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Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

The policies in this section meet the requirements of the EYFS to take the necessary steps to

promote safeguard and promote the welfare of children

1.1 Childrenis rights and entitlements

Policy statement

Chedzoy Pre School 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.

We promote children's right to be strong, resilient and listened to by
creating an environment in our pre school that encourages children to develop a positive self
image. This includes their heritage arising from their colour and ethnicity, their languages
spoken at home, their religious beliefs, cultural traditions and home background
encouraging children to develop a sense of autonomy and independence
enabling children to have the self-confidence and the vocabulary to resist inappropriate

approaches

We help children to establish and sustain satisfying relationships within their families, with
peers, and with other adults.
We work with parents to build their understanding of, and commitment to, the principles of

safeguarding all our children.



EYFS key themes and commitments

A Unique Child Positive Enabling Learning and

Relationships Environments Development
1.2 Inclusive practice 2.1 Respecting each 3.2 Supporting every 4.4 Personal, social

other child and emaotional

development

This policy was adopted at a meeting of the Pre School held on 20/01/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.2 Safeguarding children and child protection

(Including managing allegations of abuse/malpractice by a member of staff)

Policy statement

Chedzoy Pre School creates an environment in our pre school in which children are safe from
abuse and in which any suspicion of abuse is promptly and appropriately responded to. Our

safeguarding policy is based on three key commitments.

EYFS key themes and commitments

Learning and

Positive

Relationships Development

4.4 Personal, social

2.1 Respecting each

other and emotional

2.2 Parents as development

partners

Procedures

Key commitment 1
Pre School is committed to building a 'culture of safety' in which children are protected from abuse

and harm in all areas of its service delivery.

Staff and volunteers

A Our designated person (a member of staff) who co-ordinates child protection issues is both Pat
Davies and/or Karen Morris

A Our designated officer (a committee member) who oversees this work is Rachel Chorley

A We ensure all staff and parents are made aware of our safeguarding policies and procedures.



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

We abide by Ofsted requirements in respect of references, ISA registration and Criminal
Record Bureau checks for staff and volunteers, to ensure that no disqualified person or
unsuitable person works at the setting or has access to the children. We will redo staff CRBs
as and when the need arises.

Volunteers, students and staff waiting CRB clearances do not work unsupervised. Staff have
an induction and a probation period.

We abide by the Protection of Vulnerable Groups Act requirements in respect of any person
who is dismissed from our employment, or resigns in circumstances that would otherwise have
lead to dismissal for reasons of child protection concern.

Staff mobile telephones are not kept on staff persons during sessions. If their use is needed
during a session, this occurs within the main hall or in areas not accessed by children (eg the
scullery kitchen).

Photographs of Pre School children are only taken with the Pre School camera and are printed
from the printer within Pre School.

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. These include staff vigilance,
being aware of cars on site, use of a door chain and accompanying MRC personnel when

onsite.

Parents and Carers
Parents and carers are informed that only the Pre School’'s camera is to be used for taking
photographs.
The exception to this is events such as the Nativity Play or Sports Day. Prior to these events
parents/carers are asked to give their permission for general photos to be taken. At the event,
parents/carers are again given the opportunity to raise objections to photographs.
No photos must be displayed on social websites, such as Facebook, without the permission of

all parents.

Key commitment 2
Pre School is committed to responding promptly and appropriately to all incidents or concerns of
abuse that may occur and to work with statutory agencies in accordance with the procedures that

are set down in 'What to do if you’re worried a child is being abused' (HMG 2006).
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Responding to suspicions of abuse
The publication ‘What to do if you're worried a child is being abused’ (HMG 2006) is a useful
reference point. We keep a copy of this document and follow the detailed guidelines given.
We acknowledge that abuse of children can take different forms - physical, emotional, and
sexual, as well as neglect and neglecting to act to prevent harm.
When children are suffering from abuse, it may be demonstrated through the things they say
(direct or indirect disclosure) or through signs or abuse or neglect, or changes in their
appearance, their behaviour, their play, a deterioration in general well-being, or unexplained
bruising or marks.
We take care not to influence the outcome of a disclosure either through the way we speak to
children or by asking leading questions of children. We do not attempt to investigate the
allegation ourselves. This is of paramount importance so as not to jeopardise any police
investigation.
Where such evidence or suspicion is apparent, the child's key person makes a dated record of
the details of the concern and discusses what to do with the designated person or designated
officer. The information is stored in a locked, specific and secure filing box.
We refer concerns to the local authority children’s social care department and co-operate fully
in any subsequent investigation. Concerns are based on there being reasonable cause to
suspect that a child is suffering, or likely to suffer, significant harm (Children Act 1989)
NB In some cases or emergency, this may mean the police or another agency identified by the
Local Safeguarding Children’s Board.
The contact details are stored in the back of the orange book “Local Safeguarding Children

Board Child Protection” booklet and within the operational plan. The contact details are:

Somerset Direct Children and Young Peoples Team
0845 345 9122
(Telephone referrals are followed up within 48 hours, and they should be acknowledged

within one working day; if this does not happen — staff will ring again to discuss the case)

Childcare Advisors are available through Somerset Direct (see above)

Emergency Duty Team
Bartletts Elm, Langport, TA10 9SP
01458 253 241

Children and Young People’s Directorate
Somerset County Council
County Hall, Taunton, TA1 4DY
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NSPCC
0808 800 5000

The Police — where the situation is an emergency

Recording suspicions of abuse and disclosures
Where a child makes comments to a member of staff that gives cause for concern or they
observe signs or signals that gives cause for concern, that member of staff:
listens to the child, offers reassurance but does not promise confidentiality
gives assurance that she or he will take action;
does not question the child;
makes a written record (the child protection record; the template of which is attached to this
policy) that includes:
the date and time of the observation or the disclosure;
the exact words spoken by the child as far as possible;
the name of the person to whom the concern was reported, with date and time; and
the names of any other person present at the time.
These records are signed and dated and kept securely and confidentially
The need for further action is considered and when appropriate discussed with the designated
person/officer or colleagues within another agency and, if indicated, referrals made to other
agencies or children’s social care.
When appropriate, we will provide information for an assessment when requested by children’s

social care.

Making a referral to the local authority social care team
All members of staff are familiar with and follow the procedures for recording and reporting
concerns.
Pre School uses a referral form to make referrals to children’s social care or other appropriate
agencies (see attached template)
When a referral is made, the recipient and referrer agree what the parents will be told, by

whom and when.

Informing parents
Parents are normally the first point of contact and they are informed at the time a report is
made.
Guidance from the Local Safeguarding Children Board is followed regarding informing parents

where the parent is the likely abuser — in these cases the investigating officers inform parents.
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It is not automatic that parents will be told the identity of Pre School as the referrer, but Pre

School aims to build a relationship on openness and honesty with parents.

Liaison with other agencies
We work within the Local Safeguarding Children Board guidelines.
We have a copy of 'What to do if you’re worried a child is being abused' for parents and staff
and all staff are familiar with what to do if they have concerns.
We have procedures for contacting the local authority on child protection issues and have the
telephone number of the Somerset Direct team handy to ensure that it is easy, in any
emergency, for the setting and social services to work well together.
We notify the registration authority (Ofsted) of any incident or accident and any changes in our
arrangements that may affect the wellbeing of children.
Contact details for the local National Society for the Prevention of Cruelty to Children (NSPCC)
are also kept.
If a referral is to be made to the local authority social care department, we act within the area’s
Safeguarding Children and Child Protection guidance in deciding whether we must inform the

child's parents at the same time.

Allegations against staff
We ensure that all parents know how to complain about the behaviour or actions of staff or
volunteers within the setting, or anyone working on the premises occupied by the setting,
which may include an allegation of abuse (see the Making a Complaints policy)
We respond to any disclosure by children or staff that abuse by a member of staff, a volunteer
or someone working on the premises occupied by the setting, may have taken, or is taking
place, by first recording the details of any such alleged incident.
We refer any such complaint immediately to the local authority's social care department to
investigate: all allegations are reported within one day to LADO Claire Winter; Local
Safeguarding Children’s Board Coordinator, BN County Hall, Taunton, TA1 4DY. We also
report any such alleged incident to Ofsted and what measures we have taken. We are aware
that it is an offence not to do this.
We follow the guidance of the Local Safeguarding Children Board when responding to any
complaint that a member of staff, volunteer or person on the premises within which the
preschool meets may have abused a child.
We co-operate entirely with any investigation carried out by children’s social care in
conjunction with the police.
Where the management committee and children’s social care agree it is appropriate in the
circumstances, the chairperson will suspend the member of staff on full pay, or the volunteer,

for the duration of the investigation. This is not an indication of admission that the alleged
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incident has taken place, but is to protect the staff as well as children and families throughout

the process.

Disciplinary action
Where a member of staff or a volunteer is dismissed from the setting because of misconduct
relating to a child, we notify the Independent Barring Board administrators so that the name

may be included on the Protection of Children and Vulnerable Adults Barred List.

Key commitment 3
Pre School is committed to promoting awareness of child abuse issues throughout its training and
learning programmes for adults. It is also committed to empowering young children, through its

early childhood curriculum, promoting their right to be strong, resilient and listened to.

Training
We seek out training opportunities for all adults involved in the setting to ensure that they are
able to recognise the signs and signals of possible physical abuse, emotional abuse, sexual
abuse and neglect and that they are aware of the local authority guidelines for making
referrals.
We ensure that all staff know the procedures for reporting and recording their concerns in the

setting.

Planning
The layout of the main room allows for constant supervision. Children are allowed to use the
toilet facilities independently at the discretion of the Pre School staff. A member of staff may be

present for personal care as appropriate.

Curriculum
We introduce key elements of keeping children safe into our programme to promote the
personal, social and emotional development of all children, so that they may grow to be strong,
resilient and listened to and that they develop an understanding of why and how to keep safe.
We create within the setting a culture of value and respect for the individual, having positive
regard for children's heritage arising from their colour, ethnicity, languages spoken at home,
cultural and social background.

We ensure that this is carried out in a way that is developmentally appropriate for the children.
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Confidentiality
All suspicions and investigations are kept confidential and shared only with those who need to
know. Any information is shared under the guidance of the Local Safeguarding Children
Board.

Communication
We ascertain the child’s wishes and feelings regarding the provision of services or the action to
be taken. We give due consideration to such wishes and feelings.
(Communication with Children; Children Act 2004)
We communicate with the child in a way that is appropriate to their age, understanding and
preference.
In the wider context, the identification of callers will be verified (eg by ringing back to switch

board) before information is provided.

Support to families
We believe in building trusting and supportive relationships with families, staff and volunteers
in the group.
We make clear to parents our role and responsibilities in relation to child protection, such as for
the reporting of concerns, providing information, monitoring of the child, and liaising at all times
with the local children’s social care team.
We will continue to welcome the child and the family whilst investigations are being made in
relation to any alleged abuse.
We follow the Child Protection Plan as set by the child’s social care worker in relation to the
setting's designated role and tasks in supporting that child and their family, subsequent to any
investigation.
We provide help or specific services to a child/their family as part of an agreed plan and
contribute to reviewing the child’s progress
Confidential records kept on a child are shared with the child's parents or those who have
parental responsibility for the child in accordance with the Confidentiality and Client Access to
Records procedure and only if appropriate under the guidance of the Local Safeguarding
Children Board.

Legal framework

Staff and families are pointed to the following documents for further guidance if needed
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Primary legislation
Children Act (1989 s47)
Protection of Children Act (1999)
Data Protection Act (1998)
The Children Act (Every Child Matters) (2004)
Safeguarding Vulnerable Groups Act (2006)

Secondary legislation
Sexual Offences Act (2003)
Criminal Justice and Court Services Act (2000)
Human Rights Act (1999)
Equality Act (2010)
Data Protection Act (1998) Non Statutory Guidance

Further Guidance

Working Together to Safeguard Children (revised HMG 2006)

What to do if you’re Worried a Child is Being Abused (HMG 2006)

Framework for the Assessment of Children in Need and their Families (DoH 2000)

The Common Assessment Framework (2006)

Statutory guidance on making arrangements to safeguard and promote the welfare of children
under section 11 of the Children Act 2004 (HMG 2007)

Information Sharing: Practitioners’ Guide (HMG 2006)

This policy was adopted at a meeting of the Pre School held on 17/05/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Safeguarding and Promoting Children’s Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.4 Confidentiality and client access to records

Policy statement

In Chedzoy Pre School, staff and managers can be said to have a fconfidential relationshipi with
families. It is the intention to respect the privacy of children and their parents and carers, while
ensuring that they access high quality early years care and education in the setting. All parents
and carers can share their information in the confidence that it will only be used to enhance the
welfare of their children. There are record keeping systems in place that meet legal
requirements; and a means of storing and sharing that information take place within the

framework of the Data Protection Act and the Human Rights Act.

EYFS key themes and commitments

Positive Learning and

Relationships

Development

2.1 Respecting each

other
2.2 Parents as

partners




Confidentiality procedures

Staff always check whether parents regard the information they share with them to be
regarded as confidential or not.

Some parents sometimes share information about themselves with other parents as well as
staff; the setting cannot be held responsible if information is shared beyond those parents
whom the person has iconfidedi in.

Information shared between parents in a discussion or training group is made anonymous
and is usually bound by a shared agreement that the information is confidential to the group
and not discussed outside of it.

Parents are advised staff might need to record confidential information beyond general
personal information - for example with regard to any injuries, concerns or changes in
relation to the child or the family; any discussions with parents on sensitive matters; any
action taken in respect of child protection; any contact and correspondence with external
agencies in relation to their child.

All records are kept securely (see the record keeping procedures).

Client access to records procedures

Parents may request access to any confidential records held on their child and family following
the procedure below:
Any request to see the childis personal file by a parent or person with parental responsibility
must be made in writing to the setting leader or manager.
The setting leader informs the chairperson of the management committee and sends a
written acknowledgement.
The setting commits to providing access within 14 days, although this may be extended.
The settingis leader or manager and chairperson of the management committee prepare the
file for viewing.
All third parties are written to, stating that a request for disclosure has been received and
asking for their permission to disclose to the person requesting it. Copies of these letters are
retained on file.

(Third partiesi include all family members who may be referred to in the records.

_________________________________________________________________________________________________________________________________________________|
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It also includes workers from any other agency, including social services, the health
authority, etc. It is usual for agencies to refuse consent to disclose, preferring the individual
to go directly to them.

When all the consents/refusals to disclose have been received these are attached to the
copy of the request letter.

A photocopy of the complete file is taken.

The setting leader and chairperson of the management committee go through the file and
remove any information which a third party has refused consent to disclose. This is best
done with a thick black marker, to score through every reference to the third party and
information they have added to the file.

This iclean copyl is photocopied for the parents who are then invited in to discuss the
contents. The file should never be given straight over, but should be gone through by the
setting leader, so that it can be explained.

Legal advice may be sought before sharing a file, especially where the parent has possible

grounds for litigation against the setting or another (third party) agency.
All the undertakings above are subject to the paramount commitment of the setting, which is to
the safety and well-being of the child. Please see also our policy on safeguarding children and
child protection.

Legal framework

Data Protection Act 1998
Human Rights Act 1998

This policy was adopted at a meeting of the Pre School held on 20/01/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.5 Information sharing

Policy statement

Parents and carers have a right to know that information they share will be regarded as
confidential. Parents and carers will be informed about the circumstances when, and reasons why,
Pre School is obliged to share information. Their consent will normally be sought before this

happens.

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

it is to prevent a crime from being committed, or to intervene where one may have been

to prevent harm to a child or adult

not sharing it could be worse than the outcome of having shared it

This decision could be made by an individual when needed, or with the back-up of the designated

person from the committee officers. The three critical criteria are:

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

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

To prevent significant harm arising to children and young people or serious harm to adults,

including the prevention, detection and prosecution of serious crime.

Any action that is taken will be to meet our commitment to the safety and well-being of the child.

Please also see our Safeguarding Children and Child Protection policy.



EYFS key themes and commitments

Positive

Learning and

Relationships

Development

2.1 Respecting each
other
2.2 Parents as

partners

Procedures

Pre School’s procedure is based on the 7 golden rules for information sharing as set out in

Information Sharing: Guidance for Practitioners and Managers (DCSF 2008).

1. Remember that the Data Protection Act is not a barrier to sharing information but provides a

framework to ensure that personal information about living persons is shared appropriately.

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

undermines a criminal investigation.

In our setting we ensure parents:
Receive information about our information sharing policy when their child starts in the
setting, and that they sign a form to say that they understand circumstances when
information may be shared without their consent. This will only be when it is a matter of
safeguarding a child or vulnerable adult. This is on our registration form.
Have information about our Safeguarding Children and Child Protection policy; and
Have information about the circumstances when information will be shared with external
agencies, for example, with regard to any special needs the child may have or transition to
school. Written consent is obtained as appropriate to share information about any
additional needs their child may have, or to pass on child development summaries, to the

next provider/school.

3. Seek advice when there are doubts about possible significant harm to a child or others; from

children’s social care.

4. Share with consent where appropriate. Respect the wishes of children and parents not to

consent to share confidential information. However, in the interests of the child, know when it is

. _______________________________________________________________________________________________________________________________________|
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reasonable to override their wish.

5. Managers are conversant with this and are able to advise staff accordingly. Consider the safety
and welfare of the child when making a decision about sharing information — if there are

concerns regarding ‘significant harm’ the child’s well being and safety is paramount.

In our setting we:
Record concerns and discuss these with the setting’s designated person and/or designated
officer from the management committee for child protection matters. Record decisions
made and the reasons why information will be shared and to whom; and

Follow the procedures for reporting concerns and record keeping.

6. Information shared should be accurate and up-to-date, necessary for the purpose it is being
shared for, shared only with those who need to know and shared securely. Our Child
Protection procedure and Record Keeping procedure set out how and where information
should be recorded and what information should be shared with another agency when making

a referral.

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

We consider the following questions when we need to share:
Is there legitimate purpose for sharing the information?
Does the information enable the person to be identified?
Is the information confidential?
If the information is confidential, do we have consent to share?
Is there a statutory duty or court order to share information?
If consent is refused, or there are good reasons not to seek consent, is there sufficient public
interest to share information?
If the decision is to share, are we sharing the right information in the right way?

Have we properly recorded our decision?

Legal framework
Data Protection Act 1998

Human Rights Act 1998

. _______________________________________________________________________________________________________________________________________|
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Further guidance

Information Sharing: Guidance for Practitioners and Managers
www.everychildmatters.gov.uk/_files/116ABBC875E8FEE7BC1E03F534A1EFAA.pdf

This policy was adopted at a meeting of the Pre School held on 08/03/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley Committee Chair
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A

General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding Children

1.6 Uncollected child

Policy statement

In the event that a child is not collected by an authorised adult at the end of a session/day, Pre School
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 in order 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 children will be properly cared for.

EYFS key themes and commitments

Positive

Learning and
Relationships

Development

2.2 Parents as partners

Procedures

Parents of children starting at the setting are asked to provide the following specific information
which is recorded on our Registration Form:
0 Home address and telephone number - if the parents do not have a telephone, an

alternative number must be given.




0 Mobile telephone number and work telephone number (if applicable).

o0 Names and contact details of adults who are authorised by the parents to collect their
child from the setting, for example a childminder or grandparent.
Who has parental responsibility for the child.

Information on who has parental responsibility.

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

On occasions when parents or the persons normally authorised to collect the child are not able to
collect the child, they provide us with details of the name and telephone number of the person who
will be collecting their child (written if possible). We agree with parents how to verify the identity of
the person who is to collect their child.

Parents are informed that if they are not able to collect the child as planned, they must inform us so
that we can begin to take back-up measures. We provide parents with our contact telephone
number.

We inform parents that we apply our late collection procedures as set out below in the event that
their children are not collected from setting by an authorised adult within one hour after the setting

has closed; and/or 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 fiLate Collectiond
procedures:

0 The childis file is checked for any information about changes to the normal collection
routines.

o If no information is available, parents/carers are contacted at home or at work.

o |If this is unsuccessful, the adults who are authorised by the parents to collect their child
from the setting - and whose telephone numbers are recorded on the Registration Form -
are contacted.

o All reasonable attempts are made to contact the parents or nominated carers.

0 The child does not leave the premises with anyone other than those named on the
Registration Form or in their file; or without the expressed permission of the parent/carer.

o The child stays at setting in the care of two fully-vetted workers until the child is safely
collected either by the parents, the person the parent/carer delegates or by a social care
worker.

o0 Under no circumstances do staff go to look for the parent, nor do they take the child home

with them.

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 iUncollected Childreno:
_______________________________________________________________________________________________________________________________________|
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0 We contact our local authority childrenis social services care team:
Children and Young Peopleis Services 0845 345 9122

o0 Social Care 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.

A full written report of the incident is recorded in the childis file.

Depending on circumstances, we reserve the right to charge parents for the additional hours
worked by our staff (see the Fees Policy - Late Collection of Child Charge)

Ofsted may be informed: 0300 1231231

This policy was adopted at a meeting of the Pre School held on 16/06/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.7 Missing child

Policy statement

Children’s safety is maintained as the highest priority at all times both on and off premises. Every
attempt is made through carrying out the outings procedure and the exit/entrance procedure to
ensure the security of children is maintained at all times. In the unlikely event of a child going

missing, our missing child procedure is followed.

EYFS key themes and commitments

Positive

Learning and
Relationships

Development

2.2 Parents as

partners

Procedures

Child going missing on the premises

A As soon as it is noticed that a child is missing the setting leader is alerted and the police are
called.

A A delegated member of staff will carry out a thorough search of the building and garden.

A The register is checked to make sure no other child has also gone astray; doors and gates are
checked to see if there has been a breach of security whereby a child could wander out.

A If the child is not found, the parent is contacted.




The setting leader talks to the staff to find out when and where the child was last seen and
records this.

The setting leader contacts the chairperson and reports the incident; if appropriate, the chair
calls in additional staff/committee.

The chairperson, with the committee, carries out an investigation and may come to the setting

immediately. OFSTED would be informed.

Child going missing on an outing

This describes what to do when staff have taken a small group on an outing, leaving the setting
leader and/or other staff back in the setting. If the setting Leader has accompanied children on the
outing, the procedures are adjusted accordingly. (Likewise the procedures are adjusted if a child
goes missing from a whole setting outing, as parents usually attend and are responsible for their

own child).

As soon as it is noticed that a child is missing, staff on the outing ask children to stand with
their designated person and carry out a headcount to ensure that no other child has gone
astray. One staff member searches the immediate vicinity but does not search beyond that.

If available, the venue’s security is utilised to handle the search.

The setting leader (or suitable staff member) contacts the police and reports the child as
missing.

The setting leader (or suitable staff member) contacts the parent, who makes their way to the
setting or outing venue as agreed with the setting leader; often the setting is advised as the
best place, as by the time the parent arrives, the child may have been returned to the setting.
The setting leader or committee chairperson is contacted immediately (if not on the outing) and
the incident recorded.

Staff take the remaining children back to the setting if feasible.

The setting leader, or designated staff member may be advised by the police to stay at the
venue until they arrive

The chairperson, with the management committee, carries out an investigation and may come

to the setting immediately..

The investigation
Staff keep calm and do not let the other children become anxious or worried.
The setting leader together with the chairperson or representative from the management

committee or owner, speaks with the parent(s).
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The chairperson and management committee or owner, carry out a full investigation taking

written statements from all the staff in the room or who were on the outing.

The key person/staff member writes an incident report detailing:

0 The date and time of the report.

o What staff/children were in the group/outing and the name of the staff designated
responsible for the missing child.

o0 When the child was last seen in the group/outing/went missing.

o What has taken place in the group or outing since the child went missing.

A conclusion is drawn as to how the breach of security happened.

If the incident warrants a police investigation, all staff co-operate fully. In this case, the police

will handle all aspects of the investigation, including interviewing staff. Children’s Social Care

may be involved if it seems likely that there is a child protection issue to address.

The incident is reported under RIDDOR arrangements (see the Reporting of Accidents and

Incidents policy); the local authority Health and Safety Officer may want to investigate and will

decide if there is a case for prosecution.

In the event of disciplinary action needing to be taken, Ofsted is informed.

The insurance provider is informed depending on the severity/outcome.

Managing people
Missing child incidents are very worrying for all concerned. Part of managing the incident is to
try to keep everyone as calm as possible.
The staff will feel worried about the child, especially the key person or the designated carer
responsible for the safety of that child for the outing. They may blame themselves and their
feelings of anxiety and distress will rise as the length of time the child is missing increases.
Staff may be the understandable target of parental anger and they may be afraid. Setting
leaders need to ensure that staff under investigation are not only fairly treated but receive
support while feeling vulnerable.
The parents will feel angry, and fraught. They may want to blame staff and may single out one
staff member over others; they may direct their anger at the setting leader. When dealing with
a distraught and angry parent, there should always be two members of staff, one of whom is
the setting leader. If it a planned meeting between the parent and staff, the chairperson of the
management committee or representative should be present if appropriate. No matter how
understandable the parent’s anger may be, aggression or threats against staff are not
tolerated, and the police should be called.
The other children are also sensitive to what is going on around them. They too may be

worried. The remaining staff caring for them need to be focused on their needs and must not

______________________________________________________________________________________________________________________________________________|
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discuss the incident in front of them. They should answer children’s questions honestly but
also reassure them.

In accordance with the severity of the final outcome, staff may need counselling and support. If
a child is not found, or is injured, or worse, this will be a very difficult time. The chairperson will
use their discretion to decide what action to take.

Staff must not discuss any missing child incident with the press without taking advice from the
PLA insurers or other.

This policy was adopted at a meeting of the Pre School held on 16/06/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.8 Supervision of children on outings and visits

Policy statement
Children benefit from being taken out of the Pre School setting to go on visits or trips to local parks
or other suitable venues for activities, which enhance their learning experiences. All staff and

volunteers are aware of and follow the procedures below to keep children safe on outings.

EYFS key themes and commitments

Positive Learning and

Development

Relationships

2.2 Parents as

4.2 Active learning

partners

Regular Outings

1 On registration of their child, parents sign a general consent form covering outings within the
Morganians site and to the field opposite Morganians entrance.

' There is a risk assessment for each outing, which is reviewed before each trip.

1 This risk assessment is attached to this policy for parents to see.

Planned Outings

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




This consent form includes details of the outing proposed and transport arrangements.

A risk assessment is carried out before an outing takes place and includes the journey to the
destination.

OFSTED will be informed when an outing will leave Pre School empty.

Highly unusual outings will be discussed with the Pre School Insurers

Procedures

The adult to child ratio is higher than normal, and depends on the child’s age, their sensibility
and type of venue*.
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 in the register folder and states:

The date and time of outing.

The venue and mode of transport.

Names of staff assigned to named children.

Time of return (expected and actual if different).
A minimum of two staff should accompany children on outings and a minimum of two should
remain behind with the rest of the children.

Outings will be evaluated and action taken as appropriate

For planned outings
All individual children’s needs are taken into account and staff will liaise with parents
accordingly
A plan is devised that details specific vehicles and named drivers to transport children. Parents
are required to fit their child’s car seat into the driver’s car. Staff/Volunteer drivers are
requested to check with their insurers that they have appropriate cover for the trip* (the
understanding at writing of the policy is that drivers need no more than social and domestic
cover, provided they receive no expenses for taking the children in their car). Paid coaches
should have appropriate seat belts for the children.
Staff take a mobile phone on outings, and supplies of tissues, wipes, clothing etc as well as a
mini first aid pack, snacks and water. The amount of equipment will vary and be consistent with
the venue and the number of children as well as how long they will be out for.
Staff will ensure children have appropriate clothing/protection from the elements.
Children’s individual medical information plans and any necessary medication to be taken as
appropriate

Staff take a list of children with them with contact numbers of parents/carers.
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In the event of a late return, parents/carers will be informed by mobile phone

This policy was adopted at a meeting of the Pre School held on 16/06/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.9 Maintaining children’s safety and security on premises

Policy statement

We maintain the highest possible security of our premises to ensure that each child is safely

cared for during their time with us.

EYFS key themes and commitments

Positive

Learning and

Relationships Development

2.2 Parents as partners

Procedures

Children's personal safety

A We ensure all employed staff have been checked for criminal records by an enhanced disclosure
from the Criminal Records Bureau. These are rechecked after three years.

A Adults do not normally supervise children on their own.

A All children are supervised by adults at all times.

A The use of toilet facilities — see the safeguarding and child protection policy. Children can use the
toilet facilities independently or with only one adult supervising. Senior staff are aware when only
one member of staff is in the toilet facilities with children and monitor the situation accordingly.

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



We carry out risk assessment to ensure children are not made vulnerable within any part of our

premises, nor by any activity.

Security
Systems are in place for the safe arrival and departure of children.
The times of the children's arrivals and departures are recorded.
The arrival and departure times of adults - staff, volunteers and visitors - are recorded.
Our systems prevent unauthorised access to our premises.
Our systems prevent children from leaving our premises unnoticed.
The personal possessions of staff and volunteers are stored out of reach during sessions.
Staff mobile telephones are not kept on staff persons during sessions. If their use is needed during
a session, this occurs within the main hall or in areas not accessed by children (eg the scullery
kitchen).
Photographs of Pre School children are only taken with the Pre School camera and are printed

from the printer within Pre School.

This policy was adopted at a meeting of the Pre School held on 29/04/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Vice Chair

. __________________________________________________________________________________________________________________________________________|
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General Welfare Requirement: Safeguarding and Promoting Childrenis Welfare

The provider must take the necessary steps to safeguard and promote the welfare of children.

Chedzoy Pre School

POLICIES AND PROCEDURES

Safeguarding children

1.10 Making a complaint

Policy statement

Chedzoy Pre School believes that children and parents are entitled to expect courtesy and prompt,
careful attention to their needs and wishes. We welcome suggestions on how to improve our
setting and will give prompt and serious attention to any concerns about the running of the setting.
We anticipate that most concerns will be resolved quickly by an informal approach to the
appropriate member of staff; parents are encouraged to log complaints in a written form. If this
does not achieve the desired result, we have a set of procedures for dealing with concerns. We
aim to bring all concerns about the running of our setting to a satisfactory conclusion for all of the

parties involved.

EYFS key themes and commitments

Positive Learning and

Relationships

Development

2.1 Respecting each

other
2.2 Parents as

partners

Procedures

Pre School is required to keep a 'summary log' of all complaints that reach stage two or beyond.

This is to be made available to parents as well as to Ofsted inspectors. This log includes the date,




the circumstances of the complaint, a summary of how the complaint was managed and the

outcome.

Making a complaint
Stage 1

Any parent who has a concern about an aspect of the setting's provision talks over, first of all,

his/her concerns with the setting leader.

In line with our Somerset Code of Practice, all complaints are encouraged to be made in

writing. This allows us to keep a good log of concerns/complaints.
Stage 2

If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to this
stage of the procedure by putting the concerns or complaint in writing to the setting leader and
the owner or chair of the management committee. Pre School staff complete the Complaints

Summary Record.

For parents who are not comfortable with making written complaints, a member of staff or the

committee may document the complaint and it be signed by the parent.
A copy of written complaints is held by the chair with records of the investigation.

When the investigation into the complaint is completed, the setting leader or manager meets

with the parent to discuss the outcome T this must be within 28 days of the complaint.

When the complaint is resolved at this stage, the summative points are logged in the

Complaints Summary Record.
Stage 3

If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting
with the setting leader and the owner/chair of the management committee. The parent should
have a friend or partner present if required and the leader should have the support of the

chairperson of the management committee present.

An agreed written record of the discussion is made as well as any decision or action to take as

a result. All of the parties present at the meeting sign the record and receive a copy of it.

This signed record signifies that the procedure has concluded. When the complaint is resolved

at this stage, the summative points are logged in the Complaints Summary Record.

Stage 4

________________________________________________________________________________________________________________________________________|
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If at the stage three meeting the parent and setting cannot reach agreement, an external
mediator is invited to help to settle the complaint. This person should be acceptable to both
parties, listen to both sides and offer advice. A mediator has no legal powers but can help to
define the problem, review the action so far and suggest further ways in which it might be
resolved.

Staff or volunteers within the Pre-school Learning Alliance or the Early Years Advisors for

Somerset County Council are appropriate persons to be invited to act as mediators.

The mediator keeps all discussions confidential. S/he can hold separate meetings with the
setting personnel (setting leader and chair of the management committee) and the parent, if
this is decided to be helpful. The mediator keeps an agreed written record of any meetings that
are held and of any advice s/he gives.

Stage 5

When the mediator has concluded her/his investigations, a final meeting between the parent,
the setting leader and the chair of the management committee is held. The purpose of this
meeting is to reach a decision on the action to be taken to deal with the complaint. The
mediator's advice is used to reach this conclusion. The mediator is present at the meeting if all
parties think this will help a decision to be reached.

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

that the procedure has concluded.

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Local
Safeguarding Children Board

Parents may approach Ofsted directly at any stage of this complaints procedure. In addition,
where there seems to be a possible breach of the setting's registration requirements, it is
essential to involve Ofsted as the registering and inspection body with a duty to ensure the

Welfare Requirements of the Early Years Foundation Stage are adhered to.

The number to call Ofsted with regard to a complaint is: 08456 40 40 45. (These details are

displayed on our setting's notice board)

If a child appears to be at risk, our setting follows the procedures of the Local Safeguarding

Children Board in our local authority.
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In these cases, both the parent and setting are informed and the setting leader works with
Ofsted or the Local Safeguarding Children Board to ensure a proper investigation of the

complaint, followed by appropriate action.

This policy was adopted at a meeting of the Pre School held on 29/04/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Vice Chair
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Chedzoy Pre School

POLICIES AND PROCEDURES

Employment

2.1 Employment and staffing

(Including vetting, contingency plans, training and development)

Policy Statement

We provide a staffing ratio that exceeds 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 Criminal Records Bureau in accordance with statutory

requirements.

EYFS key themes and commitments

Positive

Learning and

Relationships Development

2.4 Key person

Procedures

Ratios

A To meet this aim we use the following ratios of adult to children:
A children under three years of age: 1 adult : 4 children; and
A children aged over three: 1 adult : 6 children.
A A minimum of two staff/adults are on duty at any one time.
A 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.

A Need to include — one member of staff to be level 3 or above; and at least half of the remaining
staff to be level 2 qualified (CHECK EXACTLY WITH EYFS)

A We hold regular staff meetings to undertake curriculum planning and to discuss children's

progress, their achievements and any difficulties that may arise from time to time.

Vetting and staff selection

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

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

A We welcome applications from all sections of the community. Applicants will be considered on
the basis of their suitability for the post, regardless of any disability, marital status, pregnancy
or maternity status, age, gender/gender reassignment, culture, religious belief, ethnic origin,
sex or sexual orientation. Applicants will not be placed at a disadvantage by our imposing
conditions or requirements that are not justifiable.

A 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
CRB check.

A We use Ofsted guidance on obtaining references and enhanced criminal record checks
through the Criminal Records Bureau for staff and volunteers who will have unsupervised
access to children.

A Applicants for posts within the setting are clearly informed that the positions are exempt from
the Rehabilitation of Offenders Act 1974.

A Candidates are informed of the need to carry out 'enhanced disclosure' checks with the
Criminal Records Bureau before posts can be confirmed.

A Where applications are rejected because of information that have been disclosed, applicants
have the right to know and to challenge incorrect information (Safeguarding Policy 1.2)

A The Committee use their judgement when determining the frequency of repeating CRB
clearance.

A All staff will hold an ISA (Independent Safeguarding Authority) number once the agency is
running. This is in accordance with requirements under the Safeguarding Vulnerable Groups
Act 2006 for the vetting and barring scheme.

A ltis our preferred practice not to employ individuals whose child/ren currently attends, or hope
to attend, Chedzoy Pre School. This is based on experience where children have been

unsettled when this happens.
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Changes to staff

A We inform Ofsted of any changes in the person responsible for our setting (ie the chairperson
and Pre School leaders).

A We also complete EY3 forms when there are changes to Committee Members.

Training and staff development

A Our setting leader hold the CACHE Level 3 Diploma in Pre-school Practice; NVQ Ill or an
equivalent qualification and a minimum of half of our staff hold the CACHE Level 2 Certificate
in Pre-school Practice or an equivalent or higher qualification.

A We provide regular in-service training to all staff - whether paid staff or volunteers.

A Our setting allocates resources to training as needed.

A We provide staff induction training in the first week of employment. This induction includes our
Health and Safety Policy and Safeguarding Children and Child Protection Policy. Other
policies and procedures will be introduced within an induction plan.

A We support the work of our staff by holding regular supervision meetings and appraisals.

A 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

A In term time only settings, our staff take their holiday breaks when the setting is closed. Where
staff may need to take time off for any reason other than sick leave or training, this is only
agreed with the manager or chair provided there has been sufficient notice and staff rotas can
be organised.

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

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

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

1% plan - use existing staff who are not rostered to work
2" plan - contact Chedzoy Pre School bank staff
3" plan — use Somerset Staff Bank or committee members (provided the skill mix remains at

least 50% trained in EY and there is at least one level Il qualified staff member on duty)

Staff leaders and the Chair hold contact details for these individuals/agencies
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Other useful Pre-school Learning Alliance publications

A Employment in Early Years Settings (2007)

This policy was adopted at a meeting of the Pre School held on 17/05/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair

Employment and Staffing Page 5 of 5



General Welfare Requirement: Suitable People

Providers must ensure that adults looking after children, or having unsupervised access to
them, are suitable to do so.

Chedzoy Pre School

POLICIES AND PROCEDURES

Employment

2.2 Induction of staff, volunteers and managers

Policy Statement

We provide an induction for all staff, volunteers and managers in order to fully brief them about

the setting, the families we serve, our policies and procedures, curriculum and daily practice.

EYFS key themes and commitments

Positive

Learning and

Relationships Development

2.4 Key person

Procedures

A We have a written induction plan for all new staff, which includes the following:
o Introductions to all staff and volunteers, including management committee members.
o Familiarising with the building, health and safety and fire procedures.
0 Ensuring our policies and procedures have been read and are carried out; including
training in safe lifting, safeguarding, equality awareness and the confidentiality policy
(signed).

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



o Familiarising them with confidential information where applicable in relation to any key
children.
0 Details of the tasks and daily routines to be completed.
A The induction period lasts two weeks. The manager inducts new staff and volunteers. The
chairperson or senior manager inducts new managers.
A During the probation period, the individual must demonstrate understanding of and
compliance with policies, procedures, tasks and routines.

A Successful completion of the induction forms part of the probationary period.

This policy was adopted at a meeting of the Pre School held on 17/05/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Suitable People

Providers must ensure that adults looking after children, or having unsupervised access to
them, are suitable to do so.

Chedzoy Pre School

POLICIES AND PROCEDURES

Employment

2.3 Student placements

Policy Statement

This setting recognises that qualifications and training make an important contribution to the
guality of the care and education provided by early years settings. As part of our commitment to
quality, we offer placements to students undertaking early years qualifications and training. We
also offer placements for school pupils on work experience.

We aim to provide for students on placement with us experiences that contribute to the
successful completion of their studies and that provide examples of quality practice in early

years care and education.

EYFS key themes and commitments

Positive Learning and

Relationships Development

2.2 Parents as

partners




Procedures

A We require students on Childcare courses to meet the 'suitable person' requirements of
Ofsted and have CRB checks carried out by their educating body.

A We require schools placing students under the age of 17 years with the setting to vouch for
their good character.

A We supervise students under the age of 17 years or those on short term placements at all
times and do not allow them to have unsupervised access to children.

A Students undertaking qualification courses who are placed in our setting on a short term
basis are not counted in our staffing ratios.

A Trainee staff employed by the setting may be included in the ratios if they are deemed
competent by the Pre School Leaders.

A We take out employers' liability insurance and public liability insurance, which covers both
trainees and voluntary helpers.

A We require students to keep to our confidentiality policy and sign a copy.

A We co-operate with students' tutors in order to help students to fulfil the requirements of
their course of study.

A We provide students, at the first session of their placement, with a short induction on how
our setting is managed, how our sessions are organised and our policies and procedures.

A We communicate a positive message to students about the value of qualifications and
training.

A We make the needs of the children paramount by not admitting students in numbers that
hinder the essential work of the setting.

A We ensure that trainees and students placed with us are engaged in bona fide early years
training, which provides the necessary background understanding of children's development
and activities.

This policy was adopted at a meeting of the Pre School held on 01/07/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Vice Chair
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General Welfare Requirement: Suitable premises, environment and equipment

Outdoor and indoor spaces, furniture and toys must be safe and suitable for their purpose.

Chedzoy Pre School

POLICIES AND PROCEDURES

Health and safety

3.7 Food hygiene

(Including procedure for reporting food poisoning)

Policy statement

In our setting we provide and/or serve food for children on the following basis:

= Snacks.

= Packed lunches.

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

preparation and serving of food.

EYFS key themes and commitments

A Unique Child Positive Enabling Learning and

Relationships Environments Development

1.3 Keeping safe 3.3 The learning
environment

3.4 The wider context

Procedures

= The basis for good food hygiene is risk assessment considering food purchase, storage,
preparation and serving of food to prevent growth of bacteria and food contamination. Staff
follow these principles when handling food.

= Atleast one person (IS THIS OUR MINIMUM REALLY??) has an in-date Food Hygiene
Certificate.

= The person responsible for food preparation and serving carries out daily opening and closing

checks on the kitchen to ensure standards are met consistently.



We use reliable suppliers for the food we purchase.
Food is stored at correct temperatures and is checked to ensure it is in-date and not subject to
contamination by pests, rodents or mould.
Packed lunches are stored in a cool place.
Food preparation areas are cleaned before use as well as after use.
There are separate facilities for hand-washing and for washing up.
All surfaces are clean and non-porous.
All utensils, crockery etc are clean and stored appropriately.
Waste food is disposed of.
Cleaning materials and other dangerous materials are stored out of children's reach.
Children do not have unsupervised access to the kitchen.
When children take part in cooking activities, they:
are supervised at all times;
understand the importance of hand washing and simple hygiene rules
are kept away from hot surfaces and hot water; and

do not have unsupervised access to electrical equipment such as blenders etc.

Reporting of food poisoning
Food poisoning can occur for a number of reasons; not all cases of sickness or diarrhoea are
as a result of food poisoning and not all cases of sickness or diarrhoea are reportable.
Where children and/or adults have been diagnosed by a GP or hospital doctor to be suffering
from food poisoning and where it seems possible that the source of the outbreak is within the
setting, the manager will contact the Environmental Health Department and the Health
Protection Agency, to report the outbreak and will comply with any investigation.
If the food poisoning is identified as a notifiable disease under the Public Health (Infectious

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

Legal Framework

Regulation (EC) 852/2004 of the European Parliament and of the Council on the hygiene of

foodstuffs

Further guidance

Safer Food Better Business (Food Standards Agency)

www.food.gov.uk/foodindustry/regulation/hygleg/hyglegresources/sfbb/sfbbcaterers
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This policy was adopted at a meeting of the Pre School held on 11/10/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Vice Chair
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General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an enjoyable
and challenging learning and development experience that is tailored to meet their individual
needs.

Chedzoy Pre School

POLICIES AND PROCEDURES

Health and safety

4.1 Admissions

Policy Statement
It is our intention to make our setting accessible to children and families from all sections of the
local community. We aim to ensure that all sections of our community have access to the setting

through open, fair and clearly communicated procedures.

EYFS key themes and commitments

A Unique Child Positive Relationships FEnabling Learning and

Environments Development

1.2 Inclusive practice 2.1 Respecting each 3.3 The learning
1.3 Keeping Safe other environment
1.4 Health and Well 2.2 Parents as Partners 34 Thewider

being 2.4 Key person environment

Procedures

= We ensure that the existence of our setting is widely advertised in places accessible to all
sections of the community.

= We ensure that information about our setting is accessible, in written and spoken form and,
where appropriate, in more than one language. Where necessary, we will try to provide
information in Braille, or through British Sign Language; we will try to provide translated written
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materials (eg Welcome to Somerset CD) where language needs of families suggest this is
required and seek access to an interpreter.

= We describe our setting and its practices in terms that make it clear that it welcomes both
fathers and mothers, other relations and other carers, including childminders.

= We describe our setting and its practices in terms of how it treats each child and their family,
having regard to their needs arising from their gender, special educational needs, disabilities,
social background, religion, ethnicity or from English being a newly acquired additional
language.

= We describe our setting and its practices in terms of how it enables all children and/or parents
to take part in the life of the setting.

= We are aware the gender and ethnic background of children joining the group.

= We make our Equal Opportunities Policy widely known.

= We consult with families about the running of the preschool to ensure we accommodate a
broad range of family needs; this is done informally and though an annual parent/carer

guestionnaire.

Visiting the Preschool

= We encourage parents/carers and their children to visit the setting, before registering for a
place to ensure parents/carers have a full picture of the type of care on offer by Chedzoy
Preschool.

= Arrangement of visits T we offer the opportunity for children to have 3 accompanied visits free
of charge prior to starting from 9 til 11.45am to enable child/parent/carer to familiarise
themselves with the preschool routine, environment and staff. This is an opportunity for the
keyworker to meet the family and complete documentation such as fiGetting to Know Youo and

to explain the child profile paperwork.

Registering for a place

= A registration form and other forms (emergency contact details, dietary and health
requirements) must be completed and the refundable deposit paid if appropriate to secure a
place at the preschool (NB there is no deposit if the child will only attend for Early Years
Entitlement hours of a maximum of 15 per week).

= We arrange our places and waiting list in order of registration date.

= We are registered to provide places for no more than 26 children on any given day and the
Committee and staff use their discretion to lower this number on days the toddler group runs.

= We are flexible about attendance patterns to accommodate the needs of individual children
and families, providing these do not disrupt the pattern of continuity in the setting and is agreed

with the Committee and staff.
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= Parents/carers attention is drawn to the fees policy and the welcome pack for further

information on registering, particularly the detail contained in the fees policy.

This policy was adopted at a meeting of the Pre School held on 25/11/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an enjoyable
and challenging learning and development experience that is tailored to meet their individual
needs.

Chedzoy Pre School

POLICIES AND PROCEDURES

Child care practice

4.4 The role of the key person and settling-in

Policy statement
Each child has a key person.

We believe that children settle best when they have a key person to relate to, who knows them
and their parents well, and who can meet their individual needs. The key person approach

promotes effective and positive relationships for children who attend our settings.

We aim to make the setting a welcoming place where children settle quickly and easily because
consideration has been given to the individual needs and circumstances of children and their
families. Research shows that a key person approach benefits the child, the parents, the staff and
the setting, through providing secure relationships in which children thrive, parents have
confidence in and staff are committed to. It also helps ensure that the setting is a happy and

dedicated place to attend or work in.

We want children to feel safe, stimulated and happy in the setting and to feel secure and
comfortable with staff. We also want parents to have confidence in both their children's well-being

and their role as active partners with the setting.

The key person role is set out in the Welfare Requirements of the Early Years Foundation Stage.




EYFS key themes and commitments

Positive

Learning and
Relationships

Development

2.2 Parents as 4.4 Personal, social

partners and emotional

2.4 Key person development

Procedures

The pre school leaders generally allocate a key person before the child starts.

= The key person is responsible for ensuring the family is inducted into the setting and is
responsible for ensuring the child is settled. This will be carried out by the most appropriate
member of staff.

= The key person works with the parent to plan and deliver a personalised plan for the childis
well-being, care and leaning.

= The key person acts as the key contact for the parents and has links with other carers involved
with the child (such as a childminder), and co-ordinates the sharing of appropriate information
about the childis development with those carers.

= The key person is responsible for developmental records and for sharing information on a
regular basis with the childis parents. They are also responsible for keeping to keep those
records up-to-date, reflecting the full picture of the child in our setting and at home.

= The key person encourages positive relationships between children in her/his key group and in

the setting as a whole.

= |n the absence of the key person, another key person is available if needed.

Settling-in

= Before a child starts to attend the setting, staff use a variety of ways to provide his/her parents
with information. These include written information (including our fiGetting to Know Med form,
our prospectus and our policies), displays about activities available within the setting, and
individual meetings with parents.

= During the half-term before a child is enrolled, there are opportunities for the child and his/her
parents to visit the setting. Places at the toddler group can be taken up where
appropriate/possible.

= A key person is allocated to each child and his/her family; the key person welcomes and looks

after the child and his/her parents at the child's first session and during the settling-in process.
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The leaders may offer a home visit by the person who will be the child's key person, to ensure
all relevant information about the child can be made known.

During pre-start visits staff ensure the child's registration records are complete and up to date.
When a child starts to attend, staff explain the process of settling-in with his/her parents and
jointly decide on the best way to help the child to settle into the setting.

Each child is unique and how they settle reflects this. Key person/staff are experienced in
assisting in settling in as required. There is an expectation that the parent, carer or close
relative, will stay for most of the session.

When parents leave, we ask them to say goodbye to their child and explain that they will be
coming back, and when. Visual timetables can be used to aid the childis understanding if
needed.

Staff assess any child who has been left while still unsettled and help them to settle in the most
suitable way for that child.

Within the first term of starting the key person discusses and works with the child's parents to

start to create their child's record of achievement.

This policy was adopted at a meeting of the Pre School held on 25/11/10

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Vice Chair
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General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an enjoyable
and challenging learning and development experience that is tailored to meet their individual
needs.

Chedzoy Pre School

POLICIES AND PROCEDURES

Partnership

4.6 Parental involvement

Policy statement

We believe that children benefit most from early years education and care when parents and

settings work together in partnership.

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

them in their children's education and in the full life of the setting.

Some parents are less well represented in early years settings, we try to ensure all parents are

included.

When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth
parents as well as step-parents and parents who do not live with their children, but have contact
with them and play a part in their lives. ‘Parents’ also includes same sex parents as well as foster

parents and adults with parental responsibility for the children, often referred to as ‘carers’.

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

law a parent of a child has in relation to the child and his property.




EYFS key themes and commitments

A Unique Child Positive Enabling Learning and

Relationships Environments Development

1.2 Inclusive practice 2.1 Respecting each 3.2 Supporting every
1.4 Health and well- other child
being 2.2 Parents as
partners
2.3 Supporting
learning

2.4 Key person

Procedures

= We ensure all parents are included — that may mean we have different strategies for involving
fathers or parents who work or live apart from their children.

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

= We ensure ongoing dialogue with parents to improve our knowledge of the needs of their
children and to support their families.

= We inform all parents about how the setting is run and its policies through access to written
and/or electronic information and through regular informal communication. We check to ensure
parents understand the information that is given to them.

= We encourage and support parents to play an active part in the governance and management
of the setting; primarily this is through the parent management committee where parents
influence the running of the Pre School.

=  We inform all parents on a regular basis about their children's progress.

= We involve parents in the shared record keeping about their children - either formally or
informally - and ensure parents have access to their children's written developmental records.

= We provide opportunities for parents to contribute their own skills, knowledge and interests to
the activities of the setting.

= We inform parents about relevant conferences, workshops and training.

= We consult with parents about the times of meetings to avoid excluding anyone.

= We provide information about opportunities to be involved in the setting in ways that are
accessible to parents with basic skills needs, or those for whom English is an additional
language.

= |n general, all meetings are held within the setting. However, when needed alternatives are
sought.

= We welcome the contributions of parents, in whatever form these may take.
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= We inform all parents of the systems for registering queries, complaints or suggestions and
check to ensure these are understood. All parents have access to our written complaints
procedure.

=  We provide opportunities for parents to learn about the curriculum offered in the setting and

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

This policy was adopted at a meeting of the Pre School held on 20/01/11

Signed on behalf of the Pre School
Name and Role: Rachel Chorley, Committee Chair
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General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an
enjoyable and challenging learning and development experience that is tailored to meet their
individual needs.

Chedzoy Pre School

POLICIES AND PROCEDURES

Financial and Contractual Policies

6.1 Fees Policy

EYFS key themes and commitments

Positive Learning and

Relationships

Development

1.2 Inclusive 2.2 Parents as

practice partners

Chedzoy Pre School operates a service, which is fair and competitively priced. We aim to offer
a high quality, safe and stimulating environment that provides a service that is good value for
money. Once registered with the preschool and offered a place, parents and carers are able to
purchase day-care for pre-school aged children between the hours of 9am to 11.45am or
1.30pm, Monday to Friday in school term times. Session times and the hourly fee are detailed
in the Pre School’'s Welcome Pack.

This fees policy forms part of the contract with the parents/carer and Chedzoy Pre School.

Refundable Booking Deposit

A refundable deposit will be charged upon child registration, this is currently set at £30. This
deposit is refunded in the child’s final bill when the child’s leaving date has met our terms of
notice and all fees are up to date. This deposit is reviewed periodically and is subject to
change.

Note: this deposit is not (and cannot be) charged to new parents who wish to access Early
Year Entitlement Funding only i.e. their child will able to claim funded hours for all the time
they attend pre school

Registration Contract

The date a place is requested from is the agreed start date and sessions will be invoiced/EYE
funded hours claimed from this date. If a reduction in hours is required or the child no longer
requires a place, we require 4 weeks notice. This time is required to enable us to plan our
staffing and sessions. If this notice is not given we reserve the right to make a charge to the
value of the 4 weeks notice. The booking deposit will be used towards this charge if
necessary.




The hourly fees are detailed in the Welcome Pack. This is an inclusive fee, there is no cost for
shacks provided by the Chedzoy Pre School (lunch boxes are to be provided by parents for
children staying over the lunch session). Occasionally additional services such as a drumming
workshop or the Pre School trip are charged for, parents/carers will get sufficient notice of
these costs.

Monthly Fee Statements

Statements will be issued approximately 2 weeks before the start of the month, and will be
due midway through the month, dependant on school holidays. Fees can be paid by cash,
cheque or online (with accompanying email to the preschool email address). Further details
are provided on the parent/carer invoices. Payment by installments can be agreed
confidentially between the parent/carer and the Committee vice-treasurer.

Session Increase

If a parent/carer requests an increase in hours, these hours can be provided as soon as
possible, subject to availability. This must be discussed this in full with the preschool leader
and an adjustment form signed. Once the sessions have been booked, payment will be
expected for the sessions from the agreed start date. If circumstances change and a reduction
in hours is required or the child is removed, we require 4 weeks notice. If this notice is not
given we reserve the right to make a charge to the value of the 4 weeks notice. The booking
deposit will be used towards this charge if necessary.

Session Reduction

If a parent/guardian wishes to reduce the number of sessions a child attends, or wishes to
remove a child from the Pre School, we require 4 weeks notice. This time is to enable us to
plan our staffing and sessions. If this notice is not given then the Pre School reserves the right
to make a charge to the value of 4 weeks.

Holiday and lliness

When a child is on holiday or misses sessions due to illness, fees/EYE funded hours are still
invoiced. Cases of long term illness are considered on an individual, confidential basis with the
Pre School committee.

Bank Holiday and Closures due to unforeseen circumstances

Neither bank holidays or closures due to unforeseen circumstances are currently charged for.
There is a mass texting service run by the preschool to enable ease of contacting
parents/carers if the pre school has to close. This is exceptional and as much notice is given
as possible. Parents/carers need to sign a consent form to enable pre school to make contact
this way.

Fee Increases

Our hourly rate is currently detailed in the Welcome Pack. It is subject to review and change,
historically this is on January the 1st. We aim to give parents 2 months notice of any change
to fees.

Late Payment Fee

Chedzoy Pre School is understanding of financial difficulties that families may face from time
to time. The pre school actively encourages parents/carers to discuss their needs with the
vice-treasurer as soon as possible so a confidential, mutually agreed payment plan can be set
up. This may well be in the form of smaller installments, stagger or delays in payments.

If fee payments are not paid by the due date stated on the monthly statement or reminder
invoice, and there has been no agreed payment plan set up, the pre school reserves the right
to charge a late payment fee. This fee is detailed in the Welcome Pack. It is subject to review
and change periodically.
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Late Collection of Child Charge

It is of paramount importance that children are collected from Chedzoy Pre School at the
session end times, the preschool is not insured to operate outside these agreed hours. If a
parent suspects they will be late, they must make contact with the pre school. The pre school
reserves the right to make a late collection charge of £10 for every 15 minutes that a child
remains uncollected past their session end time.

Early Year Entitlement Funding (EYE funding)

EYE funding for three and four year olds is available to be used at the pre school, from the
term after the child’s third birthday. EYE funding entitlement is 210 hours in the autumn term,
(equates to 14 weeks), 165 hours in the spring term (equates to 11 weeks), and 195 hours in
the summer term, (this equates to 13 weeks).

- A minimum of 2 %2 hours can be claimed in any one day

- A maximum of 15 hours per week over a minimum of 3 days (or 14 hours over 2 days
or 7 hours over 1 day) days can be claimed

- More than one provider (but no more than two) can be used

- Only the maximum entitlement of hours in total (ie 210, 165, 195 hours) per funding
period can be claimed.

To claim the EYE funding the following information is needed:
- Child’s legal documentation — birth certificate or passport (ideally this is done on a
child’s registration to prevent any delay in claiming EYE funding, a copy is sent to the
Early Year’s Funding Team by Pre School)
- EYE funding parent declaration form - completed every term and signed by the
parent/carer
Note —parents/carers are responsible if a child’s legal documentation is not produced i.e.
parents/carers will be charged settings normal fees as the preschool is unable to claim EYE
funding.

Any hours attended over the funding allowance are charged at the preschool’s hourly rate and
are due on a monthly basis; this will trigger paying the refundable deposit described at the
beginning of this policy (if it was not paid at registration). Parents/carers attention is drawn to
the Welcome Pack and EYE funding can be discussed with Pre School Leaders/ Committee
Vice-Treasurer.

Childcare vouchers:
These are currently not accepted by Chedzoy Pre School.

Working Tax Credit:

If you receive Working Tax Credit you may be able to get help towards the cost of childcare.
For further details contact the tax credits helpline on 0845 300 3900 or visit HM revenue and
Customs (HMRC) website www.hmrc.gov.uk/taxcredits

Arrears Monitoring
To ensure fees are paid promptly, the following plan will be followed:

1. Invoice dates set by vice-treasurer; parents/carers will know these well in advance: A

letter is sent at the beginning of the school year to existing parents of these dates and

new parents/carers receive a copy when their child starts.

Vice-treasurer checks payments against invoices on due date.

All parents/carers who have not paid are reminded by the staff in a session time or

phoned with a new payment date (end of week or similar)

4. A late payment fee might be added to the invoice if there is the invoice is not settled
after new invoice due date.

wnN
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5. Follow non payment of fees procedure (see below)

Non Payment of Fees
In the event of fees not being received, the following action will be taken:

1. A meeting is set up to recover the debt — this should be as soon as possible and ideally
within 10 days of the outstanding invoice. The purpose is to establish a payment plan for
the outstanding debt — a payment plan can be agreed that with fees being paid in
installments or by other ways. All other fees will be expected to be paid on time. The
meeting is documented and a letter sent to the parent/carer detailing the agreement
reached and the timescales for the debt recovery.

2. Alate payment fee is added if the debt is not paid off as agreed.

3. If a payment is missed:

o For children too young to claim EYE funded hours (or who do not claim them from
Chedzoy Pre School) — the child’s place may be suspended or withdrawn until the
payment plan is up to date.

o For children only attending for EYE hours — the child’ s place may be suspended or
withdrawn if the funding form is not signed when required.

o For children attending more than their EYE hours entitlement — the child’s attendance
may be cut back to the EYE hours until the payment plan is up to date.

A letter is sent to parents/carers to explain the situation and to encourage payment.

4. Legal proceedings through the small claims court would be instigated to reclaim the
outstanding amount; a letter stating that pre school will be proceeding to recover the debt
to be written. Please note, no debts are written off.

Termination of the contract:

Setting - The setting reserves the right to terminate the contract without notice in the event of
unsuitable behaviour from parents or non payment of fees following the non payment
procedure. At all other times as much notice as possible will be given, but will not be less than
4 weeks, in writing.

Parents/Carers — as above, 4 weeks must be given to the setting to terminate a child’s place,
if written notice is not received, up to 4 weeks fees will be charged. (Note — for children who
are only attending for hours covered by EYE funding, the notice period is 4 weeks and up to
four weeks entitlement will be claimed if insufficient notice is received).

Links to other policies and legislation

e Nurseries/pre-school prospectus, admissions policy, parentis contract or parent
partnership, uncollected child policy, sickness policy, closure policy and committee
roles and responsibilities.

Every Child Matters Outcome: Economic Wellbeing

o General Welfare Requirement: Documentation

This policy was adopted at a meeting of the Pre School held on October 2010

Signed on behalf of the Pre School
Name and Role Rachel Chorley, Committee Chair
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General Welfare Requirement: Organisation

Providers must plan and organise their systems to ensure that every child receives an
enjoyable and challenging learning and development experience that is tailored to meet their
individual needs.

Chedzoy Pre School

POLICIES AND PROCEDURES

Financial and Contractual Policies

6.2 Confidentiality Policy

EYFS key themes and commitments
A Unique Child Positive Enabling Learning and

Relationships Environments Development

2.2 Parents as

partners

Policy

The aim of this childcare setting is to promote an environment of respect with reference to confidential
information relating to the children, families or group users and the groups business.

Procedure
Parents and Carers

e Parents will have access to files and records of their own children and not of any other child
¢ Information given by Parents/ carers to the supervisor/leader will not be passed on to others without
permission unless information sharing applies

Staff, volunteers and students

e A signed confidentiality clause is included in all staff employment contracts (see below)

e Staff, volunteers and students are given details about issues of confidentiality during their staff
induction

o Staff will only discuss individual children with their parents/carers, unless discussion with other staff
is needed when curriculum planning

e Any issues regarding managing the preschool (specifically where the committee is involved) will not
identify the individual child concerned

Committee Members

All committee members sign a confidentiality contract (see below)

During the term in office, committee members may be party to confidential information concerning
the children or families and to the group’s financial business. Any information, which is received as
a result of this position as a committee member, must remain confidential




e Confidential issues must not be discussed with other parents or any other individual not connected
with the organisation

e During and after the term of office, committee members must not disclose or allow the disclosure of
any confidential information (except in the proper course of their membership of the committee)

e Issues relating to staff personnel will be remain confidential to the committee offices rather than the
committee as a whole (unless agreed by the staff and officers in advance)

Information sharing

Please note that it may be necessary in certain circumstances to share information with other agencies
e.g. Children’s Social Care / Police. This would particularly apply to any child protection issues. Parents
/ Carers will always be informed unless it is believed this would place the child at risk of significant
harm.

Parents / Carers need to be aware that the Local Authority Guidance on Child Protection states that
under certain circumstances it may be necessary to share information with other agencies to ensure the
safety and well being of the child.

Please see the Safeguarding Children Policy and

EYFS key themes and commitments

A Unique Child Positive Enabling Learning and

Relationships Environments Development

2.2 Parents as

partners

This policy was adopted at a meeting of the Pre School held on 20/01/11

Signed on behalf of the Pre School
Name and Role Rachel Chorley, Committee Chair
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