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MOULTON PRE -SCHOOL
Administering Medicines

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young peopleand adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

While it is not our policy to care for sick children, who should be at home until they are well enough
to return to the setting, we will ag ree to administer medication as part of maintaining their health
and well -being or when they are recovering from an illness. We ensure that where medicines are
necessary to maintain health of the child, they are given correctly and in accordance with legal
requirements.
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the morning and evening. As far as possible, administering medicines will only be done where it
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medication before, it is advised that the parent keeps the child at home for the first 48 hours to ensure

no adverse effect as well as to give time for the medication to take effect.

Our staff are responsible for the correct administration of medication to children. This includes
ensuring that parent consent forms have been completed, that medicines are stored correctly and
that records are kept according to procedures. We notify our insurance provider of all required
conditions, as laid out in our insurance policy.

Procedures
9 Children taking prescribed medication must be well enough to attend the setting.

T Only medication prescribed by a doctor (or other medically qualified person) is
administered. It must be in-date and prescribed for the current condition.

1 Non-prescription medication, such as pain or fever relief (eg Calpol) may be administered,
but only with prior written consent of the parent and only when there is a health reason to
do so, such asa high temperature. Children under the age of 16 years are never given
medicines containing aspirin unless prescribed specifically for that child by a doctor. The
administering of un -prescribed medication is recorded in the same way as any other
medication.

1 Children's prescribed medicines are stored in their original containers, are clearly labelled
and are inaccessible to the children.On receiving the medication, the member of staff must
check that it is in date and prescribed specifically for the current condition.

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

 full name of child and date of birth;
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1 name of medication and strength;

1 who prescribed it;

1 dosage to be given in the setting;

1 how the medication should be stored and expiry date;

1 any possible side effects that may be expected should be noted; and
9 signature, printed name of parent and date.

1 The administration is recorded accurately each time it is given and is signed by staff and a
witness. Parents are shown the record at the end of the day and asked to sign the record sheet
to acknowledge the administration of a medicine. The medication record sheet records:

T name of child;
name and strength of medication;

1

q the date and time of dose;
1 dose given and method;
1

signature of the person administering the medication and a witness who verifies that the
medication has been given correctly.

/ EUI OUzUwUDPT OEUVUUI pE0wUT | wl OEwOi wUI | wEEaK
1 If the administration of prescribed medication requires medical knowledge, we will

obtain training by a health professional.

T No child may self -administer. Where children are capable of understanding when they
need medication, for example with asthma, they should be encouraged to tell a member
of staff what they need. However, this does not replace staff vigilance in knowing and
responding when a child requires medication.

1 We monitor t he medication record sheets to look at the frequency of medication given in
the setting. For example, a high incidence of antibiotics being prescribed for a number of
children at similar times may indicate a need for better infection control.

Storage of medicines

1 All medication along with administration record is stored safely in a marke d box and out the
reach of children.

1 The staff member receiving the medication is responsible for ensuring the medicine is
handed back at the end of the day to the parent.

1 For some conditions, medication may be kept in the setting. The play leader will check that
any medication held to administer on an as and when required basis or on a regular basis, is
in date and returns any out-of-date medication back to the parent.

Children who have long term medical conditions and who may require on ongoing medication

1 Ariskassessmentis carried out for each child with long term medical conditions that require
ongoing medication. This is the responsibility of the play leader alongsid e the key person.
Other medical or social care personnel may need to be involved in the risk assessment.
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Parents will also contribute to a risk assessment. They should be shown around the setting,
understand the routines and activities and point out anythi ng which they think may be a risk
factor for their child.

For some medical conditions key staff will need to have training in a basic understanding of
the condition as well as how the medication is to be administered correctly. The training
needs for staffis part of the risk assessment.

The risk assessment includes vigorous activities and any other pre-school activity that may

T DYl WEEUUI wi OUWEOOGET UOwWUI T EVUEPOT wEOWPOEDPYDPEUEC

The risk assessment includes arrangements for taking medicinesOOwOUUD OT UWE OE wUI
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and what information must be shared with other staff who care for the chi Id.

The health care plan should include the measures to be taken in an emergency.

The health care plan is reviewed every six months or more if necessary. This includes
reviewing the medication, e.g. changes to the medication or the dosage, any side effectsioted
etc.

Parents receive a copy of the health care plan and each contributor, including the parent,
signs it.

Managing medicines on trips and outings.

1

If children are going on outings, staff accompanying the children must include the key

person for the child with a risk assessment, or another member of staff who is fully informed
EEOUOwWUOT 1 wET POEZUwOI 1 EUWEOEYxOUwWOI EPEEUDPOOS
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name of the medication, Inside the box is a copy of the consent form and Administrating

form to record when it has been given, with the details as given above.

On returning to the setting the card is stapled to the medicine record sheet and the parent

signs it.

If a child on medication hastO WET WUE Ol QwUOwi OUxPUEOOwWUIT 1 wEl POE:
x OEUUPEWEORWEOI EUOAWOEET Ol EwPBDUT wOT 1 wgET POEZz UwC
copy of the consent form signed by the parent.

Legal Framework

T The Human Medicines Regulations(2012)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018

Signed on behalf of the preschool ... e sveseartrerasteessereresoratessanenesonns

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Admissions Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting

to share this commitment.

It is our intention to make our pre -school genuinely accessible to children and families from all
sections of the local community. We aim to ensure that all section of our community have access to
the setting through fair and clearly communicat ed procedures. In order to accomplish this, we will:

1
1

Ensure that the existence of the preschool is widely known in all local communities.

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 signing or an interpreter.

Arrange our waitin g list in date of birth order. Should the waiting list be full the committee
may take the following into consideration when making a decision about entry into
preschool.

1 The vicinity of the home to the setting:
1 Siblings already attending the setting.
1 Length of time on waiting list.

We offer funded places in accordance with the Code of Practice for Suffolk County Council
and any local conditions in place at the time.

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

Our setting and its practices are welcoming and make it clear that fathers, mothers, other
relations and carers are all welcome.

Our setting and its practices operate in a way that encourages positive regard for and
understanding of difference and ability - whether gender, family structure, class,
background, religion, ethnicity or competence in spoken English.

We support children and/or parents with disabilities to take full part in all activities within
our setting.

We monitor the needs and background of children joining our setting on the Registration
Form, to ensure that no accidental or unintentional discrimination is taking place.

We share and widely promote our Valuing Diversity and Promoting Equality Policy.

We consult with families about the opening times of our setting to ensure that we
accommodate a broad range of families' needs.

Adopted September 20 Pag® of 105



This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B e rsseessterssnrassnrssaensannnssseessnnran

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Admissions Procedure

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment

Moulton Pre -school is open to every member of the local community for children between the ages
of 2% and 5 years. A child is offered a place & pre-school from the half term in which their two and
half birthday falls, when a place becomes available.

Any parent/carer wishing to register their child for a place at the pre -school will need to submit a
Registration Form which is found on our website (www.moultonpreschool.org ) or by contacting our
Admission Secretary. This must be completed and returned. On receipt of this, a Confirmation
Letter will be sent notifying the parent/carer that their child is on the waiting list, which is arranged
as per our admission policy.

The pre-school will review its waiting list within the first two weeks of each term (September,
January, and April) and then a letter offering the child a space or a letter informing th e family of any
other decision will be sent out.. This offer will need to be accepted within two weeks by returning
the slip.

Once the accepted slip has been received a Confirmation of Places letter will be sent out detailing

the next steps and the play leader will contact you to arrange a visit before the end of the term, to
which you will need to bring your enrolment form.

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B e rauseessrerssnrsssnessaressnneasseesnares

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
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Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

1 We promote children's right to be strong, resilient and listened to by creating an environment
in our setting that encourages children to develop a positive self-image, which includes their
heritage arising from their colour and ethnicity, their languages spoken at home, their
religious beliefs, cultural traditions and home background.

1 We promote children's right to be strong, resilient and listened to by encouraging children
to develop a sense of autonomy and independence.

T We promote children's right to be strong, resilient and listened to by enabling children to
have the selfconfidence and the vocabulary to resist inappropriate approaches.

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

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

Wh:a it meirts tomeraes:hiltiron spighe=miodteeliticenhrital tedbr: @inobes redilierg dntl Isster@en d e n't
too O .

To be strong means tobe:

1 secure in their foremost attachment relationships, where they are loved and cared for by at
least one person who is able to offer consistent, positive and unconditional regard and who
can be relied on;

1 safe and valued as individuals in their families and in relationships beyond the family, such
as day care or school;

1 self-assured and form a positive sense of themselvest including all aspects of their identity
and heritage;

included equally and belong in our setting and in community life;
confident in their own abilities and proud of their achievements;

progressing optimally in all aspects of their development and learning;

= =4 -4 =2

part of a peer group in which they learn to negotiate, develop social skills and an identity as
global citizens, respecting the rights of others in a diverse world; and

9 able to represent themselves and participate in aspects of service delivery that affects them,
as well as aspects of key decisions that affect their lives.
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To be resilient means to:

be sure of their selfworth and d ignity;

be able to be assertive and state their needs effectively;
be able to overcome difficulties and problems;

be positive in their outlook on life;

be able to cope with challenge and change;

have a sense of justice towards themselves and others;

develop a sense of responsibility towards themselves and others; and

= =4 4 -4 -4 -—a -a -2

be able to represent themselves and others in key decision making processes.
To be listened to means

9 adults who are close to children recognise their need and right to express and communicate
their thoughts, feelings and ideas;

9 adults who are close to children are able to tune in to their verbal, sign and body language
in order to understand and interpret what is being expressed and communicated;

9 adults who are close to children are able to respond appropriately and, when required, act
upon their understanding of what children express and communicate; and

f EEUOUUWUI Uxl EVWET POEUI Oz UwUPT T UVUWEQEwWI EEPOPUE!
imaginative and child centred ways in all aspects of core services.
This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... T T

Deborah Hargreaves
Chairperson

Adopted September 20 Pag® of 105



MOULTON PRE -SCHOOL
Complaints Procedures

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

Our setting 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. 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.

Procedures

All settings are 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.

Making a complaint
Stage 1

1 Any parent who has a concern about an aspect of the s#ting's provision talks over, first of
all, his/her concerns with the preschool leader.

1 Most complaints should be resolved amicably and informally at this stage.
T 61 wUl EOUEWUT T wbUUUI OWEOCEwWI OpwhUwPEUWUI UOOYI EOu
Stage 2

9 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 preschool leader
and the chair of the management committee.

1 For parents who are not comfortable with making written complaints, there is a template
form for recording complaints, the form may be completed with the person in charge and
signed by the parent.

1 The setting stores written complaints from parents in the child's personal file. However, if
the complaint involves a detailed investigation, the preschool leader may wish to store all
information relating to the investigation in a separate file designated for this complaint.

1 When the investigation into the complaint is completed, the preschool leader meets with the
parent to discuss the outcome.

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

1 When the complaint is resolved at this stage, the summative points are logged in the
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Complaints Summary Record, which is made available to Ofsted on request.

Stage 3

1 If the parent is not satisfied with the outcome of the investigation, he or she requests a
meeting with the preschool leader and the 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.

1 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.

9 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

1 |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.

9 Staff or volunteers within the Pre -school Learning Alliance are appropriate persons to be
invited to act as mediators.

1 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

1 When the mediator has concluded her/his investigations, a final meeting between the parent,
the preschool leader and the chair of the management committee is held. The purpose of this
meeting is to reach adecision 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.

1 Arecord 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 eclerclotheedifio=ffor Ethreard® fnfEiluceionf (oikdreS4 Savidea and Skills (Ofsted) andat i o n
the Local Safeguarding Children Board

1 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
esential to involve Ofsted as the registering and inspection body with a duty to ensure the
Statutory Framework for the Early Years Foundation Stage are adhered to.
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9 The number to call Ofsted with regard to a complaint is 03001231231
9 These details are displayed on our setting's notice board.

9 If a child appears to be at risk, our setting follows the procedures of the Local Safeguarding
Children Board in our local authority.

1 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.

Records

1 Arecord of complaints against our setting and/or the children and/or the adults working in
our setting is kept for at least 3 years, including the date, the circumstances of the complaint
and how the complaint was managed.

9 The outcome of all complaints is recorded in the Summary Complaints Record which is
available for parents and Ofsted inspectors on request.

This policy was adopted at a meeting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Confidentiality and client access to records

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement
s2T EUIl wbbUT wbOi OUOT EWEOOUI OUwki 1 Ul WExxUOxUDPEUI wEC(
who do not consent to share confidential information. You may still share information without

consent if, in your judgement, there is good reason to do so, such as where safety may be at risk.
8O0UwPPOOwWOI 1 EwWUOWEEUT waOUUWNUETT 01 O0wOOwUT T wi EEUU

Information sharing: Advice for practitioners providing safeguarding services to children, young
people, parents and carers (HMG 205)

our intention to respect the privacy of children and their parents and carers, while ensuring that
they access high quality early years care and elucation in our setting. We aim to ensure that all
parents and carers can share their information in the confidence that it will only be used to enhance
the welfare of their children. We have record keeping systems in place hat meet legal requirements;
this means thatwe use to store and share that information takes place within the framework of the
Data Protection Act (1998) and the Human Rights Act (1998).

Confidentiality procedures

1 Most things that happen between the family, the child and the setting are confidential to our
setting. In exceptional circumstances information is shared, for example with other
professionals or possibly social care or the police.

1 Information shared with other agencies is done in line with our Information Sharing Policy.

1 We always check whether parents regard the information they share with us to be
confidential or not.

1 Some parents may share information about themselves with other parents as well as with
our staff, we cannot be held responsible if information is shared by t hose parents whom the
x1 UUOOwWTI EUws EOCOI PEI Ez wbOB6 w

1 Information shared between parents in a discussion or training group is usually bound by a
shared agreement that the information is confidential to the group and not discussed outside
of it. We are not responsible should that confidentiality be breached by participants.

1 We inform parents when we need to record confidential information beyond the general
personal information we keep (see our Children's Records Policy) - 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 records we are obliged to keep regarding action taken
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in respect of child protection and any contact and correspondence with external agencies in
relation to their child.

1 We keep all records securely (see our Children's Records Policy).

1 Most information is kept in a manual file. However, our staff may use a computer to type
reports, or letters. Where this is the case, the typed document is deketed from the PC and only
the hard copy kept. We do not keep electronic records on children, other than the register
and financial data.

1 Where it is helpful to keep an electronic copy we download it onto a disc, labelled with the
EIl POEZUwWOEODI WEDEIwDd s uBWiwUVWwET POEzUwi POl 6weg- Ow
EUDPYI w3l PUwPUWET EEVUUT wUOT T wUI UUDPOT Uz w/ " ZUwWEOwWC
f .UUwUUEI | wWEPUEUUUWET DPOEUI Oz Uwi il Ol UEQwxUOT Ul UUu

other parents or anyone else outsde of the setting.

9 Our discussions with other professionals take place within a professional framework and not
on an informal or ad -hoc basis.

1 Where third parties share information about an individual [our practitioners and managers]
check if it is confid ential, both in terms of the party sharing the information and of the person
whom the information concerns.

Client access to records procedures

1 Parents may request access to any confidential records we hold on their child and family
following the procedur e below:

f 37T 1T wxEUIl O0UwPUwWUT T wsUUENT EUz wOl wOT 1T wi PO wbOwUT 1
EOOUI OUz wEGEwW!I EVUWEWUDT T OwlOOwUiI 1 wbdi OUOGEUDPOOWUI

f OawuUili gUIl U0wUOWUIT T wUT T wel POEzUwxI UUOOEOQwI DOI wE
must be made in writing to the setting leader.

1 We acknowledge the request in writing, informing the parent that an arrangement will be
made for him/her to see the file contents, subject to third party consent.

1 Our written acknowledgement allows 40 working days for the file to be made ready.
1 A fee of £[reasonable fee to cover admin costs] may be charged to the parent.

9 The Preschool leader informs the committee and legal advice may be sought before sharing
a file.

1 The Preschool leader goes through the file to ensure that all documents have been filed
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correctly, that entries are in date order and that there are no missing pages. They note any
information, entry or correspondence or other document which mentions a third party.

We write to each of those individuals explaining that the subject has requested sight of the
file, which contains a reference to them, stating what this is.

They are asked to reply in writing to our play leader giving or refusing consent for disclosure
of that material.

61 wOl I xwEOxHI UwOi wlOT T Ul wOl O0UI UUWEOEwWUT 1 PUwWUI xC

s3T PUEWxEUUDPI Uz wbOEOUET wi EET wi EOPOawdl OEIl UwbO
entries pertaining to each parent, step parent, grandparent etc,we write to each of them to
request third party consent.

Third parties also include workers from any other agency, including children's social care
and the health authority for example. Agencies will normall y refuse consent to share
information, preferring instead for the parent to be redirected to those agencies for a request
to see their file held by that agency.

Members of our staff should also be written to, but we reserve the right under the legislation

to override a refusal for consent or to just delete the name of the staff member and not the
information. We may grant refusal if the member of staff has provided information that could

El WEOOUPEITI Ul Ews Ul OUPUDPYI] zwEOE wUIT Ttunformationiiau O1 OE |
disclosed; or if that information is the basis of a police investigation. However, if the
information is not sensitive, then it is not in our interest to withhold that information from a

parent. In each case this should be discussed with members of staff and decisions recorded.

When we have received all the consents/refusals our manager takes a photocopy of the
complete file. On the copy of the file[our manager removes any information that a third party
has refused consent for us to disclog and blank out any references to the third party, and
any information they have added to the file, using a thick marker pen.

The copy file is then checked by the preschool leader and legal advisors to verify that the file
has been prepared appropriately.

What remains is the information recorded by the setting, detailing the work initiated and

i O000PI EwEawUT 1 OwPbOwUI OEUDPOOWUOWEOOI PEI OUPEOWC
61 wxT OUOEOxawUl 1 wsEOI EOwWwEOxazwET EDPOWEOEWEOOOEU
Our manager informs the parent that the file is now ready and invite[s] him/ her to make an
appointment to view it.

The preschool leader meet with the parent to go through the file, explaining the process as

well as what the content of the file records about the child and the work that has been done.

. 00awUi T wxl UUOO@UAwWPPUT wxEUI OUEOQwWUI UxOOUPEDODU
representative or interpreter.
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I The parent may take a copy of the prepared file away; but, to ensure it is properly explained
to and understood by the parent,we never hand it over without discussion.

1 Itis an offence to remove material that is controversial or to rewrite records to make them
more acceptable. Our recording procedures and guidelines ensure that the material reflects
an accurate and nonjudgemental account of the work we have done with the family.

1 If a parent feels aggrieved about any entry in the file, or the resulting outcome, then we refer
the parent to our complaints procedure.

1 The law requires that the information we hold must be accurate. If a parent says that the
information we hold is inaccurate, then the parent has a right to request for it to be changed.
However, this only pertains to factual inaccuracies. Where the disputed entry is a matter of
opinio n, professional judgement, or represents a different view of the matter than that held
EawUl T wxEUI OUOwPT wUl UEPOWUT T wUPTT OwbOOUWUOWET E
view of the matter. In most cases, we would have given a parent the opportuni ty at the time
to state their side of the matter, and it would have been recorded there and then.

9 (1 wOTT Ul wEUT wECAWEOOUUOYI UUPEOQWEUXxT EOU WOl wUOT T w
This might be where there is a court case between parentswhere social care or the police
may be considering legal action, or where a case has already completed and an appeal
process is underway.

T 61 woOl YI GuwisBOEE Ywi OUwi 1 EVUwOl wiOT T wxEUI O0wUI T BOI
elsewhere.
Telephone advice Ul T EUEDOT wi il Ol UEOw@UI UPT UwOEawET wOEET wUC
Office Helpline 0303 123 1113.
All the undertakings above are subject to the paramount commitment of [our/my] setting, which is
to the safety and well-being of the child. Please see &0 [our/my] policy on Safeguarding Children
and Child Protection.
Legal framework
Data Protection Act (1998)
Human Rights Act (1998)
Further guidance
Information sharing: Advice for practitioners providing safeguarding services to children, young

people, parents and carers (HM Government 2015)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018

Signed on behalf of the preschool ... B st eersar s e

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Confidentiality Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting

to share this commitment.

The pre-school's work with children and families will sometimes bring us into contact with
confidential information.

To ensure that all those using and working in the pre -school can do so with confidence, we will
respect confidentiality in the following ways:

T

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

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

Information given by parents/carers to the pre -school leader or keyperson will not be passed
on to other adults without permission.

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

Any anxieties/evidence relating to a child's personal safety will be kept in a confidential file
and will not be shared within the group e xcept with the child's keyperson/play leader and
the chairperson/vice chair of the management committee.

Students on Pre-school Learning Alliance or other recognised gqualifications and training,
when they are observing in the pre-school, will be advised of our confidentiality policy and
required to respect it.

All the undertakings above are subject to the paramount commitment of the pre -school which is to
the safety and wellbeing of the child. Please see also our policy on safe guarding.

This policy was adopted at a meeting of the pre-school held on 27" September 2017

It will next be reviewed in September 2018

Signed on behalf of the preschool  ..... B e easseesoreeesmrassnes saressaneassnesnanes

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Emergency Evacuation Procedure

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment

In the event of a fire/lemergency the whistle will be blown. The exit door will be pointed out and
named so that staff, adults and children know which door to go to.

The pre-school deputy will withdraw everyone away from the fire.

The deputy leader will:-

1 Collect the emergency box., which contains:
1 Register with contact details
M First Aid Kit
1 Message Book

9 Gather the children and evacuate the building, leading everyone to the edge of the car park
in front of the hall,

9 Call the resister to check all children and adults are present.
On leaving the building a designated member of staff will count the children out.

The Play Leader will:-

9 If safe to do so:
1 Check the toilet area and close all doors to the toilet and corridor on way out.
1 Close all windows and doors
9 Turn ligh ts off
91 Dial 999
Another designated member of staff will, if safe to do so:-
1 Check the book area and under the cushions and close the kitchen door and kitchen shutters.
1 Once every one is accounted for the Leader will assess the situation, and themnominate an

adult to await instruction from the fire officer, while the rest of the group proceeds to
Moulton School to contact the parents/carers to collect their children.
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1 We will ensure that staff and children are fully conversant with our fire drill by practicing
the procedure for a period of one week each half term.

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Employment

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

We meet Safeguarding and Welfare Requirements of the Early Years Foundation Stage ensuring that
our staff and volunteers are appropriately qualified and we carry out checks f or criminal and other
records through the Disclosure and Barring Service (DBS) in accordance with statutory
requirements.

Procedures

Vetting and staff selection

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

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

1 We welcome applications from all sections of the community. Applicants will be considered
on the basis of their suitability for the post, regardless of disability, gender reassignment,
pregnancy and maternity, race, religion or belief, sexual orientation, sex, age, marriage or
civil partnership. Applicants will not be placed at a disadvantage by our imposing conditions
or requirements that are not justifiable.

1 We follow the requirements of the Early Years Foundation Stage and Ofsted guidance on
checking the suitability of all staff and volunteers who will have unsupervised access to
children. This includes obtaining references and ensuring th ey have a satisfactory enhanced
criminal records check with barred list(s) check through the DBS. This is in accordance with
requirements under the Safeguarding Vulnerable Groups Act (2006) and the Protection of
Freedoms Act (2012) for the vetting and barring scheme.

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

1 We keep all records relating to the employment of our staff and volunteers; in particular
those demonstrating that suitability checks have been done, including the date of issue,
name, type of DBS checkand unique reference number from the DBS certificate, along with
details of our suitability decision.
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We require that all our staff and volunteers keep their DBS check up-to-date by subscribing
to the DBS update Service throughout the duration of their em ployment with us.

Our staff are expected to disclose any convictions, cautions, court orders, reprimands and
warnings which may affect their suitability to work with children ¢ whether received before,
or at any time during, their employment with us.

We obtain consent from our staff and volunteers to carry out on -going status checks of the
Update Service to establish that their DBS certificate is upto-date for the duration of their
employment with us.

Where we become aware of any relevant information whi ch may lead to the disqualification
of an employee, we will take appropriate action to ensure the safety of children. In the event
Ol WEPUQUEODPI PEEUDPOOOWUT EQwx]1 UUOOz Uwl OxO00aol O6Uu

Changes to staff

T

We inform Ofsted of any changes in the person responsible for our setting.

Training and staff development

T

Our setting leader and deputy hold a Level 3 qualification in Childcare and Education and a
minimum of half of our staff hold a Level 2 or higher qualification.

We provide regular in-service training to all staff - whether paid staff or volunteers - through
the Pre-school Learning Alliance and external agencies.

Our setting budget allocates resources to training.

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

We support the work of our staff by holding regular supervision meeting s and appraisals.

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

Staff taking medication/other substances

1

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

Staff medication on the premises will be stored securely and kept out of reach of the children
at all times.
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91 If we have reason to believe that a member of our staff is under the influence of alcohol or
any other substance that may affect their ability to care for children, they will not be allowed
to work directly with the children and further action will be taken.

Managing staff absences and contingency plans for emergencies

1 Staff will take their holiday leave when the setting is closed. In exceptional circumst ances
leave may be taken with sufficient notice and approval of the play leader and committee.

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

9 Sick leave is moritored and action is taken where necessary in accordance with the contract
of employment.
This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B o e rasserssrerssnrassnessaressnneasseesnares

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Fire Safety Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting

to share this commitment.

Statement of intent

Health and safety is an important consideration for the preschool. We will take all reasonable steps
to provide a safe and caring environment for children, staff and our visitors.

Aim

1 To provide a safe, calm and efficient method of evacuating the preschool building in the
event of an emergency.

1 To ensure the children, staff and any visitors are evacuated safely and quickly and that the
children are saved from any undue stress connected with the situation.

Method

1 All staff are updated on the current Fire Drill procedures at the start of each term.

1 When changes to the Fire Drill are needed, staff are made aware of these ontheir first
working day after the changes take place.

f The current Fire Drill is displayed on the pre -UET OO0z UwOOUPEI WEOEUEwWDC
kitchen.

9 Fire Drills will be practiced at a minimum of one per half term. This ensures children are
aware of their role, the procedure itself and they will be less distressed by a real evacuation.

9 During evacuation, staff will not raise their voices to children unnecessarily and will
maintain calm and composure.

1 The welfare and wellbeing of the children will remain of paramount importance at all times.

1 In the event of an evacuation, the Deputy Play-leader will undertake a roll call of all on the
premises as soon as the preschool has been evacuated.

1 Then the staff will then escort the children to the nearest place of safety- Moulton Primary
School from where parents will be contacted to collect their child.

1 All staff will remain with the children until they are collected.

1 Firefighting equipment supplied by the Moulton village hall and is maintained annually and
as required if more frequently.

91 Children are taught not to play this equipment by the preschool.
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This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson

Adopted September 20 Pag@4 of 105



MOULTON PRE -SCHOOL
Food and Drink Policy and Practice

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy Statement

Our provision regards snack and meal times as an important part of our day. Eating represents a
social time for children and adults and helps children to learn about healthy eating. At snack times,
Pl WEDOwWUOwWxUOYDPEI wOUUUDPUDPOUUwWI OOGEOwPI PET wUT 1 WET PO

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

{1 Before a child starts to attendpre-UET OOOOwPT whbBDOOwi POEwWOUUwi UOOwx E
needs, including any allergies, and make appropriate arrangements to meet them.

T9(0i OUOEUPOOWEEOUUwWI EET WET POEzZUwWEDPI UEVUawOI I EVUWE
parents are asked to sign the record to signify that it is correct.

T The PreUET OOOwUI T UOEUOQawEOOUUOUUwWPPUT wxEUI OUUwUOwW
dietary needs, including any allergies are up -to-date.

{ Current information about individual chi OEUI Oz UwEDI UEUa wdi 1 EVUWEUI] wEE
and volunteers are fully informed about them.

9 Systems are implemented to ensure that children receive only food and drink which is
EOOUPUUI OUwPpPUT wUT 1 PUWEDPT UEVUaA wWOT | EUWEGEwWUT T DUwW

T Adaily OPUOwWOi wi OOEWEYEDOEEOI wUOOwWET POEUI Owi OUWUOEE

1 Nutritious food is provided at all snacks, avoiding large quantities of fat, sugar and salt and
artificial additives, preservatives and colorings.

1 A diet encompassing food from a range of cultures ensures that children from all backgrounds
encounter familiar tastes and that all children have the opportunity also to try unfamiliar
foods.

1 We take care not to provide food containing nuts or nut products and are especially vigilant
where we have a child who has a known allergy to nuts.

9 Through discussion with parents and research reading by staff, we obtain information about
Ul wepl UEVUAwWUUOT UwlOi wUOT T wul 0PT pOUUWI UOUxUOwWUOW
vegetarians and vegans, and about food allergies. We take account of this information in the
provision of food and drinks.

¢ OOwWUUEI!I | wEUI wUl gUPUI Ew0OwWUT 6pwUil OUPUPYDPUawbOwW
EOwOOUwWUUI wEwWET b O&labelutoEthel chilci @ thak& adild el dinglEdJout
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because of her/his diet or allergy.

1 Meal and snhack times are planned so that they are social occasions in which children and staff
participate.

1 Meal and snack times are used to help children to develop independence through making
choices, serving food and drink and feeding themselves.

1 We have water constantly available for the children. Children are informed about how to obtain
the water and they can ask for water at any time during the session.

9 Parents who provide food for their children are informed about the storage facilities available in
thepre-UET OOOOWEOEWEUI WEUOI EwUOwxUOYDPEI WEOQWPEIT wx EEC

9 We do not allow children to share or swap their food with one another in ordert o protect children
with food allergies.

9 Milk provided for children is semi skimmed in line with government guidelines.

1 A mid -morning healthy snack will be provided, this will include items like crackers, breadsticks,
fruit, vegetables and cheese, on occasins other food related to the topic will be offered. The Play

are met.

Packed lunches
When children bring packed lunches we aim to: -
9 Ensure lunch boxes contdn an ice pack to keep food cool.

9 Inform parents of our policy on healthy eating;

1 Encourage parents to provide sandwiches with a healthy filling, fruit, and milk based deserts
such as yoghurt or créme fraiche. We discourage sweet drinks andcan provide children
with water.

9 Discourage packed lunch contents that consist largely of crisps, processed foods, sweet
drinks and sweet products such as cakes or biscuits. We reserve the right to return this food
to the parent as a last resort;

1 Ensure staff sit with children to eat their lunch so that the mealtime is a social occasion.

Legal Framework

1 Regulation (EC) 852/2004 of the European Parliament and of the Council on the Hygiene of
Foodstuffs.

Further guidance

1 Safer Food, Better Business (Food Standardégency 2011)
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This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B e rsseessterssnrassnrssaensannnssseessnnran

Deborah Hargreaves
Chairperson

Adopted September 20 Pag&7 of 105



MOULTON PRE -SCHOOL
Food Hyagiene

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

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

I Packed lunches.

We maintain the highest possible food hygiene standards with regard to the purchase, storage,
preparation and serving of food.

Procedures

1 The person in charge and the person responsible for food preparation understands the
principles of Hazard Analysis and Critical Control Point (HACCP).

9 Atleast one person has an indate Food Hygiene Certificate.
1 We use reliable suppliers for the food we purchase.

9 Food is stored at correct temperatures and is checked to ensure it is indate and not subject
to contamination by pests, rodents or mould.

1 Packed lunches are stored in a cool placewith an ice pack in them.
9 Food preparation areas are cleanedbefore use as well as after use.
9 There are separate facilities for handwashing and for washing up.
9 All surfaces are clean and nornporous.
1 All utensils, crockery etc are clean and stored appropriately.
1 Waste food is disposed of daily.
1 Cleaning materials and other dangerous materials are stored out of children's reach.
9 Children do not have unsupervised access to the kitchen.
1 When children take part in cooking activities, they:
9 are supervised at all times;

1 understand the importance of hand washing and simp le hygiene rules
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9 are kept away from hot surfaces and hot water; and

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

1 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 play leader will contact the Environmental Health Department and the Health
Protection Agency, to report the outbreak and will comply with any investigation.

1 We notify Ofsted as soon as reasonably practicalof any confirmed cases of food poisoning
affecting two or more children looked after on the premises, and always within 14 days of
the incident.

Legal framework

f Regulation (EC) 852/2004 of the European Parliament and of the Council on the
Hygiene of Foodstuffs

Further guidance

9 Safer Food Better Business (Food Standards Agency 2011)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B e e rassressrerssnrassnessaressnneassensnares

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Funding/Fees Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Statement of intent

The preschool believes every child should be able to access a preschool place regardless of economic
background, and that the preschool is a valuable resource to the local community. As a non-profit
making charity we rely on prompt fee payments to be able to meet our running costs and to provide
equipment and resources for the children who attend.

Aim

To provide a suitable method of financing the running of a quality early years setting, whilst
EEOOOPOI ET POT wUOT EVOwWUT T wi PUU0wal EUUWOI wEWET POEZ UwO
Method

1 Under the constitution adopted by the Preschool Committee, the Committee has

responsibility for setting the level s of charges for a session of attendance at the Preschool
1 Moulton Preschool do not charge a Registration Fee. .

1 We aim to issue invoices by the end of the third week of each half term and must be paid by
the date stated on the invoice.

9 If your child is ab sent for any reason i.e. due to illness or holiday your session fees still
remains payable.

1 Fees can be paid bycash, cheque, bank tansfer or childcare vouchers.

1  When paying by cheque please make payable to Moulton Pre-School or if cash please place
DPOWEOwI OY1 OO0x1 WEOGEWOEUOwWPUwPPUT waOUUWET POEz UwC
1 To use childcare vouchers parents must liaise with the treasurer to set this up.
1 Where families have financial difficulties maki ng fee payments, the Committee will work
together with the parents/carers to determine a suitable payment schedule. The details of
these discussions and consequent arrangements will remain confidential at all times and
individual to families circumstances.
Funding

9 Local authority funded places are available under the terms of the local Provider Agreement
made between the preschool and Suffolk County Council, for eligible, two, three and four
year old children.
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9 The term after their third birthday, children become entitled to 570 hours over a period of 38
weeks a year (which is 15 hours per week) If you attend more than 15 hours pe week you
will be charged £4.20(Sept 201Y per hour for the extra hours.

1 Funding forms will be issued at the beginning of each term; they must be filled in and
returned by the date on the covering letter in order to claim the funding.

Fees

1 The fees are reviewed annually and any decisions made would be communicated to the
parents/carers in plenty of time before taking effect.

1 As far as possible the fees to be charged will be kept to a minimum, whilst remaining
competitive within the local market and helping to maintain the Preschool as a viable
concern

1 Fees are £4.2@er hour(as from September 2017

Unpaid fees

1 We aim to issue invoices by the end of the third week with a deadline date for payment.

1 Should payment not be received the parent will be spoken to confidentially by the treasurer
to see if there are any reasons for nonpayment.

1 Should the parent be in financial difficulties we will try to arrange a payment plan.

1 Should there be no reason for nonpayment the child will no longer be able to attend pre -
school.

Donations

1 Donations towards the children daily snack items are appreciated and can be given by
placing in the pot on the entrance table.

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B e savseessnerasserssnerssnseassammnnres

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Grievances Policy and Procedure

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Introduction

The following procedure should be followed in order to settle all grievances concerning any
employee(s) of Moulton Preschool.

Principles

The key objective of the procedure is to allow grievances to be ttled quickly, fairly and at the lowest
possible level within the Moulton Preschool, whilst allowing employees the opportunity to appeal
to a higher level if necessary.

The procedure covers all employed staff in the Moulton Preschool who have a grievance.

It covers all matters which may become a source of grievance, excluding:

9 Those concerned with disciplinary action unless the disciplinary action amounts to
EPUEUDOPOEUDPOOOwWOUWUT I wWEEUDOOWPEUWOOUWUEOI Owod
capability.

9 Decisions on strategic business issues, which are taken by the committee but not excluding
the operational impact of those decisions.

Employees are encouraged to raise concerns verbally with the preschool leader or committee prior
to raising a formal grievance.

Employees are entitled to be accompanied at a grievance meeting and appeal, by a trade union
representative or by a work colleague, who have not been involved in the case or situation.

Procedure

The Moulton Preschool policy is to encourage free interchange and communication between all staff
members. This ensures that questions and problems can be aired and resolved quickly and that
grievances are settled informally.

Informal procedure

If an employee has a complaint about their individual cir cumstances at work, then they are entitled
to raise a grievance. Employees are expected to discuss ordinary dayto-day issues informally with
the Pre-School through supervision meetings or if necessary request a separate meeting. Where this
is not possible employees should raise their concerns verbally with a Committee member, prior to
raising a formal grievance.
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If after seeking to resolve concerns informally employees are not satisfied, then they should write to
the Chairperson of the committee, explaining their grievance.

Formal procedure

Employees must provide in writing, the nature of the alleged grievance and send the written
complaint to the Pre-School leader.

Where the grievance is against the PreSchool leader the matter should be raised with the
Chairperson of the committee.

Normally within 5 working days of receiving a grievance, the Pre -School Leader will write to the
employee, inviting them to attend a meeting where the alleged grievance can be discussed. The
meeting should be scheduled to take place as soon as reasonably possible, and normally at least 24
hours' notice of this meeting should be provided to the employee.

Employees are required to take all reasonable steps to attend the meeting. However, should, for a
reasonably unforeseen reason, either the employee, their companions, or the PreSchool leader be
unable to attend the meeting, it must be rearranged. We are only able to rearrange meetings on one
occasion.

27T OUCGEWEOQOuwI Ox00al 1l ZUWEOOx EOD OO w Eyeausholi lahd eoriaCtw EU U
within 5 days of the date of the letter to arrange an alternative date that falls within 10 days of the
original date provided. These time limits may be extended by mutual agreement.

At the meeting the employee must inform the Pre-School leader hearing the grievance what the basis
for the complaint is.

After the final meeting, the Pre -School leader/ Committee member hearing the grievance must write
to the employee informing them about any decision and offering the right of appe al. This letter
should be sent within 10 working days of the grievance meeting and should include the details of

how to appeal.

Should the employee consider that the grievance has not been satisfactorily resolved, then they must
set out their grounds of appeal in writing within 7 working days, of receipt of the decision letter,
confirming that they wish to appeal against the decision or failure to make a decision.

Within 5 working days of receiving an appeal letter, the employee should be written to invit ing
her/him to attend an appeal hearing where the alleged grievance can be discussed. The appeal
meeting should be scheduled to take place as soon as reasonably possible.

Employees are required to take all reasonable steps to attend the appeal hearing. Havever, should,
for a reasonably unforeseen reason, either the employee, the Pré&chool leader or their companions

be unable to attend the meeting, it must be rearranged.

27T OUGEWEOQwI O0x00all ZUWEOOXxEOPOOWET wUOEEOI wkAwEUUI
within 5 days of the date of the letter to arrange an alternative date that falls within 10 days of the
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original date provided. These time limits may be extended by mutual agreement.
After the appeal meeting, the appeal hearing Preschool Leader must write to the employee
DOI OUODPOT wUT 1T OwoOl wUT T wl 6xO00al Uz UVwi DOEOQWET EPUDPOOS w

of the appeal hearing.

This is the final stage of the procedure.

This policy was adopted at a me eting of the pre-school held on 27 September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... B T ravserssrerssnrsssnessaressnneasseesnanen

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Health & Hygiene - Policy and Practice

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

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

Health:
Food

1 All meals and snacks provided will be nutritious and pay due attention to children's
particular dietary requirements.

1 When cooking with children as an activity, the adults will provide healthy, wholesome food,
promoting and extending the children's understanding of a healthy diet.

Qutdoor play

9 Children will have the opportunity to play outside every day either in our own area or on
the field throughout the year unless the weather is unsafe.

lliness

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

9 Parents are asked not to bring into the pre-school any child who has been vomiting or had
diarrhoea until at least 48 hours has elapsed since the last attack.

9 If the children of pre-school staff are unwell, the children will not accompany their
parents/carers to work in the pre-school.

9 Cuts or open sores, whether on adults or children, will be covered with sticking plaster or
other dressing.

1 If the child is on prescribed medication the pre-school will follow the administering
medication policy.

1 With regard to the administration of life saving medication such as insulin/adrenalin
injections or the use of nebulisers, the position will be clarified by reference to the pre -
school's insurance company. (In the case of preschools insured with Royal & Sun Alliance,
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this will be through the Insurance section at Pre-school Learning Alliance National Centre).
If specialist knowledge is required, staff involved in administering medica tion will receive
training from a qualified health professional.

First Aid

T

In our setting staff are able to take action to apply first aid treatment in the event of an
accident involving a child or adult. At least one member of staff with current firsta id training
is on the premises or on an outing at any one time. The first aid qualification includes first
aid training for infants and young children.

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

The first aid box is easily accessible to adults and is kept out of the reach of children.
No un -prescribed medication is given to children, parents or staff.

At the time of admi ssion to the setting, parents' written permission for emergency medical
advice or treatment is sought. Parents sign and date their written approval.

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

Legal framework

T

Health and Safety (First Aid) Regulations (1981)

Further guidance

1

1

1

First Aid at Work : Your questions answered (HSE Revised 2009)
Basic Advice on First Aid at Work (HSE Revised 2008)

Guidance on First Aid for Schools (DfEE)

Information sources

1 Parents will have the opportunity to discuss health issues with pre -school staff and will have
access to information available to the pre-school.
1 The pre-school will maintain links with health visitors and gather health information and
advice from the local health authority information services and/or other health agencies.
Hygiene:

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

1
1

Hands washed after using the toilet and before handling food
Children with pierced ears are not allowed to share each other's earrings.

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

Paper towels are used and disposed of appropriately.

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

Cleaning and clearing

T

T

Food

Any spills of blood, vomit or excrement wiped up and flushed away down the toilet. Rubber
gloves always used when cleaning up spills of body fluids. F loors and other affected surfaces
disinfected using bleach diluted according to the manufacturer's instructions. Fabrics
contaminated with body fluids thoroughly washed in hot water.

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

All surfaces cleaned daily with an appropriate cleaner

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

In particular, each adult will:

)l
)l

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

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

Never smoke in the kitchen or in any room storing foo d.
Never cough or sneeze over food.

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

Keep food covered and either refrigerated or piping hot.
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This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Induction of employees and volunteers

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting

to share this commitment.

Policy statement

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

Procedures

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

1
T

Introductions to all employees and volunteers.

Familiarisation with the building, health and safety, and fire and evacuation procedures.
Ensuring our policies and procedures are read and adhered to.

Introduction to the parents, especially parents of allo cated key children where appropriate.

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

Details of the tasks and daily routines to be completed.
The induction period lasts at least two weeks.

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

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

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

This policy was adopted at a me eting of the pre-school held on 27" September 2017

It will ne xt be reviewed in September 2018

Signed on behalf of the preschool ... B e savsresoreeesmrassnessaressaneassnesnanes

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Managing children with allergies or who are sick or infectious

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

We aim to provide care for healthy children through preventing cross infection of viruses and
bacterial infections and promote health through identifying allergies and preventing contact with
the allergenic trigger.

Procedures for children who are sick or infectious

9 If children appear unwell during the day ¢ have a temperaure, sickness, diarrhoea or pains,
particularly in the head or stomach ¢ the pre-school leader calls the parents and asks them
to collect the child, or send a known carer to collect on their behalf.

9 If a child has a temperature, they are kept cool, by removing top clothing, sponging their
heads with cool water, but kept away from draughts.

f 371 wel POEzUwUIl Ox1 UEUUUI wbUWUEOT OwUUDPOT wOT 1T wOT 1
1 In extreme cases of emergency the child should be taken to the nearest hospital and the
parent informed.

1 Parents are asked to take their child to the doctor before returning them to nursery; the
nursery can refuse admittance to children who have a temperature, sickness and diarrhoea
or a contagious infection or disease.

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

1 After diarrhoea, parents are asked to keep children home for 48 hours or until a formed stool
is passed.

1 The setting has a list of excludable dseases and current exclusion times. The full list is
obtainable from
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/522337/Gu
idance_on_infection_control_in_schools.pdf and includes common childhood illnesses such
as measles.

Reportiitgininrgtitiosfe dénot’ i fi abl e di seasesbd

1 If a child or adult is diagnosed suffering from a notifiable disease under the Public Health
(Infectious Diseases) Regulations 2010, the GP will report this to the Health Protection
Agency.
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1 When the setting becomes aware, oris formally informed of the notifiable disease, the
manager informs Ofsted and acts on any advice given by the Health Protection Agency.

HIV/AIDS/Hepatitis procedure

HIV virus, like other viruses such as Hepatitis, (A, B and C) are spread through body fluids. Hygiene
precautions for dealing with body fluids are the s ame for all children and adults :

T 2001 Ol wOUI wypOaoOwl OOYI UWEOEWEXxUOOUWEUI whpOUOQuwPI
clothing that are soiled with blood, urine, faeces or vomit.

1 Protective rubber gloves are used for cleaning/sluicing clothing after changing.
9 Soiled clothing is rinsed and bagged for parents to collect.

1 Spills of blood, urine, faeces or vomit are cleared using mild disinfectant solution and mops;
cloths used are disposed ofwith the clinical waste.

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

Nits and head lice

1 Nits and head lice are not an excludable condition; although in exceptional cases we may ask
a parent to keep the child away until the infestation has cleared.

1 On identifying cases of head lice, we inform all parents and ask them to treat their child and
all the family if they are found to have head lice.

Procedures for children with allergies

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

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

1 The allergen (i.e. the substance, material or living creature the child is allergic to such as
nuts, eggs, bee stings, cats etc).

1 The nature of the allergic reactions e.g. anaphylactic shock reaction, including rash,
reddening of skin, swelling, breathing problem s etc.

1 Whatto do in case of allergic reactions, any medication used and how it is to be used (e.g.
Epipen).

9 Control measures ¢ such as how the child can be prevented from contact with the
allergen.

1 Review measurers.

T 31T PUwi OUOWPUWOI xUwPOwlUT | wei POEzZUwxi UUOOEOwIi BOI
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9 Parents train staff in how to administer special medication in the event of an allergic reaction.
1 Generally, no nuts or nut products are used within the setting .

1 Parents are made aware so that no nut or nut products are accidentally brought in, for
example to a party.
Insurance: requirements:for children-withi allergies iand disabilities

9 The insurance will automatically include children with any disability or alle rgy but certain
procedures must be strictly adhered to as set out below. For children suffering life
threatening conditions, or requiring invasive treatments; written confirmation from your
insurance provider must be obtained to extend the insurance.

At all times we ensure that he administration of medication is compliant with the Safeguarding
and Welfare Requirements of the Early Years Foundation Stage and follow procedures , based on
advice given in Managing Medicines in Schools and Early Years Settings (DfES 2005)

Oral medication

1 Asthmainhalers are now regarded as "oral medication" by insurers and so documents do not
need to be forwarded to your insurance provider.

9 .UEOwOI EPEEUPOOUVUWOUUVUUVUWET wxUl UEUPET EWEAWEW&/ wo
written on them.

1 The group must be provided with clear written instructions on how to administer such
medication.

1 All risk assessment procedures need to be adhered to for the correct storage and
administration of the medication.

9 The group must have the parents or guardians prior written consent. This consent must be
kept on file. It is not necessary to forward copy documents to your insurance provider.

Lifesaving-medication & invasivetreatments

Adrenaline injections (Epipens) for anaphylactic shock reactions (caused by allergies to nuts, eggs
etc) or invasive treatments such as rectal administration of Diazepam (for epilepsy).

The setting must have:
1 aletter from the child's GP/consultant stating the child's condition and what medication if
any is to be administered;

1 written consent from the parent or guardian allowing staff to administer medication; and

9 proof of training in the administration of such medication by the child's GP, a district nurse,
ET DPOEUI Oz Uz w( H tommunity paedadiEndmel U w O

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

Adopted September 20 Pag&?2 of 105



Learning Alliance Insurance Department for appraisal (if you have another provider, please
check their procedures with them). Confir mation will then be issued in writing confirming
that the insurance has been extended.

Key person for special needs children - children requiring help with tubes to help them with
everyday living e.g. breathing apparatus, to take nourishment, colostomy bags etc.

9 Prior written consent from the child's parent or guardian to give treatment and/or medication
prescribed by the child's GP.

1 Key person to have the relevant medical training/experience, which may include those who
have received appropriate instructions from parents or guardians, or who have
gualifications.

1 Copies of all letters relating to these children must first be sent to the Pre-school Learning
Alliance Insurance Department for appraisal (if you have another provider, please check
their procedures with them). Written confirmation that the insurance has been extended will
be issued by return.

If you are unsure about any aspect, contact the Preschool Learning Alliance Insurance Department
on 020 7697 2585 or email membership@prschool.org.uk.

Further guidance

1 Managing Medicines in Schools and Early Years Settings (DfES 2005)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... e TP OO

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Missing Child

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement
"TDOEUI Oz UwUEI 1 0awPUwWOEPOUEDPOI EWEUWUT T wi BT T T U0 wx U
attempt is made through carryin g 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.

Procedures
Child going missing on the premises

T As soon as it is noticed that a child is missing the staff alerts the pre-school leader.
T The setting leader will carry out a thorough search of the building and garden.
1 The register is checked to make sure no other child has also gone astray.

1 Doors and gates are checked to see if there has been a breach of security whereby a child
could wander out.

1 The pre-school leader calls the police and reports the child as missing and then calls the
parent.

1 The pre-school leader talks to the staff to find out when and where the child was last
seen and records this.

1 The pre-school leader contacts the chairperson and reports the incident. The chairperson
comes to the setting immediately to carry out an investigation, with the management
committee where applicable.

Child going missing on an outing

This describes what to do when staff have taken a small group on an outing, leaving the pre-school
leader and/or other staff back in the setting. If the pre-school Leader has accompanied children on
the outing, the procedur es are adjusted accordingly.

What to do when a child goes missing from a whole setting outing may be a little different, as parents
usually attend and are responsible for their own child.

1 As soon as it is noticed that a child is missing, staff on the outing ask children to stand with
their designated carer and carry out a headcount to ensure that no other child has gone
astray. One staff member searches the immediate vicinity but does notsearch beyond that.
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9 The pre-school leader is contacted immediately (if not on the outing) and the incident
recorded.

1 The pre-school leader contacts the police and reports the child as missing.
1 The pre-school leader contacts the parent, who makes their way to the setting.
1 Staff take the remaining children back to the setting.

Twyil O
contact the police if the child is not found.

9 The pre-school leader contacts the chairperson ard reports the incident. The chairperson
comes to the setting immediately to carry out an investigation, with the management
committee where applicable.

9 The pre-school leader or a member of staff may be advised by the police to stay at the venue
until they arrive.

The investigation

1 Staff keep calm and do not let the other children become anxious or worried.

1 The pre-school leader together with the chairperson or representative from the management
committee speaks with the parent(s).

1 The chairperson and management committee carry out a full investigation taking written
statements from all the staff in the room or who were on the outing.

1 The staff member writes an incident report detailing:
1 The date and time of the report.

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

1 When the child was last seen in the group/outing.
I What has taken place in the group or outing since the child went missing.
I The time it is estimated that the child went missing.

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

9 Ifthe incident warrants a police investigation, all staff co -operate fully. In this case, the police
PDOOwWi EOEOI WEOOWEUxT EUUwWOI wiOTT wbOYI UUBbcaIUD OO O
care may be involved if it seems likely that there is a child protection issue to address.

1 The incident is reported under RIDDOR arrangements (see the Reporting of Accidents and
Incidents policy); the local authority Health and Safety Officer may w ant to investigate and
will decide if there is a case for prosecution.

Adopted September 20 Pagd5 of 105



1
T

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

The insurance provider is informed.

Managing people

T

Missing child incidents are very worrying for all conce rned. 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 the mselves 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 pre-school leader and the other should be the chairperson of the management
EOOOPUUI T wOUwWUI xUT Ul OUEUDYI Ow- Ow OE Werimayube, O w UG
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
OOUWEPUVUEUUUWUT T wbOEPETI OUwPOwWi UOOUWOI wOT 1T 08 ww3l
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, oris 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.

This policy was adopted at a me eting of the pre-school held on 27" September 2017

It will next be reviewed in  September 2018

Signed on behalf of the preschool ... B e ceartrerasteeneseresonatessanenesonns

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Mobile Telephone, Camera & Electronic Devices Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Moulton P re-school operates a camera, mobile phone and recording device policy to protect
children, staff, visitors and volunteers from allegations, to reassure parents and maintain high
standards of care within the Pre-school.

Policy statement:

The Pre-school embraces new technology but has a mobile phone and camera policy on personal
phone and camera use. This is to protect children in the setting from abuse and misuse of their
images. General signed consent to take photographs or record images of children will be requested
from the parent on enrolment of their child. The purpose for taking any images is to be clearly

explained and agreed. Any consent given is to be reviewed on a regular basis (of a period of no more
than one year) until such time the child no | onger attends the setting. This consent will cover the
taking of images for general purposes, such as taking photographs which will be used to document

ET POEUI Oz UwoOl EUODOT 6

Aim: to ensure the safety of the children in our care.

91 Due to the preschool having no land line the Pre -School respects that members of staff may
bring their phones to work, for use in receiving emergency phone calls. All phones must be
stored in the emergency basket.

1 We believe our staff should be completely attentive during the ir hours of work to ensure all
children in the pre -school receive good quality care and education. This is why maobile
phones are only to be used in emergencies and with permission of the play leader.

1 Mobile phones are not permitted to be carried around the setting by anyone when children
are present.

9 Staff may give out the pre-school phone number to be used in case of emergency.

9 Visitors and volunteers will be asked to keep their phones in their bag which is to be kept in
the small room during their time in the setting. If they feel the need to be contactable their
phone can then be placed in the emergency basket.

is to be used for pre-school business only.

9 Under no circumstances should photos be taken on mobile phones by staff, volunteers, or
visitors.

9 Under no circumstances must cameras of any kind be taken into the toilets without prior
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consultation with the Play Leader.

9 All parents should be discouraged from usi ng phones inside the pre-school and they should
not to be used for taking photos.

1 Only the preschool camera will be used during the preschool session and any pictures taken
downloaded to the preschool laptop which is password protected and covered by data
protection

1 The above procedures apply to all types of electronic devices that are capable of capturing
images.
Children photographing each other

Statement of intent

1 Children may on occasion be given the opportunity to photograph each other and their
surroundings. This practice may occur during off -site activities and for most children it will
be normal practice to take photographs to record a trip or event.

9 Children also have access to cameras within the setting environment to support their
learning and development needs. These activities will be encouraged in a safe and enabling
environment.

The Designated Person for Safeguarding, Pauline Paines, is responsible for ensuring the safe storage
of all images, in accordance with the Camera and Image Policy.

Procedures

Staff are required to discuss and agree some age appropriate acceptable use rules with children
regarding the appropriate use of cameras.

This policy was adopted at a me eting of the pre-school held on 27" September 2017

It will ne xt be reviewed in September 2018

Signed on behalf of the preschool ... B e rasseessrerssnrassnessaressnneasseesnares

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL

Nappy/Clothes Changing Policy

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

No child is excluded from participating in our setting who may, for any reason, not yet be toilet
trained and who may still be wearing nappies or equivalent. We work with parents towards toilet
training, unless there are medical or other developmental reasons why this may not be appropriate
at the time.

We make necessary adjustments to our bathroom provision and hygiene practice in order to
accommodate children who are not yet toilet trained.

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

At Moulton Pre -school we believe that every child should feel clean and comfortable.
and we will hold the dignity of the child in high priority

Aim

9 61l WEPOWUOWEUUPUUwWPPUT wl EET WET POEZUwUOPOI DwlOU|
regardless of wearing a nappy/pull -ups.

1 To change a child as and when is necessary and providing equipment to do so.

Procedures

1 Changing areas are warm and there are safe areas to lay young children if they need to have
their bottoms cleaned.

1 Gloves and aprons are put on before changing starts and the areas are prepared

1 All staff are familiar with the hygiene procedures and carry these out when changing
nappies.

9 In addition, staff ensure that nappy changing is relaxed and a time to promote independence
in young children.

1 Young children are encouraged to take an interest in using the toilet; they may just want to
sit on it and talk to a friend who is also using the toilet.

9 They should be encouraged to wash their hands and have soap and towels to hand. They
should be allowed time for some play as they explore the water and the soap.
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9 Staff are gentle when changing; they avoid pulling faces and making negative comment
EEOUUOws OExxawEOOUI OUUZ 6
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their nappies

9 Older children access the toilet when they have the need to and are encouraged to be
independent.

Method

T We will provide a safe and clean area in the way of the disable toilet which to clean and
change a child.

1 Staff will not close themselves in the room and will inform another member of staff they are
changing a child

1 We provide disposable gloves and aprons for the staff to wear each time a child is changed.

1 We provide a changing mat and clean towel on which to change the child, and are cleaned
after each use.

T 61 wUI gUT U0wxEUI OUUwUOwxUOYPET wEWEET wOOwWUT 1 PUWE
of clothes and nappies/pull ups if apply.

1 We do have a limited supply of change of clothes.

1 We use sensitive baby wipes for cleaning a child but we will always check with parents in
case of any allergies.

1 WwET EOT POT wUODx wbDOOWET wi POOI EwPDOWEOEwWx OEEIT E wE

1 Alldirty nappies/pull ups are disposed of in a nappy bag and placed in the outside bin when
finished changing the child.

1 Alldirty clothes are putin a plastic carrier bag and kept away from the children and are then

handed to the parent/carer upon collection of the child.

-1 wel wi EYT wEwWws EVU0A wOl wEEUI ZwUOPEUEUWET POEUI Oz Uwx I
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This policy was adopted at a me eting of the pre-school held on 27" September 2017

It will ne xt be reviewed in September 2018

Signed on behalf of the preschool ... e rrveceartrerasteereereresoratessanenesonns

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL
Non Collection of Children  Procedure

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting

to share this commitment.

Policy Statement

In the event that a child is not collected by an authorised adult at the end of a pre-school session,
Moulton Pre-School putsinto practice agreed procedures. These ensure the child is cared for safely
by an experienced and qualified practitioner who is known to the child. The child will receives a
high standard of carein order to cause as little distress as possible

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

Procedures

fParents of children starting at the pre-school are asked to provide specific information on the
registration/medical/admission forms. They include:-

1
1
1

Home address and telephone number
Place of work, address and telephone number
Mobile telephone number if applicable

Names address, and telephone numbers of adults who are authorised by the parentsto
collect their child

Who has parental responsibility for the child.

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

On occasions when parents are aware that they will not be contactable in the usual way
they record how they can be contacted in the Message Book.

On occasionswhen parents or the persons normally authorised to collect the child are not
able to collect the child, the parents are to record the name in the message book, of the
person who will be collecting their child and if this person is unknown to the pre-school
staff then a password system will be set up.

Parents are informed, that if they are not able to collect their child as planned they must
inform us so we can take the appropriate action. We provide parents with our contact
telephonenumber. Wealso inform parentsthat in the event that their child is not collected
from pre-school by an authorised adult and the staff can no longer supervise the child in
our premises, we will contact police/social care services for advice.
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If aparent does not appear to collect their child at the end of the session as arranged, and
no telephone message has been received to warn the staff of a late collection.

The message book is checked for any information about changes to the normal collection
routine.

Parents/carers are contacted at home, at work or on their mobile.

If this is unsuccessful, the adults who are authorised by the parents to collect their child
from pre-school are contacted.

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

The child does not leave the premises with anyone other than those named on the
Registration form or in their file.

If all the above is unsuccessful then we will contact the police/social care services for
advice.

While amember of staff is carrying out the above,

The pre-school staff will not:-

1
1
1
1

Allow any other parent to take the child even though they may offer to help.
Allow the child to leave the premises unattended.
Encourage the child to dressready to go and stand at the door.

Take the child home in their own transport.

The pre-school will:-

1 Allocate a member of staff to sit with the child, reassure them and redirect their attention

towards an activity,

1 Rest of staff/parent helper to pack away equipment.

This policy was adopted at a me eting of the pre-school held on 27" September 2017

It will

next be reviewed in September 208

Signed on behalf of the preschool ... e easeessteresnrsssnessaressanesseessnares

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
No Smoking, Alcohol and Substance Misuse

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Aim: Our aim is to prohibit smoking, including the use of e -cigarettes, alcohol and drugs at the
premises of the preschool at any time including the outside area.

All staff, parents/carers, students, and volunteers will be made aware of the policy.

Smoking;

» There are no smoking signs displayed in the hall at all times.

e If a parent/carer, student or volunteer was found smoking they will be asked to leave the
premises immediately.

» If anyone approaches the children when outside playing and they are smoking they will be
asked to move away.

o [f a member of staff was to be found smoking disciplinary procedures will be initiated against
the member of staff.

» Staff who smoke do not do so during working hours. Unless on a break and off the premises.
» [E-cigarettes are not permitted to be used on the premises.

» Staff who smoke before work and during any break make every effort to reduce the effect of the
odour and lingering effects of passive smoking for children and colleagues.

o [tis a criminal offence for employees to smoke in smoke-free areas, with a fixed penalty of £50
or prosecution and a fine of up to £200.

Alcohol and substance misuse

If a Parent/carer is suspected of being unfit to care for a child due to alcohol or substance abuse

9 If a parent/carer arrives to collect a child and is suspected of being in an unfit condition to
care for that child we class that child as being un-collected and activate our Non -Collection
of Children Policy.

I A dated record is made of the incident.

1 Advice and support will be offered to the parent/carer.
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9 If such incidents are repeated or become a concern then we activate our Safeguarding
Children and Child Protec tion Policy with reference to the neglect section.

If a member of staff is suspected of being unfit to care for children due to alcohol or substance
abuse

1 If a member of staff arrives at the setting in an unfit condition to care for children due to
alcohol or substance abuse then they are classed as absent from work and are sent home.

I This absence is classed as unauthorised and a dated record will be made of the incident and
added to the member of staff record.

1 The member of staff will receive no pay for the missed session.
1 Advice and support will be offered to the member of staff.

9 If such incidents are repeated or become a concern then we activate the Staff Disciplinary
Procedure.

Legal framework

1 The Smokefree (Premises and Enforcement)Regulations (2006)

1 The Smokefree (Signs) Regulations (2012)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will ne xt be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson

Adopted September 20 Pagé&4 of 105



MOULTON PRE -SCHOOL

Parental Partnership

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

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. We also aim to support parents
in their own continuing education and personal development.

Some parents are less well epresented in early years settings; these include fathers, parents who

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

carrying out the following procedures, we will ensure all parents are included.

Whi Owbil wUI I 1 Uw0OOws xEUI OUUz wbil wOl EOQWEOUT wOOUT 1 UVUWE
parents as well as stepparents and parents who do not live with their children, but have contact

PPUT wUOT | OWEOE wx OEa wE wx E U U wb Eswsdirie kel pane@iDa¥ el dsufiasterE Ul O |
parents.

3T1T w"TPOEUI Ow EUw piuNWNAw ET 1 DPOT Uw xEUI OUEOw Ul Ux O¢
responsibilities and authority which by law a parent of a child has in relation to the child and his

property.

Procedures

1 We have a means to ensure all parents are includedt that may mean we have different
strategies for involving fathers or parents who work or live apart from their children.

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

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

1 We inform all parents about how the setting is run and its policies through access to written
information and through regular informal commu nication. We check to ensure parents
understand the information that is given to them. This information includes our
Safeguarding and Child Protection Policy and our responsibilities under the Prevent Duty.

1 We encourage and support parents to play an active part in the governance and management
of the setting.

1 We inform all parents on a regular basis about their children's progress.
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1 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.

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

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

1 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.

1 We hold meetings in venues that are accessible and appropiate for all.
1 We welcome the contributions of parents, in whatever form these may take.

1 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 writtn complaints
procedure.

1 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 me eting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... B e e ravseessrerssnrassnessaressnnesssenssnaren

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Promoting Positive Behaviour

Moulton Pre-school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

Our setting believes that children flourish best when their personal, social and emotional needs are
met and where there are clear and developmentally appropriate expectations for their behaviour,

As children develop, they learn about boundaries, the diff erence between right and wrong, and to
consider the views and feelings, and needs and rights, of others and the impact that their behaviour
has on people, places and objects. The development of these skills requires adult guidance to help
encourage and model appropriate behaviours and to offer intervention and support when children
struggle with conflict and emotional situations. In these types of situations staff can help identify
and address triggers for the behaviour and help children reflect, regulate and manage their actions.

Procedures
( OWOUETI UwUOwWOEOET T wel POEUI Oz UWEI T EYDPOUUWDPOWE QWE x x
i attend relevant training to help understand and guide appropriate models of behaviour;
1 POx Ol O OUwUT T wUIiptodedufes igcllding thd stepped@pbtbach:;
1 have the necessary skills to support other staff with behaviour issues and to access expert
advice, if necessary;

1 ensure all staff complete the Promoting Positive Behaviour programme, on Educare
(http://pre -schod.educare.co.uk/Login.aspx)

Stepped approach
Step 1
T 61 wpDBOOwWI OUUUT wlUT E0w$ 8 %2 wi UPEEOET wuUi OEUDOT wlOu
relevant policy and procedures;
T 61 wupPOOWET wOOOPOI ET 1 EEOI whbDUT OWEOE wWE xPostizawu UT T w
Behaviour;

1 ensure that all staff are supported to address issues relating to behaviour including applying
initial and focused intervention approaches (see below).
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Step 2

1 We address unwanted behaviours using the agreed and consistently applied initial
intervention approach. If the unwanted behaviour does not reoccur or cause concern then
normal monitoring will resume.

1 Behaviours that result in concern for the child and/or others will be discussed betwe en the
key person, and Special Educational Needs Coordinator (SENCO) or/and play leader.
During the meeting, the key person will use their knowledge and assessments of the child to
share any known influencing factors (new baby, additional needs, illness etc.) in order to
place the behaviour into context. Appropriate adjustments to practice will be agreed and if
successful normal monitoring resumed.

9 If the behaviour continues to reoccur and remains a concern then the key person and SENCO
should liaise with parents to discuss possible reasons for the behaviour and to agree next
steps. If relevant and appropriate, the views of the child relating to their behaviour should
be sought and considered to help identify a cause. If a cause for the behaviour is not knowvn
or only occurs whilst in the setting then we will suggest using a focused intervention
approach to identify a trigger for the behaviour.

1 If a trigger is identified then the SENCO and key person will meet with the parents to plan
support for the child t hrough developing an action plan. If relevant, recommended actions
for dealing with the behaviour at home should be agreed with the parent/s and incorporated
into the plan. Other members of the staff team should be informed of the agreed actions in
the action plan and help implement the actions. The plan should be monitored and reviewed
regularly by the key person and SENCO until improvement is noticed.

All incidents and intervention relating to unwanted and challenging behaviour by children should
be clealy and appropriately logged.

Step 3

1 |If, despite applying the initial intervention and focused intervention approaches, the
behaviour continues to occur and/or is of significant concern, then the SENCO will invite the
parents to a meeting to discuss exte&nal referral and next steps for supporting the child in the
setting.

1 It may be agreed that the Common Assessment Framework (CAF) or Early Help process
should begin and that specialist help be sought for the child t this support may address
either develOx O1 OUEOwOUwPI1 OF EUI wOl T EVUBw( i wUT T wETl POEZ |
concerns that also include a concern that the child may be suffering or likely to suffer
significant harm, follow the Safeguarding and Children and Child Protection Policy. I t may
also be agreed that the child should be referred for an Education, Health and Care
assessment.

T EYDPEI wxUOYDPEI EwEawl RUI UOEOQWET |1 OEPI UwUi OUOE wWEI
regularmulti -EPUEDx OPOEUa wOI 1 UDOT UsiplodredE wU OwUT YDI PwUT |
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Initial intervention approach

1

We use an initial problem solving intervention for all situations in which a child or children
are distressed on in conflict. All staff use this intervention consistently.

This type of approach involves an adult approaching the situation calmly, stopping any

hurtful actions, acknowledging the feelings of those involved, gathering information,

restating the issue to help children reflect, regain control of the situation and resolve the

situation themselves.

High ScOx1 z Uw" OO01I OPEUw1i UOOUUDPOOwWxUOBETI UUwxUOYDPEI L
other similar method would be suitable. Periodically the effectiveness of the approach will

be checked

Focused intervention approach

f

The reasons for some types of behaviour ae not always apparent, despite the knowledge
and input from key staff and parents.

Where we have considered all possible reasons, then a focused intervention approach should
then be applied.

This approach allows to observe, reflect, and identify causes ard functions of unwanted
behaviour in the wider context of other known influences on the child.

We follow the ABC method which uses key observations to identify a) an event or activity
(antecedent) that occurred immediately before a particular behaviour, b) what behaviour
was observed and recorded at the time of the incident, and ¢) what the consequences were
following the behaviour. Once analysed, the focused intervention should help determine the
cause (e.g. ownership of a toy or fear of a situation) and function of the behaviour (to obtain
the toy or avoid a situation) and suitable support will be applied.

Use of rewards and sanctions

)l

All children need consistent messages, clear boundaries and guidance to intrinsically
manage their behaviour through self -reflection and control.

Rewards such as excessive praise and stickers may provide an immediate change in the
EITEYDOUUWEUUOwWPDOOWOOUWUI EET WwET POEUI Owl ObwlUOWE
the child with the skills to manage situations and t heir emotions. Instead, a child is taught

I OPWUOWET wsEOOxOPEOUZ WECEWUI UxOOEwWUOwWOI 1 OWEEU
reward (or for fear of a sanction). If used then the type of rewards and their functions must

be carefully considered before applying.

Children should never be labelled, criticised, humiliated, punished, shouted at or isolated by

Ul OOYDPOT wOT T Owi UOOWUT T wi UOUXx WEGEwWOIT | DWEOOOT wbO
if necessary children can be accompanied and removed from the group in order to calm

down and if appropriate helped to reflect on what has happened.

Use of physical intervention

1

The term physical intervention is used to describe any forceful physical contact by an adult
to a child such as grabbing, pulling, dragging, or any form of restraint of a child such as
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holding down. Where a child is upset or angry, staff will speak to them calmly, encouraging

OT 1T QwUOwY! OUwUT 1 PUwi UUUVUUDUEUPOOwWPOWOUT 1 UwbEaUwE
T Staff should not use physical intervention t or the threat of physical intervention, to manage

EWET POEZUWEI T EYDPOUUWUOOI Wl inRdinobder wo@revent chiltiien) a wl O w

f UOOWDPONUUDOT wlUi 1 OUT OYI UwOUwWOUT T UUWOUWEEOET T wx
f (I wsUI EUOOEEOT wi OUET zwl EVUWET 1T OwUUTl Ewi OUwEOawob

informed on the same day that it occurs. The intervention will be recorded as soon as possible

PPUT POwWUT | wET POEz Uwi DOl Owbl PET wUUEUIT UWEOI EUOau
1 Corporal (physical) punishment of any kind should never be used or threatened.

Challenging Behaviour/Aggression by children towards other children

1 Any aggressive behaviour by children towards other children will result in a staff member
intervening immediately to challenge and prevent escalation.

T If the behaviour has been significant or may potentially have a detrimental effect on the child,
the parents of the child who has been the victim of behaviour and the parents of the child
who has been the perpetrator should be informed.

f 371 wEl UPT OEUTI Ewx]1 UUOOWPPOOWEOOUEEUWET POEUI 6z Uw
whether notifying the p olice if appropriate.

T 371 wél UDT OEUI Ewxli UUOOwWPDOOWOEOTI wEwbPUPUUI OSwul EO
file; in line with the Safeguarding children, young people and vulnerable adults policy.

f The designated person should complete a risk assed) O1 OUwUI OEUI EwUOOwWUT T wET
behaviour to avoid any further instances.

1 The designated person should meet with the parents of the child who has been affected by
U1 wET T EYDPOUUWUOWEEYDUI wlOT T OQwoOil wOT 1T weAlEPET OUWE
9 Ofsted should be notified if appropriate.

1 Relevant health and safety procedures and procedures for dealing with concerns and
complaints should be followed.

9 Parents should also be asked to sign risk assessments where the risk assessment relates to
managing the behaviour of a specific child.

Challenging unwanted behaviour from adults in the setting

1 Settings will not tolerate behaviour from an adult which demonstrates a dislike, prejudice
and/or discriminatory attitude or action towards any individual or group. This includes
negativity towards groups and individuals living outside the UK (xenophobia). This also
applies to the same behavour if directed towards specific groups of people and individuals
who are British Citizens residing in the UK.

1 Allegations of discriminatory remarks or behaviour including xenophobia made in the
setting by any adult will be taken seriously. The perpetrat or will be asked to stop the
behaviour and failure to do so may result in the adult being asked to leave the premises and
in the case of a staff member, disciplinary measures being taken.
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1 Where a parent makes discriminatory or prejudiced remarks to staff at any time, or other
x1 Ox Ol wpi BOI wOOWUT T wxUI OPUI UOwWUT PUwPUwWUI EOQUET E
manager. The procedure is explained and the parent asked to comply while on the premises.

The second stage comprises a letter to the parent requesting them to sign a written agreement
not to make discriminatory remarks or behave in a discriminatory or prejudiced manner; the
third stage may be consider® OT wbPUT EUEPDOT wUI T wET POEz Uwx OEEI ¢

Further guidance

A Special Educational Needs and Disability Code of Practice (DfE 2014)

This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... TR

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Positive Behaviour Strateqgies

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

1 We require all staff, volunteers and students to use positive strategies for handling any
inconsiderate behaviour, by helping childr en find solutions in ways which are appropriate
for the children's ages and stages of development. Such solutions might include, for example,
acknowledgement of feelings, explanation as to what was not acceptable and supporting
children to gain control of their feelings so that they can learn a more appropriate response.

1 We ensure that there are enough popular toys and resources and sufficient activities
available so that children are meaningfully occupied without the need for unnecessary
conflict over sharing and waiting for turns.

1 We acknowledge considerate behaviour such as kindness and willingness to share.
T We support each child in developing self -esteem, confidence and feelings of competence.

T We support each child in developing a sense of belonging in our group, so that they feel
valued and welcome.

1 We avoid creating situations in which children receive adult attention only in return for
inconsiderate behaviour.

1 When children behave in inconsiderate ways, we help them to understand the outcomes of
their action and support them in learning how to cope more appropriately.

T 61 wOl YI UwUI OEwWET POEUI OwOUU woOi wll I wuOOOwEawUi 1 C

1 We do not use technigues intended to dngle out and humiliate individual children.

1 .In cases of serious misbehaviour, such as racial or other abuse, we make clear immediately
the unacceptability of the behaviour and attitudes, by means of explanations rather than
personal blame.

1 We do not shout or raise our voices in a threatening way to respond to children's
inconsiderate behaviour.
Children under three years

1  When children under three years old behave in inconsiderate ways we recognize that the
strategies for supporting them will need to be developmentally appropriate and differ from
those for older children.

1 We recognize that very young children are unable to regulate their own emotions, such as fear,
anger or distress, and require sensitive adults to help them do this.

1 Common inconsiderate or hurtful behaviours of young children include tantrums, biting or
fighting, Staff are calm and patient, offering comfort to intense emotions, helping children to
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manage their feelings and talk about them to help resolve issues and promote understanding.

1 If tantrums, biting or fighting are frequent, we try to find out the underlying cause tsuch as a
change or upheaval at home, or a frequent change of carers, sometimes a child has not settled
DPOwbPl OOWEOQOEwWUT 1 wEIT T EYDOUWOE®WET wlOT T wUI UUOUwWOI w:
T 61 wi OEVUUwWOOwWI OUUUDPOT wEWET POEZUwWEUUEET OI OU0wi T U
strong relationship to provide security to the child.

Rough and tumble play and fantasy aggression

Young children often engage in play that has aggressive themes ¢ such as superhero and weapon
play; some children appear pre-occupied with these themes, but their behaviour is not necessarily a
precursor to hurtful behaviour or bullying, although it may be inconsiderate at times and may need
addressing using strategies as above.

T We recognise that teasing and rough and tumble play are normal for young children and
acceptable within limits. We regard these kinds of play as pro -social and not as problematic
or aggressive.

1 We will develop strategies to contain play that are agreed with the children, and understood
by them, with acceptable behavioral boundaries to ensure children are not hurt.

1 We recognise that fantasy play also contains many violently dramatic strategies, blowing up,
shooting etc., and that themes O1 U1 Ow Ul I T UwUOOwsT OOEDPI UwEOEWEE
opportunities for us to explore concepts of right and wrong.

1 We are able to tune in to the content of the play, perhaps to suggest alternative strategies for
ITTUOI UWEOGEWI T UODOIT U OREDEEO@MIT wwud@d @ 1wk Ouud30 uud sAE O U
lateral thinking to explore alternative scenarios and strategies for conflict resolution.

Hurtful behaviour

We take hurtful behaviour very seriously. Most children under the age of five will at some stage

hurt or say something hurtful to another child, especially if their emotions are high at the time, but
PUwPUwOOUwWI T Oxi UOWUOWOEET OwUTl PUWET TEYPOUUWEUwWs EU
momentary, spontaneous and often without cognisance of the feelings of the person whom they

have hurt.

1 We recognise that young children behave in hurtful ways towards others because they have
not yet developed the means to manage intense feelings that sometimes overwhelm them.

T  We will help them manage these feelings as they have neither the biological means nor the
cognitive means to do this for themselves.

1 We understand that self-management of intense emotions, especially of anger, happens
when the brain has developed neurological systems to manage the physiological processes
that take place when triggers activate responses of anger or fear.

1 Therefore we help this process by offering support, calming the child who is angry as well
as the one who has been hurt by the behaviour. By helping the child to return to a normal
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state, we are helping the brain to develop the physiological response system that will help

the child be able to manage his or her own feelings.

61 WEOwWOOUWI OT ETT wbOwxUOPUDYT wUI UxOOUI UwUOwWEwWaod
effect.

Our way of responding to pre -verbal children is to calm them through holding and cuddling.

Verbal children will also respond to cuddling to calm them down, but we offer them an
explanation and discuss the incident with them to their level of underst anding.

We recognise that young children require help in understanding the range of feelings they
experience. We help children recognise their feelings by naming them and helping children

to express them, making a connection verbally between the eventandUT 1 wi 1 1 OPOT 6 w?
UOO0Owa OUUWEEUOWEPEOZUwi 1 OWEOEwWaOUwpkI Ul wi ONOab(
UOOOWPUOWEPEwWaOUYy w# PEwWDUWOEOT waOdUuwi Tl OwEDT Uay.L

be able to verbalise their feelings better, talking through themselves the feelings that
motivated the behaviour.

We help young children learn to empathise with others, understanding that they have

i11 00T UwUOOWEOEWUT EQwUT I PUWEEUDPOOUWDOXEEUWOO!
I DOWEOE wis QuEuplE GzUEDO E wb UwWOEET wi DPOWEUAB »

We help young children develop pro -social behaviour, such as resolving conflict over who

T EUwUOT T wOOadw?( wEEOwWUT 1 waOUWEUT wil1 O6pOT wiEl UUOIT L
if we can be friends and find another car, UOwa OUWEEQOWEOUT wx OEawbbUT wod(
We are aware that the same problem may happen over and over before skills such as sharing

and turn-taking develop. In order for both the biological maturation and cognitive

development to take place, children will need repeated experiences with problem solving,
supported by patient adults and clear boundaries.

We support social skills through modeling behaviour, through activities, drama and stories.
We build self-esteem and confidence in children, recognising their emotional needs through
close and committed relationships with them.

We help a child to understand the effect that their hurtful behaviour has had on another
child; we do not force children to say sorry, but encourage this where it is clear that they are
genuinely sorry and wish to show this to the person they have hurt.

When hurtful behaviour becomes problematic, we work with parents to identify the cause
and find a solution together. The main reasons for very young children to engage in excessive
hurtful behaviour are that:

they do not feel securely attached to someone who can interpret and meet their needst this
may be in the home and it may also be in the setting;

their parent, or carer in the setting, does not have skills in responding appropriately, and
consequently negative patterns are developing where hurtful behaviour is the only response
the child has to express feelings of anger;

the child may have insufficient language, or mastery of English, to express him or herself
and may feel frustrated,
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9 the child is exposed to levels of aggressive behaviour at home and may be at risk emotionally,
or may be experiencing child abuse;

T the child has a developmental condition that affects how they behave.

1 Where this does not work, we use the SEND Code of Practice to supmrt the child and family,
making the appropriate referrals to a Behaviour Support Team where necessary.

This policy was adopted at a me eting of the pre-school held on 27 September 2017
It will ne xt be reviewed in September 2018

Signed on behalf of the preschool e

Deborah Hargreaves
Chairperson
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MOULTON PRE -SCHOOL
Recording and reporting of accidents and incidents

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to share this commitment.

Policy statement

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters or
behavioural incidents between children are not regarded as incidents and there are separate
procedures for this.

Procedures

Our accident book:
1 is keptin a safeand secure place;
9 is accessible to our staff and volunteers, who all know how to complete it; and

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

Reporting accidents and incidents

9 Ofsted is notified as soon as possible, but & least within 14 days, of any instances which
involve:

i food poisoning affecting two or more children looked after on our premises

9 aserious accident or injury to, or serious illness of, a child in our care and the action
we take in response

9 the death of achild in our care

9 Local child protection agencies are informed of any serious accident or injury to a child, or
the death of any child, while in our care and we act on any advice given by those agencies.

1 Any food poisoning affecting two or more children o r adults on our premises is reported to
the local Environmental Health Department.

1 We meet our legal requirements in respect of the safety of our employees and the public by
complying with RIDDOR. We report to the Health and Safety Executive (HSE):

1 Any wor k-related accident leading to an injury to a member of the public (child or
adult), for which they are taken directly to hospital for treatment.
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1 Any work -related accident leading to a specified injury to one of our employees.
Specified injuries include inj uries such as fractured bones, the loss of consciousness
due to a head injury, serious burns or amputations.

1 Anywork -related accident leading to an injury to one of one of our employees which
results in them being unable to work for seven consecutive days. All work -related
injuries that lead to one of our employees being incapacitated for three or more days
are recorded in our accident book.

1 When one of our employees suffers from a reportable occupational disease or illness
as specified by the HSE.

1 Any death, of a child or adult, that occurs in connection with a work -related accident.

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

1 Information for reporting incidents to the Health and Safety Executive is provided in
the Pre-school Learning Alliance's Accident Record publication. Any dangerous
occurrence is recorded in our incident book (see below).

Incident book

T

We have ready accessto telephone numbers for emergency services, including the local
police. Where we are responsible for the premises we have contact numbers for the gas and
electricity emergency services, and a carpenter and plumber. Where we rent premises we
ensure we have access to the person responsible and that there is a shared procedure for
dealing with emergencies.

We ensure that our staff and volunteers carry out all health and safety procedures to
minimise risk and that they know what to do in an emergency.

On discovery of an incident, we report it to the appropriate emergency services t fire, police,
and ambulance ¢ if those services are needed.

If an incident occurs before any children arrive our play leader risk assess|es] this situation
and decide[s] if the premises are safe to receive children. Our play leader may decide to offer
a limited service or to close the setting.

Where an incident occurs whilst the children are in our care and it is necessary to evacuate
the premises/area, we follow the procedures in our Fire Safety and Emergency Evacuation
Policy or, when on an outing, the procedures identified in the risk assessment for the outing.

If a crime may have been committed, we ask all adults witness to the incident make a witness
statement including the date and time of the incident, what they saw or heard, what they did
about it and their full name and signature.

We keep an incident book for recording major incidents, including some of those that that
are reportable to the Health and Safety Executive as above
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1 These incidents include:
1 abreak in, burglary, or theft of personal or our setting's property
an intruder gaining unauthorised access to our premises
a fire, flood, gas leak or electrical failure
an attack on an adult or child on our premises or nearby

any racist incident involving families or our staff on the setting's premises

= =4 =4 -4 -2

a notifiable disease or iliness, or an outbreak of food poisoning affecting two or more
children looked after on our premises

 the death of a child or adult
1 aterrorist attack, or threat of one
1 In the incident book we record the date and time of the incident, nature of the event, who

was affected, what was done about it or if it was reported to the police, and if so a crime
number. Any follow up, or insurance claim made, is also rec orded.

1 Inthe event of a terrorist attack, we follow the advice of the emergency services with regard
to evacuation, medical aid and contacting children's families. Our standard Fire Safety and
Emergency Evacuation Policy will be followe.d The incident is recorded when the threat is
averted.

1 Inthe unlikely event of a child dying on our premises, through cot death in the case of a baby
for example, the emergency services are called and the advice of these services are followed.

1 The incident book is not for recording issues of concern involving a child. This is recorded in
the child's own file.

Common Inspection Framewaork

1 As required under the Common Inspection Framework, we maintain a summary record of
all accidents, exclusions, children taken off roll, incidents of poor behaviour and
discrimination, including racist incidents, and complaints and resolutions.

Legal framework

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As
Amended)

Further guidance
1 Common Inspection Framework: Education, Skills and Early Years (Ofsted 2015)
1 Early Years Inspection Handbook (Ofsted 2015)
1 RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor
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This policy was adopted at a me eting of the pre-school held on 27" September 2017
It will next be reviewed in September 2018
Signed on behalf of the preschool ... o T

Deborah Hargreaves
Chairperson
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MOULTON PRE-SCHOOL

Safequarding Children - Policies and Procedures

Moulton Pre -school is committed to safeguarding and promoting the welfare of children,
young people and adults at all times and expects everybody working within this setting
to shareths EOOODP UOI OU~

We comply with the procedures approved by the Suffolkl Safeguarding; Children Board (SSCB) .. We
intend tocreate in our pre-school an environment in which children are safe from abuse and in
which,any suspicion of abuse is promptly. and ‘appropriate: ly responded to.

Policy statement

Our setting will work with: children, parents and the community to ensure thelrights and: safety of
children, young people and vulnerable adults-and to give them the very best start in life. Qur
safeguarding policy is: based on the three key . commitments of the Preschool Learning Alliance
Safeguarding Children Policy.

Procedures

We carry out the following procedures to ensure we -meet the three key commitments of the
Alliance Safeguarding Children Palicy, whichiincorpor. ates responding to child protection
concerns.

Key commitment i1

We are committed to building a:'culture. of safety' in-which children, young people ‘and vulnerable
adults are protected from abuse and harm in all areas of its service delivery.

1 Our designated person who co-ordinates child, young:person orradult protections-issues.is
Pauline Paines.

¥ When the setting is open but the designated person is not on site a suitably trained deputy
is available at all times for staff to discuss safeguarding concerns

1 The designated person and suitably trained deputy ensure they have relevant links with
statutory and voluntary:organisations with regard to: safeguarding.

1 The designated person (and deputy) understands SSCB safeguarding procedures, attends
relevant LCSB training at least every two years and refreshes their knowledge of
safeguarding at least annually.

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

1 Allistaff have an up-to date knowledge of safeguarding issues, are alert to potential
indicators and signs of abuse and neglect and understand their professional duty to.ensure
safeguarding concerns and child protection concerns are reported to the local authority
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annually.

1 Allistaffiare confidentto.ask questions. in relationto .any. safeguarding-concerns. and know.
not to just take things at face value but can be respectfully septical.

1 Allistaffiunderstand the principles of early help (as-defined. in/\Working, Together to
Safeguard Children, 2015) and are able to identify those children and families who may be
in need of early help and enable them to accessiit.

T Allistaffiunderstand! LSCB thresholds of significant harm and understand how.to.access
services for families, including-for,those families who are below. the threshold for
significant harm.

T Allistaffiunderstand how:to escalate their.concerns in the event that they feel either the
local authority and/or:their own organisation has not.acted adequately to safeguard.

T Allistaffiunderstand what the: organisation; expects-of themiin terms.of their required
behaviour and conduct, and follow.our policies and procedures-on positive behaviour,
online safety (including-use: of mobhile phones), whistleblowing.and.dignity :at work.

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

T Allistaffiunderstand ‘our policy onpromoting positive: behaviour.and follow: it.inrelation to
children, showing-aggression towards other children.

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

1 Applicants forposts withinithe setting.are: clearly.informed that the positions are exempt
from the Rehabilitation of Offenders Act 1974.

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

1 Where applications are rejected based on information disclosed, applicants have the right
to know andito: challenge incorrect information.

¥ Enhanced criminal records and barred lists checks are carried out on anyone living or
working on the premises.

Y Volunteers must:

- be aged 17 or.over;

- be considered competent and responsible;

- receive arobust induction and regular supervisory meetings;

- be familiar-with all the:settings policies-and [procedures;

- be fully checked for suitabilityif theyare:to.have unsupervised access to the
children at any time:

Y1 Information is recorded about staffqualifications, and the:identi: ty checks and vetting
processesithatihavelbeen completed including:

- the criminal records disclosure reference number;
- certificate of good conduct or equivalentiwhere a UK DBS check is not appropriate
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- the date the disclosure was obtained; and
- details of who obtained it.

1 Allistaffiland volunteers-are-informed that they are expectedito.disclose any convictions,
cautions, court orders or reprimands and warnings which' may affect their suitability to
work withi children (whether received before or.during.their-empl -loyment with us).

1 Allistaffiandivolunteers-are-required to notify .us if anyone in theirhousehold (including
family members, lodgers, partners etc.) has any relevant convictions, court orders,
reprimands and warnings or:has been barred from, or had registration refused or cancelled
in relation to.any. childcare-provision (see above questions), or have had orders made in
relation to care of their children.

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

1 Procedures are in place ito record the details: of visitors to the setting.

1 Security steps are takento.ensure that.we have control.over who comes intothe setting so
that no unauthorised person has unsupervised accessitoithe children.

1 Steps aretakenito.ensure children are not;photographed or filmed on video for any other
purpose than to record their development:or:their participation in events organised. | by us.
Parents sign a.consent form and'have access to records holding visual images: ofitheir child.

1 Any personal information:is-held securely and in:line with: data: protection requirements
and guidance from the ICO:

f The designated person in the setting hasresponsibility for,ensuring that there:is-an
adequate online safety policy in place.

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

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

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

1 The designated person will inform the designated officer:atithe first opportunity of every
significant safeguarding concern, however this should not:delay any referrals-being made
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Key commitment 2
We are committed to responding promptly and appropriately'to all.incidents or.concerns of abuse

that may occur and to work with/statutory agencies-in accordance with the procedures-that: are set
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Responding:to;suspicions-of abuse

T We acknowledge that abuse of children can take different forms - physical, emotional, and
sexual, as well as:neglect.

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

T When children are suffering-from physical, sexuallor-emotional abuse; or-may be
experiencing neglect, this may be demonstrated through:

- significant changes in their behaviour

- deterioration:intheir general well -being

- their comments which may give cause for concern, or the things they say(direct
or indirectidisclosure)

- changes in their appearance,their’behaviour, or their play

- unexplained bruising; marks.orrsigns. or possible abuse or neglect, and

- any reason to suspectneglect or.abuse outside the setting.
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problems and consider other factors affecting parental capacity and risk, such as social
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learning disability.
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1 We are aware of other factors that affect chOE Ul Oz UwYUOOI UEEPOPUa wlUi E U
have affected, children and young people using our provision, such as, abuse of children
who have special educational needs and/or disabilities; fabricated or induced illness; child
abuse linked to beliefs in spirit possession; sexual exploitation of children, including
through internet abuse; Female Genital Mutilation and radicalisation or extremism.

f Inrelation to radicalisation and extremism, we follow the Prevent Duty guidance for
England and Wales published by the Home Office and LSCB procedures on responding to
radicalisation.

f The designated person completes online Channel training, online Prevent training and
attends local WRAP training where available to ensure they are familiar with the local
protocol and procedures for responding to concerns about radicalisation.

T We are aware of the mandatory duty that applies to teachers and health workers to report
cases of Female Genital Mutilation to the police.

1 We also make ourselves aware that some children and young people are affected by gang
activity, by complex, multiple or organised abuse, through forced marriage or honour
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