. Examples of infection/viruses include: Hand, Foot & Mouth, Ringworm, slap cheek, conjunctivitis. This list is not exhaustive.
Hygiene 

To prevent the spread of an infection, adults in our setting will ensure that the following good practices are observed:
Personal Hygiene
· Hands are washed after using the toilet and before handling food.
· Children with pierced ears are not allowed to share each other’s earrings.

· Children are encouraged to blow and wipe their own noses when necessary and to dispose of soiled tissues hygienically.
· Paper towels used to dry hands and disposed of appropriately.
· Hygiene rules relating to bodily fluids is followed with particular care and all staff and volunteers are aware of how infections, including HIV infection, can be transmitted.
No Smoking or vaping
We are aware that the health and safety of the children is paramount. Smoking and vaping in a workplace is illegal, therefore, smoking/vaping is not permitted in Crawley Green Pre-School or on the grounds of the Pre-School, this includes the car park. Crawley Green & Wenlock does not permit the smoking of E-cigarettes/vapes on site, if anyone is caught smoking or vaping on site, they will be asked to leave immediately.
Cleaning & Clearing
Any spills of blood, vomit or excrement wiped up, and flushed away down the toilet. Rubber/latex free gloves always used when clearing up spills of bodily fluids. Floors and other affected surfaces disinfected using anti-bacterial wipes or disinfectant according to the manufacturer’s instructions. Fabrics contaminated with bodily fluids thoroughly washed in hot water. Any cloths used by us will be disposed of appropriately.
Spare laundered pants/knickers and other clothing is available in case of accidents, and polythene bags are available in which to wrap soiled garments.
All surfaces are cleaned daily with an appropriate cleaner.

Food
Our Pre-School will observe current legislation regarding food hygiene, registration, and training.

Each adult will:

· Always wash hands under running water before handling food and after using the toilet. Gloves and an apron will be worn during food preparation.
· Not be involved with the preparation of food if suffering from any infectious/contagious illness or skin trouble.
· Never smoke on the premises.
· Keep hair tied up for food preparation.
· Never cough or sneeze over food.
· Always use different cleaning cloths/equipment for the kitchen and toilet areas.
· Prepare raw and cooked foods in different areas.
· Keep food covered and either refrigerated or piping hot
Toilets and Changing Children

Usually, the toilets are checked over by a member of our Pre-School staff before and at the end of a Pre-school Day. We will

· Ensure the toilets are clean each morning before the session starts. 

· Ensure there is enough toilet paper in each cubicle. If not, restock each empty dispenser as soon as possible.

· Each toilet door should be safe and splinter free. If not, ensure the children are not using that toilet unsupervised until it is repaired.

· Floors should be clean and dry. If not, wipe away any spillages before the children need to use the toilets.

· Refrain from using bleaches on the floors or on any surfaces that the children will encounter regularly.
· Wash your hands thoroughly with anti-bacterial soap and dry thoroughly.
Changing Wet Children

· If a child has wet their self, we may change them. Disposable gloves and a aprons will be available for staff to wear should they choose to.
· Take the child to the toilets and remember to bring spare clothing, carrier bags and the changing bag (containing nappy sacks, gloves, wipes, and underwear).

· Inform another member of staff where you are going and who with.

· The bathroom door will always be left open when changing a child and the screen placed across the doorway to maintain privacy for the child.

· Change the child remembering to remain calm and chatty. Never make a child feel silly about the accident.

· Place wet clothing into the nappy sack and tie it up. Place the nappy sack into the carrier bag and tie a knot in that also.

· Wipe and flush the toilet, throwing the wipe into a nappy sack and ensure the child washes their hands.

· Take the child back into the playroom.

· Remove your gloves and place them inside the nappy sack with the wipe.

· Place the sack in the bin in the toilet area which is for this purpose.

· Record on the child’s tapestry care diary to say who has changed the child and at what time.

· The wet bag will be placed either in the child’s school bag or placed on their peg.

· Both members of staff should wash and dry their hands thoroughly with the anti-bacterial soap.

· Inform the parent/carer of the accident when the child is collected.

Soiled Children

We follow the same procedure for soiled children as we do for wet children.
Children wearing nappies
We expect children who are not yet toilet trained to wear pull ups to preschool. The pull up must be fresh on before they come into preschool as we do not expect to change a child in a 3 hour session unless they have soiled. Children wearing pull ups and attending a 6 hour session will usually be changed after lunch, around 12.30pm. Children will be changed in the toilet area and their privacy maintained as in the above manner for children who are wet or have soiled. Changes will be logged on tapestry. 
Spare pull ups, wipes and nappy sacks must be supplied by the parent/carer. 
If a child has a special or specific need, parents/guardians will need to discuss this with the Pre-School Manager, SENCo or child’s key worker when the child starts Pre-School.
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held 

on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager..

Date to be reviewed: October 2026
Well-Being/Nurture Policy

We adhere to the required legislation of The Children Act 1989. We aim to make children feel safe and happy in the absence of their parents/carers. We understand that they cannot play or learn successfully if they are anxious or unhappy. Knowing children are different, we have created this Policy.

A child will not be rejected if:

· They come to a staff member for a cuddle or for comfort.
· They sit besides, on, or against a staff member during session times.
· They offer affection such as a kiss to the cheek of a staff member or ask them to hold their hand.

Staff will be permitted to:

· Assist children at toilet times.
· Change pull-ups or wet clothing. See Policy on changing a child if they have soiled.
· Apply ointments, creams, plasters, and any medication that requires contact with a child. This is acceptable when parents sign the appropriate consent form.
· Stroke a child’s head.
· Rub arms/legs if a child has fallen or hurt themselves.
· Cuddle a sick or sleeping child.

All the above physical contact will be acceptable by a DBS (Disclosure and Barring Service) suitability checked staff if it is in the presence of another colleague. 

No physical contact is permitted by our Pre-School staff without the minimum of one other staff member being in view or in earshot.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager
Date to be reviewed: October 2026
Sleeping Child Policy

To ensure children are rested and protected at Crawley Green & Wenlock Pre-School, we have put into place a Sleeping Child Procedure. It is as follows:

· If a child appears tired or unwell - a staff member will sit alongside them and monitor the situation. They will check the child’s temperature with the thermometer to determine whether they have a fever. If a fever is detected, parents/carers are contacted to collect their child.

· If the child is asleep or falling asleep, we will make them comfortable in a quiet area until they awake or are collected to go home.

· A second staff member will set up one of the portable beds (found in our store room) and place a blanket on it. We either roll a second blanket up or use a pillow for the child to rest their head on.

· We have the facility to accommodate a dimmed area for the child to rest in. Chairs are placed around the bed and an adult always supervises the child. They check that the child is not too hot, too cold, feverish, or has vomited etc until they awake or are collected to go home.

· For a sleeping child, parents/carers are informed that their child has slept and the duration of their sleep.

· In the case of a poorly sleeping child, parents/carers are reassured that they were comfortable and supervised during their sleep.

· All blankets used by sleeping/resting children will be washed and dried. The bed will be cleaned down with anti-bacterial wipes to ensure good hygiene.

This Policy was adopted at a meeting of Crawley Green & Wenlock  Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

                                       Position within the setting: Preschool Manager
Date to be reviewed: October 2026
Administration/Application of Un-Prescribed Medication, Lotions and Creams

We at Pre-School intend to protect children from avoidable discomfort and harm. In order to do this we have in place a Policy to apply and/or administer un-prescribed lotions, creams and medications at our discretion. Un-prescribed medication is a term we use to describe medicines and applications that can be bought over the counter that have not been prescribed by a doctor or dentist.

· We will not administer over the counter medications such as Calpol or child paracetamol at parents’ request – If a child is not well enough to come to preschool without such medication, they should remain home. 
· We will apply SUN LOTION to children if parents supply the cream/spray with the child’s NAME clearly marked on the container. If cream/spray does not accompany the child, we have on the premises L’OREAL SOLAR SPF 60 which we will apply to your child to protect them from harmful rays. Please see staff if this brand is not suitable for your child. It would be helpful that on such days that you apply sun protection to your child before they arrive at Pre-School and provide us with extra cream/spray to apply as necessary. (As of March 2020, we are unable to apply creams or lotions to children except for nappy creams, due to Covid-19, this will be updated as and when guidance is updated by the government)
· We realise that throughout your child’s stay with us they may sustain scratches or cuts that require covering up. If you agree, a plaster can be applied. We will use our discretion as to when or whether to use one to cover the wound. We have on the premises gauze and micropore tape which we would apply to your child ‘s wound should you not want a plaster applied. If you do not want us to apply gauze or micropore tape, please speak to a member of staff. If the injury requires attention, we may need to call you in to take the child home or deal with the wound yourself.

· We ask parents to sign an Administer of Medication Form prior to prescribed medication you bring into the setting being administered. We as staff will always get a witness when we administer any medication and ask you to sign the form at the end of the session if it has been advised by us to administer unanticipated medication.

· We expect that any PRESCRIBED medication such as antibiotics will be treated separately, and a different form will be filled out by parents and staff before administering any dosage (see Illness and Infection Policy).

· All medication will be stored in accordance with the product instructions in the original container in which dispensed, with the prescribers’ instructions for administration.
· We may update the consent forms when all other Policies are reviewed (annually).

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager.

Date to be reviewed: October 2026
Sun Protection Policy

At Crawley Green & Wenlock Pre-School we want staff and children to enjoy the sun safely. We consider that sun protection is most vital between the months of April - September as this is when the sun is most dangerous. We will work with staff and parents to achieve this through:

Education - these measures are in place:

· All children will have a story about sun and safety at the start of the summer term.
· Carers should understand the importance of sun protection.
· All parents and guardians will be sent a letter explaining what we are doing about sun protection and how they can help at the beginning of the summer term.

Protection - this is an ongoing process.

Shades:

· We will endeavour to ensure outside play is not continually in direct sunshine.
· We will organise activities in shaded areas for outside play.
· We will use a gazebo when carrying out longer outside activities such as outside story time or picnics.
Clothing:

· We will actively encourage children to wear a hat when playing outside.
· We will endeavour to supply spare hats for children who forget their own.
· Children are encouraged to wear Pre-School tops as they cover their shoulders.
· Children will be permitted to wear UV sunglasses outside.

· Carers and staff are encouraged to wear hats, protective clothing and sun creams/lotions or sprays. Hats are available from the Pre-School.
Sunscreen:

· We will send letters home asking for permission for staff to supervise and apply sun creams/sprays to children (supplied by parents). This consent should already have been given if parents have returned the appropriate form.
· Children will need to bring their own named bottles of 30+ sun cream/spray for staff to apply.
· Please put sun protection on your child before the start of their first session on hot/sunny days. Remember if they stay all day, it still needs to be re-applied in the afternoon.
· Children should have sunscreen on (applied by parents or carer’s) if they are doing sessional care. Pre-School would not expect to re-apply during a 3 hour session.
· On hot days, sun cream will be reapplied to children if it has been supplied by parents/carer’s by a member of staff. 

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025 (date)
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager..

Date to be reviewed: October 2026
Television Policy

Within our Pre-School, we have access to a television and DVD player. We may use the television at some points during the day for quiet time. We hold a copyright license which allows us to show copyrighted DVD’s to the children within our care. 

· The time of which the children will be allowed to watch TV/DVD’s will be limited to 15 minutes per session. (After school club children may be extended to 30 minutes).

· Children will be seated at a reasonable distance from the television.

· A short session before OR after lunch may be provided to calm children/let them rest after eating.

· All Dvd’s watched on Pre-School premises will be of universal rating or pg.
This Policy was adopted at a meeting of Crawley Green & Wenlock  Pre-School held on:

18/10/2025(date)
Signed on behalf of the Pre-School by: ………………………………...............................

                                                  Position within the setting: Preschool Manager
Date to be reviewed: October 2026
Payment of Fees/Fines
To operate efficiently we need to ensure that all payment of fees is up to date. Parents and carers choose to enroll their children at our Pre-School or, in our breakfast and Afterschool clubs. Before they start, you are made aware of session prices in the information pack.
Please ensure all sessions that you commit to are affordable to you from the outset, as fees are payable IN ADVANCE. Prior to commencement of your place, one week’s deposit is payable within 5 days of accepting the space or before your child can start, whichever comes first. This will be deducted from your first month’s invoice which must be paid in advance.
Non Payments

The Pre-School staff will inform the committee of late/non payments. You will be given an invoice every month stating how much you owe. Any queries please contact the preschool manager.
The following Procedure will be carried out in the event of late/non payments:

· Automatic reminders will be sent via quickbooks.

· Reminders will be sent by the accounts system detailing the arrears. A fee of £2.00 per day will be charged.
· If we must send reminders on 3 or more occasions, we reserve the right to add an additional administration fee of £10.00 per letter/email. This fee will also apply to requests for letters confirming payments and attendance or duplicate invoices.
· If we have sent 3 reminders in a 6-month period which include a £10.00 administration fee, we reserve the right to cancel your child’s space.

· In the event of late collection charges, 7 days will be given from the date of the original letter to make payments.

· If payment has not been received, the following Procedure will be enforced.

1. After 5 working days of nonpayment all paying sessions will be cancelled and offered to the next person on our waiting list. 
2. If your child receives funding from the local authority, a deadline for payment will be issued and if the fees/charges have not been paid by that date - the child’s sessions will be offered to other children and the local authority will be notified.
3. If you do not pay, we will contact LAWCALL for further advice which may result in the Pre-School taking you to the small claims court.

Advice can be sought by contacting staff/committee on: crawleygreen@btinternet.com or

Tel: 01582 727651    

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................
 Position within the setting: Pre-School Manager..

Date to be reviewed: October 2026
Parental Involvement

Parents are the first educators of their young children. The aim of our setting is to support parents in their essential role. We will:

· Involve parents in shared record keeping about their own child, both formally and informally, ensuring that parents have access to written records on their own children through our online journal, Tapestry.
· Ensure that parents are given information on a regular basis about their child’s progress and have an opportunity to discuss it with staff.

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

· Ensure that all new parents are aware of and can contribute to our setting’s systems and Policies.

· Encourage parents on an individual basis to play an active part in the management of our setting.

· Ensure that all parents are fully informed about meetings, conferences, workshops and training.

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

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

· Welcome the contributions of parents, whatever form these may take.

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

· Provide opportunities for parents to learn about our Pre-School curriculum and about young children’s learning in Pre-School and at home.

· Parents as well as staff are responsible for safeguarding children. Should a parent have 

      a concern regarding a child or the treatment of a child in the setting, this should be 
      brought to the attention of the designated officer (Kirstie Cain). Should the concern 
      be in regards to the designated officer, then the LADO procedure should be followed.
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025 
Signed on behalf of the Pre-School by: ………………………………...............................

Date to be reviewed: October 2026
Safety

The safety of young children is of paramount importance. To ensure the safety of both children and adults, our Pre-School will ensure safety in the following areas:

Environment

Safety checks on premises, both indoors and outdoors, will be made before every day. See the risk assessment for details.

· Low level glass will be covered, or replaced by safety glass.
· Outdoor space will be securely fenced.
· Main entrances will be kept secure at all times.
· Public space used for outside play will be checked for litter and other dangers.
· Equipment will be checked regularly and any dangerous items replaced or discarded.
· The layout and space ratios will allow children and adults to move safely and freely between activities.
· There will be adequate systems and equipment in place for the detection and control of fire.
· Fire doors will never be obstructed, and fire exits will be easily identifiable.
· A record will be kept of any checks by the Fire Safety Officer and also of fire drills and servicing of fire safety equipment. Any recommendations by the Fire Safety Officer will be carried out.
· Fires, heaters, electric points, wires and leads will be adequately guarded.
· All dangerous materials, including medicines and cleaning materials, will be stored out of reach of children.
· Large equipment will be erected with care and checked regularly.
· Equipment offered to children will be developmentally appropriate, Recognising that materials suitable for an older child may pose a risk to younger/less developed children.
· Internal safety glass/barriers will be used as necessary.

Supervision

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

· Children will leave our setting only with an authorised adult.

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

· On outings, we aim to have an adult to child ratio of at least one to two.
· If a small group goes out, there are sufficient adults to maintain appropriate ratios for staff and children remaining on the premises.

· Whenever children are on our premises at least two adults will be present.

· Children who are sleeping will be checked regularly.

Adult Supervision

· All adults in our setting, both staff and visitors, will be aware of and respect our setting’s Safety Policies.

· Adults in our setting will have access to advice on safe lifting.

· If adults need to reach up for stored equipment, they will be provided with something safe to stand on. Heavy materials will not be stored above head height.

· Adults will aim not to be in the building alone, or to leave alone after dark.

Management

· Accident/incident forms will be available at the start of each session for the reporting of any accidents. There is also a form available for reporting incidents.

· Regular safety monitoring will include checking of the accident record as a basis for risk assessment. We have a designated safety officer within the setting who annually reviews all safety equipment.

· Ofsted will be informed of any serious accidents within 14 days of it occurring.

· Our designated safety person is: Yasmine Blackman.
· All adults, including parents and other carers, will be aware of the systems in operation for children’s arrivals and departures and an adult will be at the door during these times.

· Adults will not walk about with hot drinks or place hot drinks within the playroom.

· Fire drills will be carried out at least twice a term.

· A register of both children and adults will be completed as people arrive and depart so a complete record of all those present is available in an emergency or evacuation.

· There will be no smoking on the premises.

· A correctly stored first aid box will be always accessible.

· Fire extinguishers/ alarms will be checked as required by CHUBB and staff will know how to use them.

Special Considerations

· Some areas and activities pose particular hazards. All staff will be aware of these:

· Children playing with or near water will be continuously supervised.

· There will be safe surfaces beneath and around all climbing equipment and such activities will be appropriately supervised.
· All cooking activities involving the use of heat will be continuously supervised. Children will not be allowed in the kitchen for any other purpose.

· Systems will be in place to ensure that children are not at risk from swinging doors.

· Systems will be in place to ensure that no child can leave the premises unattended.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025 
Signed on behalf of the Pre-School by: ………………………………...............................
Position within the setting: Preschool Manager

Date to be reviewed: October 2026
Breakfast & Afterschool Club Walks to school

Crawley Green & Wenlock Pre-School Breakfast & Afterschool Club will obtain written permission from parents/carer’s to drop off and collect children from the adjoining schools. (Crawley Green Infants & Wenlock Academy).

Parents will be asked to inform the relevant schools that their child/ren, will be being dropped off/collected from school by Crawley Green & Wenlock Pre-School staff.

A general risk assessment of the area has been carried out for the walking routes to the adjoining schools. Last assessment date: 08/10/2024
Crawley Green Infant School drop off procedure:

· Children’s name will be added to the drop off list and the member of staff responsible for getting children ready will count the children to ensure they have the correct amount according to the list. 

· Children will be walked to the oak room at Crawley Green Infant School by a minimum of 1 adult, ideally no less than 2. Persons will hold a current DBS and at least one will be an employee of Crawley Green & Wenlock Pre-School. 

· The children will be led by an adult, this person will check for additional risks on the way. Children will walk in single file and an adult will walk at the back of the line to ensure supervision; this person remains responsible for ensuring all children reach their destination.

· Upon reaching the oak room, the person at the front of the line will count the children in to the school and take the name of the receiving teacher to write in the drop off book. 

Crawley Green Infant School collection procedure:

· A minimum of 1 adult, ideally 2, will go to the oak room to collect the children. These people will hold a current DBS and at least one will be an employee of Crawley Green & Wenlock Pre-School. 

· A list will be carried with the names of the children being collected and a member of staff will give their name to the teacher handing over.
· The children will be walked back to the pre-school in the same manner they are walked to school.

· Upon entrance to the foyer, the person at the front of the line will count the children in. This number will be confirmed with the person at the back.

· The children will be marked in the register on entrance to the pre-school.

Wenlock Academy School drop off procedure:

· Children’s name will be added to the drop off list and the member of staff responsible for getting children ready in the foyer will count the children to ensure they have the correct amount according to the list.

· Children will be walked to their relevant drop off point via the back exit of the preschool.
· The children will be led by an adult, this person will check for additional risks on the way. Children will walk in a line.
· The name of the receiving teacher will be taken and written in the drop off book.
Wenlock Academy School collection procedure:

·  An adult will go to the collection point, usually the bottom of the steps that lead to the school playground. This person will hold a current DBS and will be an employee of Crawley Green & Wenlock Pre-School. 

· A list will be carried with the names of the children being collected and will be checked to ensure all relevant persons are collected.
· The children will walk back to the pre-school via the rear area of the school and will enter the preschool by the front door.
· The children will be led by an adult, this person will check for additional risks on the way, and remains responsible for ensuring all children reach their destination. 

· Children will be counted into the building by the adult collecting, and marked into the register on entrance to the pre-school.

The adult remains responsible for ensuring that all children remain within the group. Children should not be behind the staff member so that they are always visible. Staff will take walkie talkies to ensure contact with the preschool at all times when collecting children from Wenlock Academy.
If at any point an adult is unsure as to how many children should be in the line, they should contact the preschool to check.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:
18/10/2025 
Signed on behalf of the Pre-School by: ………………………………...............................
Position within the setting: Pre-School Manager. 

Date to be reviewed: October 2026
Equality of Opportunity Policy

The Early Years Alliance is committed to helping Pre-Schools provide equality of opportunity for all children and families and take positive action to eliminate discrimination in all areas of their work. As a member of the Alliance,

Crawley Green & Wenlock Pre-School

Works in accordance with all relevant legislation, including:

Disability Discrimination Act 1995

Race Relations Act 1976

Sex Discrimination Act 1986

Children Act 1989
The Equality Act 2010
We believe that our setting’s activities should be open to all children and families, and to all adults committed to their education and care. We aim to ensure that all who wish to work in, or volunteer to help within our Pre-School, have an equal chance to do so.

All children are included and not disadvantaged because of ethnicity, culture, home language, family background, learning difficulties, disabilities, gender or ability.

Admissions

See admissions policy – Page 16
Employment

Any vacancies will be advertised. Our Pre-School will appoint the best person for each vacancy and will treat fairly all applicants for jobs and all those appointed.

Commitment to implementing our setting’s Equality of Opportunities Policy will form part of the job description for all workers.

Families

Our Pre-School recognises that many different types of family groups can and do successfully love and care for their children. Our Pre-School aims to offer support to all families.

Our Pre-School offers a flexible payment method for families with differing means. This will be agreed and respected by the families concerned.

Festivals

Our aim is to show respectful awareness of all the major events in the lives of the children and families in our Pre-School, and in our society, and to welcome the diversity of backgrounds from which they came.

In order to do this:

· We aim to acknowledge all the festivals which are celebrated in our area and/or by the families involved in our 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 Pre-School are not themselves familiar with, appropriate advice will be sought from parents and other people who are familiar with that festival.

· Children and families who celebrate home festivals with which the rest of the Pre-School is not familiar will be invited to share their festivals with the setting, if they themselves wish to do so.

· Children will become familiar with and enjoy taking part in a range of festivals, together with the stories, celebrations and special food and clothing they involve, as part of the diversity of life.

The planning framework

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. Management of resources within the Pre-School will ensure that both girls and boys have full access to all kinds of activities and equipment and are equally encouraged to enjoy and learn from them.

Appropriate 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 by using images and words which reflect positively the contribution of all members of society.

Special or Specific Needs

Our Pre-School recognises that children have a wide range of needs which differ from time to time and consider what part it can play in meeting these needs as they rise.

Planning for Pre-School meetings and events will consider the needs of people with special educational needs and disabilities.

Discriminatory Behaviour/Remarks

Any discriminatory language, behaviour or remarks by children, parents or any other adults are unacceptable in our Pre-School.

Our response will aim to demonstrate support for the victim(s), to help those responsible to understand and overcome their prejudices and to make clear that such behaviour/remarks will not be tolerated.
Language

Basic information, written or spoken, will be clearly communicated in as many languages as necessary and possible.

Bilingual/multilingual children and adults are an asset to the whole setting. Parents will be encouraged to speak to children in their first language at home.

Children and parents who have English as a second language will be valued and their languages recognised and respected in our Pre-School.

Food

Working in partnership with parents, children’s medical, cultural and dietary needs will be met. See Health and Hygiene Policy on Page 62-67
Meetings

Our Pre-School will make every effort to ensure that the time, place and conduct of meetings enable the majority of parents to attend so that all families have an equal opportunity to be involved and informed about our Pre-School.

Designated Equal Opportunities Staff Member

Our designated Equal Opportunities staff member is: Kirstie Cain
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

  Position within the setting: Pre-School Manager
Date to be reviewed: October 2026
Special Needs - Policy and Procedure

Our Pre-School aims to have regard to the DfE Code of Practice 2014 on special educational needs and also to the guidelines supplied to private and voluntary providers of Pre-School education. We aim to provide a welcoming environment, and appropriate learning opportunities, for all children.

· Children with special needs, like all other children, are admitted to our Pre-School after consultation between parents, Pre-School Manager and the key person.
· Our aim is to provide for the developmental needs of each child in our setting.
· All children in our setting, irrespective of their special needs, are encouraged wherever possible and appropriate to participate in all our setting’s activities. We will support all children to ‘achieve the best possible educational and other outcomes, and become confident young children with a growing ability to communicate their own views and ready to make the transition into compulsory education’.(DfE code of practice 2014 updated 30/04/20).
· Our system of observation and record keeping, which operates in conjunction with parents, enables us to monitor children’s needs and progress on an individual basis.
· The needs and progress of children who have special educational needs are monitored by our setting’s SENCo.
· Our SENCo is:  Kirstie Cain
· Our key person system ensures that each adult is especially responsible for, and close to, approximately 12 children, so each child receives plenty of adult time and attention.
· We work closely with the parents of all the children in our setting to ensure that -

The setting draws upon the knowledge and expertise of parents in planning provision for the child.
The child’s progress and achievements are shared and discussed with parents on a regular basis.
Parents know the identity of our settings SENCo.
Parents are aware of the arrangements for the admission and integration of children with special educational needs.

Our setting offers 6 of its spaces for 30 hour funded children, within these spaces, a maximum of 2 will be offered to children with special educational needs where availability allows. All spaces are subject to availability and will be offered on a first come, first serve basis.

If it is felt that a child’s needs cannot be met in our Pre-School without additional personnel and/or equipment, funding will be sought to make reasonable adjustments to ensure that provision is appropriate to the child’s needs. There may be a requirement to limit the number of children who have special or specific needs within the setting to ensure that we can fully meet the needs of ALL children who attend. Safety is a priority, therefore, the need to limit the amount of spaces may be assessed based on a number of the following factors: The amount of children with the same of similar needs, the amount of children requiring 1-1 support to meet their needs, the amount of children with the same or similar medical requirements and available experienced practitioners to support the children.
We work in liaison with relevant professionals and agencies outside our setting to meet children’s specific needs.

Our staff attend whenever possible, in-house training on special needs arranged by the Early Years Alliance and other professional bodies.

We have close links with the local Special Educational Needs Department and other services that we liaise with when necessary. Our area team member is:

Samamtha Gazard 

This Policy should be accompanied by a list of Procedures which show how the Policy is implemented within the setting. These will include:

· The name of the SENCo
· Arrangements for the assessment of individual children.
· Record keeping systems for children with special educational needs.
· The way the children with special educational needs will be offered a broad and balanced curriculum.
· The way resources within the setting’s budget will be allocated to special needs work.
· Links between our Pre-School and external support services, including the local authority and voluntary organisations.
· Arrangements for reviewing Policies and Procedures relating to special needs.
Our Pre-School aims to have a regard for the DfE Code of Practice 2014 on special educational needs, and also to the guidelines supplied to private and voluntary providers of Pre-School education. We aim to provide a welcoming environment, and appropriate learning opportunities for all the children. This Policy does not replace the existing one; it is an update which gives more details of our Procedures.

The name of our current SENCo is:

 Kirstie Cain

Arrangements for the assessment of individual children

Children will be assessed in the same way as all children. Parents/carer’s are welcome to borrow SEN literature and are invited in for discussions regarding their child.

Record keeping systems for children with Special Educational Needs (SEN)

All records are kept confidential and locked away when not in use. Information is only available to the SENCo, Pre-School Manager, key person and relevant parents/legal guardians. Records are in the form of audio tapes, observations and individual educational plans to monitor progress. These individual educational plans are discussed with parents before staff implement them.

The way children with special educational needs will be offered a broad and balanced curriculum

SEN children are offered the same curriculum as all others. Adaptations to the delivery may be additional or different to the way the majority of the children receive it - due to the nature of their individual needs.

The way resources within our setting budget will be allocated to special needs work

The SENCo will work with the parents/guardians to ensure SEN children are catered for. Equipment will be bought or borrowed to help deliver the curriculum to SEN children. SENCo and/or key workers will be allocated time to spend especially on SEN children on a one-to-one basis (weekly if appropriate).

There will be a £300.00 annual budget allocated to providing resources that are required for SEN children eg, books, toys, dvds etc.
If one to one support is required, an application for additional funding will be made, with parental consent, to the local Special Education Needs Department.
Links between Pre-School and external services

We have links with the outside agencies that we liaise with when necessary. Parents’ permission is initially sought for such identified support. For general advice, Special Educational Needs Department is contacted.

SEN = Special Educational Needs

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager.
Date to be reviewed: October 2026
Statement Regarding Special Needs

Definition of Special Educational Needs

Children have a special need if they:-

a)  Have a greater difficulty in learning than the majority of children the same age. 

b)  Have a disability that hinders them making use of educational facilities provided for        

     children of the same age.

c)  Are children under the age of five who fall into a) or b) if special education provision

     is not made available for them.
d) Have a medical condition which requires specialist care.
Children are not regarded as having a learning difficulty solely because they have English as an additional language (EAL).
Definition of Disabled Children

A child is disabled if they are:- blind, deaf, unable to speak, mentally challenged or physically challenged or handicapped by illness/injury or congenital deformity.

Definition of Disabilities in Children

A child has a disability if he/she has a physical, mental or sensory impairment, which has substantial and long-term effect on the ability to carry out day-to-day activities

Principles

· A child with special educational needs should have their needs met.

· The views of the child will be considered.

· Parents will have a vital role in supporting their child’s education.

· Children with special educational needs will be exposed to the curriculum.

· Any additional changes to the Policies, Code of Practice or Prospectus will be passed on to the parents.

Success Factor

· We at Crawley Green & Wenlock Pre-School are committed to working alongside parents with their children. Children or adults with special educational needs will be given full support and guidance. We adhere fully to the Code of Practice, and the SENCo attends a minimum of three training courses a year on special needs issues. Information is kept up to date and passed on to staff and parents.

· Adaptations and resources within the Pre-School will be provided to assist children with special needs.

· Parents and staff need to work together to provide maximum care and support for the child.

· Parents will be kept up to date and continually involved in their child’s progress. This is by means of half or termly reviews on the child in discussion, and by form of individual educational plans. Information will be kept confidential from all other parents.

· Parent’s assistance in forming new educational plans will be warmly encouraged. An individual educational plan is a document laying out the target areas for the forthcoming period. These targets will be small steps forward. However, children are not always expected to reach them in one time scale or on one individual educational plan. The aim is to see progress towards a target. If a child after a period of time has experienced considerable difficulty in moving forward, and if different approaches have not been successful: - Then the Pre-School Manager or SENCo may feel advice from outside agencies and/or professionals may be considered. In this case, parents are confidentially approached, and the matter is discussed with them in private. Parents are very important and the decision to accept advice and support from outside agencies is entirely their choice.
· Children requiring additional support may require an Educational Health Care Plan (EHCP). This will be discussed if outside agencies are involved and recommend it.
The Pre-School Manager or SENCo will liaise between the parents and professionals to obtain consistency and continuity.

Parents of children with special educational needs will be given a report detailing their child’s progress. This may be verbally during a meeting or a written report.
All staff are approachable and encourage parents of children with special educational needs to feel comfortable and relaxed during their time with us

The named SENCo is: Kirstie Cain
· Adaptations: - Crawley Green & Wenlock Pre-School must firstly approach the landlords of the premises/authority before permanent adjustments can be made.
· Whenever possible and if availability permits, a session will be made available for a child with special educational needs. This will be discussed in length by the manager and staff and THEIR decision will be final.
· Parents of children with special educational needs have the right to follow the Complaints Procedure as set out in our Policies.
· Transitional arrangements: - Approximately a term prior to a SEN child’s transition to a feeder school - a visit will be arranged for the parents, child and SENCo to visit the school. The feeder school’s SENCo may also be invited to visit the Pre-School.
· Where a whole previous terms notice is not viable, a visit will be arranged as soon as possible.
The area Special Educational Needs Service Team member may offer assistance in such arrangements.

Presently our area Special Educational Needs member is:  Samantha Gazard
Date:  18/10/2025             Date of Review of this statement: 10/2026
Parents Coping with Children with Special Needs

We all have the best interests of a child with special needs at heart. However, Parents/Legal Guardians need support and reassurance too. Parents and Legal Guardians are expected to remain strong and focused throughout every aspect of identification and be supportive to children with special educational needs - yet this is extremely hard to do all the time. Often people forget that Parents/Legal Guardians have suffered emotionally and sometimes physically during the identification period of children with special needs. Unfortunately, many children with special educational needs have medical needs/conditions too. We must remember that we are there to support the Parents/Legal Guardians as much as possible.

Parents/Legal Guardians of children with special educational needs may not be aware of the help they can get. They may not know, or feel uncertain about phoning for advice. Many Parents/Legal Guardians who may not have experienced special educational needs before will be apprehensive - and may welcome help from the SENCo
Supporting Parents

We at Crawley Green & Wenlock Pre-School aim to support Parents/Legal Guardians as much as possible.

· We welcome the Parents/Legal Guardians in to discuss the development of their children as often as they wish to. Parents should be involved in planning support and, where appropriate, in reinforcing the provision or contributing to progress at home.
· We welcome resources from home that may directly benefit children with SEN (Special Educational Needs).

· Parents’/Legal Guardians’ help plan IEPs (Individual Educational Plans), Activity Plans for their children with SEN.

· Parents/Legal Guardians may request extra help and guidance from the SENCo eg, making phone calls to outside agencies etc. If he/she accepts - then as the SENCo, they must follow out the commitment as agreed.

· Confidential information given about children with SEN will not be repeated to other Parents/Legal Guardians.

· Parents/Guardians are very important to us - we know that they may need support, questions answered, someone to listen to them and offer understanding. Parents/Legal Guardians often feel isolated and alone.

Some help we can offer:

· Phone calls to outside agencies (hearing impaired services, speech therapy etc).

· Obtaining literature on certain needs/conditions to distribute to Parents/Legal Guardians.

· Attending meetings of children with SEN along with their Parents/Legal Guardians.

· Attempt to clarify concerns.

· Updating parents of new SEN information.

· Loaning out relevant SEN information (literature) or equipment if it is available.

· Someone to listen (often a familiar face can offer reassurance).

· Attempt to loan resources from outside agencies.

Parents of children with Special Educational Needs are welcome to speak to the SENCo or Pre-School Manager regarding SEN issues. This will be in confidence, and we aim to help in any way we can. Please remember you are important too.
The Local Offer

Local authorities must publish a Local Offer, setting out in one place information about provision they expect to be available across education, health and social care for children and young people in their area who have SEN or are disabled, including those who do not have Education, Health and Care (EHC) plans. For more information on the Local Offer please visit www.luton.gov.uk   and type in Local Offer.

………………………………................................
Employment

2.1 Employment and staffing

(Including vetting, contingency plans, training and development)

Policy Statement

We provide a staffing ratio in line with the Welfare requirements of the Early Years Foundation Stage to ensure that children have sufficient individual attention and to guarantee care and education of a high quality. Our staff are appropriately qualified, and we carry out checks for criminal and other records through the Disclosure and Barring Service in accordance with statutory requirements.
Procedures

Ratios

· To meet this aim, we use the following ratios of adult to children:

· Children age two years of age: 1 adult: 5 children; and

· Children aged three 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 for discussion and consultation on their child’s progress.

· We hold regular staff meeting 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 applicants must complete an application form, C.V’s will not be accepted as part of our safer recruitment procedure.

· All applicants will be interviewed; at least one of the people on the interview panel will hold a safer recruitment certificate. Our Safer recruitment officer is: Kirstie Cain.

· Positions will be allocated to the most suitable candidate for the position.

· An offer will be made on the understanding that employment cannot commence until Crawley Green & Wenlock Pre-School have carried out and completed suitability checks. These will include at least 2 references and an enhanced DBS disclosure. Upon receipt of the relevant information the induction process will commence.

· 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. Applicant will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable.

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

· We use Ofsted guidance on obtaining references and enhanced criminal record checks through the Disclosure and Barring Service for staff 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.

· 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 and Room Leader/Deputy Manager hold a minimum of CACHE Level 3 Childcare, Learning & Development or an equivalent qualification and a minimum of half of all other staff hold the CACHE Level 2 Certificate in Childcare, Learning & Development or an equivalent or higher qualification.
· We provide regular in- service training to all staff – whether paid staff or volunteers – through the Early Years Alliance and external agencies.
· Our setting budget allocates resources to training.
· We provide all staff initial induction training in the first week of employment on our Safeguarding Children and Child Protection Policy and Health and Safety Policy. Other policies and procedures will be introduced within an induction plan which lasts 6 months. Evidence of knowledge will be gathered through an induction work booklet to be completed within the probationary period.
· 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

· As our setting is term time only, our staff take their holiday breaks only when the setting is closed. 

· Where staff are unwell and take sick leave in accordance with their contract of employment, we organise cover to ensure ratios are maintained.

· Sick leave is monitored, and action is taken where 3 separate incidents have occurred within a 6 month period.

· Compassionate leave is granted for 3 days for the loss of parents/siblings or offspring. Usually, 2 days to start and 1 day for the funeral. (see staff contract).
· We have contingency plans to cover staff absences: See Contingency Plan.
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager
Date to be reviewed: October 2026
Employment
2.2 Induction of staff, volunteers and managers

Policy Statement

We provide an induction for all staff, volunteers and managers to fully brief them about the setting, the families we serve, our policies and procedures, curriculum and daily practice.

Procedures

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

· Introductions to all staff and volunteers, including management committee members.

· Familiarising with the building, health and safety and fire procedures.

· Ensuring our policies and procedures have been read and are carried out.

· Introduction to parents, especially parents of allocated key children where appropriate.

· Familiarising them with confidential information where applicable in relation to any key children.

· Details of the tasks and daily routines to be completed.

· The initial induction period lasts two weeks. The manager inducts new staff and volunteers. The chairperson or senior manager inducts new managers.

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

· Successful completion of the induction forms part of the 6 month probationary period.

· All new staff will be given an induction standards workbook which will be completed during the probationary period and reviewed with the manager to assess competence.
· Management reserve the right to extend the probationary period and/or terminate contracts for failure to comply with preschool policies and procedures.
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager
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Induction Plan

Day 1: Tour of building, Health & Safety

          
 Safeguarding

 
Confidentiality and Policies


Introduction to all staff members and First Aiders


Security – Children/Parents/Staff
Induction booklet issued 

Week 1&2:



Observation of Practice


Roles and Responsibilities – taught through observation of practice & Job description

Introduction to committee members
          Staff questionnaire


Observation of practice – Peer observation and feedback.
First month:


Relationships


Routine


Performance review

Observation of practice – peer observation and feedback
First 3 months

Performance review

Repeat staff questionnaire

First 6 months


Completion of staff induction handbook 

Induction booklet has 7 areas and should be completed in the following manner:

Standard 1 – Safeguarding – 4 weeks.

Standard 2 – Understand Health & Safety – 4 weeks.

Standard 3 – Know how to communicate effectively – 3 weeks.

Standard 4 – Understand the development of children under 5 and the EYFS – 4 weeks.

Standard 5 – Understand the principles of working with children and families – 3 weeks.

Standard 6 – Understand your own role in the workplace – 4 weeks.

Standard 7 – Develop yourself – 2 weeks. 
Staff Health/Medical Declaration Form
It is paramount that all children and adults are kept safe at all times. To ensure we can provide excellent care and education for our children, we need to ensure all staff members are healthy and capable to do so.

All staff members are now required to fill out a Health/Medical Declaration Form every twelve months. If circumstances change, then an update will be required. This is a requirement of our Pre-School.

By signing this document you are declaring that you are ’fit’ to work alongside colleagues and are capable of providing the care and education required of the Pre-School.

Confidential

Name of Colleague: ………………………………........................................................................................................

Address: ………………………………...........................................................................................................................

……………………………….........................................................................................Postcode:…………………………......
D.O.B: ………………………………........................... Nationality: …………………………………………………………..……………..

Position with the Pre-School: …………………………...........................................................................................

Name and Address of your Doctor: …………………………...............................................................................

……………………………….......................................................................................Telephone No: ………………………..
Medical History             

	Are you now receiving medical attention?
	Yes     No

	Have you had any illness during the past two years?
	Yes     No

	Have you suffered from recurrent bronchitis, tuberculosis, rheumatic fever, heart disease, diabetes, disorder of the bladder, arthritis, back trouble, epilepsy, nervous disorder or mental illness?
	Yes     No

	Have you ever had any other form of serious illness or operation?
	Yes     No

	Have you ever had heart or chest surgery?
	Yes     No

	Are you currently taking any prescribed medication (except the contraceptive pill)?
	Yes     No

	Have you ever suffered from asthma or used an inhaler?
	Yes     No

	Have you ever suffered from blackouts, fainting or recurrent dizziness?
	Yes     No

	Have you had any ear problems in the last three years?
	Yes     No

	Have you ever had epilepsy or any form of seizures or fit?
	Yes     No

	Have you ever suffered from migraine?
	Yes     No

	Have you any history of mental or psychological illness of any kind (including fear of small spaces, crowds or panic attacks)?
	Yes     No

	Have you any history of alcohol or drug abuse in the last three years?
	Yes     No

	Have you ever failed a medical examination?
	Yes     No

	Are there any other conditions you need to tell us about?
	Yes     No

	Please list them below:
	


If you have answered yes to any question, please specify details such as dates here or continue on a separate sheet of paper. ......................................................................................................
………………………………..............................................................................................................................................
………………………………………………………………………………………………………………………………………………………………..……

Declaration 
“I hereby declare that my responses to the questions above and overleaf are true to the best of my knowledge. I have not excluded any condition, illness or surgery to better my chances within this Pre-School”

Name: ………………………...............................................................................

Signature: ……………………………….................... Date signed:……………………………………..…………….
Staff Code of Conduct

Compliance with the Code of Conduct

The Code of Conduct forms part of an employee’s contract.  Failure to comply with the Code of Conduct and with the associated setting policies [‘required reading’] may result in disciplinary action being taken and the setting reserves the right to take legal action against employees where breaches of the Code warrant such action.

· Staff should remember that the welfare of the child should always come first 

· Staff should provide an example of good conduct that you wish others to follow.

· Staff should not raise their voices in front of children or at children.

· Staff should only restrain children for their own safety or the safety of others

· Adults & children have a responsibility to treat each other with dignity & respect

· Staff should be able to tune into the children’s physical, verbal & gesture/sign language to understand & interpret what is being expressed

· Diversity is a tremendous asset of our setting, and we are committed to providing equality of opportunity and will not tolerate any illegal discrimination or harassment based on race, colour, religion, sex, national origin or any other class. We encourage all staff to challenge any behaviour (staff, parent, child) that goes against this ethos

· Ensure that your behaviour at work or outside does not cause embarrassment to Crawley Green & Wenlock Pre-School or reflect negatively on Crawley Green & Wenlock Pre-School in a way that would bring its reputation into disrepute or cause a loss of public confidence.  This includes using social networking sites.

· Staff must adhere to the Pre-School’s Safeguarding policy, first aid policy and Administering Medicines Policy, non-compliance will be viewed as Gross Misconduct

· Staff should be clear about the purpose of any activity, which involves photography, or video of children. Staff must not take, display, or distribute images of children unless they have consent to do so.

· Staff must report any behaviour by colleagues that raises concerns, by following the setting’s Whistle Blowing Policy, all allegations should be reported to the LADO at LBC. Staff must take responsibility for recording and reporting any incident, which may result in being misinterpreted and/or an allegation being made.

· Staff should always note accurately & confidentially any cause for concern
· Staff who are acting as key workers must relay important information with their line manager, this includes information such as allergies, previous or existing DV etc
· Staff should enable the environment in order that all children can reach their full potential whatever their additional needs might be

· Honesty and trustworthiness are expected in all areas of work including oral and written communication and general work relationships with others including where required honesty in reporting work arrival times and departure times and other attendance issues.

· Staff obtaining a new DBS check must remain on the update system, the cost of which will be reimbursed by the preschool whilst employee remain an employee of Crawley Green & Wenlock Pre-School. Failure to update will result in the staff member paying for a new certificate.

· Total trust is expected with respect to the privacy of information, papers, documents, belongings etc.

· Staff are expected to respect expectations of confidentiality of information received.

· Any intentional falsification lying or untrue oral, written or other communication, using any means of communication will be considered dishonest behaviour and subject to disciplinary procedures

· As an employee you cannot drink alcohol or misuse substances’ during your working hours including during breaks under any circumstances

· If you are at work under the influence of alcohol or illegal drugs, then that will be regarded as a serious disciplinary matter. If you are prescribed drugs which may affect your ability to perform your job you should seek advice from your line manager

· You must tell your line manager as soon as practicable if you are arrested, receive a summons or are the subject of a police investigation. 

· Staff must declare all convictions, cautions, court orders, reprimands and warnings that are not ‘protected’ which may affect their suitability to work with children.

· Staff members must inform the Pre-School manager or Chair of Committee if a child protection order is made in respect of a child in their care.
· Uniform must be always worn. Exceptions to this include non-uniform days which you will be informed of. On non-uniform days you are expected to wear appropriate clothing. Low tops and short skirts are not acceptable.
· Staff must not drink alcohol or smoke whilst wearing their preschool uniform.

· Uniform comprises of a Pre-School Logo T-Shirt and Black or Blue Jeans or Trousers. Uniform must be clean and ironed. Additional uniform such as Fleeces and Coats are also supplied, as with uniform, these must be clean and ironed.

· Staff are expected to uphold good personal hygiene rituals and must be clean and tidy in their appearance at all times.

· Staff should arrive at the setting a minimum of 5 minutes prior to the start of their shift to ensure that they are ready to start work at their contracted time.
· Staff are permitted to wear smart watches providing their phone notifications are on ‘do not disturb’. Meta glasses are not permitted to be worn in preschool. Staff mobile phones are placed in the box in the kitchen and use is only permitted during breaks in allocated areas. 
	I declare that I have read and understood the Code of Conduct for Crawley Green & Wenlock Pre-School Employees and the associated ‘Required Reading’

Name……………………………………………………   Date…………………….

Signature………………………………………………..


Staff Disciplinary Procedure

Staff and committee at Crawley Green & Wenlock Pre-School are aware that they must adhere to all the Policies and Procedures of the setting. If they fail to comply with the Policies, action may be taken against them.
The committee are in place to support the manager and to ensure staff provide a safe, secure environment for all children, parents, carer’s, visitors, and other staff members to flourish in.

· Children, parents, carers, visitors, and other staff members will not be made to suffer from abusive language or behaviour from any member of staff.

· Parents, carers, visitors, and other staff members have the right to CONFIDE in the committee if they have any concerns about a staff member.

· Action will be taken if any intimidation or abuse occurs towards any adult or child within the setting or within its grounds.

· Action will be taken by the committee if confidentiality is breached by a member of staff.

Action Procedure

· Verbal warning - details will be logged in the member of staff’s personnel file by the chairperson of the committee. The verbal warning will remain on the records and be valid for SIX MONTHS.

· 1st written warning - details will be logged in the member of staff’s personnel file by the chairperson of the committee. The written warning will remain on the records and be valid for TWELVE MONTHS. A review will be held at the end of this period.
· 2nd written warning - details will be logged in the member of staff’s personnel file by the chairperson of the committee. The written warning will remain on the record for TWELVE MONTHS.

· Instant dismissal will result from one further offence. This will be logged in the member of staff’s personnel file and remain on the records and be valid for ONE YEAR. Depending on the severity of the offence, the colleague will be dismissed for misconduct. 

· In the event that a member of staff is dismissed due to concerns over suitability, a report may be submitted to the disclosure and barring system.

This policy adheres to our Equal Opportunities Policy

(If the offender is the chairperson of the committee, either the manager, treasurer or the secretary will log details in the personnel file and take control).

Staff Disciplinary Procedure (General Misconduct and Gross Misconduct)

Procedure of Discipline

If the Pre-School obtains information about alcohol or drug misuse which has not been disclosed on the Health Declaration Form, this will warrant a 1st verbal warning.

Information will be logged in the Staff Personnel File.

A 2nd verbal warning will be given if the information has still not been logged on the Health Declaration Form, or if the staff member comes into work appearing to be slightly under the influence of drugs or alcohol. This information will be logged in the Staff Personnel File and the
offender monitored.

A written warning will be given if the staff member comes into work and is known to be under the influence of drugs or alcohol. They will be asked to leave the premises and the incident will be logged in the Staff Personnel file. The committee of the Pre-School will be informed, and they may wish to suspend the colleague on the grounds of misconduct.

If a colleague comes into work intoxicated, this will be reported to the LADO and OFSTED. Proceedings for the removal of the colleague will begin for gross misconduct. This will be logged in the Staff Personnel file and the colleague suspended until further notice.

All staff will be asked to sign that they have understood the Policy and the Procedures, and that they understand the contents and severity of it.

General Misconduct

This is the behaviour that the committee deems inappropriate for an employee. It usually relates to the employee’s conduct within working hours. There are varying degrees of misconduct, ranging from minor misconduct to serious (gross) misconduct. 

Once an employee has provided one year’s continuous service within our establishment, they have protection from being unfairly dismissed.

The relevance of misconduct is that the committee may, (in certain circumstances after following appropriate Procedures such as taking advice from the Early Years Alliance, outside agencies or OFSTED), dismiss an employee because of acts of misconduct.

If the reasons suggested by outside agencies such as OFSTED or the Early Years Alliance warrants an investigation, then we as an establishment funded by the local authority will act on ALL their advice given. If the committee feels an employee may have committed an act of misconduct, then we must give the employee notice of their suspension.

General Misconduct within our Pre-School may include, but is not conclusive:

· Lateness for work.
· 3 absences within a six-month period (will act as a trigger towards disciplinary)
· Not following absence reporting procedures.

· Not showing up for work at all.

· Not following ‘orders’ from more senior staff members.
· Bringing the name of the pre-school into disrepute whilst out of hours.
Gross Misconduct

If the committee feels that the employee has committed acts of Gross Misconduct, then we have the right to dismiss the employee without notice. There is still an obligation for the committee to investigate allegations/evidence/information and carry out any dismissal with a fair procedure.

Gross Misconduct within our Pre-School would include:
· Failure to follow and implement the settings safeguarding policies and procedures.

· Fighting, harassment or bullying, on or off the premises.
· Harming children, parents, carers, visitors, colleagues or committee members.

· Theft from the Pre-School, employers, or colleagues.

· Fraud or falsifying work documents.

· Deliberately damaging Pre-School property.

· Personal expenses, loss being incurred to colleagues, committee bought on by negligence of the suspected employee.

· Bringing the Pre-School into serious disrepute.

· Failure to follow reasonable instructions.

· Personal usage of Pre-School equipment and resources.

· Jeopardising the running and functioning of the Pre-School.

· Inappropriate use of email, phones, mobile phones, smart watches, meta glasses or the internet.

· Under the influence of alcohol or drugs.

· Harassment or discrimination towards persons connected with the Pre-School.

· Misuse of Pre-School funds.

· Failing to inform the Pre-School of any convictions either prior to or during service.

Procedure of General Misconduct

A system is in place where employees receive a verbal warning for a first offence; two written warnings followed by dismissal for reoccurring offences or if there has been no change in conduct or improvement from the employee. All incidents will be logged in the Staff member’s personal file.
Employees have a right to have representation at a disciplinary hearing in the form of a colleague or a union representative.
Procedure of Gross Misconduct

· The committee must believe that the employee is responsible for the conduct in question.

· The committee must have reasonable grounds for this belief.

· The committee must carry out as much of an investigation into the matter as reasonable.

· The committee has the right to dismiss the employee without pay if they have reasonable belief that acts of gross misconduct has occurred.

· If the employee is dismissed, they will be informed as soon as possible of the decision, as well as the reason for the dismissal. They will be informed of the date their employment will terminate. The committee will confirm this decision in writing. If an employee offers to resign previously or during the time of being told of the dismissal, the committee can accept this decision providing it is suggested in writing by the employee. This will not postpone or terminate the investigation against the employee. If the offer of resignation is retracted by the employee, the committee will request that the employee responds within seven days otherwise they will continue with the dismissal order. The employee has a right to appeal against the decision.

Out of Hours Misconduct

As a rule, employees will only be subject to the Disciplinary Rules and Procedures during working hours unless they are representing the Pre-School, such as when they are on training courses or using Pre-School property/funds for personal use. This rule may differ if some form of abuse is carried out against another staff member.
This Policy was adopted at a meeting of Crawley  Green & Wenlock Pre-School held on:
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Absence Reporting For Staff
All absences must be reported personally to Kirstie. Call on Mobile phone at least one hour before your shift is due to start, preferably before. A text message is NOT acceptable and you must make the call in person. If you are unable to reach Kirstie, call Vernessa on her mobile phone. If during working hours, call on 01582 727651.

In the case of diarrhoea and vomiting you must stay away from pre-school for at-least 24 hours after the last bout of illness as per policy. You will need to complete an absence form on your return. All Absence will be monitored. 

You must be ready to start work at your allocated time, please arrive at least 5 minutes before you are due to start to ensure that you are read
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Lone Working Policy

Health and safety

Policy statement

Crawley Green & Wenlock Pre-School is committed to the health and safety of all staff.  This is very important when any staff member may work alone.  

Procedures

We aim to make staff aware of health and safety issues on the few occasions they may work alone.  This includes not undertaking anything which may be dangerous such as using ladders or step stools until another member of staff is present.

2)
Wherever possible, staff do not shut doors which would mean they would not be in view of other staff members – this includes when changing nappies.

3)
If a staff member has gone to the shed another member of staff will check on them after 10 minutes in case they have had an accident and need help.  

4)
When a staff member is the first person at the setting in the morning, they take all reasonable precautions with their safety. Staff members will not be alone in the setting for more than 15 minutes.

5)
If a staff member is alone when tidying the outside area, other staff members check on them every five minutes.

6)         Any staff member entering the premises during a closure period must inform the  

            Chairperson/Pre-School Manager of their intentions.

This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: …………………………………............................
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Supervision
1. Introduction

1.1 This policy guidance concerning effective safeguarding supervision has been issued by 

Luton Borough Council for use by the early years and childcare workforce. It is expected that each Early Years setting/provider will develop a strategy for implementing the policy locally. It is important that each setting considers carefully the implications of this policy. Safeguarding supervision will be subject to monitoring by Luton Borough Council.
1.2 Safeguarding children’s supervision is a formal process where staff are held accountable 

for their safeguarding responsibilities, offered professional support and provided with appropriate learning opportunities to develop and improve their practice with regard to safeguarding.

     1.3 All staff that work directly with children have a responsibility to ensure that all children 

      are safe from harm and fulfil their potential, and this is underpinned by Working 

      Together 2023. As defined in the safeguarding policy, pages 22-44
3. Why is safeguarding supervision important?

3.1 Safeguarding children and adults is a complex task, which can be emotionally demanding 

      and stressful. It is essential that all staff are provided with individual safeguarding 

      supervision on a regular basis by appropriately qualified and trained supervisors.

3.2 Supervision is also essential for staff to discuss any concerns that they have about the 

      culture of their organisation which may undermine effective safeguarding. This may 

      include bullying behaviour, the misuse of authority, and adult behaviour which is not 

      appropriated for the workplace

3.7 There are particular challenges when there are concerns about work colleagues or other 

       professionals. These concerns must always be raised within supervision and acted upon. 

       (All allegations of harm to children by staff should be brought to the attention of the 

       Local Authority Designated Officer [LADO]). 
7. Scope of the policy

7.1 This policy guidance applies to all staff in the Early Years and Childcare workforce who 

      are responsible for providing safeguarding advice or supervision. It is expected that all 

      staff responsible for proving safeguarding guidance and support will receive supervision.

8. Purpose of the policy

8.1 The purpose of supervision is to promote the best possible outcomes for children and 

      their families.

9. Definition

9.1 Supervision is a process by which one worker is given responsibility by the organisation to 

      work with another worker(s) in order to meet organisational, professional and personal 

      objectives. (Morrison 2005)

10. Functions of Supervision
10.1 There are four main functions of safeguarding supervision:

• Competent accountable performance (managerial function);

• Continuing professional development (developmental function);

• Personal support (supportive function);

• Engaging the individual with the organisation (mediation function/negotiation). (Morrison  

  2005)

10.2 These four functions are interdependent, that is one function cannot be effectively 

        performed without the others. An over-emphasis on, for example, management, could 

        leave the supervisee feeling that the only purpose of supervision is to “check up on 

        them”. An over-emphasis on support will result in important discussions about workload, 

        decision making, and accountability being neglected. Each function is described in detail 

        below.

10.3 Management Function: The main purpose this function is to ensure that safeguarding 

       practice is carried out to a satisfactory standard and that staff understand issues of 

       accountability.

10.4 Learning and Development Function: The aim of this function is to help staff to reflect 

       on their own performance in the area of safeguarding, identify their own learning and 

       development needs and develop plans or identify opportunities to address those needs (a 

       training needs framework)
10.5 Support Function: This main purpose of this function is to provide support to staff to   

       enable them to carry out their safeguarding role; this may be because of particular 

       situations, specific incidents or personal issues that may temporarily impact on their 

       work performance. By offering support within the supervision context supervisees 

       should be given the opportunity to reflect on the impact of the work upon them and 

       prevent issues adversely affecting them in the present and future. This function should 

       also focus on individuals’ feelings and concerns about the culture of the workplace and 

       whether this is likely to impact negatively on effective safeguarding.

10.6 Mediation Function- linking supervision to the wider organisation and teams. This 

       functions purpose is to ensure that the relationship between the supervisee, their team, 

       the organisation and other agencies with whom they work are effective. 

11. Supervision methods

11.1 One to one planned supervision. This policy is concerned primarily with one to one 

       supervision that takes place in private at a pre-arranged time with an agreed agenda and 

       preparation on behalf of both parties. All staff will have access to this method of 

       supervision.

11.2 Supervision is an on-going process that takes place in many different ways. This includes 

       informal supervision and supervision that takes place in day to day work. They both have  

       an important place within safeguarding practice but they cannot and should not replace 

       planned, formal, recorded, one to one sessions. There are two points to be borne in mind 

       when considering unplanned or ad-hoc supervision:

11.3 Informal supervision: The pace of work and change and the frequency of supervision 

       means that staff often have to “check something out” with a supervisor, obtain a 

       decision or gain permission to do something in between formal supervision sessions. In 

       addition, staff who work closely with their supervisor will be communicating daily about 

       work issues, problems arising, changes in policies or procedures.

11.4 Day to Day Supervision: In some settings the day to day supervisor for a particular 

       member of staff may change according to shift patterns and rotas. The one to one 

       sessions, however, should always be carried out by the same supervisor for a particular 

       member of staff. 

11.5 Group supervision: It is also possible to supplement and enhance one to one supervision 

       though the use of group supervision. As with other forms of supervision, group     

       supervision provides staff with opportunities for learning, but is not intended to replace 

       individual supervision.
11.6 Group supervision is defined as a “negotiated process where supervisees come together 

       in an agreed format to reflect on their work on safeguarding by pooling their skills, 

       experience and knowledge in order to improve and develop good practice (adapted from 

       Morrison 2001).

11.8 Peer Supervision. In Crawley Green & Wenlock Pre-School the Room Leader will be the 

       supervisor to the supervisor at Crawley Green & Wenlock Pre-School. 

12. Frequency of supervision

12.1 Individual one to one safeguarding supervision will take place on a 6 monthly basis for 

       trust to develop, which will enable the discussion of complex issues and the accurate 

       appraisal of staff capabilities.

12.2 As has already been acknowledged, some safeguarding concerns which happen in an 

        emergency situation will be dealt with immediately.

12.3 The regular safeguarding supervision sessions are an opportunity for staff to reflect on 

        these incidents, debrief, and learn from them. They are also an opportunity to discuss 

        less clear cut concerns and issues related to the culture of the workplace and its impact 

        on safeguarding practice. The formality of regular supervision also ensures that 

        safeguarding concerns are discussed in depth and workers are able to have their 

        performance appraised and learn reflectively. The supervision meetings will take place:-

• Formal safeguarding takes place 6 monthly;

• In the induction period this should be more regular if required;

  Daily as part of your normal day to day work in times of critical incident/s as and when 

  required

12.4 Crawley Green & Wenlock Pre-School will provide regular safeguarding supervision meetings and all staff, volunteers; students will receive a minimum of two individual supervision sessions in a one year period. This can be reviewed.
12.5 Staff who work part time have, under the relevant legislation, to access the same benefits 

   and support systems as full time staff. This means that managers need to put in place 

  appropriate mechanisms to ensure that part-timers, including those who work unsocial 

  hours, have access to supervision sessions that take place during their usual working hours 

  or, with the agreement of the supervisee at alternative times;

• Sessional staff should also have access to supervision at a frequency which takes account 

  of their working patterns.

12.6 If a supervisor is absent from work for a long period (over one month) the Room Leader 

       Supervisor must ensure that effective arrangements are in place for the supervision of 

       the staff in that section.

13. Which children will be discussed?

13.1 Safeguarding supervision is intended to address the safeguarding needs of all children 

       that staff have contact with, and therefore all children may be the subject of 

       supervision. However, it is essential that:

• children subject to a child protection plan will always be discussed;

• any child whose health, growth and development are impaired including nonorganic failure to 

  thrive;

• any child who discloses abuse or the disclosure is made by parent/carer;

• any child where there is evidence of likelihood of significant harm or evidence of harm 

  (which may include concerns about parental/carer behaviour, parental carer behaviour 

  towards the child, any evidence of lack of attachment or appropriate care);

• child living in a household or in some way linked with an adult who poses risks to children 

  (Risk/Potential Risk to Children Offender, vulnerable adult/carer);

• any child whose parents’ aggressive behaviour or hostility towards staff gives rise for 

  concern.

14. Roles and responsibilities

14.1 During their induction process all staff should be informed of the name of their 

       safeguarding supervisor.

14.2 The role of the Supervisor is to:

• ensure that supervision sessions are booked in advance and are not cancelled unnecessarily;

• provide a safe environment where the supervisee is able to reflect, and be challenged on 

  their professional safeguarding practice;

• review the supervisee’s professional practice;

• provide professional advice and expertise;

• help the supervisee to manage the emotional impact of safeguarding work and assist the 

  supervisee in dealing with any stress in order to maintain objectivity and deliver a high 

  quality service;

• identify learning and development needs;

• ensure that supervision is diarised within the required timescales and is recorded in line 

  with the requirements of this policy.

14.3 The responsibilities of the supervisee are:

• to prioritise attendance at supervision and work with the supervisor within the boundaries 

  of this policy 
• to take responsibility for improving their own practice in line with the requirements of 

  supervision;

• identify development and training needs in partnership with their supervisor;

• carry out all tasks agreed within supervision.
        to properly negotiate and establish the boundaries. The complete agreement, once 

        signed by both parties is to be safely stored in supervisees supervision file.

18. Recording

18.1 This guidance takes into account the principles of the General Data Protection Regulations 2018, and in particular that any personal information held on an individual is accurate, adequate, 

       relevant, not excessive, available to the subject, and kept no longer than is necessary.

18.2 The Supervisor is responsible for ensuring that a record is made of the content of each 

        supervision meeting using the Supervision Record form (See Appendix 6). Where this 

        record contains information about service users, initials only should be used.

18.3 All decisions made in supervision regarding a child must be recorded in the safeguarding 

       protocol folder. It is the responsibility of the supervisor to ensure that this happens.

18.4 The Supervision Record must be signed by both parties to indicate agreement that it is 

        a correct account of the meeting. Where there is disagreement, the supervisor and 

        supervisee may agree to amend the record. Where agreement cannot be reached, a note     

        should be made on the record of the different views and signed by both parties.

18.5 Supervisors will keep the Supervision Records in the supervisee’s personal file, which 

       they already hold, along with the supervision agreement, and personal development plan. 

       It is the supervisor’s responsibility to maintain this file and to ensure it is located in a 

       secure place.

18.6 The supervisee will have a copy of the supervision records for their own use, which they 

       will need to store responsibly. The supervisee is not required to keep their copies of 

       supervision records and they may destroy them when they no longer have a use for them.

18.7 Supervision records will be kept securely for 6 years and then destroyed in a 

       confidential manner.  It is usual practice that these records are kept securely for six 

       years. This is an important issue, particularly where there have been issues identified 

       which could require a more detailed examination of an employee’s work history at a later 

       date.

18.8 If the supervisee leaves the organisation or takes a new job in another service the 

       supervisor is responsible for ensuring that their Personal File, along with the other 

       documents, is archived for 6 years and then destroyed in a confidential manner.

18.9 If the supervisor changes or leaves, or if the supervisee moves within the organisation, 

       the Personal File containing the Supervision Records and other documents will become 

       the responsibility of the supervisee’s new Supervisor.

19. Confidentiality and Supervision

19.1 The supervisor has the responsibility to clarify the parameters of confidentiality, 

       particularly if personal issues are discussed. Supervision cannot always be wholly 

       confidential because the supervisor is acting on behalf of the organisation (Crawley 

       Green & Wenlock Pre-School) as well as the supervisee and in certain situations the 

       content may need to be shared with management Committee. Beyond casework 

       discussion, consideration needs to be given to what information is shared outside the 

       supervisory relationship e.g. personal information about each other, discussions about 

       colleagues and other team issues and how is it negotiated.

19.2 It is recognised that for a fruitful and open exchange to occur, there needs to be trust 

       on both sides. Trust is more likely to be achieved if both parties are clear when and how 

       information arising from supervision discussions may need to be shared with others.

19.3 There are exceptional circumstances when certain senior managers from outside 

       agencies may need to access supervision records on a ‘need to know’ basis. These 

       circumstances are where there are concerns relating to the public interest, the law, risk 

       to staff or children/pupils/users, professional conduct, or where the supervisee is in 

       agreement that someone outside the line management structures may be given access to 

       certain information arising from supervision.

19.4 Where formal performance monitoring processes have been initiated, and where a dispute has arisen, it may be necessary to refer to the 

       supervision records in order to demonstrate that certain matters were discussed in 

       supervision. In this case, either party may have access to the supervision records in 

       order to help clarify their position.

This document should be read with

• Whistle Blowing Policy

• Disciplinary & Grievance policy

• What to do if you are concerned a child is being abused

• Working together 2023
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Student Placement

We recognise that the quality and variety of work which goes on in our Pre-School makes it an ideal place for students on placements from Early Years Training and Qualifications as well as those on the Diploma in Pre-School Practice, EYE or Tutor Fieldworker courses.

In co-operation with educational providers, we welcome students into our Pre-School on the following provisos:

· The needs of the children are paramount. Students will not be admitted in numbers which hinder the essential work of our Pre-school.
· Students must be engaged in bona fide early years training which provides necessary background understanding of children’s development and activities.
· Students may have a ‘student appraisal’ interview at some stage during their placement.
· Students will be required to read essential policies such as safeguarding before their placement commences and will receive advise on ‘what to do if they are concerned’ about a child in the setting.
· Any information gained by the students about the children, families or other adults in our Pre-School must remain confidential.
· Students will not have unsupervised access to children at any time.
· Students are not permitted to lift or carry children within the setting.
· Students are responsible for reporting to staff any concerns they may have about a child within the setting. If a child makes a disclosure to the student, this must be followed up and reported immediately, support will be provided to help deal with the situation.
· Students undergoing training or courses, who are expected to remain with our Pre-School long term, will be required to complete DBS suitability checks. Regardless if these come back satisfactory or not, staff have the authority to decide whether or not a placement is still in place if - numbers exceed those required within the setting. Personality and ability becomes an issue, rules and boundaries are broken or any issues that concern the staff are raised.
· Students with a clear suitability check are not automatically guaranteed placement or employment. This is a decision management will make by considering the above factors.
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Social Networking Policy
(Face book, X, Instagram, snapchat, Youtube etc) 

The internet provides a number of benefits in which the setting may wish to participate, access online encyclopaedias such as Wikipedia, make equipment orders online or pay outstanding invoices.

However, when someone clearly identifies their association with Crawley Green & Wenlock Pre-School and/or discuss their work they are expected to behave appropriately when on the internet, and in ways that are consistent with the values, policies and procedures of Crawley Green & Wenlock Pre-School. The settings reputation is crucial and parents/carers and other outside professionals must be able to trust that the setting operates to a robust ethical standard.

All persons associated with Crawley Green & Wenlock Pre-School:

· Should not use the internet in any way to attack or abuse colleagues.

· Should not name Crawley Green & Wenlock Pre-School as their current place of work.
· Should not post derogatory or offensive comments on the internet relating to staff, children, parents/carers, volunteers, students and others.

· Should not post pictures taken at the setting with images of the children who attend.

· Should not discuss the settings daily operation in anyway as this is a breach of the settings confidentiality policy.
· Should not be friends, (online) of parents who have children that attend the preschool or clubs (unless pre-approved by management)
All networking sites allow photographs, videos and comments to be shared with thousands of others users.  Work related information should never be shared this way. Staff or others who are found to have breached this policy by posting offensive comments may be brought to the management/committee to face possible disciplinary procedures as these comments could be seen to amount to cyber-bullying.
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Guidelines – Internet Acceptable Use Policy for adults within                                            Crawley Green & Wenlock Pre-School

System integrity, security and passwords

· Users must not access or modify hardware and software setup without permission from the Pre-School Manager/Manager.
· Sign on passwords should be used appropriately and adults should ensure that confidential information is not accessed by other users or clients. They should not modify or distribute the sign-on password to ANY other user.

Appropriate language

· Users must not use rude, vulgar, abusive or racist language in any materials written on, published from, e-mailed from or post from a setting computer.
· Users must not publish post or e-mail the address (URL) of any website, which contains abusive, pornographic or racist materials.
· Users must not create, publish, post or e-mail any materials, which are for commercial, business (other than for their own setting) or political purposes.

Personal Safety

· Users must not publish post or e-mail personal details about themselves, their family or any other user.
· Users must inform he Setting Manager/Leader of any e-mail received, which asks for personal details, e.g. telephone number, home address etc of any user.
· Users must not engage in any on-line financial transactions.

Data and files and Copyright

· Users must not use or incorporate any material downloaded from the internet in their own work without identifying its source and author.
· Users must not use copyright materials without the permission of the copyright holder.
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Agreement and Acceptable Use Policy for Internet Use in Crawley Green & Wenlock Pre-School

Please complete and return this form to the Manager of Crawley Green & Wenlock Pre-School

Crawley Green & Wenlock Pre-School – Adult Workers

As a user of the internet, I have read and agree to comply with the Conditions of the Internet Acceptable Use Policy of Crawley Green & Wenlock Pre-School.

I will use the network in a responsible way and observe all of the conditions that apply.

Name of Employee:

Signature of Employee:

Date:

Confirmation of Agreement by Setting Manager
Name:

Signature:

Post:

Date:

Fundamental British Values

The DfE have recently reinforced the need “to create and enforce a clear and rigorous expectation on all pre-schools to promote the fundamental British values of democracy, the rule of law, individual liberty and mutual respect and tolerance of those with different faiths and beliefs.” The government set out its definition of British values in the 2011 'Prevent Strategy', and these values have been reiterated by the Prime Minister in 2014 and added to Ofsted inspection guidance in July 2014. 

Promoting British Values at Crawley Green & Wenlock Pre-school

We are an inclusive setting and our ethos and curriculum enables children to be independent learners, to make choices and to build strong relationships with their peers and all adults. Our setting believes that children flourish best when their personal, social and emotional needs are met and where there are clear and developmentally appropriate expectations for their behaviour. We would challenge pupils, staff or parents who expressed opinions contrary to fundamental British values. 

Democracy 

We respect, listen to and act on children's and parent's voice. Children are involved in choosing activities and making rules and they are expected to contribute and cooperate with them, taking into account the views of others. 

The Rule of Law 

We consistently reinforce our high expectations of children. Children are taught the value and reasons behind our expectations (rules),that they are there to protect us, that everyone has a responsibility and that there are consequences when rules are broken. Our 'Behaviour Management Policy' aims to teach children to behave in socially acceptable ways and to understand the rights and needs of others. We use positive strategies to handle any conflict and praise and acknowledge desirable behaviours.

 Individual Liberty 

At Crawley Green & Wenlock Pre-School children are actively encouraged to make choices, knowing that they are in a safe and supportive environment. As a preschool we educate and provide boundaries for young children to make choices and manage risks through our provision of a safe environment and empowering teaching. Children are encouraged to know, understand and exercise their rights and personal freedoms, and are given opportunities to resolve conflicts effectively. 

Mutual Respect 

At Crawley Green & Wenlock Pre-school we value all of our children and families. We celebrate our rich cultural and religious diversity and promote mutual respect. Children are modelled respect through caring, sharing and listening to others. Adults help children to understand how actions and words affect others. All children, including those with special educational needs and disabilities are valued for their individuality and supported to achieve their best. At Crawley Green & Wenlock we celebrate St Georges, day, St Andrews day, St Patricks day, remembrance day and other cultural festivals. 

Tolerance of those of Different Faiths and Beliefs 

We aim to enhance children’s understanding of different faiths and beliefs by participating in a range of celebrations throughout the year. Children have the opportunity to dress-up in clothes and try different foods from other cultures and we encourage parents/carers to participate and support our multi-cultural events. We ensure that posters, displays, messages of welcome reflect the wide range of languages and cultures that we are fortunate to have in our setting. We monitor all forms of bullying and harassment and actively promote courtesy and good manners towards all. At Crawley Green & Wenlock Pre-school, embedded in everything we do, is our determination to develop skills of empathy and tolerance to make everyone in our setting feel valued and respected. 
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Lockdown/Emergency Procedures in event of Severe Weather/Loss of Power/Intruders/Bomb Threat

The lock down instruction will be initiated by the sound of a horn.
Lock Down 

Procedures will be implemented in the event of an unauthorised person/persons entering the setting.

· Staff will be alerted by the sound of a horn
· Children will be taken from outside into the setting as quickly as possible
· All external doors and windows will be locked as necessary
· Crawley Green Infants (724267) and Wenlock Academy (730624) will be notified. 
· Parents/Carers will be notified as soon as possible via WhatsApp or Email if possible.
Pre-School staff will implement lockdown as follows:-

1. Ensure children are asked to sit down in the area between the stable door and the window by the toilet. 
2. Lock doors, close windows and blinds

3. Keep children away from windows and doors

4. Do not allow anyone to leave the safe area during lockdown

5. Keep children calm and engaged in quiet activities

6. Keep in contact with the adjoining schools.

7. Await clearance from relevant authority.

In the event of an evacuation, we will follow the evacuation procedure on page 58-62
In the rare event of a firearms or weapons attack, staff are trained on the RUN-HIDE-TELL guidance https://www.gov.uk/governemt/publications/stay-sfae-film 

Stay say - steps to take to keep safe in the rare event of a firearms or weapons attack:

Run, Hide and Tell
Run

· If there is a safe route, run, if not hide. 

· Insist others go with you. 

· Don’t let them slow you down. 

· Leave your belongings behind.

Hide

· If you can’t run, hide. 

· Find cover from gunfire. 

· Be aware of your exits. 

· Try not to get trapped. 

· Lock yourself in a room if you can. 

· Move away from the door. 

· Be very quiet, turn off your phone. 

· Barricade yourself in.

Tell

Call 999, what do the police need to know?

· Dial 999 when you are safe. 

· Give your location. 

· Give the direction the attacker is moving in. 

· Describe the attacker, especially things that cannot be changed such as tattoos, facial hair, ethnicity etc. 

· Give any further information. 

· Can you safely stop others from entering the area? 
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CCTV Policy

INTRODUCTION

Closed Circuit Television Systems (CCTVS) are installed in Crawley Green & Wenlock Pre-School
New CCTV systems will be introduced in consultation with staff and committee. Where systems are already in operation, their operation will be reviewed regularly in consultation with staff, and committee. 

1. PURPOSE OF POLICY
 “The purpose of this policy is to regulate the use of Closed Circuit Television and its associated technology in the monitoring of both the internal and external environs of the premises under the remit of Crawley Green & Wenlock Pre-School     
CCTV systems are installed (both internally and externally) in premises for the purpose of enhancing security of the building and its associated equipment as well as creating a mindfulness among the occupants, at any one time, that a surveillance security system is in operation within and/or in the external environs of the premises during both the daylight and night hours each day. CCTV surveillance at Crawley Green & Wenlock Pre-School is intended for the purposes of:  
· protecting the Pre-school buildings and school assets, both during and after school hours;

· promoting the health and safety of staff, pupils and visitors; 

· reducing the incidence of crime and anti-social behaviour (including theft and vandalism);

· supporting the police in a bid to deter and detect crime;

· assisting in identifying, apprehending and prosecuting offenders; and .  

2. GENERAL PRINCIPLES

Crawley Green & Wenlock Pre-School as the corporate body has a statutory responsibility for the protection of its property, equipment and other plant as well providing a sense of security to its employees, students and invitees to its premises.  Crawley Green & Wenlock Pre-School owes a duty of care under the provisions of Safety, Health and Welfare at Work Act 2005 and associated legislation and utilises CCTV systems and their associated monitoring and recording equipment as an added mode of security and surveillance for the purpose of enhancing the quality of life of the school community by integrating the best practices governing the public and private surveillance of its premises. 
The use of the CCTV system will be conducted in a professional, ethical and legal manner and any diversion of the use of CCTV security technologies for other purposes is prohibited by this policy e.g. CCTV will not be used for monitoring employee performance.  

Information obtained through the CCTV system may only be released when authorised by the Manager following consultation with the Chairperson of the committee and will only be done so for criminal proceedings.
3. LOCATION OF CAMERAS

The location of cameras is a key consideration.  Use of CCTV to monitor areas where individuals would have a reasonable expectation of privacy would be difficult to justify. Crawley Green & Wenlock Pre-School has endeavoured to select locations for the installation of CCTCV cameras which are least intrusive to protect the privacy of individuals.  Cameras placed so as to record external areas are positioned in such a way as to prevent or minimise recording of passers-by or of another person's private property.

 CCTV Video Monitoring and Recording of Public Areas in Crawley Green & Wenlock Pre-School may include the following: 

· Criminal Investigations (carried out by the police): Robbery, burglary and theft surveillance 

4. NOTIFICATION – SIGNAGE 

Adequate signage will be placed at each location in which a CCTV camera(s) is sited to indicate that CCTV is in operation. 
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WARNING

CCTV cameras in operation

Appropriate locations for signage will include:

· at entrances to premises i.e. external doors, school gates 

5. STORAGE & RETENTION

The general data protection regulation 2018 states that data may be stored for a reasonable amount of time.  A data controller needs to be able to justify this retention period.  For a normal CCTV security system, it would be difficult to justify retention beyond a month (31 days), except where the images identify an issue – such as a break-in or theft and those particular images/recordings are retained specifically in the context of an investigation/prosecution of that issue. 

Accordingly, the images captured by the CCTV system will be retained for a maximum of 28 days, except where the image identifies an issue and is retained specifically in the context of an investigation/prosecution of that issue.

The images/recordings will be stored in a secure environment with a log of access kept. Access will be restricted to authorised personnel. Supervising the access and maintenance of the CCTV System is the responsibility of the Manager – Kirstie Cain and Room Leader/Deputy Manager – Vernessa Bayne-Birkett. They may delegate the administration of the CCTV System to another staff member. When CCTV recordings are being viewed, access will be limited to authorised individuals on a need-to-know basis.  

6. ACCESS

The Manager and Room Leader/Deputy Manager have the password kept securely and can only access the system with its use.
Access to the CCTV system and stored images will be restricted to authorised personnel only i.e. The Pre-school Manager.
In relevant circumstances, CCTV footage may be accessed:

· By the police where Crawley Green & Wenlock Pre-School are required by law to make a report regarding the commission of a suspected crime; or

· Following a request by An Garda Síochána when a crime or suspected crime has taken place and/or when it is suspected that illegal/anti-social behaviour is taking place on Crawley Green & Wenlock Pre-School, or

· To the HSE and/or any other statutory body charged with child safeguarding; or 

· To Crawley Green & Wenlock Pre-Schools insurance company where the insurance company requires same in order to pursue a claim for damage done to the insured property.  

7. RESPONSIBILITIES 
The Manager will:

· Ensure that the use of CCTV systems is implemented in accordance with the policy set down by Crawley Green & Wenlock Pre-School 

· Oversee and co-ordinate the use of CCTV monitoring for safety and security purposes within Crawley Green & Wenlock Pre-School 

· Ensure that all existing CCTV monitoring systems will be evaluated for compliance with this policy 

· Ensure that the CCTV monitoring at Crawley Green & Wenlock Pre-School is consistent with the highest standards and protections 

· Review camera locations and be responsible for the release of any information or recorded CCTV materials stored in compliance with this policy 

· Ensure that the perimeter of view from fixed location cameras conforms to this policy both internally and externally  

· Ensure that all areas being monitored are not in breach of an enhanced expectation of the privacy of individuals within the school and be mindful that no such infringement is likely to take place 

· Ensure that camera control is solely to monitor suspicious behaviour, criminal damage etc. and not to monitor individual characteristics 

· Ensure that camera control is not infringing an individual’s reasonable expectation of privacy in public areas 
This Policy was adopted at a meeting of Crawley Green & Wenlock Pre-School held on:

18/10/2025
Signed on behalf of the Pre-School by: ………………………………...............................

Position within the setting: Pre-School Manager
Date to be reviewed: October 2026
Children Act 1989

What is the Children Act?

The Children Act 1989 came into force on 14th October 1991. It is the most important reform of the law concerning children during the last century. It makes the law simpler and easier to use, bringing together the legislation concerning the care and upbringing of children in both private law which applies to children who are affected by a private dispute, such as divorce, and public law, which covers children who are in need of help from a local authority.

Above all, the Act is about how we, as a society, believe children should be cared for. It creates a code of law about the upbringings of children to ensure that we achieve the very best for this and future generations. It aims to help children in need get the best deal possible, by providing services to their families.

The Main Principles of The Children Act 1989
1. The welfare of the child is paramount.

2. Wherever possible, children should be brought up and cared for within their own families.

3. Children should be safe and protected by effective intervention if they are in danger.

4. When dealing with children, courts should ensure that delay is avoided and may only make an order if to do so is better than making no order at all.

5. Children should be kept informed about what happens to them, and should participate when decisions are made about their future.

6. Parents continue to have parental responsibilities for their children even when their children are no longer living with them. They should be kept informed about their children and participate when decisions are made about their children’s future.

7. Parents with children in need should be helped to bring up their children themselves.

8. This help should be provided as a service to the child and family and should:

· Be provided in partnership with the parents.

· Meet each child’s identified needs.

· Be appropriate to the child’s race, culture, religion and language.

· Be open to effective independent representations and complaints procedure.

· Draw upon partnerships between the local authority and other agencies, including voluntary agencies.
Reference - Department of Health 1996
Job Description for the      PRE-SCHOOL MANAGER

Job Title:               
     Pre-School Manager/Early Years Teacher

Name:    

            Kirstie Cain. 

Responsible to:    
     Pre-School Committee Chairperson

Responsible for:              Room Leader/Deputy Manager, Pre-School Assistants and           
                                Students.

Purpose of Job:            To provide a safe, high quality education and care for 

                              Pre-School children, to fulfill legal and statutory

                              Requirements and implement Pre-School Policies. To maintain 





  Standards and upkeep of preschool. 
Main Duties:

· Be fully aware of safeguarding child protection legislation, local safeguarding children's board and local statutory children's service agency requirements also ensuring local authority compliance expectations are met.  Supervise staff within the setting around safeguarding child protection to ensure policies and procedures are fully implemented and followed, taking accountability for the day to day monitoring and compliance around safeguarding child protection.  Undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.
· Be alert to the issues of safeguarding child protection, ensuring that the welfare and safety of children attending the setting is promoted and safeguarded.  Responsible to ensure that all staff are fully advised on policy, procedure and changes to safeguarding practices and/or concerns.  Take the designated lead responsibility for safeguarding within the setting liaising with local statutory children' service agencies as appropriate.  
· To monitor the effectiveness of the Pre-School planning framework.

· To greet parents and children.

· To oversee the Room Leader/Deputy Manager for providing a high quality of teaching, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children.

· To oversee the Room Leader/Deputy Manager draw up and supervise the daily programme of Pre-School activities and events.

· To be responsible for implementing systems of observation and record keeping so that children’s attainment and progress is effectively and regularly assessed; to monitor the effectiveness of assessment procedures.

· To organise the key person system and to oversee the room leader/deputy manager supervise staff on a daily basis, to be responsible for monitoring the quality of teaching; to appraise the Pre-School Assistants and Deputy at-least once a year and to identify in-house training needs. Carry out regular supervision with Room Leader/Deputy and Assistants.

· To ensure records are properly maintained eg, daily attendance register, accident book and fire drill log. Issue contracts of employment (to be approved by committee)

· To liaise closely with parents/carers, informing them about the Pre-School and its planning framework, exchanging information about children’s progress and encouraging parental involvement.

· To ensure that the Pre-School is a safe environment for children, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times and fire drills are carried out at least once each half term.

· To administrate the waiting list, termly headcount etc.

· To liaise with the management committee and outside agencies as necessary to ensure that all legal and statutory requirements are implemented; to provide reports as required.

· To contribute to, write or amend and to implement all Pre-School Policies and Procedures, especially those of Equal Opportunities.

· To be the settings nominated person and main contact for Ofsted/Early Years Alliance.

· To check insurance is renewed.

· To administrate nursery milk returns.

· To order resources.

· To complete and submit payroll and to pay wages and bills.

· To handle cash payments/petty cash and staff expenses. 

· To attend committee meetings.

· To attend training and meetings as required.

· To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

· To take part in special events, outings and visits as required.

Job Description for the Preschool Room Leader
Job Title:                        Room Leader/Deputy Manager
Name:                             Vernessa Bayne-Birkett
Responsible To:                  Pre-School Manager

Purpose of Job:            To assist in providing safe, high quality care and 

                              education for Pre-School children, to fulfill legal 

                               and statutory requirements; to contribute and 

                               implement Pre-School Policies.   

Main Duties:

· To Deputise in the absence of the Manager.

· Be fully aware of safeguarding child protection legislation, local safeguarding children's board and local statutory children's service agency requirements also ensuring local authority compliance expectations are met. Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.
· To supervise staff and delegate as appropriate on a daily basis.
· To check and monitor accidents/incidents termly, report and record recommendations.
· To maintain fire safety and health and safety records for the setting as the Health & Safety Manager.
· To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

· To greet children and their parents.

· To advise the Pre-School Manager over any concerns eg, over children, parents, or the safety of the equipment, preserving confidentiality as necessary.

· To teach children, offering an appropriate level of support and stimulation. To assist in activities of the children’s choosing.

· To prepare breakfast and wash up breakfast equipment and to prepare snacks and clean away afterwards.

· To carry out general cleaning duties.

· To escort children to and from their perspective schools.

· To attend staff meetings.

· To draw up long term, medium term and short term plans. Which ensure that each child is working towards the early learning goals.
· To plan special events such as Christmas Productions/Parties/Sports Day.
· To assist in providing a high quality of teaching, ensuring that staff are properly deployed and offer appropriate stimulation and support to the children. 

· To draw up and implement staff rota’s.

· To supervise staff on a daily basis; to be responsible for the monitoring of the quality of teaching and carry out peer observations which are used to reflect on practice.

· To ensure records are properly maintained eg, daily attendance register, accident book and the fire drill log.

· To administer breakfast & afterschool club waiting list, enrolment, late collections etc.

· To liaise closely with parents/carers, informing them about the Pre-School and its planning framework, exchanging information about children’s progress and encouraging parental involvement.

· To ensure that the Pre-School is a safe environment for children, that equipment is safe, standards of hygiene are high, safety procedures are implemented at all times and fire drills are carried out at least once each half term.

· To contribute to and to implement all Pre-School Policies and Procedures, especially those of Equal Opportunities.

· To attend training and meetings as required.

· To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

· Take part in special events, outings and visits as required.

Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                    Pre-School Assistant

Name:                        Maddison Black
Responsible To:             Pre-School Manager

Purpose of Job:             To work as part of the Pre-School team under the direction of 

                              the Pre-School Manager and Room Leader provide safe, quality  

                               education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To support and maintain fire safety and health and safety records for the setting inline with policies and procedures.

To act as the settings Behaviour Management officer. Suggesting strategies to support behaviour, keep policy updated and to offer support to other practitioners.

To assist with the planning framework

To act as the key person to a small group of children, liaising closely with parents/carer’s and ensuring that each child’s needs are recognised and met. To plan individual next steps for key children, record and monitor progress.

To carry out adult focus activities and to observe children, recording outcomes in their online journals.

To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advice the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach all children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

To assist with planning activities and weekly menu’s.

To offer an appropriate level of support and stimulation to children.

To carry out general cleaning duties.

Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                    Pre-School Assistant

Name:                        Jessica Snell

Responsible To:             Pre-School Manager

Purpose of Job:             To work as part of the Pre-School team under the direction of 

                              the Pre-School Manager and Room Leader provide safe, quality  

                               education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To support and maintain fire safety and health and safety records inline with the policies and procedures.

To assist with the planning framework

To act as the key person to a small group of children, liaising closely with parents/carers and ensuring that each child’s needs are recognised and met. To plan individual next steps for key children, record and monitor progress.

To carry out adult focus activities and to observe children, recording outcomes in their online journals.

To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advice the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach all children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

To assist with planning activities and weekly menu’s.

To offer an appropriate level of support and stimulation to children.
To safely walk children to and from their allocated schools, providing appropriate supervision at all times.
To carry out general cleaning duties
Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                    Pre-School Assistant

Name:                        Yasmine Blackman

Responsible To:             Pre-School Manager

Purpose of Job:             To work as part of the Pre-School team under the direction of 

                              the Pre-School Manager and Room Leader provide safe, quality  

                               education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To support and maintain fire safety and health and safety records for the setting as the Health & Safety Officer. Carry out regular checks.

To assist with the planning framework

To act as the key person to a small group of children, liaising closely with parents/carers and ensuring that each child’s needs are recognised and met. To plan individual next steps for key children, record and monitor progress.

To carry out adult focus activities and to observe children, recording outcomes in their online journals.

To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advice the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach all children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

To assist with planning activities and weekly menu’s.

To offer an appropriate level of support and stimulation to children.

To carry out general cleaning duties.
To safely walk children to and from their allocated schools, providing appropriate supervision at all times.
Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                       Qualified Pre-School/B&A Assistant/Lunch Supervisor

Name:                            Tracy Cain

Responsible To:                 Pre-School Manager

Purpose of Job:                To work as part of the Pre-School team under the direction 

                                  of the Pre-School Manager and Room Leader provide safe,  

                                  quality education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advice the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

To assist with planning activities and weekly menu’s.

To offer an appropriate level of support and stimulation to all children.

To prepare breakfast and wash up breakfast equipment and to prepare snacks and clean away afterwards.

To carry out general cleaning duties.
To escort children to and from their perspective schools.

To prepare and send invoices to all paying customers/reconcile payments in QuickBooks/reconcile invoices to QuickBooks/prepare accounts for the accountant/write letters or emails when appropriate and contact persons directly when necessary.

Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                       Unqualified Pre-School/Lunch Time Assistant
Name:                          

Responsible To:                 Pre-School Manager

Purpose of Job:             To work as part of the Pre-School team under the direction of             

                               the Pre-School Manager and Room Leader provide safe, quality 

                               education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To support and maintain fire safety and health and safety records for the setting inline with policies and procedures. 

To assist with the planning framework

To collate children’s belongings and get them ready for home time.

To help set up the playroom for the daily programme and to help tidy away again.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advise the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach all children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To offer an appropriate level of support and stimulation to children.

To carry out adult focus activities and to observe children, recording outcomes in their online journals.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

Job Description for the PRE-SCHOOL ASSISTANTS

Job Title:                        EYE level 2 Preschool Assistant
Name:                            Holly Clark

Responsible To:                  Pre-School Manager

Purpose of Job:                To work as part of the Pre-School team under the direction 

                                  of the Pre-School Manager and Room Leader provide safe, 

                                  quality education and care for Pre-School children.

Main Duties:

Follow and implement the setting child protection [safeguarding] policies and procedures, contributing to concern identification, recording and working in partnership with all staff including the designated person to keep children safe, undertake/be trained to the minimum LSCB safeguarding expectations as defined within the settings training programme.

To assist with the planning framework

To help set up the playroom for the daily programme and to help tidy away again at the end of each session.

To carry out adult focus activities and to observe children, recording outcomes in their online journals.

To set up and assist during the lunch time period offering support as necessary. To carry out general cleaning duties, eg: washing up, sweeping playroom floor after lunch.

To advise the Pre-School Manager and Room Leader of any concerns, over children, parents, or the safety of equipment, preserving confidentiality as necessary.

To teach children, offering an appropriate level of support and stimulation.

To attend staff meetings.

To attend training courses and meetings as required.

To keep confidential any information regarding the children, their families or other staff which is learned as part of the job. (both past and present)

Take part in special events, outings and visits as required.

To ensure records are properly maintained eg, daily attendance register, accident book or fire drill log.

To assist with planning activities and weekly menu’s.

To offer an appropriate level of support and stimulation to children.

To carry out general cleaning duties.

.

Roles of the Chairperson

· Convene meetings.

· Organise agenda with Secretary.

· Chair meetings, keeping to time, following the agenda.

· Sign minutes of previous meetings, keep order, keep the meeting running smoothly and to the agenda.

· Ensure all members are allowed to voice their opinions.

· Ensure the constitution is adhered to.

· Ensure that information required is available at meetings so the committee can make informed decisions.

· Remain impartial.

· If decisions are to be made, get a ‘proposer’ and ‘secondary’ , and vote on each proposal.

· Have a casting vote in the event of a tie.

· Ensure that any action to be taken that has been agreed at a meeting is carried out.

· Co-ordinate.

· Delegate.

· Look after guest speakers, welcome them and introduce them. Make yourself available and known to parents.

· Signatory for grant applications and submitting grants. Lead in fundraising events.

· Be a mediator.

· Contact name for OFSTED, Early Years Alliance and other organisations.(Delegate to Manager)

· Support committee members including the Secretary and Treasurer.

· Sign cheques.

· Give thanks, encouragement and be enthusiastic whenever possible.

· Be a member of the interview panel for new staff and issue contracts of employment. (Delegate to Manager/other committee members if appropriate)

· Be a member of a panel for staff appraisals. (Delegate to Manager if appropriate)

· Deal with legal matters. (Delegate to Manager if appropriate)

· Receive duplicate bank statements/check the bank statements tally with the accounts. (Delegate to Manager if appropriate)

· Agree and sign policies.

Skills Required:

· Interpersonal skill.

· Enthusiasm.

· Encouragement.

· Ability to diffuse difficult situations.

· Impartiality.

· Command respect.

· Ability to respect confidentiality.

· Approachable.

· Ability to delegate.

· Be willing to learn knowledge.

· Constitution.

· Policies.

· Relevant business practice.

· Good childcare practice.

· Employment legislation.

· Other relevant legislation.

Roles of the Treasurer

· Organise bank accounts. (Delegate to Manager if appropriate)

· Bank or organise banking cash and cheques regularly. Collect petty cash from bank. (Delegate to Manager if appropriate)

· Pay staff, bills, expenses - postage, phones etc. (Delegate to Manager if appropriate)

· Make sure insurance is renewed. (Delegate to Manager if appropriate)

· Be a signatory for cheques.

· Check bank statements.

· Keep a record of income and expenditure for 7 years. (Delegate to Manager if appropriate)

· Keep a record of insurance for 40 years. (Delegate to Manager if appropriate)

· Attend, take part and vote in committee meetings.

· Be aware of the financial state of the setting.

· Provide an updated treasurer report at every committee meeting. (Delegate to Manager if appropriate)

· Calculate income and expenditure budgets, and monitor actual figures against budget. (Delegate to Manager if appropriate)

· Organise annual accounts to be audited. (Delegate to Manager if appropriate)

· Send a copy of annual accounts to be audited. (Delegate to Manager if appropriate)

· Provide ‘cash floats’ for fund raising events.

· Calculate fees due (delegate if appropriate).

Skills Required:

· Honesty

· Ability to add up accurately or use a computer/calculator.

· Ability to say “NO” to signing blank cheques.

·  Ability to insist on receipts given for money spent.

· Understanding that you are responsible for how the money is spent.

Roles of the Secretary
· Take minutes at committee meetings

· Type up minutes to be distributed to parents/carers

· Attend, take part and vote in committee meetings

· Send letters to companies for fundraising purposes.

· Prepare posters etc to advertise meetings, fundraising events etc. Inform parents of upcoming meetings and events via email or notices.

· Write policies and procedures according to legislation (Delegate to Manager if appropriate)
Appendices
Appendix 1 - Definitions and indicators of abuse  

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

· provide adequate food, clothing and shelter (including exclusion from home or abandonment) 

· protect a child from physical and emotional harm or danger

· ensure adequate supervision (including the use of inadequate care-givers) 

· ensure access to appropriate medical care or treatment.

It may also include neglect of, or unresponsiveness to, a child's basic emotional needs.

The following may be indicators of neglect (this is not designed to be used as a checklist):

· constant hunger

· stealing, scavenging and/or hoarding food

· frequent tiredness or listlessness

· frequently dirty or unkempt

· often poorly or inappropriately clad for the weather

· poor school attendance or often late for school

· poor concentration

· affection or attention seeking behaviour

· illnesses or injuries that are left untreated

· failure to achieve developmental milestones, for example growth, weight

· failure to develop intellectually or socially

· responsibility for activity that is not age appropriate such as cooking, ironing, caring for siblings

· the child is regularly not collected or received from school

· the child is left at home alone or with inappropriate carers

Physical abuse

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

The following may be indicators of physical abuse (this is not designed to be used as a checklist):

· multiple bruises in clusters, or of uniform shape

· bruises that carry an imprint, such as a hand or a belt

· bite marks

· round burn marks

· multiple burn marks and burns on unusual areas of the body such as the back, shoulders or buttocks

· an injury that is not consistent with the account given

· changing or different accounts of how an injury occurred

· bald patches

· symptoms of drug or alcohol intoxication or poisoning

· unaccountable covering of limbs, even in hot weather

· fear of going home or parents being contacted

· fear of medical help

· fear of changing for PE

· inexplicable fear of adults or over-compliance

· violence or aggression towards others including bullying; or

· isolation from peers
Sexual Abuse
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether or not the child is aware of what is happening.  The activities may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing.  They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet).  Sexual abuse is not solely perpetrated by adult males.  Women can also commit act of sexual abuse, as can other children.
The following may be indicators of sexual abuse (this is not designed to be used as a checklist):

· sexually explicit play or behaviour or age-inappropriate knowledge

· anal or vaginal discharge, soreness or scratching

· reluctance to go home

· inability to concentrate, tiredness

· refusal to communicate

· thrush, persistent complaints of stomach disorders or pains

· eating disorders, for example anorexia nervosa and bulimia

· attention seeking behaviour, self-mutilation, substance abuse

· aggressive behaviour including sexual harassment or molestation

· unusual compliance

· regressive behaviour, enuresis, soiling

· frequent or open masturbation, touching others inappropriately

· depression, withdrawal, isolation from peer group

· reluctance to undress for PE or swimming; or

· bruises or scratches in the genital area

Sexual exploitation

Child sexual exploitation occurs when a child or young person, or another person, receives “something” (for example food, accommodation, drugs, alcohol, cigarettes, affection, gifts, money) as a result of the child/young person performing sexual activities, or another person performing sexual activities on the child/young person.  
The presence of any significant indicator for sexual exploitation should trigger a referral to children’s social care.  The significant indicators are: 

· having a relationship of concern with a controlling adult or young person (this may involve physical and/or emotional abuse and/or gang activity)

· entering and/or leaving vehicles driven by unknown adult

· possessing unexplained amounts of money, expensive clothes or other items

· frequenting areas known for risky activities

· being groomed or abused via the Internet and mobile technology; and

· having unexplained contact with hotels, taxi companies or fast food outlets

The intelligence reporting form on the LSCB website will be used to share information with Police and children’s social care that raises a concern around CSE
Emotional abuse

Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects on the child's emotional development.  It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person.  It may include not giving the child opportunities to express their views, deliberately silencing them or 'making fun' of what they say or how they communicate.  It may feature age or developmentally inappropriate expectations being imposed on children.  These may include interactions that are beyond the child's developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction.  It may also involve seeing or hearing the ill-treatment of another person.  It may involve serious bullying (including cyber bullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of children.  Some level of emotional abuse is involved in all types of maltreatment 

The following may be indicators of emotional abuse (this is not designed to be used as a checklist):

· the child consistently describes him/herself in very negative ways – as stupid, naughty, hopeless, ugly

· over-reaction to mistakes

· delayed physical, mental or emotional development

· sudden speech or sensory disorders

· inappropriate emotional responses, fantasies

· behaviours such as rocking, banging head, regression, tics and twitches

· self harming, drug or solvent abuse

· fear of parents being contacted
· running away

· compulsive stealing

· appetite disorders - anorexia nervosa, bulimia; or

· soiling, smearing faeces, enuresis

N.B.: Some situations where children stop communication suddenly (known as “traumatic mutism”) can indicate maltreatment.
Responses from parents

Research and experience indicates that the following responses from parents may suggest a cause for concern across all four categories:

· delay in seeking treatment that is obviously needed

· unawareness or denial of any injury, pain or loss of function (for example, a fractured limb)

· incompatible explanations offered, several different explanations or the child is said to have acted in a way that is inappropriate to her/his age and development

· reluctance to give information or failure to mention other known relevant injuries

· frequent presentation of minor injuries

· a persistently negative attitude towards the child

· unrealistic expectations or constant complaints about the child

· alcohol misuse or other drug/substance misuse

· parents request removal of the child from home; or

· violence between adults in the household
 Disabled children

When working with children with disabilities, practitioners need to be aware those additional vulnerabilities to abuse and neglect such as:

assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration

children with SEN and disabilities can be disproportionately impacted by things like bullying without outwardly showing any signs

communication barriers and difficulties in overcoming these barriers

 Possible indicators of abuse and/or neglect may also include:

· a bruise in a site that might not be of concern on an ambulant child such as the shin, might be of concern on a non-mobile child

· not getting enough help with feeding leading to malnourishment

· poor toileting

· lack of stimulation

· unjustified and/or excessive use of restraint

· rough handling, extreme behaviour modification such as deprivation of medication, food or clothing, disabling wheelchair batteries

· unwillingness to try to learn a child’s means of communication

· ill-fitting equipment. for example callipers, sleep boards, inappropriate splinting

· misappropriation of a child’s finances; or

· inappropriate invasive procedures
Appendix 2 - Dealing with a disclosure of abuse 

When a child tells me about abuse s/he has suffered, what must I remember?

· stay calm

· do not communicate shock, anger or embarrassment

· reassure the child

· tell her/him you are pleased that s/he is speaking to you

·  never enter into a pact of secrecy with the child  

· assure her/him that you will try to help but let the child know that you will have to tell other people in order to do this.  State who this will be and why

· tell her/him that you believe them  

· children very rarely lie about abuse; but s/he may have tried to tell others and not been heard or believed

· tell the child that it is not her/his fault

· encourage the child to talk but do not ask "leading questions" or press for information
· listen and remember

· check that you have understood correctly what the child is trying to tell you

· praise the child for telling you

· communicate that s/he has a right to be safe and protected

· do not tell the child that what s/he experienced is dirty, naughty or bad

· it is inappropriate to make any comments about the alleged offender

· be aware that the child may retract what s/he has told you.  It is essential to record all you have heard

· at the end of the conversation, tell the child again who you are going to tell and why that person or those people need to know

· as soon as you can afterwards, make a detailed record of the conversation using the child’s own language – include any questions you may have asked  

· Do not add any opinions or interpretations

NB It is not staff’s role to seek disclosures.  Their role is to observe that something may be wrong, ask about it, listen, be available and try to make time to talk.

Immediately afterwards
You must not deal with this yourself.  Clear indications or disclosure of abuse must be reported to children’s social care without delay, by the Manager  or the Designated Safeguarding Officer.

Children making a disclosure may do so with difficulty, having chosen carefully to whom they will speak.  Listening to and supporting a child/young person who has been abused can be traumatic for the adults involved.  Support for you will be available from your Designated Safeguarding Officer or Manager. 
Appendix 3 - Allegations about a member of staff, student or volunteer

Inappropriate behaviour by staff/volunteers could take the following forms:

Physical 

For example the intentional use of force as a punishment, slapping, use of objects to hit with, throwing objects or inappropriate physical handling.

Emotional 

For example intimidation, belittling, scapegoating, sarcasm, lack of respect for children’s rights, and attitudes that discriminate on the grounds of race, gender, disability or sexuality.  Excessive or aggressive shouting.

Sexual 

For example sexualised behaviour towards peers, sexual harassment, sexual communication including via social networking, email, text, grooming behavior, sexual assault and rape.

Neglect
For example failing to act to protect a child or children, failing to seek medical attention or failure to meet a child’s basic needs.
Behaviours that may take place outside of the workplace that present a transferable risk in their professional role with children.  For example, alleged perpetrator of domestic abuse, offences demonstrating a sexual interest in children, abuse or neglect of their own children or behaviours that are incompatible with a professional role working with children.

If a child makes an allegation or raises a concern about a member of staff, committee member, visitor or volunteer the Manager should be informed immediately.  If the allegation or concern falls within the following criteria the LADO will be contacted at the earliest possibly opportunity and within 1 working day.  

behaved in a way that has harmed a child or may have harmed a child

possibly committed a criminal offence against or related to a child

behaved in a way that indicates s/he may pose a risk of harm to children

The Manager will not carry out the investigation him/herself or interview children.
If a child makes an allegation of physical abuse against an adult that works with children and there are visible bruises, marks or injuries or if a child makes an allegation of sexual abuse against an adult that works with children, Child Protection procedures will be followed and a referral made to the Multi-Agency safeguarding Hub (MASH). The LADO will also be informed.

The Manager must exercise, and be accountable for, their professional judgement on the action to be taken, as follows – 

If the actions of the member of staff, are felt likely to fall within the scope of the interagency allegation management procedures the Manager/Pre -school Leader will notify the Local Authority Designated Officer (LADO) (Tel: 01582 548069).  The LADO will liaise with the Manager and advise about action to be taken which will be in accordance with the interagency procedures for managing allegations.  

If the Manager is uncertain whether the concern or allegation falls within the scope of the allegation management procedures a consultation with the LADO will take place and the advice provided will be acted upon.  This consultation and the advice offered will be recorded and held on file.
Where an allegation has been made against the Manager, then the Committee/owner takes on the role of liaising with the LADO team in determining the appropriate way forward.  For details of this specific procedure see the Section on Allegations against Staff and Volunteers in the procedures of the LSCB                                                                                                                                       
Appendix 4 - Indicators of vulnerability to radicalisation

Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism leading to terrorism.
Extremism is defined by the Government in the Prevent Strategy as:

· Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs.  We also include in our definition of extremism calls for the death of members of our armed forces, whether in this country or overseas

Extremism is defined by the Crown Prosecution Service as:

The demonstration of unacceptable behaviour by using any means or medium to express views which:

· encourage, justify or glorify terrorist violence in furtherance of particular beliefs

· seek to provoke others to terrorist acts

· encourage other serious criminal activity or seek to provoke others to serious criminal acts

· foster hatred which might lead to inter-community violence in the UK
There is no such thing as a “typical extremist”: those who become involved in extremist actions come from a range of backgrounds and experiences and most individuals, even those who hold radical views, do not become involved in violent extremist activity

Children may become susceptible to radicalisation through a range of social, personal and environmental factors - it is known that violent extremists exploit vulnerabilities in individuals to drive a wedge between them and their families and communities.  It is vital that school staff are able to recognise those vulnerabilities.

Indicators of vulnerability include:

· identity crisis – the child is distanced from their cultural / religious heritage and experiences discomfort about their place in society
· personal crisis – the child may be experiencing family tensions; a sense of isolation; and low self-esteem; they may have dissociated from their existing friendship group and become involved with a new and different group of friends; they may be searching for answers to questions about identity, faith and belonging
· personal circumstances – migration; local community tensions; and events affecting the child’s country or region of origin may contribute to a sense of grievance that is triggered by personal experience of racism or discrimination or aspects of Government policy;
· unmet aspirations – the child  may have perceptions of injustice; a feeling of failure; rejection of civic life
· experiences of criminality – which may include involvement with criminal groups, imprisonment, and poor resettlement / reintegration
· special educational need – children may experience difficulties with social interaction, empathy with others, understanding the consequences of their actions and awareness of the motivations of others

However, this list is not exhaustive, nor does it mean that all young people experiencing the above are at risk of radicalisation for the purposes of violent extremism More critical risk factors could include:
· being in contact with extremist recruiters
· accessing violent extremist websites, especially those with a social networking element
· possessing or accessing violent extremist literature
· using extremist narratives and a global ideology to explain personal disadvantage
· justifying the use of violence to solve societal issues
· joining or seeking to join extremist organisations; and
· significant changes to appearance and / or behaviour
· experiencing a high level of social isolation resulting in issues of identity crisis and / or personal crisis

Appendix 5 - Female Genital Mutilation

Female genital mutilation (FGM) is a procedure where the female genitals are deliberately cut, injured or changed, but where there is no medical reason for this to be done.

It's also known as "female circumcision" or "cutting", and by other terms such as sunna, gudniin, halalays, tahur, megrez and khitan, among others.

FGM is usually carried out on young girls between infancy and the age of 15, most commonly before puberty starts. It is illegal in the UK and is child abuse.

It's very painful and can seriously harm the health of women and girls. It can also cause long-term problems with sex, childbirth and mental health.

Effects of FGM

There are no health benefits to FGM and it can cause serious harm, including:

•
constant pain 

•
pain and/or difficulty having sex 

•
repeated infections, which can lead to infertility 

•
bleeding, cysts and abscesses 

•
problems passing urine or incontinence 

•
depression, flashbacks and self-harm  

•
problems during labour and childbirth, which can be life-threatening for mother and baby

Some girls die from blood loss or infection as a direct result of the procedure

Why FGM is carried out?

FGM is carried out for various cultural, religious and social reasons within families and communities in the mistaken belief that it will benefit the girl in some way (for example, as a preparation for marriage or to preserve her virginity). 

However, there are no acceptable reasons that justify FGM. It's a harmful practice that isn't required by any religion and there are no religious texts that say it should be done. There are no health benefits of FGM.

FGM usually happens to girls whose mothers, grandmothers or extended female family members have had FGM themselves or if their father comes from a community where it's carried out.

Where FGM is carried out?

Girls are sometimes taken abroad for FGM, but they may not be aware that this is the reason for their travel. Girls are more at risk of FGM being carried out during the summer holidays, as this allows more time for them to "heal" before they return to school

Communities that perform FGM are found in many parts of Africa, the Middle East and Asia. Girls who were born in the UK or are resident here but whose families originate from an FGM practising community are at greater risk of FGM happening to them.

Communities at particular risk of FGM in the UK originate from:

Egypt 



Yemen
Eritrea 

Sudan 

Ethiopia 


Somalia
Gambia 

Sierra Leone 

Guinea 


Nigeria 
Indonesia 

Mali

Ivory Coast 


Malaysia
Kenya 

Liberia

The law and FGM

FGM is illegal in the UK.

It is an offence to:

•
perform FGM (including taking a child abroad for FGM) 

•
help a girl perform FGM on herself in or outside the UK 

•
help anyone perform FGM in the UK 

•
help anyone perform FGM outside the UK on a UK national or resident 

•
fail to protect a girl for whom you are responsible from FGM

Anyone who performs FGM can face up to 14 years in prison. Anyone found guilty of failing to protect a girl from FGM can face up to seven years in prison.

Female Genital Mutilation Act 2003 (section 74 of the Serious Crime Act 2015) places a statutory duty upon teachers (along with social workers and healthcare professionals) to report to the police where they discover (either through disclosure by the victim or visual evidence) that FGM appears to have been carried out on a girl under 18.

Possible signs and indicators of FGM

A girl or woman who's had FGM may:

· have difficulty walking, sitting or standing

· spend longer than normal in the bathroom or toilet

· have unusual behaviour after an absence from school or college

· be particularly reluctant to undergo normal medical examinations

· ask for help, but may not be explicit about the problem due to embarrassment or fear.
Below are some warning signs that MAY indicate a girl is at risk of FGM:

· parents requesting additional periods of leave around school holiday times

· if the girl comes from a country with a high prevalence of FGM

· mother and siblings have undergone FGM

· child may indicate that they are going for a special event

Further FGM guidance information can be obtained from: 

Appendix 6 - Youth produced sexual imagery

Youth produced sexual imagery is the sending or posting sexually suggestive images, including nude or semi-nude photographs via mobile devices or the internet by under 18s.

It does include:
· person under 18 creating a sexual image of themselves and sharing it with another person under 18

· a person under 18 sharing an image of another under 18 with another person under 18 or an adult

· a person under 18 in possession of sexual imagery created by another person under 18.

It does not include:
· a person under 18 sharing adult pornography

· a person under 18 sharing sexual texts without sexual imagery

· adults sharing sexual imagery of under 18s. (This is child sexual abuse and must always be reported to police.)

The Law
Making, possessing, and distributing any imagery of someone under 18 which is indecent is illegal. This includes imagery of yourself if you’re under 18.
Indecent is not definitively defined in law, but images are likely to be considered indecent if they depict:

· a naked young person

· a topless girl

· an image which displays genitals, and

· sex acts including masturbation.

· indecent images may also include overtly sexual images of young people in their underwear

These laws were not created to criminalise young people but to protect them.  Although sharing sexual images of themselves is illegal and risky, it is often the result of curiosity and exploration. We believe young people need education, support, and safeguarding not criminalisation.

The National Police Chiefs Council has made clear that incidents of youth produced sexual imagery should be treated primarily as a safeguarding issue.  However, the Police may need to be involved in cases to ensure thorough investigation including collection of evidence.

If a young person has shared imagery consensually, such as when in a romantic relationship, or as a joke, and there is no intended malice, it is usually appropriate for the setting to manage the incident directly. In contrast any incidents with aggravating factors, for example, a young person sharing someone else’s imagery without consent and with malicious intent, should generally be referred to police and/or children’s social care. 

If you have any doubts about whether to involve other agencies, you should make a referral to the police
Assessing the risks 
The circumstances of incidents can vary widely. If at the initial review stage a decision has been made not to refer to police and/or children’s social care, the DSO Lead should conduct a further review (including an interview with the young people involved) to establish the facts and assess the risks.   

When assessing the risks the following should be considered: 

· why was the imagery shared? Was the young person coerced or put under pressure to produce the imagery? 

· who has shared the imagery? Where has the imagery been shared? Was it shared and received with the knowledge of the pupil in the imagery? 

· are there any adults involved in the sharing of the imagery? 

· what is the impact on the young people involved? 

· do the young people involved have additional vulnerabilities? 

· does the young person understand consent? 

· has the young person taken part in this kind of activity before?

Informing parents (or carers) 
Parents (or carers) should be informed and involved in the process at an early stage unless informing the parent will put the young person at risk of harm. Any decision not to inform the parents would generally be made in conjunction with other services such as children’s social care and/or the police, who would take the lead in deciding when the parents should be informed. 

The DSO may work with the young people involved to decide on the best approach for informing parents. In some cases DSO Lead may work to support the young people to inform their parents themselves.

Searching devices, viewing and deleting imagery 
Viewing the imagery 
Adults should not view youth produced sexual imagery unless there is good and clear reason to do so.  Wherever possible, responses to incidents should be based on what the DSO has been told about the content of the imagery.

If a decision is made to view imagery, the DSO would need to be satisfied that viewing:

· is the only way to make a decision about whether to involve other agencies (i.e. it is not possible to establish the facts from the young people involved) 

· is necessary to report the image to a website, app or suitable reporting agency to have it taken down, or to support the young person or parent in making a report 

· is unavoidable because a young person has presented an image directly to a staff member or the imagery has been found on an early years setting device or network 

If it is necessary to view the imagery then the DSO should:

· never copy, print or share the imagery; this is illegal 

· discuss the decision with the Nursery Manager/Pre School Leader 

· ensure viewing is undertaken by the DSO or another member of the safeguarding team with delegated authority from the Nursery Manager/Pre School Leader

· ensure viewing takes place with another member of staff present in the room, ideally Nursery Manager/Pre School Leader or a member of the senior leadership team. This staff member does not need to view the images 

· ensure wherever possible that images are viewed by a staff member of the same sex as the young person in the imagery 

· record the viewing of the imagery in the setting safeguarding records including who was present, why the image was viewed and any subsequent actions and ensure the safeguarding recording procedures for the setting are followed 

If during a search material that is concerning has been or could be used to cause harm or commit an offence, the material may be retained as evidence of a criminal offence or a breach of setting discipline and using professional judgement, the police may need to be involved.

 Appendix 7 - Safeguarding Children in Specific Circumstances

All staff should be aware that safeguarding incidents and/or behaviours can be associated with factors outside the early years setting and/or can occur between children outside of these environments. All staff, but especially the Designated Safeguarding Lead (and deputies) should consider whether children are at risk of exploitation or abuse outside of their families. Extra-familial harms take a variety of different forms and children can be vulnerable to multiple harms including (but not limited to) sexual exploitation, criminal exploitation and serious youth violence. Contextual safeguarding/extra familial risk as referenced.
We understand contextual safeguarding and will make a referral in the first instance if apparent.
Peer on Peer abuse

· The early years setting recognises that children can abuse other children and such behaviours are never viewed simply as ‘banter’ or as part of growing up.  We recognise that peer on peer abuse can take many different forms such as:

· cyber-bullying

· sending or posting sexually suggestive images including nude or semi-nude photographs via mobiles or over the internet by persons aged under 18 (referred to as youth Produced Sexual Imagery)

· sexual assault

· sexual violence or harassment

· up-skirting 

· sexually harmful or problematic behaviour

· gang initiation or hazing type violence
The early years setting will follow the local interagency procedures and the Harmful Sexual Behaviours strategy.  This includes responding to any reports in a child centred manner and undertaking an immediate risk and needs assessment in relation to the victim, the alleged perpetrator and other children.   

Up skirting is an illegal offence which typically involves taking a picture under a person’s clothing without them knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim humiliation, distress or alarm
The UK Council for Child Internet Safety (UKCCIS) Education Group has recently published sexting advice for schools and colleges
Owners/committee/managers/pre school leaders should ensure the child protection policy reflects the different gender issues that can be prevalent when dealing with peer on peer abuse. This could, for example, include girls being sexually touched/assaulted or boys being subject to initiation/hazing type violence.

Appendix 8 - Gang involvement

There are particular risk factors and triggers that young people experience in their lives that can lead to them becoming involved in gangs. Many of these risk factors are similar to involvement in other harmful activities such as youth offending or violent extremism.

Risk indicators may include:

· becoming withdrawn from family

· sudden loss of interest - decline in attendance or academic achievement

· starting to use new or unknown slang words

· holding unexplained money or possessions

· staying out unusually late without reason

· sudden change in appearance - dressing in a particular style or ‘uniform’

· dropping out of positive activities

· new nickname

· unexplained physical injuries

· graffiti style tags on possessions, school books, walls

· constantly talking about another young person who seems to have a lot of influence over them

· broken off with old friends and hanging around with a new group

· increased use of social networking sites

· starting to adopt codes of group behaviour e.g. ways of talking and hand signs

· expressing aggressive or intimidating views towards other groups of young people some of whom may have been friends in the past

· being scared when entering certain areas

· being concerns by the presence of unknown youths in their neighbourhood

This is not an exhaustive list and should be used as a guide, amended as appropriate in light of local knowledge of the risk factors in a particular area.            
Appendix 9 - Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE)
The key indicators of child sexual exploitation include:

Health

· physical symptoms (bruising suggestive of either physical or sexual assault)

· chronic fatigue

· recurring or multiple sexually transmitted infections

· pregnancy and/or seeking an abortion

· evidence of drug, alcohol or other substance misuse

· sexually risky behaviour

Education

· truancy/disengagement with education or considerable change in performance at school

Emotional and behavioural Issues

· volatile behaviour exhibiting extreme array of mood swings or use of abusive language

· involvement in petty crime such as shoplifting, stealing

· secretive behaviour

· entering or leaving vehicles driven by unknown adults

· reports of being seen in places known to be used for sexual exploitation, including public toilets known for cottaging or adult venues (pubs and clubs)

Identity

· low self-image, low self-esteem, self-harming behaviour, e.g. cutting, overdosing, eating disorder, promiscuity

Relationships

· hostility in relationships with staff, family members as appropriate and significant others

· physical aggression

· placement breakdown

· reports from reliable sources (e.g. family, friends or other professionals) suggesting the likelihood of involvement in sexual exploitation

· detachment from age-appropriate activities

· associating with other young people who are known to be sexually exploited

· known to be sexually active

· sexual relationship with a significantly older person, or younger person who is suspected of being abusive

· unexplained relationships with older adults

· possible inappropriate use of the Internet and forming relationships, particularly with adults, via the Internet

· phone calls, text messages or letters from unknown adults

· adults or older youths loitering outside the home

· persistently missing, staying out overnight or returning late with no plausible explanation

· returning after having been missing, looking well cared for in spite of having no known home base

· missing for long periods, with no known home base

· going missing and being found in areas where they have no known links

Please note: Whilst the focus is often on older men as perpetrators, younger men and women may also be involved and staff should be aware of this possibility.

Social presentation

· change in appearance

· going out dressed in clothing unusual for them (inappropriate for age, borrowing clothing from older young people)

Family and environmental factors

· history of physical, sexual, and/or emotional abuse; neglect; domestic violence; parental difficulties

Housing

· pattern of previous street homelessness

· having keys to premises other than those known about

Income

· possession of large amounts of money with no plausible explanation

· acquisition of expensive clothes, mobile phones or other possessions without plausible explanation

· accounts of social activities with no plausible explanation of the source of necessary funding

This list is not exhaustive.

Early years practitioners should be aware that many children and young people who are sexually exploited do not see themselves as victims.
Appendix 10 - Information Sharing advice for practitioners providing safeguarding services to children, young people, parents and carers (July 2018)

This HM Government advice is non-statutory, and has been produced to support practitioners in the decisions they take to share information, which reduces risk of harm to children and young people and promotes their well-being.

This guidance does not deal with arrangements for bulk or pre-agreed sharing of personal information between IT systems or organisations other than to explain their role in effective information governance.

This guidance has been updated to reflect the General Data Protection Regulation (GDPR) and Data Protection Act 2018, and it supersedes the HM Government Information sharing guidance for practitioners and managers published in March 2015.

Appendix11 - What to do if you are concerned about a child 


Appendix 12 - Prevent in practice risk assessment and action plan  

	
	YES
	NO
	Existing Controls
	Further Action
	Staff responsible 
	Due Date

	Does your Safeguarding policy make it explicit that the setting sees protection from radicalisation and extremist narratives as a safeguarding issue?
	
	
	
	
	
	

	Are the Lead Prevent responsibilities clearly identified in the policy?

Prevent Single Point of Contact (SPOC)/ Safeguarding Lead

Committee/Owner Safeguarding Lead
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Does the policy make it explicit how Prevent concerns should be reported within setting?
	
	
	
	
	
	

	Prevent and Fundamental British Values are considered in curriculum planning
	
	
	
	
	
	

	In the event of Convicted Terrorism Act (TACT) Offenders who may have direct or indirect links to the provision.  Has the provision considered specific areas of potential risk such as;

The processes in place to manage Subject Access Requests/Freedom of Information Requests should they be made?
	
	
	
	
	
	

	
	
	
	
	
	
	

	The process in place for the management of information should there be media interest or if information requested into the community?
	
	
	
	
	
	

	How will information be shared and with whom?
	
	
	
	
	
	

	Consideration of transferable risk (reflection on national and local learning)
	
	
	
	
	
	

	Any universal/focused curriculum input required?
	
	
	
	
	
	

	Does the setting have clear guidance for visiting speakers?

Checks for speakers/visitors to the setting?  (Has the identity of the speaker been confirmed and is their organisation reputable?  Might consider checks on the internet to confirm the status of speaker and/or the organisation to include website, YouTube or social media sites.)

Checks for premises use by externals?


	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Have ALL staff received appropriated training on Prevent? 

Does this include support staff?

Are there provisions for new staff induction?

Have owners/committee received a PREVENT briefing?

Do all staff know what to do if they have a PREVENT concern and to whom to report it?
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Does the E-Safety Policy refer to the requirements of the Prevent guidance?

Appropriate filtering is in place to ensure that staff and children are unable to access unauthorised or extremist websites online through school systems
	
	
	
	
	
	

	
	
	
	
	
	
	

	Protocols are in place to manage the layout, access and use of any space provided for the purposes of prayer, contemplation and faith facilities.
	
	
	
	
	
	

	Clear guidance on governing the display of materials internally at the setting
	
	
	
	
	
	


Retention Periods for Records
	Children’s Records
	Retention
	Status
	Authority

	Children’s records - including 

registers, medication record books and accident record books 

pertaining to the children
	A reasonable period of time after children have left the provision (e.g. until after the next Ofsted inspection)
	Requirement
	Statutory Framework for the Early Years Foundation Stage (given legal force by Childcare Act 2006)

	
	Until the child reaches the age of 21 - or until the child reaches the age of 24 for child protection records
	Recommendation
	Limitation Act 1980 Normal limitation rules (which mean that an individual can claim for negligently caused personal injury up to 3 years after, or deliberately caused personal injury up to 6 years after the event) are postponed until a child 

reaches 18 years of age

	Records of any reportable death, 

injury, disease or dangerous 

occurrence
	3 years after the date the record was made
	Requirement
	The Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations 1995 (RIDDOR) (as amended)

	Personnel Records
	Retention
	Status
	Authority

	Personnel files and training 

records (including disciplinary 

records and working time records)
	6 years after employment 

ceases
	Recommendation
	Chartered Institute of Personnel and Development


	Pay
	Retention
	Status
	Authority

	Wage/salary records (including 

overtime, bonuses and expenses)
	6 Years
	Requirement
	Taxes Management Act 1970

	Statutory Maternity Pay (SMP) 

records
	3 years after the end of the tax 

year to which they relate
	Requirement
	The Statutory Maternity Pay (General) Regulations 1986

	Statutory Sick Pay (SSP) records
	3 years after the end of the tax 

year to which they relate
	Requirement
	The Statutory Sick Pay (General) Regulations 1982

	Income tax and National 

Insurance returns/records
	At least 3 years after the end of 

the tax year to which they relate
	Requirement
	The Income Tax (Employments) Regulations 1993 (as amended)

	Redundancy details, calculations 

of payments, refunds, notification 

to the Secretary of State
	6 years after employment ends
	Recommendation
	Chartered Institute of Personnel and Development
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What further support can be implemented? EHA? Support for the family?





A concern becomes apparent about a child 





Record the concern whether this be electronically or on paper





Refer to the threshold documentation – where does the concern sit?





Does the concern meet level 4 – significant harm?





Yes





Do parents/carers need to be spoken to? Could this put the child at further risk of harm?





No





Referral into the MASH
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