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Our Policy and Procedure Documents are based on the requirements of Ofsted& document entitled: fStatutory
framework for the Early Years Foundation Stagea They were first adopted by the Committee at the Annual General
Meeting 28" September 2004. Policies and procedures are reviewed regularly and this is recorded in the minutes of

Committee meetings.

Niorszér Title of Policy Date Revision
I Staffing and Employment October 2009
2 Admissions October 2009
3 Adult Resources October 2009
4 Settling in Pre-school November 2009
5 Curriculum November 2009
6 Safety & Fire & Accident Procedures April 2010
7 Animal Policy & Practice December 2009
8 Selecting Play Equipment December 2009
9 Parent/carer Failing to Collect a Child December 2009
10 Health and Hygiene April 2010
11 Diet January 2010
12 Equal Opportunities January 2010
13 Special Needs February 2010
14 Behaviour Management February 2010
15 Parental Involvement April 2010
16 Safeguardingand Protect i ng chi |l dr April 2010
17 Confidentiality April 2010
18 Complaints Procedure April 2010
19 Procedure in the Event of a Lost Child March 2010
20 Arrival and Departure Procedures March 2010
21 Transition May 2010
22 Looked After Children May 2010
23 Staff and Volunteer Protection Policy May 2010
24 Payment of fees and Overdue Payment Policy December 2009
25 Reserve Funds Policy March 2010

Policy i Link to Early Years Foundation Stage August 2009
Appendix 1 | Themes and Commitments




Updated: October 2009

POLICY NUMBER 1:
STAFFING AND EMPLOYMENT

A high adult; child ratio is essential in providing good quality pre-school care.

In our pre-school:

1
1

1

From the age of 2 years 6 months we have at least one member of staff for every four children. For
children over 3 years we have at least one member of staff for every eight children.

Our key person system ensures each child and family has one particular staff member who takes a
special interest in them.

Regular staff meetings provide opportunities for staff to undertake curriculum planning and to discuss
the children's progress and any difficulties.

We work towards an equal opportunities employment policy, seeking to offer job opportunities equally
to both women and men, with and without disabilities, from all religious, social, ethnic and cultural
groups.

Staff training meets all regulatory requirements. In addition we aim to encourage and support our
staff to work towards higher qualifications in Pre-school Practice.

In-service training is available to all staff, both paid and volunteer members, arranged through the
Pre-school Learning Alliance and other recognized training providers

Our pre-school's budget includes an allocation towards training costs.

We support the work of our staff and identify their ongoing training and development needs by means
of regular monitoring/appraisals.

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

Student Placement

We recognize that the quality and variety of work which goes on in a pre-school makes it an ideal place
for students on placement from Early Years training and qualifications as well as those on the Diploma in
Pre-school Practice or Tutor Fieldperson courses. We also welcome students who want some work
experience.

In co-operation with educational providers, we welcome students into the pre-school on the following

conditions:

1 The needs of the children are paramount. Students will not be admitted in numbers, which hinder the
essential work of the pre-school.

1 Students must be engaged in bona fide early years training, which will provide necessary background
understanding of children's development and activities.

1 Any information gained by the students about the children, families or other adults in the pre-school
must remain confidential.

1 Unless registered as CRB checked persons, students will not have unrestricted access to children.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school e



Updated: October 2009

POLICY NUMBER 2:
ADMISSIONS POLICY

It is our intention to make our pre-school genuinely accessible to children and families from all sections of
the local community. In order to accomplish this, we will:

1

Ensure that the existence of the pre-school is widely known in all local communities. We will place
notices advertising the pre-school in places where all sections of the community can see them, in
more than one language if appropriate

Arrange our waiting list 1 this is prioritized by the oldest age of each child upon registration.

We take into account each child& date of birth which will thus identify the earliest start date (2 year 6
months age).

Keep a place vacant, if this is financially viable, in order to accommodate emergency admissions

Describe the pre-school and its practices in terms which make it clear that it welcomes both fathers
and mothers, other relations and other carers, including child minders, and people from all cultural,
ethnic, religious and social groups, with and without disabilities

Monitor the gender and ethnic background of children joining the group to ensure that no accidental
discrimination is taking place

Make our equal opportunities policy widely known

Consult with families about the opening times of the pre-school to allow session times to be altered or
added to where possible.

Be flexible about attendance patterns so as to accommodate the needs of individual children and
families

Continue to consult local parents to ensure that the group goes on meeting the changing needs of
the local community.

When a parent/carer makes an enquiry, they will be given a Registration Pack, this information can
also be viewed on our website at www.titchmarshpreschool.co.uk. Parents will be required to
complete the Registration Form when they request a place for their child. Other relevant forms will
require completion prior to the child accepting a place. The original forms are filed on-site in a cabinet
during sessions in a suitable secure manner and the cabinet is locked outside session times.

We invoice for sessions on a monthly basis and can make alternative arrangements for payment to
be made on a daily or weekly basis where required.

We accept all children in nappies or pull ups. If you would like further information please refer to our
Special Needs policy number: 13.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school ..



Updated: October 2009

POLICY NUMBER 3
ADULT RESOURCES

We are proud of the high ratio of adults to children in our group. This ensures individual attention to
the needs and development of each child.

Staff:

The regular staff in the group are:

Name Quialifications Role & Additional
Expertise
Anne OU Certificate in EYP Supervisor, Behaviour
Level 4 Management, SENCO,
Child Protection, First Aid
Mandy NVQ Level 3 Supervisor, Behaviour

Management, SENCO,
First Aid, Health & Safety

Karen C DPP Level 3 Assistant, First Aid
Hayley B Tec Level 3 Assistant, First Aid
Karen H DPP Level 3 Assistant, First Aid
Tracey NVQ Lev el 2 Assistant, First Aid
Emma NVQ Level 3 Assistant, First Aid

The qualifications held by our regular staff are detailed on the main pre-school notice board. All staff
undertake all of the core training requirements and are encouraged and supported by the pre-school
to progress to higher qualifications in Pre-school Practice.

Committee Members must undergo CRB checking procedures. We can always show the CRB status
for our committee but because members change from time to time applications for some members
may be ongoing. As best practice, CRB checks will be renewed every three years which may extend
to five years as other checks/declarations are in place.

The Charity trustees are who have either completed or undergoing CRB checking procedures are:

Deepa Cole
Claire Wallace
Tracey Levick
Tarot Crick

Fiona Love
Danielle Sharrock

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school .




Updated: November 2009

POLICY NUMBER 4:
SETTLING IN PRE-SCHOOL

We want children to feel safe and happy in the absence of their parents, to recognize other adults as a source of
authority, help and friendship and to be able to share with their parents afterwards the new learning experiences
enjoyed in the pre-school. We also want parents to feel welcome and involved from the beginning.

In order to accomplish this, we aim to create a partnership with parents in the following ways:

|l

By creating opportunities for the exchange of information, using among other resources a copy of the pre-school
guide and the registration form

By ensuring plentiful opportunities for parents to inform the pre-school about their children& current
achievements and interests

By encouraging parents/carers to visit the pre-school with their children during the weeks before an admission is
planned.

By introducing flexible admission procedures, if appropriate, to meet the needs of individual families and children.

By making clear to families from the outset that they will be welcome and supported in the pre-school for as long
as it takes to settle their child there.

By reassuring parents/carers whose children seem to be taking a long time settling into the pre-school.

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

Children cannot play or learn successfully if they are anxious and unhappy. Our settling in procedures aim to help
parents/carers and children to feel comfortable in the pre-school, and to ensure that children can benefit from what
the group has to offer and feel confident that their parents/carers will return at the end of the session.

This policy was adopted at a meeting of the pre-school held on ... (date)

Signed on behalf of the pre-school ..



Updated: November 2009

POLICY NUMBER 5:
CURRICULUM

Within the group, all children are supported in developing their potential at their own pace. Our key-
person system enables us to ensure a planned curriculum tailored to the needs of each individual
child. By means of developmentally appropriate play activities and a high level of individual adult
input, we offer a curriculum, which enables children to progress towards the early learning goals
throughout the Early Years Foundation Stage and prepares them for the National Curriculum, which
begins at Year 1 in primary school.

Communication, 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 aware of their uses, both for reference and as a source of stories and pictures.

Personal and social and emotional 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 also to
take part in the life of the group, sharing and co-operating with other children and adults. Through
activities, conversation and practical example, they learn acceptable ways to express their own
feelings and to have respect for the feelings of others. All children are given the opportunity, as
appropriate, to take responsibility for themselves and also for the group, its members and its property.

Problem Solving, Reasoning & Numeracy

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
sequences and, when they are ready, to use simple mathematical operations such as adding.

Knowledge and understanding of the world

A safe and stimulating environment allows children to observe and experiment with a range of natural
and manufactured materials. They learn to recognize differences, patterns and similarities, and to
share and record their findings. Children are assisted in exploring and understanding their
environment, both within the group and also in the wider community. This involves visitors to the
group such as animals, policeman etc and also visits to local farm parks, country parks, fire station
etc. They learn to respect other people, and expect to be respected for themselves. 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. This
includes the use of a computer to help develop skills and interest in IT.



POLICY NUMBER 5:
CURRI CULUM cont od

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. Our outdoor play area has been
designed with these areas specifically in mind. In addition we also hold an annual Sports Day in July.

At the same time, children are helped to develop the fine motor skills they will need to use tools,
including pens and pencils, and to handle small objects with increasing control and precision. They
are also encouraged to develop awareness of their own bodies and of what keeps them healthy.

Creative development

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
provide 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.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school .



Updated: February 2010

POLICY NUMBER 6:
SAFETY & FIRE PROCEDURES

(1) SAFETY PROCEDURE
The safety of young children is of paramount importance. In order to ensure the safety of both children and adults,
the pre-school will ensure safety in the following areas:

Environment

1 Safety checks on premises, both outdoors and indoors, will be made before every day/session.

1 If the main entrance has to be locked, there will be a key close by at adults' level.

1 Low-level glass will be covered, or replaced by safety glass.

1 Al doors are locked during sessions and the doors on the kitchen and foyer area will have the alarms switched
on.

1 Main gates are locked whilst children are playing outside.

1 Public space used for outdoor play will be checked for litter and other dangers.

1 Equipment will be checked every time it is used and any dangerous items repaired/discarded. Iltems are also
checked for cleanliness.

1 The layout and space ratios will allow children and adults to move safely and freely between activities.

1 There will be adequate systems and equipment for the detection and control of fire.

1  Fire doors will never be obstructed and fire exits will be easily identifiable.

1  Arecord will be kept by the Club Room Committee of any checks by the Fire Safety Officer and servicing of fire
safety equipment. Any recommendations by the Fire Safety Officer will be carried out. A record of Pre-school
Fire Drills will be maintained.

1 Al eI_ectricaI equipment will be PAT tested to ensure that they are maintained in an efficient state and in a good
repair.

1 Fires/heaters/electric points/wires and leads will be adequately guarded.

1 Alldangerous materials, including medicines and cleaning materials, will be stored out of reach of children.

1 Large equipment will be erected with care and checked regularly.

1 Equipment offered to children will be developmentally appropriate, recognizing that materials suitable for an older
child may pose a risk to younger/less mature children.

1 Staff will ensure that the bar area has been properly closed off before each session commences.

Supervision

1  Adults will supervise all children at all times.

1 Children will leave the group only with authorized adults.

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

1 On outings, an appropriate adult/child ratio will be maintained.

1 If a small group goes out, there will be sufficient adults to maintain appropriate ratios for staff and

children remaining on the premises.



POLICY NUMBER 6:
SAFETY & FI RE PROCEDURES cont o6d

SAFETY PROCEDURE (continued)

Adult safety

1 All adults in the group, both staff and visitors will be aware of and respect the group& safety policies.

1 Adults in the group will have access to advice on safe lifting.

1 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.

Management

1 A book will be available at each session for the reporting of any accident/incidents.

1 Regular safety monitoring will include checking of the accident record as a basis for risk assessment.

1 All adults, including parents/carers and other carers, will be aware of the system(s) in operation for
children's arrivals and departures and an adult will be at the door during these periods.

1 Adults will not walk about with hot drinks or place hot drinks within reach of children.

1 Fire drills will be held at least once per half term.

1 Aregister of both adults and children will be completed as people arrive and leave so that a complete
record of all those present is available in any emergency.

1 There will be no smoking on the premises or in the storage areas.

1 A correctly stocked first aid box will be available at all times.

1 Fire extinguishers will be checked annually (arrangements made by the Club Room Committee), We

operate a @et out 1 stay outbapproach to fire fighting.

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

il
|l

|l
|l

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.

In shared premises, stored equipment belonging to other organizations will be checked for potential
hazards.

Access to dangerous areas will be physically restricted and closely supervised.
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.

In the event of any accident/incident, the circumstances will be recorded in the accident book and signed.



POLICY NUMBER 6:
SAFETY & FI RE PROCEDURES cont od

(2) FIRE DRILL PROCEDURE
The fire drill is carried out once during every half term.

1  When a fire drill is to be called by pressing the smoke alarm, a member of staff will first check
that it is safe to go out in to the yard area of the premises.

1 One member of staff will press the alarm button located in the Boys toilets.

91 The children are moved to the doors in an orderly fashion and led outside by two members of
staff and away from the building to the outer per

1 One of the staff accompanying the children leaving the building will proceed to the gates at
the entrance of the buildingbs perimeter, ensurin

1 The member of staff who is SENCO trained is responsible for ensuring that any child with
mobility problems or special needs is assisted during evacuation.

1 Meanwhile, the remaining staff will check the toilets, the main hall including the book corner
and behind the bar area, and the kitchen area. Once these areas have been checked all the
remaining staff evacuate the building.

1 The Supervisor must check the kitchen and on their way out will collect the following
documents:
0 Register,
o Children & Staff Records,
o0 Visitors Book,
0 Pre-school mobile phone.

1 The register is then taken ensuring the presence of all children and staff, and any visitors
(checked off from Visitors Book).

1 Once the drill is complete the children are returned to the building in an orderly fashion and
asked to sit quietly in the book corner and will be re-counted.

1 The register is then checked again to ensure all children are present.
1 The staff member attending the gates checks the outside of the building, including the interior
and rear of the equipment storage shed, to ensure all the children are safely inside the main

hall building.

1 Anentry is made in the Fire Drill Record, giving the date, time taken to evacuate the building
and the Supervisors signature.

1T ASafety Area 20 is the grassed ar eSehodpemisdse si de o
(this area is only to be used if Area 1 becomes hazardous).



POLICY NUMBER 6:
SAFETY & FI RE PROCEDURES cont o6d

FIRE DRILL

1. Sound Alarm

1 Press the Smoke alarm button located in the boys toilets

2. Vacate the building calmly

i Staff to escort children calmly off the premises, using i f possible, the
double doors in the lobby area
91 Supervisor to check: the toilet area
book corner
kitchen
lobby area

1 SENCO to escort SEN children off the premises
f Supervisor to collect register, phone, <ch
on the way out

3. Go to Safety area
1 Safety Area 1: Tarmac area to the right of the double gates

Safety Area 2: Grassed area to side of lane opposite Pre  -School
premises. (Only to be used if Area 1 becomes hazardous)

4. Head Count

9 Supervisor to carry out head count, ensur e that everybody has left the
building
SENCO to ensure that all SEN children are safely evacuated

Once the drill has been completed the children are to return to the building in
an orderly fashion, the register is then to be re -checked to ensure that all
children and adults are present



POLICY NUMBER 6:
SAFETY & FIRE PROCEDURESc ont 0 d

Emergency Closure of Pre-School
It may be necessary to close Titchmarsh Pre-School at short notice. These occasions are very rare.
Situations where this may arise include, but are not limited to:

Power cuts

Staff sickness

Damage to premises
Severe contagious illness
Severe weather conditions

E

In the event of the Pre-School being closed due to an emergency the following procedure will be
implemented.

Before 9.15am

If it is necessary to close Titchmarsh Pre-school before 9.15am, parents/carers will be informed by
email, text message to mobile telephone, phone call to land line. Failing these methods should
anyone arrive at the premises they shall be met by a member of staff or committee and given clear
instructions regarding the closure and when we will re-open.

A message will be posted on both the pre-school website www.titchmarshpreschool.co.uk and
Titchmarsh Church of England Primary School website www.titchmarshprimaryschool.com as soon as
can be arranged.

After 9.15am

Parents/carers wi | | be contacted as per t he oldefand askedto on
collect their child(ren) as soon as possible. I
parents/carers then the procedure detailed in Policy 9 should be followed.

Fees

Each situation will be assessed individually in regard to refund of fees.
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Managing Accidents and Incidents

We follow the guidelines of the Reporting Injuries, Diseases and Dangerous Occurrences (RIDDOR)
for the reporting of accidents and incidents. Child protection matters or behavioural incidents between

children are NOT regarded as incidents and there are separate procedures for this.

All accidents involving children and adults must be recorded in the Accident report book, as
soon as possible

Our accident book:
1 is kept safely and accessibly;
9 is accessible to all staff and volunteers, who know how to complete it; and

1 is reviewed at least termly to identify any potential or actual hazards.


http://www.titchmarshpreschool.co.uk/
http://www.titchmarshprimaryschool.com/

POLICY NUMBER 6:
SAFETY & FIREPROCEDURES cont 6d

Managing Accidents and Incidents (continued)

Ofsted is notified of any injury requiring treatment by a general practitioner or hospital doctor, or the

death of a child or adult.

When there is any injury requiring general practitioner or hospital treatment to a child, parent,

volunteer or visitor or where there is a death of a child or adult on the premises, we make a report to

the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and

Dangerous Occurrences.

Any incident must be reported as soon as is reasonably practicable but in any event within 14 days of

the incident occurring.

Accidents to Children

Record must include:

> > > >

> > >

p>N

Name of child and date of birth

Date and time (this is particularly important i n the case of head injuries)

Nature and cause of accident
Any visible signs of injury e.g. bruising.  State where marks are located. A check should
be made during the session in case bruising occurs later and the record added to.
Treatment given

How the child responded to the injury  de.g. upset, not concerned, etc

Printed name and signature of member of staff dealing with injury. Name and signature
of witnesses.
Details of how the child appears after, say half an hour. In the case of head injurie s

the child should be monitored regularly throughout the session and behaviour noted.

At the end of the session the record must be read and signed by the parent/carer and a

copy of the report should be handed to them.

In the case of an injury beingcause d by another child, that chil dds
included in the report but Aerf@rmeiddeéwnt @sr époot he
made for the offending child, if appropriate.

In an emergency involving a child

> >

> > > >

The child must not be taken to h  ospital by car

If the child requires urgent medical treatment then, an ambulance will be called ddial
999

Parents must be notified immediately

If parents are unavailable, notify emergency contact

Ensure all medical records are taken to the hospital

If n ecessary arrange for additional adults to come into the group to maintain ratios

Keep other children distracted and reassured



POLICY NUMBER 6:
SAFETY & FI RE PROCEDURES cont o6d

Managing Accidents and Incidents (continued)

Accidents to Adults

Record should include:

Name of adult

Date of birth

Position held in pre -school

Date and time of accident

Particulars of injury/accident

Activity at time of injury/accident

Place of injury/accident

Details of injury/accident

First aid treatment given (if any)  including if injured person taken to hospital.
If so which hospital?

Names of person(s) witnessing the injury/accident and signature(s)
Name of person dealing with the injury/accident and signature(s)

P I I I N P

> >

In an emergency involving an adult

If a member of staff has to be taken to hospita | an ambulance should be called. Adequate cover
must be maintained in the pre -school to comply with adult: child ratios. The next of kin of the
staff member should be notified.

Dealing with incidents

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the
Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and
Safety Executive:

9 any accident to a member of staff requiring treatment by a general practitioner or hospital;
and

1 any dangerous occurrences. This may be an event that causes injury or fatalities or an event
that does not cause an accident but could have done, such as a gas leak.

1 Any dangerous occurrence is recorded in our incident book. See below.

Information for reporting the incident to Health and Safety Officer is detailed in the Pre-school
Learning Alliance's Accident Record publication. Any incident must be reported as soon as is

practically possible.



POLICY NUMBER 6:
SAFETY & FI RE PROCEDURES cont 6d

Managing Accidents and Incidents (continued)

Our incident book

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

1 We keep an incident book for recording incidents including those that that are reportable to
the Health and Safety Executive as above.

1 These incidents include:

A break in, burglary, theft of personal or the setting's property;

A an intruder gaining unauthorised access to the premises;

A fire, flood, gas leak or electrical failure;

A attack on member of staff or parent on the premises or nearby;

A any racist incident involving staff or family on the centre's premises;
A death of a child, and

A aterrorist attack, or threat of one.

1 Inthe incident book we record the date and time of the incident, nature of the event, who was
affected, what was done about it - or if it was reported to the police, and if so a crime number.

Any follow up, or insurance claim made, should also be recorded.
1 Inthe unlikely event of a terrorist attack we follow the advice of the emergency services with
regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety

Policy will be followed as per the fire drill. The incident is recorded when the threat is averted.

1 Inthe unlikely event of a child dying on the premises, the emergency services are called, and

the advice of these services are followed.

1 The incident book is not for recording issues of concern involving a child. This is recorded in

the child's protection file.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school ..



Updated: February 2010

POLICY NUMBER 7:
ANIMAL POLICY & PRACTICE

Animals visiting the pre-school is an enjoyable experience for the children, but to ensure that any
animal visits run smoothly and safely the following practices will be carried out:

1 Supervisor ensures that any animal on the premises is safe to be in the proximity of children
and does not pose a health risk

Children are supervised at all times when handling and caring for any animal
Children wash their hands after handling any animal or their equipment

Staff are aware of any factors which may affect having animals on the premises e.g. Religious
beliefs/allergies/anxieties

Parents/carers are informed beforehand of the forthcoming visit

Parents are asked to be aware of the children when bringing dogs with them at pick up/drop
off times

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school ..



Updated: December 2009

POLICY NUMBER 8:
SELECTING PLAY EQUIPMENT AND TOYS

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:

1 Is appropriate for the ages and stages of the children
1 Is selected each session to offer the children the opportunity to develop in all areas of the curriculum.

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

1 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

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

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

1 Al equipment is checked before use and faulty/damaged equipment removed until repaired or
replaced.

OUTDOOR PLAY

Wherever possible, we provide access to outdoor play, (unless circumstances make this inappropriate,
for example unsafe weather condition).

TRIPS OFF SITE

The Pre-School arranges a number of off-site trips during the year. We try to publish an advance list
of these trips to help parents/carers plan. The majority of the trips are fparent/carer accompanieda
This is usually advised on an event basis.

For the off-site trips when parents/carers or carers are not expected to be present, usually the nature of
Titchmarsh playing fields and village walks, the pre-School uses a ratio of 2 children to 1 adult. A full risk

assessment will be carried out to take into account the nature of the outing and whether child adult
ratios need to be adjusted.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school =~ ..



Updated: December 2009

PROCEDURE NUMBER 9:
IN THE EVENT OF A PARENT/CARER FAILING TO COLLECT A CHILD

1. Check collections book to ensure that the parent/carerhasnét | eft alternative i
relating to the collection of their child.

2. Supervisor will telephonepar ent 6s/ t@amev mobi l e number, | eaving ¢
an answer-phone.

Supervisor will contact emergency contact number given on the registration form.

4. The Supervisor will wait with the child on the pre-school premises for at least 30 minutes
following the end of session. They will reassure the child and frequently re-try all telephone
numbers.

5. If contact can still not be made, a member of staff or committee member may visit the family
home, if this attempt is unsuccessful, then the Supervisor will take the child home with them,
after leaving a written message, with a contact number, pinned to the outside of the Club
Room doorsandonthep ar ent & s/ @ aphaues(if available).

6. The Supervisor will continue to try to make contact with the parents/carers and the Pre-school
mobile will be taken with them (the Supervisor), to ensure that all points of contact are
available to the parents/carers.

7. If collection is made, a record of the time of collection, and by whom the child was collected,
will be written in the register.

8. As afinal resort, when steps 1-7 have been implemented and continued failure to make
contact remains after 3 hours, the supervisor will contact the police for advice, help.

9. Please also refer to Policy no. 20: Arrivals and Departures procedures

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school ..
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POLICY NUMBER 10:
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:

Food
1 Al meals and snacks provided will pay due attention to children's particular dietary requirements.

Outdoor play

1 We endeavor to provide opportunities for outside play whenever possible.

1 We ensure that the gates are locked during outdoor play and a member of staff will be standing by
the gate area at all times.

1 Shed doors will be closed at all times during outdoor play.

Sun Cream

1 Parents/carers are asked upon registration to sign for permission to allow the application of the
Preschool sun cream when required during outdoor play. Parents/carers are welcome to bring their
own brand of sun cream which will be stored in the kitchen area and applied by a member of staff
when required.

lliness

1 Ofstedand | ocal chil drends social care are notified
serious iliness of, or the death of, any child and any advice given will be acted upon.
1 Ifitis believed that a child is suffering from a disease notifiable (to Local Authority Proper
Officers) under the Health Protection (Notification) Regulations 2010, advice will be sought
from the Health Protection Agency and acted upon and Ofsted informed of any action taken.
The list of notifiable diseases are:

Acute encephalitis

Acute meningitis

Acute poliomyelitis

Acute infectious hepatitis

Anthrax

Botulism

Brucellosis

Cholera

Diphtheria

Enteric fever (typhoid or paratyphoid fever)
Food poisoning

Haemolytic uraemic syndrome (HUS)
Infectious bloody diarrhoea

Invasive group A streptococcal disease and scarlet fever
Legionnairesd Disease
Leprosy

Malaria

Measles

Meningococcal septicaemia

Mumps

Plague

Rabies

Rubella

SARS

Smallpox



POLICY NUMBER 10:
HEALTH & HYGIENE - lliness contd

Tetanus

Tuberculosis

Typhus

Viral haemorrhagic fever (VHF)
Whooping cough

Yellow fever

Parents/carers are asked to keep their children at home if they have any infection, and to inform the
pre-school as to the nature of the infection. This will allow the pre-school to alert other parents/carers
as necessary and to make careful observations of any child who seems unwell.

Parents/carers are asked not to bring into the pre-school any child who has been vomiting or had
diarrhea until at least 24 hours has elapsed since the last attack.

If the child(ren) of pre-school staff are unwell, & the child has to accompany their parents/carers to
work in the pre-school, they will be accommodated in an area away from the pre-school children.
These arrangements will only occur in exceptional circumstances when all other options have been
discounted.

If a child should become unwell at pre-school the staff will contact the first named person on the
registration form to come and collect the child as soon as possible. If it is not possible to contact the
first named person, staff will try the second emergency number.

Cuts or open sores, whether on adults or children, will be covered with sticking plaster or other
dressing in accordance with each child& consent form

If the child is on prescribed medication the following procedures will be followed:

- If possible, the child's parents/carers will administer medicine. If not, then medication
must be stored in the original container and clearly labeled with child's name, dosage
and any instructions. It should be made clear that a child may not be able to stay until
the staff is confident in administering medicine or until the staff has received the
appropriate training.

- Written information will be obtained from the parent/carer, giving clear instructions about
the dosage, administration of the medication and permission for a member of staff to
follow the instructions.

- All medications will be kept in a high cupboard.
A medication book will be available to log in: name of child receiving medication; times
that the medication should be administered; date and time when medication is
administered, together with the signature of the person who has administered each
dose; parent&/carer® signature

Staff will ensure they have sufficient information about the medical condition of any child with
a long term medical needs. Staff will undergo specific individual training from a qualified
health professional if needed.

With regard to the administration of life saving medication such as insulin/adrenalin injections or the
use of nebulisers, the position will first be clarified by reference to the pre-school's insurance
company. If specialist knowledge is required, staff involved in administering medication will receive
training from a qualified health professional.

The pre-school will ensure that the first aid equipment is kept clean, replenished and replaced as
necessary. Sterile items will be kept sealed in their packages until needed.

There will always be on the premises at least one qualified First Aider trained to administer first aid to
children.

Information sources

il

Parents/carers will have the opportunity to discuss health issues with pre-school staff and will have
access to information available to the pre-school.

The pre-school will maintain links with health visitors and gather health information and advice from
the local health authority information services and/or other health agencies.



POLICY NUMBER 10:
HEALTH & HYGIENE - POLICY AND PRACTICE cont@

Hygiene:

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

Personal hygiene

il
il

Hands washed after using the toilet and before handling food

Children with pierced ears are not allowed to share each other's earrings. Whilst at pre-school a child
will only be able to wear studded earrings

Children encouraged to blow and wipe their noses when necessary and to dispose of soiled tissues
hygienically

Individual towels available or paper towels used and disposed of appropriately.

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

Cleaning and clearing

1 Any spills of blood, vomit or excrement wiped up and flushed away down the toilet. Rubber gloves
always used when cleaning up spills of body fluids. Floors and other affected surfaces disinfected
Fabrics contaminated with body fluids thoroughly washed in hot water.

1 Parents/Carers are to provide spare clothing. Pre-school will keep a supply of spare laundered pants
and other clothing available in case of accidents, and polythene bags available in which to wrap
soiled garments.

1 All surfaces cleaned daily with an appropriate cleaner

Food

The pre-school will observe current legislation regarding food hygiene, registration and training.

In particular, each adult will:

il
|l

Always wash hands under running water before handling food and after using the toilet.

Not be involved with the preparation of food if suffering from any infectious/contagious iliness or skin
trouble.

Never smoke on pre-school premises

Never cough or sneeze over food.

Use disposable cleaning cloths for kitchen and toilet areas.
Prepare raw and cooked food in separate areas.

Keep food covered and either refrigerated or piping hot.



POLICY NUMBER 10:
HEALTH & HYGIENE - POLICY AND PRACTICE cont@

Nappy changing

We accept all children in nappies or pull ups and it may be necessary to change nappies/pull ups when
they become soiled. The pre-school staff will do this in a caring and hygienic manner as and when
required in accordance with the nappy agreement with the parent/carer

1 Nappies are changed in the disabled toilets on designated mats which are cleaned with anti-
bacterial spray before and after use. The door is always left open whilst changing nappies

1 Staff will always wash hands after changing nappies

1 Gloves and aprons are available for use when changing nappies

1 Parents/carers are asked to bring their own nappies, sacks and wipes and any creams that are to
be used. Potty training is encouraged in accordance with the wishes and methods of the
parent/carer

1 All materials will be put immediately into a nappy sack and sealed, then put in the nappy bin in the
disabled toilet area

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

Major pandemic incidents
Due to the possibility of an influenza pandemic the following procedure has been developed for the
health and welfare of the children, staff and parents/carers of the pre-school

1 We would plan to remain open as normal for as long as possible.

1 The committee chair and Pre-school supervisors would make a decision to close if either the
ratio of qualified staff dropped below the required ratio for Ofsted or if we were advised to
close following government advice

1 The pre-school holds a list of emergency contact details for all children and staff

9 If a child should become ill then they should be kept separately from others until their
parents/carer are able to collect them. One member of staff would take responsibility for
monitoring the child, minimising contact to other members of staff.

9 If staff show signs of infection, the staff member should be sent home. The staff ratio should
be considered at this stage.

1 We would take guidance from the Local Authority and check www.nhs.uk for updates as well
as check other reliable websites for public health warnings and advice concerning the flu,
school closure and any helpful information regarding infection control.

9 If the decision has been made to close the Pre-school then we would post any notice of
closure on the website at www.titchmarshpreschool.co.uk and follow the procedures as laid

outinPoli cy No 6 wunder OEmer gsecnhcoyolcdl osure of the Pre
9 If parents are concerned about their child, they should be advised to call NHS Direct or their

GP.
I Ofsted should be informed as with any other naotifiable disease.
T Al staff shoul d suraérsiahding af the nedd &0 mmnimisd thk speeadiof

infection, by covering mouths over when coughing, using tissues, the disposal of tissues and
hand washing etc.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school =~ ..
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POLICY NUMBER 11:
DIET - POLICY AND PRACTICE

The sharing of refreshments can play an important part in the social life of the pre-school as well as
reinforcing children's understanding of the importance of healthy eating. The pre-school will ensure that it
fulfils all the requirements of the registering authority and that:

1

The snacks provided contain healthy and nutritious fresh food taking into account any
allergies/dietary requirements

Snack menus are prepared in advance and displayed for the parents/carers attention

Before a child starts to attend the group, staff discuss with parents/carers the child& dietary needs,
including any allergies, and make appropriate arrangements to meet them

Children are offered foods from a range of cultures to ensure that children from all backgrounds
encounter familiar tastes and also, so that other children have the opportunity to try unfamiliar foods

The dietary rules of religious groups and also of vegetarians/vegans are known and met in
appropriate ways

Drinking water is available at all times and children are made aware of this and encouraged to either
help themselves to water or ask a member of staff if they want a drink.

Staff are aware of times at which children may need to drink (e.g. after physical activity) and will offer
drinks at these times

Milk provided for children at snack times is semi-skimmed and pasteurised

Snack time is a social event and children and parents/carers are invited to provide a birthday cake for
their child to share with the group if they wish

Children will be offered a snack mid-morning and mid-afternoon

For children who attend longer sessions, parents/carers are asked to provide a healthy packed lunch
and diluted fruit juice/water is provided by the Pre school.

All packed lunches are stored in refrigerated temperatures of below 5°C

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school =~ ..
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POLICY NUMBER 12:
EQUAL OPPORTUNITIES POLICY

The Pre-school Learning 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,

Titchmarsh Pre-school works in accordance with all relevant legislation, including
1 Disability Discrimination Act 1995

1 Race Relations Act 1976

1 Sex Discrimination Act 1986

1 Children Act 1989

We believe that the group'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
with, our pre-school have an equal chance to do so.

All children including those with SEN or disabilities will be included, valued and supported within
Preschool and staff will work closely with parents/carers and agents for advice on a disability or SEN.
Staff will also attend any additional training where necessary and reasonable adjustments will be
made to accommodate any special needs. Our preschool facilities & toilets accommodate for
wheelchair accessibility.

Admissions

The pre-school is open to every family in the community.

Families joining the pre-school are made aware of its equal opportunities policy, which is regularly
reviewed.

Employment

Any vacancies will be advertised. The pre-school will appoint the best person for each job and will treat
fairly all applicants for jobs and all those appointed.

Commitment to implementing the group's Equal Opportunities Policy will form part of the job description
for all persons.

Families

The pre-school recognizes that many different types of family group can and do successfully love and
care for children. The pre-school aims to offer support to all families.

The pre-school offers a flexible payment system for families with differing means. Any payment plans
need to be agreed who the Pre School. Payments can be made as frequently as the parent/carer wishes
with the least frequent being monthly.

Festivals

Our aim is to show respectful awareness of all the major events in the lives of the children and families in
the pre-school, and in our society as a whole, and to welcome the diversity of backgrounds from which
they come.

In order to achieve this:

1 We aim to acknowledge all the festivals, which are celebrated in our area and/or by the families
involved in the pre-school.

1 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. The pre-school will respect and take account of those children who follow
their own family faith.

1 Before introducing a festival with which the adults in the pre-school are not themselves familiar,
appropriate advice will be sought from parents/carers and other people who are familiar with that
festival.

1 Children and families who celebrate festivals with which the rest of the pre-school is not familiar will
be invited to share their festival with the rest of the group, if they themselves wish to do so.

1 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.



POLICY NUMBER 12:
EQUAL OPPORTUNITIES POLICY contd@

The Curriculum

All children will be respected and their individuality and potential recognized, 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 Needs

The pre-school recognizes that children have a wide range of needs which differ from time to time, and
will consider what part it can play in meeting these needs as they arise.

Planning for pre-school meetings and events will take into account the needs of people with special
educational needs and disabilities.

Discriminatory Behaviour/Remarks

Any discriminatory language, behaviour or remarks by children, parents/carers or any other adults are
unacceptable in the 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 it clear that such behaviour/remarks will not be tolerated.

Language

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

Bilingual/multilingual children and adults are an asset to the whole group.

Children and parents/carers who have English, as a second or additional language will be valued and
their languages recognized and respected in the pre-school.

Food
Working in partnership with parents/carers, children& medical, cultural and dietary needs will be met.

Meetings

The pre-school will make every effort to ensure that the time, place and conduct of meetings enable the
majority of parents/carers to attend so that all families have an equal opportunity to be involved in and
informed about the pre-school.

This policy was adopted at a meeting of the pre-school held on

Signed on behalf of the pre-school ..
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POLIC
SPECI

Y NUMBER 13:
AL EDUCATIONAL NEEDS

Our Pre-school aims to have regard to the DfES Code of Practice on special educational needs and
also to the guidelines supplied to private and voluntary providers of Pre-school education. We aim to

provide

il

il
il

= =4

a welcome and appropriate learning opportunities for all children.

Children with special needs, like all children, are admitted to the Pre-school after consultation
between parents/carers, the supervisor, the SENCO and any outside agencies as necessary.
Our aim is to provide for the developmental needs of each child in the group.
All children in the group, irrespective of their special needs, are encouraged wherever
possible and appropriate, to participate in all activities.
Our system of observation and record keeping, which operates in conjunction with
parents/carers, enabl es us to monitor childrenébés needs ar
Our system of constant observation and assessment of all children enables us to identify any
special needs.
The needs and progress of children who have special educational needs are monitored by
our groupbs special educati on ahctivliesard adaptedtor di nat or
suit that need.
Our key person system ensures that each child receives plenty of adult time and attention.
We work closely with the parents/carers of all the children in the group to ensure that :
The group uses the knowledge and expertise of the parents/carers in planning
provision for the child.

The childds progress and achi eveparentsicagsersar e s hat
on a regular basis.
Parents/carersk now t he i dentity of the groupbs Speci s

Coordinator*
Parents/carers are aware of the arrangements for the admission and integration of children
with special educational needs*
If it is felt that a c¢hi lschéobwithoet addisonatpareonnelt be met
and/or equipment, fundingwilb e sought to ensure that provision
needs.
We work, with parents/carers permission, in liaison with relevant professionals and outside
agencies to meet childrenbés specific needs*
Our staff attend whenever possible, training on special needs, arranged by the Pre-school
Learning Alliance and other professional bodies.

The name of the SENCO

Anne Roberts i (Supervisor)

Training

=4 =8 =4 -8 -4_-4--

Also trai
Training

=A =4 =4 -8 -9

Open University Level 4 Certificate in Early years.

Level 3 Diploma in Pre-School Practice i covering Managing Behaviour and Inclusion
Special Needs Code of Practice

Disability awareness i level 1

Makaton

Protective Behaviour

Making arrangements for children with special educational needs

ned in Special Needs i Mandy Burton-Aldous (Supervisor)

Disability awareness i level 1
Special Needs Code of Practice
Special Educational Needs Inclusion
Makaton

Managing behavior



POLICY NUMBER 13:
SPECIAL EDUCATIONAL NEEDS i SUPPLEMENTARY INFORMATION

Facilities for children with Special Educational Needs

Our building is completely at ground floor level and has ramp and wide door access.

Within the building there is also a disabled toilet facility.

As well as support from our SENCO and supervisor, parents/carers can also contact the area SENCO
via us, or directly on 01933 440289.

We also display details of other support groups such as Home Start and Children & Young people
services.

Record keeping systems for children with special educational needs

All children joining our Pre-school are observed and assessed in relation to the six areas of

learning as outlined by the Practice Guidance of the Early Years Foundation Stage. This allows a

basis for development of a childés individual Play PI
c hi | d @tsPretséchaoke In addition, children with special educational needs will have targets

specific to their need outlined in an Individual Education Plan (I.E.P.) which is reviewed on a regular

basis with parents/carers and any outside professionals and agencies involved with that child.

Toilet Training

Children become toilet trained at different ages and we therefore are happy to accept children whether
they are toilet trained, in nappies or using pull-ups. If your child is in nappies or pull ups, we ask all
parents/carers to speak to the supervisor or SENCO to draw up a toilet plan. We follow health and
hygiene procedures as outlined in Policy 10: Health & Hygiene

Transition to school

We have good links with Titchmarsh Primary School which includesrequl ar vi sits from the ¢
Reception teacher and pupils. However, whichever school your child progresses onto, a transition

document which out | i n eisallareas df ledrnih@, and with pareats/oarere nt s
permission, copies of theirchiid 6 s | . E. P. s . ar e, if local, hand delive

or SENCO after have read and signed them.

Arrangements for reviewing policies and procedures relating to special needs

All of our Pre-school policies and procedures are reviewed annually to assess their relevance and to
allow re-drafting if considered appropriate. However, this timescale is only a guide and if through
experience we consider a policy or procedure needs reviewing, this will be undertaken immediately.
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SPECIAL EDUCATIONAL NEEDS i SUPPLEMENTARY INFORMATION

A Pre-school setting based graduated response to SEN

concerns with staff and
advises them. A
member of staff
working closely with the
child writes an IEP in
consultation with the
SENCo, parents/carers
and the child.

setting. Additional or
different activities or
resources are used to meet
the child& needs.
Suggestions for home
support are considered with
the parents/carers. The |IEP
is reviewed regularly.

Level Who is involved? | Action Next Steps

Differentiation All practitioners Staff differentiates activities | An IEP is considered if after
according to individual careful differentiation a child
need, in order to help the does not make adequate
child succeed and progress.
progress.

Early Years Action The SENCo discusses | The IEP is carried outin the | If after carrying out strategies

to meet targets the progress
is still not adequate, with
parental/carers permission,
advice is requested from
outside agencies.

Early Years Action Plus

The SENCo requests
the involvement of an
appropriate outside
agency. A new IEP is
devised and the setting
staff delivers the plan
as described on the
|IEP. The views of the
parents/carers and the
child are sought.

The |EP is carried out,
usually alongside other
children. using the
additional and different
strategies and resources
agreed upon. Support from
home is encouraged. The
|IEP is reviewed regularly.

If after monitoring of the
programme adequate
progress is not made, with
parental agreement, all the
people involved contribute
evidence to support a request
for statutory assessment.

This policy was adopted at a meeting of the Pre-school held on
ééééeeééé. (date)

Signed on behalf of Titchmarsh Pre-school
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