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ADMISSIONS POLICY
Opening hours are 7:30am to 5:30, Monday to Friday, with the exception of Bank Holidays. Sessions can be done from a minimum of one half day (7.30/8.00am to 1.00pm or 1.00pm to 5:30pm) up to five full days each week.
The term after your child turns 3 years of age they are entitled to a free nursery place. The government funds all local authorities to ensure that a free part time pre-school place is available to all families who have 3 and 4 year old children. This can be offered through a state nursery or a private nursery. Some children are entitled to 30 hours free childcare (3 – 4 years olds) and 15 hours for eligible two year olds. Further information can be found at www.childcarechoices.gov.uk
. 
When a customer first shows an interest in the nursery we will ensure availability in the preferred age range that has been requested. 

If there is space available a parent / guardian will be asked to complete and return our Registration Form. The Registration Form will include all contact details for the parent / guardian, password for security reasons, days and sessions requested, and a section to complete on personal requirements. This section is designed to identify any parental preferences, additional requirements, religious or cultural needs etc. The Registration Form also ensures that the parent/guardian’s are aware of all terms and conditions such as absence procedures etc. (Please see Registration form for full list).  Please note we will always adhere to Data Protection and freedom of information when we collect personal information.  Please refer to recording of information procedure and data protection information.
A place will then be reserved and parents will be provided with a Parent Welcome Pack. This will give instructions of what a parent / guardian and child will need to do in advance of the start date and what they will need to bring to nursery. Parents will also be asked to fill in a ‘Nappy Care Plan’ as appropriate. At this stage parents will be given a chance to read the Policies and Procedures and Registration forms will be held in the nursery office (see confidentiality policy) and will be destroyed when a child exits nursery.  In accordance to the EYFS it stipulates that records are kept for 3 years, however Human Rights dictate it is longer.
If taking up a funded places, parents and guardians must also complete a funding form. 
When admitting children to the nursery all children’s individual needs are recognised. Children with disabilities or additional needs or who have English as an additional language will be included, valued and supported when being admitted into the nursery. At nursery when places are limited; children will be added onto our waiting list and admitted into the setting when a place becomes available. The waiting list is maintained and updated by the Managers who will contact parents/ guardians when they reach the top of the waiting list.

Date: July 2023
Review: July 2024
FEE PAYMENT POLICY

Fees are due by the last day of the month and must be paid a month in advance. This applies to all payment methods, including Childcare Vouchers & tax free childcare. 
Individual payment arrangements can be negotiated. If you wish to pay weekly this must be agreed with the manager.

Fees can be paid by standing order, cash, tax free childcare or Childcare Vouchers. Please ask Sonya Gregory (Nursery Manager) for details of how to set these up if you are unsure. 
Childcare fees are payable 51 weeks a year.
 - The Nursery closes for one week during the year at Christmas and on Bank holidays. You are not charged for these periods.
 Non-attendance due to holiday, illness* or other reasons will be charged for. 
Each child is allocated two weeks of their normal weekly  plan per year at no charge. Any additional holidays taken will be charged at full price. One months’ notice is required for holidays otherwise full fees will be charged. Notice must be given to the nursery manager. This does not apply to children who attend on a school term time contract. 
Sessions cannot be swapped unless agreed with a manager, any extra sessions will be charged for. 
You enter into a contract with the Nursery when a starting date is agreed. Your agreement to our terms and conditions is legally binding. 
Please inform the Nursery Manager if you have difficulties in paying your fees. Failure to meet payments will result in the termination of the Nursery place. 
Late payment/ Non-payment of fees procedure: 
After one week of non-payment or late payment, you will receive a reminder of the contract. 
After two weeks of non-payment, we will suspend the childcare place, and children will not be allowed to come into the nursery until the fees are paid in full. Fees will still be applicable during the two weeks the nursery suspends the place. 
If the fees are not paid in full after four weeks, the nursery will terminate the contract and send a letter to confirm this. 
All costs incurred in the collection of unpaid fees including administration costs and costs from using solicitors or debt collection agencies where needed will be recoverable in full. 
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SETTLING IN POLICY

Children starting at nursery will be offered a home visit as well as at least two settle in sessions (see home visit policy). These are designed to help a child gradually settle into nursery and allow for discussions between staff and parents ensuring a firm partnership between home and nursery. Dates and times for the home visit and settle in sessions will be arranged with the manager upon rehistration.
A Key Person will be allocated for the child, and this will be discussed with the parents, ensuring a point of contact for the start of the child’s time at nursery. All parents/guardians will now be aware of nursery policies from the Parent pack sent at the time of enrolment including detailed instructions of their first day in nursery.

Parents/carers and children are invited to join their child during their settle in session During the home visit or first settle in session the child’s key person will complete a ‘Settle In Conversation’ with parents and carers. This is an opportunity for the key person to gather key information about the child as well as beginning to form a relationship with the child and family. The key person records details of the conversation on an All About Me form.
Parents/Carers are invited to bring in a family photo which will be made available to the child to help them settle in. Family photos are also used as a ‘talking point’ across the rooms. Children are also encouraged to bring in comfort items such as blankets and soft toys to ease their transition into the setting. 

Prior to the home visit or first settle in session parents will be signed up to our ‘Famly’ nursery management app. This allows them to receive communication from nursery about their child.

Parents/guardians and the nursery staff will work closely together to ensure the transition into the nursery is as smooth as possible.. In some cases extra settle in sessions will be made available to ensure a smooth transition. 
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KEY PERSON POLICY

We use a Key Person system throughout the nursery, which enables us to plan and organise activities and experiences, ensuring all children receive enjoyable and challenging learning and development experiences that are tailored to meet their individual needs.

The Key Person system will be allocated in each room throughout the nursery by the manager/room leader at the start of the child’s time at nursery. Children will be allocated to staff, depending on individual staff skills and bonds/relationships made between children and staff. 
The Key Person will be responsible for supporting a child transition into nursery, liaising with parents and outside agencies where applicable, to carrying out individual observations and assessments and to have regard of the individual needs of their children when planning activities and experiences.
The key person completes the ‘Settle in Conversation’ with parents and carers when the child joins the nursery, usually during the home visit. They also lead a ‘Baseline Conversation’ 4-6 weeks after the child started at nursery. This is an opportunity for the key person and parents/carers to discuss how the child has settled, their current interests and any concerns.

Each term the key person plans and carries out a ‘Focus Child Week’ for each of their children. Parent’s views are sought prior to their child’s progress child week and feedback is given at the end. 

The key person also completes the Integrated Progress Check at age two for all eligible children. 

There is also a contingency plan if a child’s Key Person is absent as all children will be allocated a ‘buddy’ Key Person, who is updated on relevant information. Confidentiality will be maintained, where possible always with only the room leader, nursery manager or buddy Key Person gaining access to the files.

This policy is to be reviewed annually or when the need arises

Date: July 2023
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TRANSITION POLICY
Aim of the Policy 
This policy aims to ensure that Fledglings makes transition as easy and enjoyable as possible for parents and children. Some examples of transitions that young children and babies may experience are: 
( Starting nursery (see Settling In Policy) 
( Moving between rooms at nursery 
( Starting school or moving nurseries 
( Changes in home environment such as family breakdowns, new siblings, moving home, death of a family member or a pet. 
Supporting Transitions in the Nursery 

The nursery will support all children in the nursery with any transitions they may be encountering. The nursery team will be sensitive to any changes in their key children’s behaviour and personality. We respectfully ask that parents inform us of any changes in the home environment that may impact on their child so the team can be aware of the reasons behind any potential changes in the child’s character. 
If the transition relates to the child starting at the nursery we will follow our Settling In Policy. 
If the transition is due to occur whilst the child is at nursery, e.g. moving rooms or starting school, the nursery will fully support the child through this process in the following ways: 
Transition between Rooms
The Nursery has the following rooms:

 Nest room (3-24 months)

Tree room (24 to 36 months)

Sky room (36 to 60 months) 

The age ranges of the rooms are guidelines only. Children transition when their key person and parent/carers jointly decide that the child is developmentally ready to move to the next room. Transitions typically happen three times a year, in April, September and January. However they may happen at other time depending on individual circumstances. 
Communicating Room Moves with Parents and carers

 Once a room move has been agreed between the key person and parent carer, the parent/carer is invited to look around the new room with their child’s key person. They are provided with a transition pack which explains the date that their child will start in their new room and who their new key person will be. They will also be provided with a small welcome pack which includes a description of their child’s new room including staff members, routines and other information. They will also be asked to review their Registration Forms and ‘All About Me’ document. 
Settling In Visits 
Settling in sessions will be arranged for the child to go on visits to their new room to familiarise them with the routine, other children and team members. Where possible, the child will be accompanied to their new room by their key person. The nature and personality of the child will dictate how many visits are needed – each child is different. Parents and carers will be invited to join their child for at least one of these transition sessions. 

Key person

The existing Key Person will ensure that ‘All About Me’ document has been reviewed and will share a copy with the new Key Person. They will also complete a transition form detailing key information about the child including their most recent assessments, their interests, schemas and any additional needs. This will happen before any settling in sessions. 
Transition to another setting

When a child leaves to join another setting, their key person will complete the EYFS transition form. A copy of this is given to parents/carers and sent to the new setting. 

With the permission of the child’s parent/carer, the nursery manager will make contact with the new setting via telephone to provide a verbal handover and explain that they will be receiving the transition form.

Transition to school
When a child is leaving the setting to start school, in either F1 or F2, the child’s key person will complete the EYFS transition form. 

With the permission of the child’s parent/carer, the nursery manager will contact the school to give a verbal handover and invite a member of the school staff to visit the child at the setting. The transition form will be shared with the school prior to the child leaving the setting. 

For children who have an APDR cycle, a representative from the school will be invited to join the child’s last review meeting at the nursery. 

Date: July 2023
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CARE, LEARNING AND DEVELOPMENT  POLICY
 We have a commitment to providing an environment that every child will enjoy acceptable risk and challenge, and that play reflects their interests, whilst ensuring that play and exploration, active learning and areas of development are implemented. We ensure that individual needs of the children are met and that all activities and experiences are age/stage appropriate.
The documentation implemented at nursery is the Early Years Foundation Stage Statutory Framework (2021
Our activities and experiences are based around the seven areas of learning which are; 

The Prime Areas
· Communication and Language
· Personal, Social and Emotional Development

· Physical development

The Specific Areas

· Mathematics
· Understanding  the World

· Literacy
· Expressive arts and design
Communication and Language

Children's back-and-forth interactions from an early age form the foundations for language and cognitive development.

The number and quality of the conversations they have with adults and peers throughout the day in a language-rich environment is crucial.

By commenting on what children are interested in or doing, and echoing back what they say with new vocabulary added, practitioners will build children's language effectively.

Reading frequently to children, and engaging them actively in stories, non-fiction, rhymes and poems, and then providing them with extensive opportunities to use and embed new words in a range of contexts, will give children the opportunity to thrive. (EYFS 2021)
Through conversation, story-telling and role play, where children share their ideas with support and modelling from their teacher, and sensitive questioning that invites them to elaborate, children become comfortable using a rich range of vocabulary and language structures.
Physical Development

Gross and fine motor experiences develop incrementally throughout early childhood, starting with sensory explorations and the development of a child’s strength, co-ordination and positional awareness through tummy time, crawling and play movement with both objects and adults. By creating games and providing opportunities for play both indoors and outdoors, adults can support children to develop their core strength, stability, balance, spatial awareness, co-ordination and agility. Gross motor skills provide the foundation for developing healthy bodies and social and emotional well-being. Fine motor control and precision helps with hand-eye co-ordination which is later linked to early literacy. Repeated and varied opportunities to explore and play with small world activities, puzzles, arts and crafts and the practise of using small tools, with feedback and support from adults, allow children to develop proficiency, control and confidence. (EYFS 2021)

Personal, social and emotional development

Children’s personal, social and emotional development (PSED) is crucial for children to lead healthy and happy lives, and is fundamental to their cognitive development. Underpinning their personal development are the important attachments that shape their social world. Strong, warm and supportive relationships with adults enable children to learn how to understand their own feelings and those of others. Children should be supported to manage emotions, develop a positive sense of self, set themselves simple goals, have confidence in their own abilities, to persist and wait for what they want and direct attention as necessary. Through adult modelling and guidance, they will learn how to look after their bodies, including healthy eating, and manage personal needs independently. Through supported interaction with other children they learn how to make good friendships, co-operate and resolve conflicts peaceably. These attributes will provide a secure platform from which children can achieve at school and in later life. (EYFS 2021)
Practitioners at Fledglings plan, implement and evaluate activities for their key children by using observations taken from children’s interests (both at home and at nursery), requests, discussions and what they have observed the children participating in. The key person observes children in their learning environment and plans opportunities to extend their learning. 
In line with the changes to the EYFS 2021, paperwork is kept to a minimum and instead, staff spend the majority of their time engaging in high quality interactions with children. Practitioners may make observations of the children if they have make a significant next step in their learning. Each key person also completes records of their children’s focus child weeks and these are shared with parents and carers. 
Daily routines within nursery allow children to gain confidence to explore and learn in a safe, secure and challenging environment, utilising both indoor and outdoor space. All staff ensure that there is a balance of adult led and child initiated activities. Children have free choice play at allocated times, allowing children to choose independent activities.  

 Personal hygiene and the hygiene of the nursery are covered by:-

· All toys are cleaned, sterilized and checked regularly and manufacturer’s guidelines followed. 
· Hazards and spillages are quickly eliminated.

· All areas are kept clean and safe particularly food preparation and toilet areas.

· All body fluids are treated as infectious and disposed of properly. 

·  First Aiders are available at all times.

· Fully stocked first aid boxes are always on the premises, including one in each room and one in the kitchen.
· There is a separate illness and medication policy.

· Children wash their hands regularly for at least 20 seconds, including when entering the setting before and after meal times, after toilet/nappy change and after outdoor play.
Children with additional or special educational needs and disabilities are included, valued and supported. The graduated approach is implemented to support children who have additional needs. A Personalised Learning Plan (PLP) is implemented as neccssary with short term SMART outcomes. Multi-agencies support children, parents/carers and staff at nursery; 

· Early years inclusion team
· Educational psychologists
· Health visitors

· Speech therapists

· Language therapists

· Physiotherapists

Children who require sleep or quiet time can rest when needed. At enrolment, all children’s individual needs will be discussed with nursery staff and an “All about Me” form will be completed by parents/carer’s listing the child’s requirements.
This policy is to be reviewed annually or when the need arises
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RECRUITMENT POLICY

The nursery will recruit the best candidate for a vacancy, regardless of age, disability, race, religion, sex or sexual orientation or gender.

The nursery has a strict policy on the recruitment of staff in order to 
ensure the adults looking after children or having unsupervised access to them are suitable to do so. Procedures are also in place to make sure staff have appropriate qualifications, training, skills and knowledge in order to work effectively in the nursery.
The manager and Managing Director have overall responsibility for the recruitment of staff. When a position becomes vacant within the nursery, an advert is placed in the regional newspaper and/or relevant job websites, explaining in detail about the position. Candidates are invited to send in their CV’s in to the managers who will invite the best candidates for interview. Candidates are usually given 2 weeks to reply before interviews. Our inclusion policy will be adhered to at all times.  
The first stage of interview process will usually be done by the managers who will narrow down further the number of candidates appropriate to the position (normally 2 or 3).  This is known as short listing. All candidates will have the opportunity to look around the nursery prior to interview under strict supervision of the manager. Questions will be designed specifically to see if a candidate is suitable to work with children and has the relevant skills to do the job. The questions will also be based on the position that is being applied for. Candidates are asked to attend the nursery at an allotted time (usually an hour) where they are asked to carry out an observation and a prepared activity, again under strict supervision. Feedback is then given to the manager, how the candidate interacted with the children, followed instruction, and how they worked as a team. At the interviews candidates, will be asked to provide certificates of qualification, full employment history, with references sought, before employment is offered, and identification such as passports and drivers licence.
The interview panel will consist of the management team of the nursery and a decision will be made. An offer will be made to the most appropriate candidate in writing and that person will be given an opportunity to look around the nursery again accompanied by the manager. Emails will also be sent to all other people who attended interviews and applied for the position that were unsuccessful at interview. Employment will be pending suitable references and obtaining a clear enhanced DBS check. All staff will be employed on an initial probationary period for around 3 months which will be discussed with management on induction and written in a contract. The nursery reserves the right to extend the probationary period if it considers it appropriate to do so and this will be done in writing.
A minimum of 2 references will also be sought in writing, and, where applicable from a previous employer. A questionnaire will also be sent asking specific questions that may not be answered within a typed reference. Safeguarding children will always be a priority when recruiting staff and Enhanced DBS checks will be sought each time somebody commences employment at nursery as DBS, unless staff are registered to the update service. DBS forms will not be kept for longer than 6 months by which time relevant information will be recorded in the staff details file (name, disclosure number, date and level of disclosure). The managers and director have full responsibility to make sure these checks are carried out before a candidate starts to work in the nursery. All applicants will be required to demonstrate that they are lawfully permitted to work within the United Kingdom. Additional criminal record check will be carried out where an applicant has lived and/or worked aboard.
If a new member of staff starts work at the nursery and there is a delay with their DBS check then they will not be left unsupervised with the children and carry out intimate care. All other checks must be carried out in advance.
When a new member of staff commences employment at the nursery, a member of the Senior Leadership Team, takes them through a full induction. 
The induction sheet ensures all relevant policies and procedures are explained to the new staff member e.g. health and safety, fire alarm etc, training, and that staff are aware of their roles and responsibilities, this is done before work with children can commence. All boxes on the induction sheet should be ticked and signed by the manager and employee before the induction is finished. The manager also takes the new employee, through an induction which, includes policies and procedures, safeguarding, financial aspects of the nursery, wages, timesheets etc. 
New members of staff will be subject to a three month probationary period. A review  meeting will take place at the end of the probationary period and the staff member’s performance will be discussed. The managers may extend the probationary period if they see fit. 

If discrepancies in references are identified they will be addressed immediately and the member of staff will be advised of the outcome. 

Date: July 2023
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Staff Appraisals
New members of staff will meet with a member of the management staff after one day, one week, one month and three months as part of the induction process. Their first appraisal will take place within six months then at least every year thereafter, as with existing staff. These will be carried out in the manager’s office, adhering to confidentiality at all times, by both parties.  Targets, objectives, strengths and areas to develop will be discussed and documented, by the manager and added to the staff members file. 
Supervision take place every half term and provide opportunities for staff to:

· discuss any issues – particularly concerning children’s development or wellbeing, including child protection concerns

· identify solutions to address issues as they arise 

· receive coaching to improve their personal effectiveness
 If a staff member has any concerns, worries or issues before they are due for an appraisal or supervision, they should discuss these with their room manager or nursery manager or if necessary use the Whistle Blowing policy. 
The manager of the nursery keeps a confidential file, on each member of staff which will include DBS disclosure numbers, references, employment history, contact details, contract, appraisal forms, training progress.
Ofsted will be informed immediately of any changes with the management and any significant staff changes or concerns.
This policy is to be reviewed annually or when the need arises
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TRAINING AND DEVELOPMENT POLICY

At nursery, most of the staff have relevant Early Years qualifications, including QTS, level 6, level 5 and level 3 early years qualifications. At least half of our nursery staff have relevant Early Years qualifications. (EYFS 2021). We recognise the importance of further development and training within an Early Years career and endeavour to support staff and volunteers training needs and further career opportunities- acknowledging staff training is a vital investment to our nursery.
All staff complete a robust induction plan upon commencement of employment. 
Staff education and development is a cost to the company and we are prepared to invest in that cost because we believe that the benefit to the company, our customers and to our staff, in job satisfaction/ progression within the company will be worth the investment.

The management team may identify a training need, during appraisal, observation, supervision or recommendation, resources and time will be allocated.
We need staff commitment to training and learning new skills.

Internal and external training will be offered, and staff will be allocated on a priority basis.
· We aim to support our staff through regular monitoring, assessment of performance and appraisal systems to identify areas of development.

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

· Support plans to enable progression and training will be put in use where areas of improvement are identified.

· We will seek training opportunities for staff within the setting to ensure quality of care for children attending the group.

· We will ensure positive working relationships with the Early Years Service and other training providers who offer training for people who work with children.

· Staff will be expected to show commitment to further develop themselves and the needs of the nursery.

This policy is to be reviewed annually or when the need arises
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INCLUSION POLICY
We will promote equality of opportunity and anti-discriminatory practice. We will ensure that every child is included and not disadvantaged because of ethnicity, culture or religion, home language, family background, learning difficulties or disabilities, gender or ability.

We have regard to:-

· SEND Code of Practice 2014
· Statutory Framework for Early Years Foundation Stage 2021
· Race Relation Amendment Act 2000

· Sex Discrimination Act 1986

· Disabled Persons Act 1986

· Childcare Act 2006

· Working Together to Safeguard Children 2018
· Equality Act 2010

AIMS AND OBJECTIVES
We aim to create an anti- bias ‘learning through play’ environment, where all children are treated equally. This will promote every aspect of the setting which will be put in to practice by all staff and volunteers:

· All staff at nursery will be positive role models, showing respect to others and co-operating with everyone who comes into the nursery. This will ensure that the children are aware that everyone must be treated equally and to respect and understand their individual needs.

· We will be open minded and interested in other people’s beliefs incorporating multi-cultural reading books, resources and celebrating religious occasions, where appropriate.
· Children at nursery will be encouraged to have a strong sense of self and have opportunities to express their thoughts, preferences and feelings, with confidence. 
· All children at nursery will be encouraged to have a sense of belonging, be shown appropriate care and affection and to be valued for themselves. Staff will treat children as individuals but with equal concern.

· Staff will not be dismissive of things we are not familiar with, we will find out about them, and share knowledge and understanding with the children. We will not be judgemental on any issues raised from the children.

· We will avoid gender stereotyping by being aware of our use of language and the play opportunities/ activities and resources being provided. All children have equal access to toys, play materials and equipment. 

· All equipment at nursery including pictures and books will reflect children and adults in a positive way. (e.g. Men and women in non-traditional roles.)

All the staff and adults at nursery are to deal with discriminatory attitudes and remarks, by challenging the action (See behaviour policy). In the case of name calling, bullying, discrimination etc. staff should:

· Intervene  straight away

· Point out firmly what was said/done was hurtful and not acceptable

· Offer correct information on the issue, and report any concerns to the manager/director.
·  If the remark was directed at a child, comfort the child and encourage them to respond on their own behalf. Re - enforce their self esteem.

POLICY STATEMENT ON INCLUSION

Our aims:

To ensure our childcare provision is available to all children and families. We aim to ensure that all that wish to work, volunteer or help within nursery have an equal chance to do so. We are committed to policies and procedures to ensure our employees and service users are not discriminated against on the basis of: race, gender, religion, culture, disability, or sexual orientation. We are aware of relevant legislation with regard to inclusion.

We will:  

· Welcome all children.

· Value each child as individuals, respecting their religion, racial origin and cultural and linguistic background. 

· Promote a positive environment in which children will learn that everyone is different and special. A place where in today’s multicultural environment children will be able to explore and learn about different cultures and races.

· Will not allow any form of discrimination, by action or comment, whether from staff, child or parent. Discriminatory or excluding behaviour will be challenged.

· Create an inclusive environment providing for children with special needs, where appropriate.
· Respect individuals and families requirements, and understand that parents have the most knowledge of their child’s needs.

· Ensure that all staff and volunteers will be positive role models for the children in aspects of attitude, language and actions.
· Individuals will be recruited, selected, trained and promoted on the basis of their occupational skills. No employee/ volunteer will receive less favourable treatment on the grounds of age, gender, marital status, race religion, culture or sexual orientation.
Inclusion Coordinator (SENCo): Sonya Gregory and Chloe Smart
ROLE OF INCLUSION COORDINATOR
The role of the inclusion coordinator is to:-

· To ensure that the observation and monitoring of children who have a Special Education Need or children there are concerns about, take place immediately.

· Ensure that staff work with and support Parents/Carers, and promote good working relationships. We ensure that staff consult with and listen to concerns of Parents/Carers in all aspects of their child’s developmental requirements. 

· Advise and support other practitioners in the setting.

· Work in liaison with relevant professionals and agencies outside the setting, in order to meet children’s specific needs.

· Oversee the records of all children with Special Educational Needs and record steps taken to meet the needs of individual children. If ECHP is in place, ensure that it is appropriate and regularly updated. 

· Implement the “supported child” programme, and liaise with relevant staff, outside agencies and parent/carers.

· Ensure that relevant background information about individual children with Special Educational Needs is recorded and updated by Key Persons and Special Educational Needs Coordinators.

· Ensure that diversity is reflected within the setting in all areas (displays-positive images, activities, equipment, books etc.) 

· Ensure that the setting staff take into consideration the cultural needs of all children (for example: - by consulting parents, adhering to dietary, religious, and individual needs etc).

· Attend training relevant to the role.

Code Of Practice/Identification And Observation Of Children With Special Educational Needs

We have regard for the Code of Practice 2014 on the identification and Assessment of Special Educational Needs. 

All settings should adopt a graduated approach with four stages of action: assess, plan, do and review. This stage involves the identification of a child’s SEN through:

· Information gathering  about the child

· Taking action to meet the child’s needs within the setting

· Monitoring and reviewing the progress made

Intervention at this stage could be triggered by an expression of concern by parents or key person and would need to be substantiated by evidence. Concerns may take the form of:

· Child does not make adequate progress (Makes little or no progress even with additional support)

· Continues to perform at levels below those expected of children of a similar age in certain areas of learning

· Continues to present emotional and/or behavioural difficulties which the behaviour management strategies employed in the setting have not succeeded in overcoming.

· Has physical and/or sensory problems and although provided with specialist aids and equipment continues to make little or no progress

· Has communication and/or interaction difficulties and requires specific individual programmes to be able to access learning

If we, in consultation with the child’s parents, conclude that a child may need additional support to help him/her progress, the child’s key person should seek the help of the Special Education Needs Co-ordinator (SENCO) who will:-

· Ensure that a dated record of concern is entered on the child’s record and the child’s name added to the setting’s SEN file/register

· Support the key person/s and the parents to assess the child’s needs
· Initiate the APDR process

· Implement a PCP and PLP 
· Provide advice and support when necessary to all the other staff in the setting who will have regular contact with the child

· Ensure that parents are aware of the local parent partnership services

· Contact specialist support such as Educational psychology, social and health services Area Special Educational Needs Coordinator, pre-school Inclusion Team Development workers, if necessary

· Together with the child’s key person, parents and any other relevant parties, draw up an Individual Learning Plan for the child

If after regular reviews of the PLP, progress has been satisfactory a review may decide that the child continues to receive support.
If progress is now at the level expected of children at the same age, it may be that the child no longer needs additional help. Where this is the case, the child should be observed for a term and if progress continues to be positive the child’s name should be removed from the Special Educational Needs register.

If the child needs intervention from specialist services the Special Educational Needs Coordinator will request help from external services.
Requesting an Education, Halth and Care needs assessment
Where, despite the setting having taken relevant and purposeful action to identify, assess and meet the special educational needs of the child, the child has not made expected progress, the setting should consider requesting a Education, Health and Care needs assessment.

External intervention may be sought if despite receiving an individual programme and/or concentrated support, the child:

· Continues to make little or no progress in specific areas of learning over a long period.

· Continues to work at a level significantly below that expected of children of a similar age

· Has emotional or behavioural difficulties which considerably and always interfere with the child’s own learning or that of other children within the setting, despite the fact that an individual behaviour management plan has been used.

· Has physical or sensory needs which require the use of specialist equipment and or regular visits for direct intervention or advice by practitioners from a specialist service

· Has ongoing communication or interaction difficulties that hinder the development or social relationships and cause significant barriers to learning.

RESOURCES FOR CHLDREN WITH SEND
· The Inclusion Coordinators have attended specific training courses for the role of Special Educational Needs Coordinators.

· Liaison with Early Years Inclusion Team, Speech and Language Therapy, Early Years Service and other relevant outside agencies and access to their expertise  

· If it is felt that a child’s needs cannot be met in the pre- school without additional personnel and or/equipment, funding will be sought to ensure that provision is appropriate to the child’s needs. Nursery staff may look at placing the child in other rooms within the nursery, to ensure the individual needs of the child are met, this will be done after consultation with outside agencies and parents/carers.
· We will also look at the individual needs of the child, and if after discussions with Key persons/parents, and the use of all our inclusion/additional needs policies,  with additional support from the SENCO, after a period of time, a meeting will be arranged to look at long term provision, and how nursery can support the child’s individual needs

· We work in liaison with relevant professionals and agencies outside the group to meet children’s specific needs i.e. Speech therapist.
· If it is felt that a child’s needs cannot be met without additional personal and/or equipment, funding will be sought to ensure that provision/resources are appropriate to the child’s needs, and feedback will be given to parents.  
SPECIALIST TOYS OR RESOURCES
· We have a variety of differentiated resources within our setting both indoors and outdoors. 
· We have a sensory room at the nursery
· Staff training with additional trainin
· Staff supporting children with Special Educational Needs, will facilitate children in the seven areas of curriculum, and tailor these to meet their needs.
INCLUSIVE ADMISSION ARRANGEMENTS
At nursery when places are limited; children will be entered on to our waiting list and admitted in the following order of preference:

· Siblings

· Otherwise, chronological order of first application

All Children are admitted to the setting after consultation between parents, Inclusion Coordinators, and appropriate outside agencies.
If appropriate/available an interpreter/ translator will be provided to facilitate the admission to the setting of a child from a family with English as a second language.

HOW THE INDIVIDUAL NEEDS OF ALL CHILDREN WILL BE MET
We at nursery provide ongoing individual assessments as it is an integral part of the learning development process. Our team must ensure that they are observing children and responding appropriately to help them make progress from birth towards the Early Learning Goals. It is expected that our staff contribute to the process, and that account will be taken of information provided by parents. It is expected that our staff at nursery will report progress and achievements to parents throughout the Early Years Foundation Stage. 

INCLUSION, VALUE AND SUPPORT
We believe that all children should be included, valued and supported equally within the setting. We will endeavour to do this through differentiating day to day routines and taking each child’s individual needs into account. We support encourage and value each child equally.

PROMOTION OF DIVERSITY AND DIFFERENCE
We at nursery will promote and value diversity and difference throughout the presentation of activities, pictures, books, signs, artefacts which reflect culture, disability and equality of opportunity.

VALUE AND RESPECT OF OTHERS / THE CHALLENGE OF INAPPROPRIATE ATTITUDES, PRACTICES AND LANGUAGES
We at nursery will encourage children to value and respect others through our staff presenting themselves as good role models. ALL staff, children, parents and visitors will all be made to feel welcome and their opinions valued. We respect all religions and cultures. Any incidents that occur where inappropriate language is used or acts inappropriately would be spoken to and explained that their actions are not acceptable at nursery. If the actions continue then Nursery staff will speak to parents/carers. These discussions will be logged, signed and dated.  Any child who feels they are being bullied can approach the staff or their parent/carer and the matter will be dealt with immediately. The children in our nursery will be encouraged to inform staff if someone says or does something inappropriate.

Date: July 2023
Review: July 2024
ACCESS TO NURSERY POLICY
Staff to ensure that all Parents/carers are aware, through the induction process and Parent Welcome Pack that on entry and exiting the nursery, under no circumstances are they to allow other parents/carers/visitors into the nursery without the knowledge of nursery staff. This will ensure our Safeguarding policy, in line with Ofsted statutory guidelines are adhered to at all times.

This policy is to be reviewed annually or when the need arises

Date: July 2023
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HEALTH AND SAFETY POLICY

 The manager of the nursery is responsible for Health and Safety issues at nursery, regularly checking all equipment and updating the risk assessment folder. They are also responsible for briefing staff of all health and safety issues on induction.  

At nursery the health, safety and well being of all our children, staff and visitors is vitally important to us. High standards are necessary for premises and equipment ensuring staff awareness and management of health and safety.

Health and Safety priorities are made to ensure:

· Children are accurately signed in and out each visit by nursery staff using the Famly app
· Children are supervised at all times within the required ratios, individual to each room.
· All toys are cleaned and checked regularly and manufacturer’s guidelines followed.

· Daily inspections of the environment are done to check for safety before opening the Nursery. Any serious issues are recorded on the room risk assessment and reported to the manager immediately. Risk assessments are carried out on activities and experiences that happen within the nursery and these are reviewed annually. 
· Hazards and spillages are quickly eliminated.

· All areas are kept clean and safe particularly food preparation and toilet areas.

· All body fluids are treated as infectious and disposed of properly. 

· A ‘First aider’ is available at all times.

· A fully stocked and comprehensive first aid box is always on the premises.

· The named person responsible for the first aid box is Anna Dougherty.
· Fire extinguishers are regularly maintained and inspected on a yearly basis.
· There are regular fire drills, clearly defined exits and an assembly point that everyone on the premises knows about. All our evacuation procedures are clearly displayed. (See fire drill log book)
· All visitors to the nursery are signed in and out each visit and accompanied by a senior member of staff at all times.
· The nursery does not allow any smoking on the premises.

· There is a separate illness and medication policy.

This policy is to be reviewed annually or when the need arises

Date: July 2023
Review: July 2024
WORKING IN PARTNERSHIP WITH PARENTS POLICY
At nursery we believe that close co-operation and communication with parents has a profound effect on the service we offer. 
Robust systems have been put in place enable comprehensive communication to take place between parents and staff. The managers or child’s key person can be contacted anytime via the Famly app or by telephoning the nursery to discuss matters of the child’s welfare.  Our nursery management app, ‘famly’ is also used to give parents an outline of routines, activities, food and refreshments that individual children have had for the day. Verbal feedback will continue to be given to parents at the end of every session. 
Newsletters will be sent out communicating important events and dates at the nursery each half term. A parent questionnaire is sent out annually and the results are shared via the parent noticeboard in the preschool entrance.
Parents are made aware of how the setting operates through the induction process and discussions with the managers/Room Leader on the entry to the setting. They are invited to read the policies and procedures by the managers, who will ensure all registration documents are completed and all long term health care plans etc. discussed and clarified with the parent and room leader. 
All relevant documentation that is required, to ensure the welfare and safety of the child should be completed, and verified by the manager before the child commences at the setting. Room leaders will discuss documentation with parents/carers on the settling in visits, and the manager is available to discuss any queries and if parents have any suggestions or opinions at this stage, these should be communicated with the nursery managers.  
If a parent has any complaints, these should, in the first instance be discussed with the nursery manager. All complaints and relevant documentation will be kept confidential, where applicable, as stipulated in our confidentiality policy. The record of complaints should be kept for at least three years. Complaints are kept in the manager’s office, in the complaints file.
This policy is to be reviewed annually or when the need arises
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CONFIDENTIALITY, RECORDING OF INFORMATION AND DATA PROTECTION POLICY
All nurseries must maintain records, policies and procedures required for the safe and efficient management of the setting and to meet the needs of the children.

A file will be maintained by nursery for each individual child. These are held confidentially and will not be made available to person’s who do not have parental authority to view them.  The Managers and Deputy Managers have full access to these files. Room managers and Key Persons have access to the files of the children in their care. The file of an individual child is available on request from the parent or guardian. As required by Data Protection Act 1998 confidential documents will be kept locked in the managers office at all times and access will be monitored by the manager.

All staff and personnel associated with the nursery will keep files and records about children confidential and not discuss any confidential matters about children or parents/carers with any other children, carers or parents.  It is also part of the policy that confidential matters about staff will never be discussed with children, parents/ carers, other staff members or on social networking sites. (Please refer to our social networking policy). When the setting employs new members of staff an induction process takes place, confidentiality is discussed and the staff member is made aware of, and signs the confidentiality policy, as part of their contract of employment. If confidentiality is broken by a staff member, this will be discussed with the nursery manager and director, and the Disciplinary procedure will be implemented. If parents or carers wish to discuss something of a confidential nature, they should contact the manager to arrange an appointment or if the parent feels a discussion is needed immediately, this will be organised, the meeting will take place in the manager’s office, ensuring confidentiality and privacy.  If a key person or other member of staff wishes to speak to a parent/carer about their child an appointment will be arranged, at a convenient time to suit the parent or if the matter is of any urgency they will speak to the parent on collection of the child, in the manager’s office to maintain confidentiality and privacy.
All parents are required to complete a registration form, when their child commences a place at nursery. Personal information regarding the child is required, along with parental contact details, emergency contact details etc.The registration form also asks for parental consent, which will enable us to share certain information with other outside agencies, should the need arise.  We require a registration form for all children.  We recognise that parents are the primary carers, so by completing this information it enables the staff at the nursery to ensure that all children are catered for on an individual basis taking the child’s individual needs into account.  To enable us to offer continuity of care, we ask the parents to ensure that the information provided is regularly updated, and if there are any changes to any of the information, you inform us immediately. 
Staff, student and volunteer records are also kept on the premises; these are collected and maintained by the managers. This information will include contact information, police DBS checks, references, details of previous employment, skills gained for training purposes and any other information required to maintain high standards with the recruitment and management off staff. These will be kept secure by the managers in their office and will not be viewed by anyone else apart from Ofsted.
If a safeguarding issue arises within the nursery, it may be, in these circumstances, it is not appropriate to maintain confidentiality (please refer to the safeguarding policy) this will be discussed, where appropriate, with all parties concerned.
If members of staff wish to report something confidential, such as a child protection issue or a staff issue, they will be directed to our Safeguarding policy, ensuring that their safety and confidentiality is maintained at all times.  
Legislation stipulates that nursery holds on its premises various different types of information/records, such as:
· Employment information

· Children’s observations and assessments

· Individual learning/education plans

· Policies and Procedures

· Registers for staff and children

· Visitors Log

· Complaints log

· Staff contacts

· Accident forms

· Incident forms

· Body map forms

· Medication consent forms

· Long Term Care Plans

· Photography and reproduction of images of children permission forms

· Trips and outings consent

· Children’s personal information

· Staff, volunteers and student personal information

We ensure that all staff are aware of the need for to maintain privacy and confidentiality.

This policy is to be reviewed annually or when the need arises
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GDPR Policy  
Our Commitment

Fledglings Day Nursery is committed to the protection of all personal and sensitive data for which it holds responsibility as the Data Controller and the handling of such data in line with the data protection principles and the Data Protection Act (DPA). 
https://ico.org.uk/for-organisations/guide-to-data-protection/data-protection-principles/
Changes to data protection legislation shall be monitored and implemented in order to remain compliant with all requirements. The member(s) of staff responsible for data protection is: Anna Dougherty 

The nursery is also committed to ensuring that its staff are aware of data protection policies, legal requirements and adequate training is provided to them. 

The requirements of this policy are mandatory for all staff employed by the nursery and any third party contracted to provide services within the nursery. 

Notification:

Our data processing activities will be registered with the Information Commissioner’s Office (ICO) as required of a recognised Data Controller. Details are available from the ICO:  

https://ico.org.uk/about-the-ico/what-we-do/register-of-data-controllers/
Changes to the type of data processing activities being undertaken shall be notified to the ICO and details amended in the register. 

Breaches of personal or sensitive data shall be notified immediately to the individual(s) concerned and the ICO. 

Personal and Sensitive Data:

All data within the school’s control shall be identified as personal, sensitive or both to ensure that it is handled in compliance with legal requirements and access to it does not breach the rights of the individuals to whom it relates. 

The definitions of personal and sensitive data shall be as those published by the ICO for guidance: https://ico.org.uk/for-organisations/guide-to-data-protection/key-definitions/
The principles of the Data Protection Act shall be applied to all data processed: 

1. Processed fairly and lawfully

2. Obtained only for lawful purposes, and is not further used in any manner incompatible with those original purposes

3. Accurate and, where necessary, kept up to date,

4. Adequate, relevant and not excessive in relation to the purposes for which it is processed

5. Not kept for longer than is necessary for those purposes

6. Processed in accordance with the rights of data subjects under the DPA

7. Protected by appropriate technical and organisational measures against unauthorised or unlawful processing and against accidental loss, destruction or damage

8. Not transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection of the personal information

Fair Processing / Privacy Notice:

We shall be transparent about the intended processing of data and communicate these intentions via notification to staff, parents and pupils prior to the processing of individual’s data.

Notifications shall be in accordance with ICO guidance and, where relevant, be written in a form understandable by those defined as ‘Children’ under the legislation.  

https://ico.org.uk/for-organisations/guide-to-data-protection/privacy-notices-transparency-and-control/
The intention to share data relating to individuals to an organisation outside of our school shall be clearly defined within notifications and details of the basis for sharing given. Data will be shared with external parties in circumstances where it is a legal requirement to provide such information. 

Any proposed change to the processing of individual’s data shall first be notified to them.

Data Security:

In order to assure the protection of all data being processed and inform decisions on processing activities, we shall undertake an assessment of the associated risks of proposed processing and equally the impact on an individual’s privacy in holding data related to them. 

Risk and impact assessments shall be conducted in accordance with guidance given by the ICO:

https://ico.org.uk/for-organisations/guide-to-data-protection/principle-7-security/
https://ico.org.uk/for-organisations/guide-to-data-protection/principle-7-security/
https://ico.org.uk/about-the-ico/news-and-events/news-and-blogs/2014/02/privacy-impact-assessments-code-published/
Security of data shall be achieved through the implementation of proportionate physical and technical measures. Nominated staff shall be responsible for the effectiveness of the controls implemented and reporting of their performance. 

The security arrangements of any organisation with which data is shared shall also be considered and these organisations shall provide evidence of the competence in the security of shared data. 

Data Access Requests (Subject Access Requests):

All individuals whose data is held by us, has a legal right to request access to such data or information about what is held. We shall respond to such requests within 40 days and they should be made in writing to: Anna Dougherty A charge may be applied to process the request.

https://ico.org.uk/media/for-organisations/documents/1586/personal_information_online_small_business_checklist.pdf
https://ico.org.uk/media/for-organisations/documents/1235/definition-document-schools-in-england.pdf
Photographs and Video:

Images of staff and pupils may be captured at appropriate times and as part of educational activities for use in nursery. 

Unless prior consent from parents/pupils/staff has been given, the school shall not utilise such images for publication or communication to external sources. 

It is the nursery’s policy that external parties (including parents) may not capture images of staff or pupils during such activities without prior consent. 

Data Disposal:  

The nursery recognises that the secure disposal of redundant data is an integral element to compliance with legal requirements and an area of increased risk. 

All data held in any form of media (paper, tape, electronic) shall only be passed to a disposal partner with demonstrable competence in providing secure disposal services.

All data shall be destroyed or eradicated to agreed levels meeting recognised national standards, with confirmation at completion of the disposal process.  

Disposal of IT assets holding data shall be in compliance with ICO guidance:

https://ico.org.uk/media/for-organisations/documents/1570/it_asset_disposal_for_organisations.pdf
DPR Data Assessment Audit 

Schools should be aware of the data that they hold including subscriptions to services used by teachers and other staff.

	Description of service
	Type of date
	Reasons to hold data
	Where is data stored?
	Risks and measures

	Finance Data


	Personal and sensitive data
	Legislation, statutory duties, education act
	Server or Cloud
	Lost passwords

Inappropriate viewing

Printouts

Careful positioning of monitors

	Pupil Data
	Personal and sensitive data
	Statutory duties
	Locked file cabinet in office
Cloud
	Lost passwords

Inappropriate viewing

Printouts

File cabinet and office kept locked when managers are not present

	Staff Data
	Personal and sensitive data
	Statutory duties
	Locked file cabinet in office

Cloud
	Lost passwords

Inappropriate viewing

Printouts

File cabinet and office kept locked when managers are not present

	LAC Data
	Personal and sensitive data
	Statutory duties
	Locked file cabinet in office

Cloud
	Lost passwords

Inappropriate viewing

Printouts

File cabinet and office kept locked when managers are not present

	SEN Data
	Personal and sensitive data
	Statutory duties
	Locked file cabinet in office

Cloud
	Lost passwords

Inappropriate viewing

Printouts

File cabinet and office kept locked when managers are not present


Data Breach Record 

Data Breach Record Template All data breaches need to be recorded. This document outlines the type of things that you should think about when dealing with a breach.
	Date:
	Person responsible for dealing with breach

	Outline of breach
	

	Which data subjects are involved
	

	Data type involved
	

	Reported by
	

	Phone/email sent to DPO
	y/n
	Is this high risk?
	y/n
	Report to ICO
	y/n

	Date reported to data subjects
	

	Actions taken
	

	Preventative action suggestions including training
	

	Notes
	

	Actions approved by
	
	Date:


This policy is to be reviewed annually or when the need arises
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BEHAVIOUR POLICY
We believe that providing a safe, secure and nurturing environment is fundamental to the healthy growth of all our children. 
A Key Person is allocated to each child, the Key Persons responsibility is to closely monitor the child’s progress and welfare. Staff are expected to support children in their care allowing them to understand boundaries and expectations of behaviour, taking into account parental wishes, where appropriate. Children’s individual needs and their age/stage of development will also be recognised, as all children learn and develop at different rates 
Activities and experiences at nursery will be grouped according to age/stage with their Key Person, however, on some occasions, larger gatherings will take place involving different age ranges. Staff will encourage positive behaviour from children through creating opportunities for achievement, emotional and physical expression.

Staff also recognise and understand that, at times, behaviour which challenges is a means of communication with some children, and staff will respond and document appropriately.

Children who are demonstrating behaviour which challenges, will be observed and notes will be taken to identify if there are underlying medical, emotional or developmental issues. Age/stage appropriate strategies will be used in the first instance, (after discussions with the manager and/or SENCo) and these will be implemented initially for a period of time that has been discussed and agreed, with all parties, including parents. It is imperative that the setting works with parents and carers to ensure consistency with the child and that we are working, in partnership with parents, to make sure the most effective behaviour strategies are implemented.

If through observation we feel the child requires additional support, again we will work with parents, and outside agencies, and refer to our SEND policy for clarity and accountability.  Confidentiality is maintained at all times in accordance with our Confidentiality Policy. 

Distraction techniques are used with children, (for example staff may change the pace/location of the game/activity). All staff have access to in-house training on behaviour management, and the management team ensure that it is managed and documented effectively throughout the setting.

Strategies are used in all rooms, with children encouraged to share, respect and listen to each other, strategies used are: positive reinforcement, ‘cosy and calm’ area with a range of fidget toys, emotion displays to help children articulate their feelings, emotion lanyards to support children’s understanding.
Children may be taken to the calm area by staff, who will explain in calm and controlled manner that the behaviour being demonstrated is unacceptable (age/stage appropriate), the period of time is flexible to meet their individual needs and staff will stay with the child throughout the whole process. Staff will then give a clear explanation to the child and help the child understand the effects of their behaviour on the other children and adults in the room. Stories may be shared linked to feelings and emotions.
We will take all the steps necessary to ensure that all children will be treated equally. In cases of anti- social behaviour, staff will endeavour to explain why such behaviour is not acceptable. Children (age/stage appropriate), and staff will be close by to offer support. Our supported child programme will be discussed with parents/carers, and implemented during the child’s sessions, this is discussed by the child’s Key Person and manager, with targets agreed for the child, over set periods of time, review dates are agreed and parents are invited to attend regular progress meetings.
Bullying is not tolerated in our nursery. Bullying is when someone deliberately sets out to hurt, threaten or frighten someone. This can include:

· Verbal – name calling, racist remarks, persistent teasing. 

· Indirect - spreading nasty stories.

· Physical – tripping people up, throwing things, pulling hair, biting or hitting others.
None of the above is acceptable and any child who is found to act in this way would be spoken to and explained that their actions are not acceptable at nursery. If the actions continue, nursery staff will observe and record behaviour, discuss the findings with the nursery manager, and parents/carers will be invited in to discuss these findings. Any child who feels they are being bullied can approach the staff or their parent/carer and the matter will be dealt with immediately. The children in our nursery will be encouraged to tell if someone does something that they don’t like so staff ensure that our Safeguarding Policy is adhered to at all times, when dealing with sensitive issues.
Staff work together so that children see them acting in accordance with the aims and policies of the nursery at all times, and as positive role models. 
If a child’s behaviour causes concern, parents/carers will be offered an appointment to discuss these concerns. Support will be sought from the Doncaster Early Years inclusion team as needed.
Regular supportive meetings will be arranged to ensure clarity and open dialogue, and to provide strategies and solutions to areas of behaviour that are giving concern.

These are documented and kept with child’s file, whilst adhering to our Confidentiality policy.  
Support from outside agencies may be requested, parents/carers will be notified which agencies we are asking for support and will be invited to attend meetings/consultations where appropriate.

 If these concerns remain unresolved after putting steps in place with parents, that child’s nursery place may be at risk. 
Physical punishment, hitting, or withholding food are not acceptable sanctions and will never be used in our nursery.

We use a recording of physical intervention form which, is discussed with parents and signed and dated. A body map may also be used in conjunction with the physical intervention form.

If a child enters the setting with an existing injury/mark, the staff member will complete an existing injury form on the Famly app and parents/carers will be required to acknowledge this. 
The nursery provides training and support for staff when dealing with a wide range of behaviours, and will support all new and existing staff to ensure that all children’s behaviour is managed effectively and in a manner appropriate for their stage of development and particular individual needs.  The nursery will seek expert advice if ordinary methods are not effective with a child.
This policy is to be reviewed annually or when the need arises

Date: July 2023
Review: July 2024
COMPLAINTS POLICY
As a registered provider we will provide the highest quality education and care for all our children. It is vital for us to work with outside agencies, parents/ carers, families and the wider community to support the children and their parents/carers We believe that children and parents are entitled to expect prompt and professional attention to their needs and wishes and we would welcome any suggestions on how we could improve our service.

Complaints can be made verbally or in writing. All complaints are logged in our complaints file with action taken and outcomes. 

All stages of complaints are listed below:

STAGE 1:
If a parent/carer has a cause for concern regarding any aspect of our nursery, they should contact the nursery managers verbally, who will take steps to resolve any problems.  We anticipate that most concerns will be rectified at this stage by working as closely as possible with the complainant and strategies put in place to rectify any issues.
STAGE 2:
If a parent is not happy with stage 1 then they should contact the nursery manager in writing. Written acknowledgement of receipt of the complaint will be issued to the complainant within 5 working days. Next a full investigation will be undertaken and a meeting arranged with the parent/carer to discuss the complaint. Finally, the complaint will be issued with the outcome of the complaint and any actions taken to rectify the concern within 28 days of receiving the complaint. 
STAGE 3:
If, following stages 1 and 2 the complainant feels the complaint has not been addressed they can make a complaint to OFSTED:-

Early Years, OFSTED, 

Piccadily Gate,

Store Street,

Manchester, 

M1 2WD
Tel: 0300 123 4666
We would always advise that any complaints to Ofsted be put in writing, although if a complaint is made over the telephone the name of the person you are talking to should be sought.

We believe that most complaints are made constructively and can be sorted out at an early stage. Complaints by parents are taken seriously and dealt with fairly ensuring confidentiality throughout the process. Parents/carers will be provided with a summary of the complaints record on request.

We will ensure that Ofsted are provided, on request with a list of all complaints made during a specified period, the action that was taken as a result of the complaint and the outcome.

If a complaint is directed towards a member of staff then our disciplinary and grievance procedure may be followed. If a complaint is of a child protection nature we will proceed with our safeguarding policy. 

This policy is to be reviewed annually or when the need arises
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SAFEGUARDING CHILDREN POLICY
The designated person for safeguarding children is Sonya Gregory. We also have a second designated person for safeguarding, ensuring lines of communication open. This is Chloe Smart. 
If a member of staff has a concern about a child or a child has made a disclosure then they will immediately complete a ‘safeguarding concern’ form and hand it to the DSL, or deputy DSL. The DSL will then make a decision about next steps. These steps could include; a referral to the Doncaster MASH team, a phone call to the police, a meeting with a parent/carer. The DSL will keep the reporting member of staff updated as appropriate. 

The nursery will make every effort to be vigilant for protecting all children. Our prime responsibility is the welfare and well–being of the children in our care. We recognise that it is the responsibility of each member of staff to act quickly and responsibly in any instance that may come to their attention.

We aim to:

· Ensure all staff are familiar with safeguarding issues and procedures: a). on induction b) By reading and signing this document c). By all staff attending the Local Authority Child Safeguarding Children training course (refreshed every 3 years) as recommended by Doncaster Safeguarding Children’s Partnership (DSCP)
· All practitioners must have an up to date understanding of safeguarding issues and are able to implement the safeguarding policy and procedure appropriately. They must be able to respond appropriately and professionally to:

· 1. Significant changes in the children’s behaviour. 2. Deterioration in their general wellbeing. 3. Unexplained bruising, marks or signs of possible abuse or neglect. 4. The comments children make, which give cause for concern about their safety or welfare. 5.Unexplained absences.
· Document these concerns and discuss, respecting confidentiality, where possible, with the designated safeguarding person. These concerns will be logged and kept in a locked file. 

· Regularly review and update this policy

· Report any suspicions around abuse, in the first instance to the nominated person for safeguarding, and where necessary, Doncaster Children’s Social Care, OFSTED and  Police

· Record details securely and confidentially

· All staff will follow the procedures listed below.

As from 2003, parents who are not married, but both parent names are on the child’s birth certificate, then parental responsibility is shared.
This means that both parents can pick up their child/children from our setting, unless either parent has a court injunction against the other parent. On the bottom of the registration forms, there is a section for parents to complete about who has parental responsibility.

We will also monitor children’s absences, and report findings, where necessary.

PHYSICAL ABUSE
If staff believe there has been a physical injury to the child, including poisoning. If there is definite knowledge, or suspicion that the injury was inflicted or knowingly not prevented.

a) Any sign of a mark/injury to a child on arriving at the nursery will be reported to the manager and recorded on the existing injury / body map form.

b) The incident will be discussed with the parent, where appropriate. They will be asked to sign and date the existing injury form, a full explanation of why the form is used will be provided.
c) This discussion will be recorded and the parent will have access to the records, a parent’s signature and date will be required on all documentation.

d) If there are any queries regarding the injury it will be referred to Doncaster Children’s Social Care by the manager.

FABRICATED ILLNESS
This is also a type of physical abuse. This is where a child is presented with an illness that is fabricated by the adult carer. The carer may seek out unnecessary medical treatment or investigation. The signs may include a carer exaggerating a real illness or symptoms, complete fabrication of symptoms or inducing physical illness, e.g. through poisoning, starvation, inappropriate diet. This may also be presented through false allegations of abuse or encouraging the child to appear disabled or ill to obtain unnecessary treatment or specialist support.
a) Any sign of a mark/injury to a child on arriving at the nursery will be reported to the manager and recorded on the existing injury / body map form.

b) The incident will be discussed with the parent, where appropriate. They will be asked to sign and date the existing injury form, a full explanation of why the form is used will be provided.

c) This discussion will be recorded and the parent will have access to the records, a parent’s signature and date will be required on all documentation.

d) If there are any queries regarding the injury it will be referred to the Local
SEXUAL ABUSE
Action will be taken under this heading if staff have witnessed occasions where a child indicated sexual activity through words, play, drawing or had an excessive pre-occupation with sexual matters or have inappropriate knowledge of adult sexual behaviour.

a) The observed instances will be reported to the nominated safeguarding person, and logged. These documents will be kept in a locked file.
b) The matter will be referred to Doncaster Children’s Social Care.
EMOTIONAL ABUSE
If staff has reason to believe that there is a severe adverse affect on the behaviour and emotional development of a child, which may be caused by persistent ill treatment, rejection and emotional deprivation.
a) The concern will be brought to the attention of the designated person and discussed with the parent/carer.
b) Such discussions will be recorded and the parent/carer will have access to these records.

c) If there are any queries regarding the circumstances the Doncaster Children’s Social Care.will be notified by the person in charge.

NEGLECT
Action will be taken under this heading if staff have reason to believe that there has been persistent or severe neglect of a child (e.g. starvation, persistent failure to meet the child’s needs exposure to danger), which results in serious impairment of the child’s health or development. This also includes non-organic failure to thrive.

a) The concern will be brought to the attention of the designated person in charge and discussed with the parent/carer.
b) Such discussions will be recorded and the parent will have access to these records.

c) If there are any queries regarding the circumstances Doncaster Children’s Social Care.will be notified by the manager.
PEER ON PEER ABUSE

We are aware that peer on peer abuse does take place, so we include children in our policies when we talk about potential abusers. This may take the form of bullying, physically hurting another child, emotional abuse, or sexual abuse. We will report this in the same way as we do for adults abusing children, and will take advice from the appropriate bodies on this area. 
DOMESTIC ABUSE

The Government defines domestic abuse as “Any incident of threatening behaviour, violence or abuse (psychological, physical, sexual, financial or emotional) between adults who are or have been intimate partners or family members regardless of gender or sexuality”. 

Staff need to understand what is required of them if children are members of the household where domestic abuse is known or suspected to be taking place. Our policy includes action to be taken regarding referrals to the Police and Children and Young People’s Services and any action to be taken where a member of staff is the alleged perpetrator or victim of domestic abuse. At FLEDGLINGS DAY NURSERY we will follow our safeguarding policy and report any 

suspected concerns regarding Domestic Abuse to the relevant agency and follow safeguarding procedure.
PRIVATE FOSTERING

Staff are also required to be alert to Private fostering. If a child under the age of 16 (or 18 if disabled) is living in a private arrangement with someone who is not their parent, step-parent, grandparent, aunt/uncle or adult sibling, for 28 days or more, then Doncaster Children’s Social Care.must be notified, as this is likely to be a ‘private fostering’ arrangement.  

SEXUAL EXPOLATION (CSE) 
The sexual exploitation of children and young people under the age of 18 involves exploitative situations, context and relationships where young people, (or a third person or persons) receive something, (e.g. food, accommodation, drugs, alcohol, cigarettes, affections, gifts, money) as a result of them performing and/or others performing on them, sexual activities. Child sexual exploitation can occur through the use of technology without the child’s immediate recognition; for example, being persuaded to post sexual images on the internet/mobile phones without immediate payment or gain. In all cases those exploiting the child/young person have power over them by virtue of their age, gender, intellect, physical strength, and/or economic or other resources. Violence, coercion and intimidation are common, involvement relationships being characterised in the main by the child’s or young person’s limited availability of choice, resulting from their social/economic and/or emotional vulnerability.  At FLEDGLINGS DAY NURSERY we will follow our safeguarding policy and report any 

suspected concerns regarding Sexual Exploitation to the relevant agency and follow safeguarding procedure.
DANGEROUS DOGS
Acorn are committed to protecting children against the risk of injury by dangerous dogs. All settings should undertake a full risk assessment before allowing dogs on the premises. Staff should also encourage children not to interact with dogs, especially in public spaces, whilst under our care. Where an educational experience involves dogs, all risks must be assessed. 

Where an incident occurs involving a dog, including at a child’s home, staff should collect as much information as possible, including: 

· The dog’s name and breed 

·  The owner’s personal details 

·  Details of the incident 

A referral via the relevant agencies will be made if any of the following apply

· The child injured is under two years of age 

· The child is under five years of age and injuries have required medical treatment 

· The child is over five years and has been bitten more than once by the same dog 
Child Criminal Exploitation

Child criminal exploitation and is defined by the home office as: 

Child Criminal Exploitation is common in county lines and occurs where an individual or group takes advantage of an imbalance of power to coerce, control, manipulate or deceive a child or young person under the age of 18. The victim may have been criminally exploited even if the activity appears consensual. Child Criminal Exploitation does not always involve physical contact; it can also occur through the use of technology.

Criminal exploitation of children is broader than just county lines, and includes for instance children forced to work on cannabis farms or to commit theft.
Like other forms of abuse and exploitation, county lines exploitation:

• can affect any child or young person (male or female) under the age of 18 years;  
• can still be exploitation even if the activity appears consensual; 
• can involve force and/or enticement-based methods of compliance and is often accompanied by violence or threats of violence;
 • can be perpetrated by individuals or groups, males or females, and young people or adults; and 
• is typified by some form of power imbalance in favour of those perpetrating the exploitation. 
One of the key factors found in most cases of county lines exploitation is the presence of some form of exchange (e.g. carrying drugs in return for something). Where it is the victim who is offered, promised or given something they need or want, the exchange can include both tangible (such as money, drugs or clothes) and intangible rewards (such as status, protection or perceived friendship or affection). 
A young person’s involvement in county lines activity often leaves signs. A person might exhibit some of these signs, either as a member or as an associate of a gang dealing drugs. Any sudden changes in a child’s lifestyle must be discussed with them. 

Some potential indicators of county lines involvement and exploitation are listed below, with those at the top of particular concern:

• persistently going missing from school or home and / or being found out-of-area; 
• unexplained acquisition of money, clothes, or mobile phones
 • excessive receipt of texts / phone calls and/or having multiple handsets • relationships with controlling / older individuals or groups
 • leaving home / care without explanation 
• suspicion of physical assault / unexplained injuries 
• parental concerns
 • carrying weapons 
• significant decline in school results / performance 
• gang association or isolation from peers or social networks 
• self-harm or significant changes in emotional well-being.

At FLEDGLINGS DAY NURSERY we will follow our safeguarding policy and report any suspected concerns regarding Child Criminal Exploitation to the relevant agency and follow safeguarding procedure. Members of staff with any concerns will immediately inform the designated safeguarding lead. 
E-Safety Policy
Fledglings Day Nursery has a commitment to keeping children safe and healthy and the e- safety policy operates at all times under the umbrella of the Safeguarding Policy. The e-safety policy is the implementation of the Safeguarding policy in relation to electronic communications of all types. The Internet is now regarded as an essential resource to support teaching and learning. Computer skills are vital to accessing life-long learning and employment. 
It is important for children to learn to be e-safe from an early age and the nursery can play a vital part in starting this process. 
In line with other nursery policies that protect pupils from other dangers, there is a requirement to provide pupils with as safe an internet environment as possible and a need to begin to teach them to be aware of and respond responsibly to possible risks. 
1. Core Principles of Internet Safety 
The internet is becoming as commonplace as the telephone or TV and its effectiveness use is an essential life-skill. Unmediated internet access brings with it the possibility of placing children in embarrassing, inappropriate and even dangerous situations. 

2. The E-Safety Policy is built on the following care principles: 

Guided educational use 
Significant educational benefits should result from internet use including access to information from around the world. Internet use should be carefully planned and targeted within a regulated and managed environment. 

Risk assessment 
We have a duty to ensure children in the nursery are not exposed to inappropriate information or materials. We also need to ensure that children know how to ask for help if they come across material that makes them feel uncomfortable. 

Responsibility 
Internet safety in the nursery depends on staff, parents, cares and visitors taking responsibility for the use of internet and other communication technologies such as mobile phones. It is the nursery’s responsibility to use technical solutions to limit internet access and to monitor their effectiveness. 

3. Why is it important for pre-school children to access the internet? 

The internet is an essential life for education, business and social interaction. The nursery has a duty to provide children with quality internet access as part of their learning experience. 

Pre-school internet access will be tailored expressly for educational use and will include appropriate filtering. Pupils will learn appropriate internet use. Staff will guide pupils in online activities that will support their learning journeys 

The internet is also used in the nursery to support the professional work of staff, to allow effective planning and to enhance the nursery’s management information and business administration systems. 

4. How will filtering be managed? 
The DSL will ensure that the appropriate filters are applied to the devices in the nursery and to the PCs in the office. 

Staff will monitor the websites being used by the children during nursery sessions. 

If staff or pupils discover unsuitable sites have been accessed on any devices they must be reported to the systems support committee member immediately so that filters can be reviewed. 

5. Managing Content 
Staff are responsible for ensuring that material accessed by children is appropriate and for ensuring that the use of any internet derived materials by staff or by children complies with copyright law. 

The point of contact on the website should be the nursery address, nursery e-mail and telephone number. Staff or children’s home information will not be published. Website photographs that include children will be selected carefully and will not allow individual children to be clearly identified. Pupils full names will not be used anywhere on the website, particularly in association with photographs. Written permission from parents or carers for featuring their child on the website is requested when each child starts at the nursery and parents/carers wishes are followed at al times. 

6. Communication 
Managing e-mail 
Children will not have access to e-mail. 

Staff using e-mail will use a nursery e-mail address. This address must not be used for personal e-mail. 

On-line communications and social networking 
On-line chat rooms and social networking sites such as Facebook or Twitter will not be used in the nursery. 

Staff will not discuss individual children or their setting on facebook, twitter or any other social networking site. 

Mobile technologies 
Mobile phones are not permitted in the pre-school room. Staff are permitted to use their mobile phones in the office and in the staffroom, but the taking of photographs on mobile phones is strictly prohibited anywhere on the nursery site. 

Any member of staff using their own laptop must adhere to the e-safety policy in all matters relating to the nursery. 

7. Parents and e-safety 
Parents attention will be drawn to the nursery e-safety policy. 

8. Handling Complaints 
Any complaints about the appropriate use of the internet or other technologies will be handled through the complaints procedure. 

Non-Attendance Policy 

Fledglings Day Nursery must keep records relating to individual children and must retain these in line with the Statutory Framework for the Early Years Foundation Stage (EYFS 2021). This includes the non attendance of any child that is due to attend the setting. Please inform us by telephone, text or email, before 10am where possible, on the first day of absence or in advance, if your child is sick or not attending the nursery for any reason. If an illness continues please update us every 48 hours with the child’s progress. This information will be recorded on our nursery management software and also in our monitoring file in the office. If we have not heard from a parent/carer the Manager, Deputy Manager will contact the parents/carers on the first morning of any unreported absence, if we are unable to reach the parents or carers we would try to reach other family members e.g. grandparents, using information from the child’s admission form or nursery software.  Once again if we are unable to reach anybody, if it was safe to do so a member of the management team would visit the child’s address the check on the child’s welfare. If we are concerned about the welfare of the child we will follow the procedures in our Safeguarding policy. 

THE ROLES AND RESPONSIBILITIES OF:
STAFF, VOLUNTEERS
· All staff are aware, though the induction process, that the use of mobile phones is restricted to the office and staff room. The manager has a mobile phone in the office, for emergency use. Cameras must also not be used.
· Should any member of staff have concerns about a child they will immediately inform their senior / designated person.

· Staff will be required to keep an accurate record of their observations or anything that is said to them by the child or others. Records are to be kept by the manager in the safeguarding children folder.

· If you are not satisfied that the manager to whom you have reported your concerns has dealt satisfactorily with the matter you should discuss these with the second nominated person, or contact Doncaster Children’s Social Care directly.

· Do not discuss the issues with anyone other than the person who you reported the matter.

· Records will be kept of existing injuries on incident / accident forms or body maps

SENIOR STAFF
· If a child is in immediate danger contact the police or Social Care.

· If the child is not in immediate danger report the case to the local Social Care team (Doncaster).

· Agree with Social Care any further action to be taken and document these actions.
· Offer support to the member of staff who informed you of their knowledge/suspicions.

.

Safeguarding Children with Special Educational Needs

At our setting we recognise that children with special educational needs (SEN) and disabilities can face additional safeguarding challenges. This policy reflects the fact that additional barriers can exist when recognising abuse and neglect in this group of children. This can include: 

· assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration; 

· children with SEN and disabilities can be disproportionally impacted by things like bullying- without outwardly showing any signs; and 

· communication barriers and difficulties in overcoming these barriers. 

DESIGNATED PERSON
This is the person who is designated to take lead responsibility for safeguarding children within the setting and to liaise with local statutory children’s services agency. The designated persons are Sonya Gregory and Chloe Smart.  The designated persons will receive relevant training and updates every 2 years.
If a member of staff in the Nursery is under suspicion, or has had an allegation made against them, the DSL/nursery manager will make a referral to LADO within 24 hours. They will then follow the instructions given by LADO.

This may mean suspending staff from duty, with immediate effect. 

We will work with the ‘Working together to safeguard children’ (2018) should an allegation be made against a member of staff / volunteer or student.

We will also meet our responsibility “under the Safeguarding Vulnerable Groups Act 2006, which includes a duty to make a referral to the Disclosure and Barring Service where a member of staff is dismissed (or would have been had the person not left the setting first because they have harmed a child or put a child at risk. 

If an allegation is made regarding the manager, staff/parents should in the first instance contact the second designated person for safeguarding, 

In cases of allegations against staff being made, “registered providers must also notify Ofsted of the action taken in respect of the allegations”. These notifications must be made as soon as is reasonably practicable, but at the latest within 14 days of the allegations being made.
This also identified in our Whistle Blowing policy. 
LADO (Local Authority Designated Officer) 01302 737748 will carry out an investigation and inform the reporting member of staff of their findings.
If you need to make a referral following a concern please refer to the following important contact details:

SAFEGUARDING CONTACT DETAILS

 Multi Agency Safeguarding Hub  - MASH (formally MAAP) 01302 737777
 Early Help Enquiry ‘One Front Door’ https://dscp.org.uk/report-concern or  https://www.doncasterchildrenstrust.co.uk/worried-about-a-child 

 Urgent out of office referrals – 01302 796000
 Early Help Hub – 01302 734110
 Police - 101 (Non-emergency) 999 (Emergency)  112 (Emergency European)
 Local Authority Designated Officer – LADO – 01302 737332
 Doncaster Domestic Abuse Hub 01302 737080 
 Doncaster Private Fostering – 01302 737789
 PREVENT Officer Rachel Long, Crime, community and safety manager– 01302 737469
 National Prevent Helpline - Tel: 02073407264
 Disclosure and Barring Service (DBS) Tel: 0300 0200 190 or 0870 909 0811
 Information Commissioners Office (ICO) Tel: 0303 123 1113
 Early Years’ Service – Allison Webb/Jayne Bllodworth – 01302 734434 or 07790390369
 Ofsted 0300 123 1231 - The National Business Unit, Ofsted,  Piccadilly Gate, Store Street, MANCHESTER, M1 2WD
Partnership with parents – It is the aim of the nursery to maintain a professional working relationship with parents and carers. Wherever possible information will always be shared but certain circumstances may prevent this from happening. Parents will be made aware of our policies before starting.

This policy is to be reviewed annually or when the need arises

Female Genital Mutilation
Female genital mutilation (FGM) is the partial or total removal of external female genitalia for non medical reasons. It's also known as female circumcision, cutting or sunna. There are four types which are all are illegal and have serious health risks.: 
· Excision type 1-removal of the hood of the clitoris;

· Excision type 2- removal of the clitoris with partial or total excision of the labia minora;

· Infibulation-removal of the clitoris, labia minora with narrowing/stitching of the vaginal opening;

· All other types including piercing, inserting substances or any of the above.

It is nearly always carried out on minors (between infancy and age 15). Religious, social or cultural reasons are sometimes given for FGM. However, FGM is child abuse. It's dangerous and a criminal offence. 

From 31st October 2015 it is statuary duty for all practitioners to report cases of Female Genital Mutilation FGM in under 18 year olds to the police.  The FGM reporting is a legal duty provided for the FGM Act 2003 which was amended to the Serious Crime Act 2015.

Where FGM is evident a referral must be made directly to the police on 101, by the person who has witnessed this abuse.  Where there is a probability that FGM is to be carried out then normal safeguarding procedures must be followed.
The Prevent Strategy Policy 
This policy is based on the Prevent strategy produced by the government in 2011, is part of an overall counter-terrorism strategy, CONTEST. The aim of the strategy is to reduce the threat to the UK from terrorism by stopping people becoming terrorists or supporting terrorism
There is a clear approach to implementing the Prevent duty and keeping children and learners safe from the dangers of radicalisation and extremism. At Fledglings we tackle any instances of discrimination and aim to be alert to potential risks from radicalisation and extremism.
•      Extremism
•      Vocal or active opposition to Fundamental British Values
•      Radicalisation
•      The process by which a person comes to support terrorism and extremist ideologies associated with terrorist groups.
•      Terrorism
•      An action that endangers or causes serious violence to a person/people; causes serious damage to property; or seriously interferes or disrupts an electronic system.
 The promotion of equality, diversity and British values is at the heart of our work. It is demonstrated through all our practice.
 Teaching British values means providing a curriculum which ‘actively promote(s) the fundamental British values of democracy, the rule of law, individual liberty, and mutual respect and tolerance of those with different faiths and beliefs.
At Fledglings we will assess each situation on an individual basis using the following guidelines:
•      Engagement- Identifying patterns in behaviour that indicate a person at is engaged in an ideology linked to terrorism e.g. accessing social networking sites
•      Intent- Identifying whether the engagement of a person indicates radicalised behaviour or the intention to cause terrorist acts e.g. meeting with an extremist group
•      Capability- Capability to cause harm e.g. setting fire to a place of worship
Democracy: making decisions together
•      focus on self-confidence and self-awareness (PSED)
Children :
•      know their views count
•      value each other’s views
•      talk about their feelings, or example when they do or do not need help.
•      are involved in activities that involve turn-taking, sharing and collaboration.
Rule of law: Understanding rules matters
•      focus on self rgulation (PSED)
Children:
•      understand that we have to follow rules and that they are there for a reason.
•      understand their own and others’ behaviour and it’s consequences
•      learn to distinguish right from wrong.
Individual liberty: 
Freedom for all
•      focus on self-confidence & self-awareness and people & communities 
 Children:
•      should develop a positive sense of themselves.
•      should develop their self-knowledge, self-esteem and increase their confidence in their own abilities
•      should be able to reflect on their differences and understand we are free to have different opinions
Mutual respect and tolerance:
Treat others as you want to be treated
•      focus on people & communities managing feelings & behaviour and making relationships 
Children should:
•      experience an ethos of inclusivity, appreciation and respect where views, faiths, cultures and races are valued
•      know about similarities and differences between themselves and others and among families, faiths, communities, cultures and traditions
•      share and discuss practices, celebrations and experiences.
•      engage with the wider community.
•      be able to challenge stereotypes
 British values are already embedded in our day-to-day work with the children. At Fledglings we:
•      teach the children more about the world in which they live and develop their understanding of life in modern Britain.
•      teach our children that it is possible to live together peacefully, each of them a valuable part of our multicultural world.
 The Channel programme is part of Prevent - early intervention to protect and divert people away from the risk of being drawn into terrorist related activity. If we have a concern about a member of staff, child or family member we would make a referral to:
Rachael Long, Crime and Community Safety Theme Manager, 01302 737469 
All our staff are aware to look out for when we have reason to believe that a child in our care is being radicalized or they are in connection with someone else who is. The child’s welfare is paramount and we like other nurseries in Redbridge are obliged to follow set procedures when we are concerned about a child’s welfare.
 If any member of staff has any concerns about a work colleague, family or child in our setting who we believe is at risk of radicalisation, they would report it to a manager/deputy who would then contact the Doncaster Prevent coordinator. 
This policy is to be reviewed annually or when the need arises
CRITICAL INCIDENT AND LOCKDOWN POLICY
It is part of our Health and Safety policies and procedures that the nursery has a Lockdown Policy. Lockdown is the ability to quickly restrict access to the site or building through physical measures in response to a threat. 
A lockdown occurs on very rare occasions when circumstances dictate that the safety of children, staff and visitors is better ensured by them remaining inside current buildings, with doors and windows locked and blinds/curtains drawn if applicable. The aim of lockdown is to prevent people moving into danger areas and preventing potential attackers accessing the site. Children will be moved away from windows and doors for safety. This could occur as a result of a chemical spill, proximity of dangerous dogs, serious weather conditions, weapons crisis or criminal activity 

Management of the situation will depend on the circumstances presented, however staff should adhere to the following 



Remain calm  


Move carefully and orderly  


Obey instructions for the Managers/Deputies 


Do not provoke an incident/potential intruder   
In the event of the Lockdown Procedure taking place, the staff member alerting the rest of the team will blow the whistle continuously to alert all other staff members.  The manager is to collect the nursery mobile phone and staff members to collect fire register from the room and all children should be calmly escorted to the baby room and through to the staff room, staff toilet and corridor ensuring the office door is shut.  This is deemed the safest place due to the higher windows and less visability into the building.

When children are safely assembled in designated area the following procedures need to be followed.
· The Manager will contact the police on 999  
· A headcount will be undertaken and registers will be checked.
· Await further instructions from emergency services
· The police officer in charge will evaluate the situation and notify the Principal/Manager when the nursery is safe and/or if any further action is needed  
· The Principal/Manager will need to report the incident directly to the Local Authority Health and Safety team and parents 

Due to the fast moving nature of incidents that require lockdown it is important that all staff are able to act quickly and effectively and staff will therefore be clear on the Lockdown Procedure and know what is expected of them. Lock down practices will take place a minimum of once a year at a time when children are not present to ensure everyone knows exactly what to do in such a situation, i.e. staff meetings 

Role of Staff during lockdown 
· Staff are to support children in keeping them as calm and as quiet as possible.  
· Staff to remain in lockdown positions until informed by key staff or police that  there is no further danger or to evacuate the premises.  
· As soon as possible after the lockdown has ended staff return to their base  rooms and conduct a roll call and notify the office immediately of any children not accounted for.  
· Staff must not release children to parents during a lock down and a sign will be  displayed on the door to inform parents that there is a lockdown in progress  
INDIVIDUAL STAFF CANNOT SIGN OUT OR LEAVE THE PREMISES DURING LOCKDOWN 

A letter to parents will be sent home as the nearest possible day following any serious incident to inform parents of context of lockdown and to encourage parent to reinforce with their children the importance of following procedures in these very rare circumstances. 

Bomb threats: Most bomb threats are made over the phone and the overwhelming majority are hoaxes, made with the intent of causing alarm and disruption. Any hoax is a crime and, no matter how ridiculous or unconvincing, must be reported to the police. Staff should be alert, but not alarmed. On receipt of a “bomb threat” – The manager will dial 999 and police will respond. You should always consider their advice before a decision is taken to close or evacuate. 
Date: July 2023
Review: July 2024
WHISTLE BLOWING POLICY
Whistle blowing can be defined as ‘giving information about illegal or underhand practices’ or ‘raising concerns about misconduct within an organisation.’ It is the intention of this policy to show which procedures should be undertaken when raising concerns and how employees and employers will be safeguarded when raising these concerns.

The Whistle Blowing policy should be followed if an employee has a concern about any of the following:

· If the concern is unlawful i.e. theft, fraud corruption etc.

· If the concern involves failure to comply with legal obligations.
· If there is a health and safety risk

· Use of mobile phones/personal cameras on the premises

· If there is criminal activity which includes safeguarding children

· If there is a miscarriage of duty

· Improper conduct or unethical behaviour

· If a person does not adhere to the settings policies and procedures

Our designated person for Whistle Blowing is Sonya Gregory. Any member of staff who has a concern should report to this person.   
The nursery will make every effort to be vigilant for protecting all children, whilst adhering to our Safeguarding and Confidentiality Policies. 
Our prime responsibility is the welfare and well–being of the children in our care. We recognise that it is the responsibility of each member of staff to act quickly and responsibly in any instance that may come to their attention. 

Whistle blowing can be made verbally or in writing. All concerns and allegations will be recorded and action taken and outcomes documented. If any This will only be available to see by the designated person, the manager and Ofsted. This book is kept securely by the nursery managers in a locked cabinet. 
Ofsted Telephone Number: 0300 123 1231
Ofsted whistleblowing hotline 0300 123 5555 email whistleblowing@ofsted.gov.uk
Records are kept for 22 years. 
All stages of complaints are listed below:

STAGE 1
If an employee has a cause for concern they should contact the nursery designated person verbally, who will take steps to resolve any problems.  We anticipate that most concerns will be rectified at this stage by working as closely as possible with the employee and strategies put in place to rectify any issues.
STAGE 2
If an employee is worried about confidentiality and wants to make an anonymous allegation they should do so in writing addressed to the designated person. This can be placed in an envelope in the letterbox in the nursery. 

A full investigation will be undertaken at both stages and a meeting arranged with the employee to discuss the concern (unless anonymous). The employee will be issued with the outcome of the complaint and any actions taken to rectify the concern within 28 days of receiving the complaint. Where anonymous the investigation will be undertaken by the designated person and the outcome reported to both the manager and directors.
If a member of staff feels intimidated about reporting an incident they must be aware that the designated person will maintain confidentiality at all times and will only discuss this concern with the  other Manager. If the investigation involves named persons, care will be taken to hide the source of the ‘whistle blower’ from them.

A fair and impartial investigation will make sure any false and untrue allegations are brought to light and where a concern against a member of staff is confirmed they will have the right to appeal to the Manager. This must be done in writing within 5 working days. The manager will investigate any grounds for the appeal and report back to the employee within 5 working days. If the allegation against them is confirmed then the nurseries Disciplinary procedure will be followed. If the allegation against them involves a safeguarding children issue then the nurseries safeguarding policy will be followed.

This policy was adopted and agreed in consultation with the owner, staff and parents and is reviewed annually or when a matter arises

Date: July 2023
Review: July 2024
HEALTH POLICY
PERSONAL HYGEINE
A healthy routine is paramount to ensuring that the highest standards of personal hygiene of both children and staff are maintained. 
In order to minimize the possibility of the spread of infections, to staff or other children, staff will wear disposable gloves and aprons each time they change a nappy, (Refer to nappy changing procedures). Staff will also wear disposable gloves when administering first aid.

If a child in the nursery has headlice etc. the nursery must insist that the child is treated immediately in accordance with the advice of their G.P.  N.B.  Children should not be excluded from the setting because they have head lice.  Information will be shared with parents to support them with the treatment of head lice.
If parents are unsure of the settings policies, we would ask that they contact the nursery managers in the first instance for advice.
FOOD AND HYGEINE POLICY
At nursery the preparation of meals and snacks will be done to the highest of standards. Children will be provided with meals, snacks and drinks that are healthy, balanced and nutritious. Food hygiene matters will be included during staff induction and on the job training will be made available.  All staff who have obtained a Basic Food Hygiene Certificate will provide healthy and nutritious snacks and meals on a daily basis, following strict food safety guidelines
Daily Duties

· The resident cook should check the quality of all food on arrival, assembly and delivery

· The bin must be emptied and cleaned with anti-bacterial cleaner every day.

· All surfaces, window sills, sinks and taps must be cleaned with anti-bacterial spray.

· The kitchen floor must be swept and mopped every day.

· Food debris should be removed from plug holes and cleaned off the basin/drainer.

· The window should be left open to air out food odour.

· Any dishcloths/tea towels must be put in the linen basket to wash each day.
· Check and record fridge temperatures each day and record them in the relevant folder.

· Probe should be wiped with probe wipes after each use.

Weekly Duties

· Clean outside and inside the fridges before new food is put in.

· Clean and wipe down all cupboards and shelves

· All chopping boards should go in the dishwasher, after each use and every Friday.
· Calibrate the probe by boiling the kettle and inserting the probe into the boiled water. It should read just under 100 deg C.

· Regular Duties
· The manager should randomly check all duties and hazard procedures are being adhered to.

· The cook should ensure stock rotation, and inform the manager immediately if there are concerns.
· Fridges and Freezers should be defrosted when needed.
Food Hazards

· Cooked food must be stored above raw food and must never touch raw food. Use the separate fridge in the utility room for raw food only.

· To check food is cooked properly the probe should be inserted into the food before serving to check internal temperature. Temperatures should be recorded each day in the folder with date, time and signature. Ideally this should be done at the start, mid-point and end of food serving. When cooking, food should be served piping hot; preferably above 82 degrees C, but at least 75 degrees C. (Where food is tested to be 72 degrees C at the end of cooking, put back in oven until it has reached 75 degrees C. Where chilled food is delivered at or above 10 degrees C, reject delivery)

· Always keep food clean, covered and either piping hot above 63 degrees C or cold below 8 degrees C.

· Check all sell by dates in fridges and bin food where necessary.

· If feeding children under 6 months make sure all bottles, plates and cutlery are sterilised first. The AVENT sterilising unit is kept in the kitchen. Staff will be shown how to use this equipment before using it.
· Cooking and serving equipment should be checked each day for damage and dirt.

· Any person cooking should make sure hands are washed thoroughly at regular intervals. No jewellery should be worn. Wear protective clothing. Do not lick fingers. Nail varnish should not be worn.
· If you are unsure about any food related queries, please see the chef’s or nursery manager. 
INTIMATE CARE POLICY
Intimate care is any care which involves washing or carrying out an invasive procedure to intimate personal areas (e.g. Nappy changing). In the majority of cases such care will involve cleaning for hygiene purposes which is a large part of staff’s responsibility as a childcare practitioner.

Occasionally intimate care may need to be given for medical reasons (e.g. the administration of rectal diazepam) in this case however the staff member will need to be suitably trained and competent to undertake such a procedure, (the manager will be made aware that this process is required.) Staff will ensure that all relevant medication documentation is signed by parents before the medication is administered.
The issue of intimate care is a sensitive one and all staff members will be respectful of the child’s individual needs whatever their age/stage of development. The child’s dignity will always be taken into account and staff should ensure that intimate care is given in a place that is private yet controlled. Staff will also need to be aware of the settings Safeguarding Policy and will need to ensure that they themselves are protected.
NAPPY CHANGING POLICY
When changing a child’s nappy the following procedure should be followed:
· Staff to have read all children’s individual nappy care plans and be aware of individual routines.

· Too apply any barrier creams parental permission must have given. 

· Children must be kept clean and dry at all times.
· Put on the gloves and aprons provided

· Never, ever leave a child unsupervised on the changing unit, not even for a second

· Use wipes from front to back and never back to front.
· Dispose of nappy and gloves in the bins provided.
· Always clean the changing mat after every child with anti-bacterial spray

· Always wash your hands

· Record time and type of nappy change on the chart e.g. child’s name, date, time, soiled or wet nappy.

· New staff / long term students must be trained by the room leader before being allowed to change a nappy.

· Where appropriate, children’s hands should be washed after each nappy change. 

· Students will not be allowed to change nappies, but may observe a nappy change, (with permission from the child parents)

· The nappy bin must be emptied regularly 

· Anyone participating in intimate care routines will need to have a clear enhanced DBS disclosure.

SICKNESS POLICY AND FIRST AID
All staff at nursery, either already holds a first aid certificate or is expected to attend a recognised Paediatric First Aid course as soon as it can be arranged. This includes instruction which specifically covers administering First Aid to infants and children. On-going training is undertaken so that all staff are up to date. 

Our named First Aiders are Anna Dougherty, Sonya Gregory, Chloe Smart, Joanna Wright, Rebecca Wraith, Rebecca Corton, Diane Lindley, Danielle Arnold, Magda Jelinska, Gemma Brewster, Tyra Madzonga, Kaydie Petch, Jade Dougherty, Charlotte Wade, Millen Mae Bowman
The setting adheres to the exclusion periods detailed in the ‘Health Protection in children and young people settings, including education’ document (2023).
A deep clean will be carried out following an outbreak of an infectious/notifiable disease. 
This policy is to be reviewed annually or when the need arises
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THE ADMINISTRATION OF MEDICATION POLICY
At nursery we will promote the health and wellbeing of all the children in our care, take the necessary steps to prevent the spread of infection, and take appropriate action when they are ill or unwell.  
We will administer medicine to all children, as part of a continued treatment, if and when a Doctor has given permission for the child to return to nursery. In order for medication to be administered, parents and members of staff must complete a new medication form in the ‘Administration of Medication File’. “Medicine (both prescription and non-prescription) must only be administered to a child where written permission for that particular medicine has been obtained from the child’s parent/carer.” Medicines must be stored strictly in accordance with product instructions and in the original container in which dispensed, and kept in the medicine fridge.
All parents will be asked to complete a registration form for their child on admission, this will contain relevant information with regards to medication and long term medical needs.  It is the responsibility of the parent to ensure that as much information is given so that the children’s individual needs are catered for and any changes to this information are updated regularly. 

 The parent must sign to give permission for medicine to be taken and outline why and in what dose prior to any medicine being taken. All medicines must be administered under the supervision of two staff, one of whom should be a senior staff member. When administered it will be recorded each time and signed by both staff. When the parent returns to collect the child they must again sign the relevant page to show that they are happy that the medicine had been administered correctly. All medicine should be kept secure and out of reach of children.  All medication will be stored in accordance to the product instructions. Children will not be allowed to carry their own medication as this can cause a risk for themselves and other children. 
Children who do self administer certain medication will be allowed to do this but for safety reasons this will only be allowed to happen under the strict supervision of staff.  We will always try to administer medication that has been prescribed by a doctor, dentist, nurse or pharmacist. Any non-prescribed medication such as pain and fever relief, teething gel and nappy creams may be administered but again prior written consent will be sought from the parents and such medication will only be administered or applied if we feel there is a medical need to do so. Calpol should not be used if the child is generally unwell or has a cough, staff will offer advice if the feel the illness warrants medical attention. We will obtain prior written consent for each and every medicine from parents before any medication can be given. We would ask that Calpol/Ibruprofen is brought into nursery in unopened sachets, to ensure our Health and Safety policy is adhered to.  At nursery we will never ask for blanket consent for any medication. Should a child become unwell whilst at nursery, staff will contact parents to inform them, and to discuss medication or if the child needs to be collected. Permission for medication to be given (Calpol or similar) can be arranged, with parents giving permission via email or text to the managers mobile. Staff will suggest that after 3 days of Calpol being administered, that parents/carers seek medical attention.
If a child has a long term medical need where certain medication may need to be administered when required, a long term health care plan will be completed with the parents on admission, this will then be reviewed every 6 weeks or sooner if deemed appropriate, the health care plan will look at the type of medication, when this may need to be administered, the symptoms that will initiate the medication being given and what constitutes an emergency etc.  Illnesses may include asthma, allergies, diabetes, epilepsy etc.    If a child has a long term health care plan this will be kept in the child’s file and confidentiality will be adhered to at all times.

If a child attending the nursery has long term medical needs, it will be the responsibility of the Director/manager to ensure that any staff member who may be dealing with that child has the relevant training. 
If a nursery trip is organised it will be on the understanding that parents/carers will accompany their own children, who require medical care. It will therefore be the responsibility of the parent to store the medication appropriately and administer that medication to their child. If a child’s parent is unable to attend that trip a member of staff where possible will accompany that child. It will then be the responsibility of that staff member to take with them all relevant documentation, and ensure the safe storage of that medication and administer in accordance with parental permission.

In the event of a medical emergency the following procedure will be implemented:

A member of staff will remain with the child at all times ensuring that they are comfortable whilst offering reassurance.  Another staff member will then contact the emergency services in the first instance and then will contact the child’s parent/carer; it may be at this time that the parents are advised to go straight to the hospital.  The member of staff who has contacted the relevant people will then gather together the child’s medical documentation which will accompany the child to the hospital.  Once the ambulance has arrived the member of staff who has stayed with that child will accompany the child in the ambulance (wherever possible this will be the childs Key Person,) that staff member will remain with the child until the care of that child can be passed onto the parent/carer.  It is important that the remaining members of staff within the nursery ensure that the rest of the children are adequately cared for, ratios are maintained and children are reassured.

Any records taken in relation to medication will be stored in the children’s individual files and confidentiality will be adhered to at all times.  The files will be stored in a lockable filing cabinet. 

ARRANGEMENTS WHEN CHILDREN ARE ILL
Nursery must be informed of any child illnesses, sickness or problems before bringing the child on the premises.
To prevent the spread of infection it may be necessary to exclude any child who has been diagnosed with certain contagious illnesses and diseases e.g. chicken pox, mumps, rubella, measles etc. This exclusion will remain until the condition has been cleared by the child’s doctor. Children with gastroenteritis or stomach bugs must be treated as infectious. Children can only return to the nursery 48 hours after the illness has passed. 

If a child becomes ill at nursery, their temperature will be taken, and parents will be contacted.  The child would then be cared for by a member of staff, reassuring them, keeping them cool or warm dependant on the situation, and providing the child with one to one care until the parent or guardian arrives. Calpol may be administered, with parental permission via email or text to the Managers mobile phone.Ofsted will be informed of any notifiable diseases, where there is a serious injury, illness or death of a child, and where symptoms of food poisoning affect two or more children. This information will best shared as soon as practicable, or within 14 days. 
Procedure to follow if a child falls ill at nursery

· If you suspect a child is unwell and may not be fit to stay at the setting, send another member of staff to get the manager. 

· Stay with the child and monitor them closely. Comfort the child.

· The manager will establish if the child should be sent home. 

· If they are to be sent home the manager will call the parent/carer.

· The manager will feedback to let you know if and when the child will be collected.

· Stay will the child until they are collected. Provide the parent will an overview of the child’s illness.

· Once the child has gone home fill in a ‘Record of Child sent home’ form as soon as possible and hand to a manager.

· If a child is seriously ill an ambulance must be phoned immediately. 

ACCIDENT BOOK
In the case of accidents, these will be recorded in our accident book and if required, First Aid will be given. Parents will be informed that day of any bumps, bruises or accidents that have happened and asked to sign the accident form along with the staff member who dealt with the accident. A body map may be used.
Accident books and Medication forms will be kept by the manager for 22 years. 

This policy is to be reviewed annually or when the need arises
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MULTIMEDIA POLICY

Computers

In order to safeguard the children computers should only be used by the children when they are in clear view of a member of staff. All computers with access to the internet have parental control settings on them so no explicit websites can be visited. Usage of computers and the internet will be monitored so that excessive use is controlled.

Video

From time to time DVD’s and videos will be watched by the children during wind down time. These will only be for very short periods of time and will usually have educational themes. Content will be checked by staff beforehand and a member of staff will always be on duty to watch the film with the children and make sure they are sat a suitable distance from the television. Parents will be informed.
Photography
On some occasions photos will be taken of the children within the nursery to pass to their parents, for display purposes or for children’s report books.  Ofsted will use some of the photos as evidence of learning activities when they visit. Parents will sign to give permission for photos on the Registration Form at the time of enrolment. If photos are to be used for any other purpose then separate consent will be sought through a ‘Photography and reproduction of images of children permission form’. These will be stored securely by the manager of the nursery. Photography through personal mobile phones will not be permitted. Staff are not permitted to use their own cameras on the premises.
Mobile Phones

All mobiles must be left in the office when staff members are working. During staff breaks they may collect their phone from the office and use it in the staff room only. Staff are made aware at their induction, that mobile phones must not been used in any other areas of the nursery. If found to be using them without authorization, disciplinary action will be taken against individuals.  The Managers and Deputy Managers must keep a full charged mobile phone with them at all times in case of emergency power loss or evacuation from the premises.

Reproduction of Images

All photographs taken of the children are kept within the nursery, and used for display purposes and Learning Journeys. Images are only downloaded onto company hard drives, and are not removed from the premises. Duplicate photographs are not used in any other child’s file/book.

This policy is to be reviewed annually or when the need arises
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FIRE DRILL POLICY
Smoke detectors are present in each room of the nursery and the kitchen. Fire extinguishers are available at the baby room entrance and in the kitchen. A fire blanket is in the kitchen. Sonya Gregory is the fire officer and is responsible for checking the smoke alarms and this is recorded in the Health and Safety File. The fire control equipment is checked by an outside agency annually (BM Hire & sales) and certificates are displayed next to the equipment. 
Fire drills will take place regularly so that both staff and children know where to go and what to do in the case of a fire. If the fire alarm does sound all staff and children will calmly leave the building from the nearest exit (Fire exits are clearly labelled on the premises). They will then proceed to the assembly point at the grassed area at the left front of the building. Where staff, children and visitors will assemble safely and then a register will be taken. Fire drill procedures will be displayed near each fire exit. A ‘fire drill’ log book will be kept that records time, date, staff at drill, how many children at drill and any problems arising from each practice. In the event of a fire at the front of the building, staff will exit the nursery at the rear through the toddler room doors. 
Staff will ensure the Health and Safety of the children at all times.

FIRE DRILL PROCEDURE
· Fire exits are clearly labelled.

· All staff are aware of the location of fire extinguishers/fire blankets and how to use them.

· No equipment such as tables, and chairs to ever be left in-front of exit doors.

· Corridors to be kept clear (coats and bags to be hung up, so there are no trip hazards)

· Staff to always be aware of numbers of children in their room, regularly checking all children are marked in on the Famly app.
      IF YOU SEE OR SMELL FIRE
· Calmly alert others immediately, set off voice alarm & blow whistle
· Evacuate children quickly and calmly through the nearest fire exit. Each bubble leader to take their ipad.
· If the cook is in the kitchen, they are to turn off any stoves/ovens, go via the baby room if possible and help evacuate the children.

· Proceed with children to the fire meeting point at the grassed area at the left of the building and check all children, staff and visitors are present. If the fire is at the front of the property, exit the building at the rear, through the toddler room double doors.
· Walking ropes to be used by larger groups as necessary

· Wrist straps to be used for children deemed to be at higher risk
· Last person out of each room to close windows/doors

· Managers to get both admissions files along with a mobile phone just in case the parents need to be contacted to collect their child.

· Fire brigade to be called if necessary.

· Explain to the children what has just happen and that we need to do regular practices, sometimes they will need reassuring as the alarm is very loud.

This policy is to be reviewed annually or when the need arises
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UNCOLLECTED CHILDREN POLICY
Here at Fledglings Day Nursery we take necessary steps to safeguard and promote the welfare of children.

If a parent/guardian has not collected their child on time the child will remain in the care of the Nursery Manager until he/she is collected by a parent/guardian with the child’s password. Two members of staff will remain in nursery at all times until the parent arrives. Parents/guardians will be contacted by the manager or an allocated member of staff to find out the reasons for the delay after 10 minutes. If we cannot contact the parent/carer we will contact the people on the Childs registration form that has authorisation to collect the child.  We will continue to contact the relevant persons for a period of one hour. If the parent cannot be contacted within this time we will contact Social Care for advice on the situation. The contact details are:

Doncaster Children’s Social Care – 01302 737777

Emergency Social Care Number 01302 796000

OFSTED – 03001231231
At no point will the child ever be left un-supervised.  We will complete an incident form for children who are collected late and parents/carers will be asked to sign this form on collection, this will then be stored in the child’s personal file.  We will always abide by our confidentiality policy. (Refer to recording on Information Policy).  Repeatedly late parents will also be monitored and recorded if necessary. Ofsted will be informed of any incidents of uncollected children within in relevant timescale.
This policy is to be reviewed annually or when the need arises
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LOST CHILDREN POLICY
At nursery we will take the necessary steps to safeguard and promote the welfare of children.

At nursery the safety and well being of the children in our care is paramount.  Each room within the nursery has a register with the room manager responsible for recording every child into that room and also when they leave. The number of children in a room should be checked against the register on a regular basis by the room manager, at least every 2 hours. Staff/ child ratios will be adhered to at all times. Children will be counted in and out, when accessing the outside space or another room within the nursery.
The following procedures are in place in case of a child being unaccounted for; if a child should get lost or go missing the following procedures will follow:

· DO NOT PANIC

· Inform the Manager / Supervisor who will oversee the following:

· Check the immediate vicinity, all rooms in the nursery and outside, including toilets, cupboards stairwells etc
· Check the garden, outside storage sheds, front and side of the  building

· Ensure the safety of all other children while searches are carried out whilst maintaining ratios

· Ask people if they have seen a child/where they last saw the child
· Contact the parent/guardian and police after 15 minutes when all immediate searches have been exhausted
· Searches should continue up until the police arrive

· An incident form will be completed should this situation arise. Risk assessments are regularly completed to ensure all policies and procedures are adhered too. Documentation would be stored in the child’s file whilst adhering to confidentiality.

· Security will also form part of the staff induction procedure, with all staff being aware of their roles and responsibilities if the situation arises.
· Ofsted will also be notified of the incident in writing and this should be added to the incident file in the Managers office this will be done with immediate effect but definitely within 14 day of any such incident
This policy is to be reviewed annually or when the need arises
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ARRIVAL AND COLLECTION OF CHILDREN POLICY
Once you have parked please bring your child to the main relevant doors of the building, where a member of staff will meet you and your child. Coat hooks are provided in the rooms or corridors for children to hang coats and bags. Additional storage will be available for nappies/wipes.. Children must not bring to the nursery any of their own toys as these may get lost or damaged. 

Staff will sign children into and out of the nursery using the Famly app.
No person under the age of 16 will be permitted to collect a child from nursery unless otherwise agreed with the manager at the manager’s discretion.
This policy is to be reviewed annually or when the need arises
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OUTINGS POLICY
We believe a variety of activities and outings can broaden the experience of children and help them understand about the world outside.

Outings also provide a variation on the day-to–day routines of the setting. Staff at nursery will provide opportunities for your child to walk to the Local Park, shops library etc. You will always be notified if we will be doing this and written permission will be sought. During the COVID-19 pandemic an individual risk assessment will be carried out for any outing to ensure that social distancing guidance is adhered to at all times. 
For other outings:

· All outings will be well planned in advance to ensure safety. Full risk assessments will be carried out, which will include an assessment of required adult: child ratios.
· Information to parents will be in advance of outings, and consent forms signed and dated.
· Off site activities must ensure Health and Safety issues are addressed and staff and volunteers are aware of their role and responsibilities.
· Staff will ensure that essential records and equipment are taken, contact telephone numbers for parents of the children on the outings, first aid kit, mobile phone etc.
· Records should be kept about vehicles in which children are transported, including insurance details and a list of named drivers
· Drivers using their own cars should have adequate insurance cover.
GENERAL PROCEDURES
Information for Parents

Before each outing a consent form must be completed and clear information will be given on:

· Date and location of outing

· Time of departure/return

· What if anything a child should bring

· How you are travelling

· Staff/volunteers attending

· Additional cost (if any)

IF A CHILD GOES MISSING ON AN OUTING
· DO NOT PANIC

· Inform the Manager / Supervisor who will oversee the following:

· Check the immediate vicinity, shout the Childs name

· If in an organised area ensure that the security person is aware that a child has gone missing and give that person a complete description

· Ask people around if they have seen the child

· Ensure an adult is in the area where the child went missing, and check the meeting point arranged for lost children

· Contact the police, give a brief description of the child and the clothes they are wearing, give your location and telephone number.

· Searches should continue up until the police arrive

· Reassure the other children in the group, and ensure their safety at all times. Maintaining ratios, keeping the children altogether in one area for easier supervision and if appropriate take the children back to the setting 
· Rendezvous at the agreed time/meeting place with other staff (if in separate groups). Explain the situation and ensure an adult returns to the original location.

· Contact the parent

· Ensure that an incident form is completed highlighting what happened and any action that was taken whom was contacted and the outcome of the incident.

· Ofsted should also be notified of the incident in writing and this should be added to the incident file in the Managers office
At least one member of staff accompanying the children will have a full and relevant first aid certificate. 

Staff ratios may be exceeded as deemed necessary by the risk assessment. 

This policy is to be reviewed annually or when the need arises
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NO SMOKING POLICY
The nursery ensures that children are in a smoke-free environment. For this reason there is a no smoking policy at nursery and nobody is permitted to smoke, vape or use e-cigarettes at any area of the nursery site.  This is discussed with all staff during the induction process. If during your breaks you need to smoke this must be done: off site away from the nursery premises, not in view of parents and children and clothing must be fully covered. Handwashing must be done, and a mouth solution must be used before entering the rooms.
This policy is to be reviewed annually or when the need arises
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STUDENT / VOLUNTEER POLICY
We will allow students and volunteers into the nursery. They will usually be from School, Colleges and some university courses for candidates who wish to pursue a career in Early Years. 

All students / volunteers will be interviewed and have their suitability to work with children checked by the manager which will include references. Short term students / volunteers will not be left unsupervised with children and not be allowed to provide intimate care. Long term students / volunteers must have an enhanced DBS check. All students / volunteers will have a thorough induction on their first day into nursery following the standard nursery induction guidelines. The Manager of the setting will take full day to day responsibility for the student / volunteer. 
Long term students aged 17 of over may be included in ratios at the managers discretion. “Only those aged 17 or over may be included in ratios if they are suitable, as in paragraphs 3.9 to 3.11 (and staff under 17 should be supervised at all times). Suitable students on long term placements and volunteers (aged 17 or over) and staff working as apprentices in early education (aged 16 or over) may be included in the ratios if the provider is satisfied that they are competent and responsible.” (EYFS 2021)
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DISCIPLINARY POLICY

We expect professional standards from our employees.  The Disciplinary Procedure enables the nursery to take appropriate action against employees where performance or conduct is unsatisfactory. However, the nursery abides by a number of principles to ensure that any employee subjected to disciplinary action receives consistent and fair treatment:

PRINCIPLES

Any complaint made against a member of staff will be fully investigated and no disciplinary action will be taken until they have been informed of the nature of the complaint and given the opportunity to make representations.

Staff will at all times have the right to be accompanied by a work colleague of their choice, or a Trade Union Official, at any disciplinary or appeal meeting.  While this person will not be permitted to answer questions for them, he or she will be allowed to participate in discussions fully and ask questions. The employee’s choice of companion must be reasonable and, where their chosen companion is unavailable at the proposed time of the meeting we will endeavour to agree a new date with you.  However, please note that, unless the nursery agrees otherwise, staff are not entitled to postpone the meeting for more than 5 working days (counted from the next working day after the originally proposed date).  This means that, if a chosen companion will still not be available during this extra period of time, staff should try to find someone else to accompany them.
THE PROCEDURE

Immediate supervisors will deal with minor problems but if the matter is more serious the following procedure is used:

Stage 1 – Verbal Warning

If employee conduct or performance has been unsatisfactory, they will normally be given a formal verbal warning.  Employees will be informed of the reason for the warning.  A note of the warning will be kept on file in line with ACAS guidlines. The manager will endeavour to resolve the matter within 3 working days.
Stage 2 – Written Warning

The person to whom employees are directly responsible will issue a written warning if a serious disciplinary matter occurs or if there has been a failure to improve following a previous verbal warning.  The written warning will give details of the complaint, the improvement required from an employee and the period within which it has to be achieved.  A final written warning may be issued if there is no satisfactory improvement within the required period and staff will be advised of the right to appeal.

Stage 3 – Final Written Warning

If there is insufficient improvement following a written warning or if the misconduct is serious enough to warrant only one written warning, a final written warning may be given to an employee.  This will give details of the complaint and will warn that dismissal may result, if there is no satisfactory improvement within a particular period.  It will also advise of the right to appeal.

Stage 4 – Suspension or Demotion

The nursery may impose disciplinary suspension with or without pay or may demote an employee. 

If an employee is demoted they are entitled to salary and other terms and conditions appropriate to the position to which they have been demoted.  They have a right to appeal against suspension or demotion. This must be done in writing to the manager or directors.
Stage 5 – Dismissal

If an employee fails to meet the standards required of them, of if there is evidence of gross misconduct, dismissal will normally result.  A decision to dismiss can only be taken by the manager/directors.  An employee will be provided with written reasons for dismissal, which will also inform them of their right to appeal.

All warnings given at stages 1, 2 and 3 will remain effective for a period of six months.  However, the period may be longer, depending on the offence, and in certain circumstances a warning may remain effective indefinitely.  Whenever a warning is given, an employee will be told for how long the warning will remain effective. If a member of staff is dismissed the manager will do a DBS referral. 
	Please note that we reserve the right to enter this procedure at any stage if your misconduct warrants such action.


GROSS MISCONDUCT

The following is a non-exhaustive list of examples that are normally regarded as gross misconduct:

-
Theft, fraud, deliberate falsification of records

-
Fighting, assault on another person

-
Deliberate damage to property of the nursery

-
Incapacity through alcohol

-
Abuse of drugs

-
Negligence which causes significant loss, damage or injury

-
A serious act of insubordination or a failure to carry out a reasonable instruction during normal working hours
-
Wilful/reckless failure to follow the Health and Safety rules of the     nursery 

-
Failure to notify the nursery of a serious and immediate danger to health or safety

-
Sexual, racial or disability harassment

-
Disclosure of confidential information

-
Contravention of any law relating to the business being carried out on the premises

-
Removal of nursery money or property under any circumstances without prior written permission, including the use of personal IOU’s

-
Smoking in prohibited areas on nursery premises

-
Discourtesy to customers or management

-           Use of Social Networking sites

If gross misconduct is alleged against an employee, the Employer is entitled to suspend them on full pay pending investigation of the matter.  If, following investigation and after a full disciplinary meeting, the Employer is satisfied that there has been gross misconduct, the outcome will normally be summary dismissal without notice or payment in lieu of notice.

APPEALS

An employee has the right to appeal against any written warning, demotion, suspension or disciplinary dismissal within five working days.  An appropriate manager, not previously involved, will hear all appeals and the decision made by that manager is final.

This policy is to be reviewed annually or when the need arises
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GRIEVANCE POLICY
If an employee has a grievance or complaint, they should raise the matter in the first instance with their supervisor.  An informal approach is often the best way initially for both employee and employer to address and resolve grievances. Grievance procedures are used by the nursery to deal formally, consistently and quickly with employee’s grievances. Records will be taken including the nature of the grievance, the employer’s response, the action taken, the reasons for the action, whether there was an appeal and outcomes of any subsequent developments. The accompanying person can be a trade’s union representative. No persons have to accept the request to be a companion.
Step 1 – Raising a Grievance

The employee informs management of their grievance in writing. Management will find out if similar grievances have been raised and how they were resolved. A hearing will then be arranged, normally within 10 days.
Step 2 – The Grievance Hearing

Management holds a meeting to discuss the grievance. The employee has   the right to be accompanied at the meeting. Management can have someone in attendance to take notes and act as a witness. Management notifies the employee in writing of the decision normally within 28 days of the grievance originally being received. Management notifies the employee of their right to appeal. 
Step 3 – The Appeal
The appeal will be heard by somebody other than the manager who took the original meeting (wherever possible). If this is not possible the original manager will act impartially. The employee has the right to be accompanied. The employee will be told the result of the appeal and the reason for the result. The decision will be confirmed in writing to the employee and they will be told this is the final stage of the grievance procedure. All appeals will normally be heard within 5 working days and a written confirmation of the outcome will be issued within 10 days.
This policy is to be reviewed annually or when the need arises

Date: July 2023
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MANUAL HANDLING POLICY
The Manual Handling Operations Regulations 1992 require companies to complete an assessment which is comprehensive and follows good ergonomic principles. The intention of the assessment is to avoid the need for manual handling and, where this is not possible, to arrange for handling aids, workplace precautions and risk control systems that include information, supervision and training. 

The Company shall use this document to guide the identification, control and reduction of risks associated with manual handling operations. It is not intended to provide a substitute for manual handling training. 

	Stage 1 
	Identify Manual Handling tasks  

	Stage 2
	Risk assessment 

	Stage 3
	Training and supervision 

	Stage 4
	Planning layout and design  

	Stage 5
	Monitor 

	Stage 6
	Audit

	Stage 7
	Review


Stage 1 - & - 2 Manual Handling Operations Risk Assessment

Risk assessments shall be completed for all activities and occupations. This process shall include generic risks from manual handling operations, where they are significant, but not specific risks associated with particular sites, groups or operations.  

The Company shall: 

· Make an inventory of all manual handling operations, engaging employees who understand the operations they are involved in. The inventory should include activities, which are away from the normal workplace and emergency situations

· Establish if any of the operations can be eliminated by automation or mechanisation, therefore eradicating the risk of injury to employees

· Where the operation cannot be eliminated, undertake an assessment and record the results. The assessment shall examine risks arising from the:  

· Task 

· Individual 

· Load 

· Environment  

Develop workplace precautions and risk control systems that treat the risks under each heading by reducing potential harm
Stage 3 - Training and Information

The Company shall:

· Ensure the manual handling assessor has adequate training. 

· Provide employees with training in the findings from the assessment and in the workplace precautions to be used. 

Where there is likely to be a manual handling risk, the Company shall ensure that information on the weight and centre of gravity of items shall be indicated on the items themselves or on their packaging. This shall be done when individual items are heavy (more than 10kg.), when they are awkward to handle, or when their weight distribution is particularly asymmetrical. The Company shall include the need to mark loads with safety information as part of a requirement placed on suppliers. 

Any labels providing information for manual handling safety shall comply with the Health and Safety (Safety Signs and Signals) Regulations 1996. 

The Company shall use sound ergonomic principles when providing handles, handholds and wheels to equipment or items that will be carried or moved. 

Stage 4 - Planning, Layout and Design

The Company shall ensure the layout of a workplace allows for safe posture of employees. Ergonomic principles should be applied to the design and planning of installations, and to the specification of plant, equipment or materials. 

Stage 5 - Monitoring

The Company shall ensure that activities are adequately supervised and that active monitoring techniques are applied to ensure that the workplace precautions and risk control measures are being applied.

Stage 6 - Audit 

The Company shall audit the risk assessment on a regular basis and/or when changes in the organisation occur or new manual handling tasks are established. 

Stage 7 - Review

The Company shall review and revise the risk assessment on a regular basis and/or when changes in the organisation occur or new manual handling tasks are established. 

This policy is to be reviewed annually or when the need arises

Date: July 2023
Review: July 2024
ON ENTRY POLICY
When a child is offered a place at nursery, staff will ensure that all relevant documentation and information about the child is collected.
All parent’s and carers will be offered a home visit. (see home visit policy) If accepted, the home visit will take place before the child begins their settle in sessions at nursery.
Parents and carers will be asked to take part in a ‘Settle in Conversation’ with their child’s key person. This will take place during the home visit, or settle in session if a home visit is not taking place. This is an opportunity the key person to begin gathering vital information about the child’s care routines, interests and needs. At this point, the families/child’s religious and cultural needs will be discussed and documented, where appropriate, whilst adhering to our confidentiality policy. Parents will also be asked to complete a nappy care plan as appropriate. 
Allergy and Long Term Medication documentation will be completed; this will be explained to the parents and staff will be made aware of the child’s particular requirements and their personal circumstances. Our cook will be informed in cases of dietary requirements and religious/cultural beliefs.
A Key Person will be allocated to the child on entry to the nursery, this will be discussed with the parent/carers, and this named person is the main point of contact, however parents have the choice to discuss matters with all staff and the manager, should they choose to do so. A second named Key Person (buddy) will be allocated to the child, in case of holidays/staff sickness, ensuring continuity of care for the child.
A ‘Baseline Conversation’ takes place between the parent/carer and key person 4-6 weeks after this child starts at the nursery. The baseline conversation is an opportunity for parents/carers and the key person to discuss how the child has settled into the nursery. The key person will share information about the child’s wellbeing an involvement based on their observations of the child. They will discuss the child’s interests at both home and nursery as well as any schemas that have been noted. If the child is in need of further support in any area of learning, this is discussed and agreed. 
Children with SEND, or children who are not making progress through the Early Learning Goals, will be supported by our SENCO, and outside agencies, where appropriate.

This policy is to be reviewed annually or when the need arises
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Home Visit Policy

This policy is designed to protect the safety of all nursery staff carrying out home visits. Home visits will always take place with staff in pairs. 

EYFS home visits which staff undertake have huge benefits. The insights that staff gain into each child’s home and background greatly helps them to assess their level of need in nursery and prepare for the child’s entry into the setting. Another major benefit is that the home visits are the start or the continued building of the relationship with parents which is vital if we are to be successful in providing for the needs of the child. It also shows parents that the setting respects them and wants to share their knowledge, which puts the relationship on a more equal footing. Meeting each child in his or her home environment is invaluable in:

 ( gathering information that will enable the children to settle into nursery;

 ( establishing positive links with families, especially those of vulnerable pupils. 

( establish early, positive contact; 

( see children in their own familiar settings; 

( meet other family members, people and pets who are important to the children;

 ( understand the problems that children might encounter at nursery, and also to appreciate the wealth of learning that goes on in the home. 

 The structure of EYFS home visits
A home visit will be offered to all new children upon their registration. A mutually convenient date and time will be agreed between the nursery and the parent/carer during the registration process. The home visit should be scheduled to take place before a child begins their settle in sessions at the nursery.  If a visit is considered high risk then a home visit should not take place. 

The child’s allocated key person will make the home visit alongside a member of the nursery management team. As well as the obvious safety implications, this allows one to talk to the child’s parents and the other to focus on the child. 

This can be the beginning of the relationship between the key person and the child & their family. The key person will complete the nursery ‘settle in conversation’ during the home visit.

 Fifteen minutes is the standard time devoted to each home visit. 

 Before the visit 

( Agree appointment time with parent and carer and check their address

 ( Ensure that parents know when you will arrive, how long you will stay, what will happen, what kinds of questions you will be asking and what information you will bring

( Accept the right of a family not to want a home visit 

( Do not assume that all parents are literate. 

( Make sure you consider diversity of social, cultural, racial, religious and sexual orientation 

( Familiarise yourself with the route/location, parking restrictions etc 

( The manager should take a mobile phone.

· Leave details of your destination location and expected return time with another member of staff at the nursery, ensuring you sign out on Famly during the visit.
· Prepare the paperwork you will need for the visit. This includes:

- Parent handbook

- Transition booklet for the room the child will be entering

- latest newsletter

- Settle in conversation

- Relevant extracts from ‘What to expect in the early years’ (2021)

· Prepare a small range of age appropriate toys/resources that can be used with the child during the visit

During the visit

( Show respect for parents as equal partners. 
( Remember you are a guest who has been invited into the family’s home. You may ask people for information but they are under no legal obligation to give it to you. They can also ask you to leave at any time. 
( Be a good listener. 
( Be aware of pets and other adults who may be in the home. If necessary, ask the family to put any uncaged animals in a separate room. 
( Avoid commenting on a child’s home or provision so that parents do not feel that any judgement is being made. 
( Comply with appropriate customs such as removing shoes, wearing modest clothing etc. 
( Remain aware of time constraints on both themselves and parents and aim to stay no longer than the agreed fifteen minutes

 ( Consider confidentiality at all times. Do not chat about other families. Do not discuss anything in front of other family members without checking beforehand that it is ok to do so. 
( Return to nursery when you have completed the visits and sign back in and let staff know you have returned

· Consider safeguarding policies and procedures at all times. If you have child protection concerns, and providing it is safe to do so, tell the family what you are concerned about, who you will share the information with and what is likely to happen next. If you are concerned about the child’s safety or wellbeing and it is not appropriate to discuss this with the family because you do not feel safe, you are concerned about domestic abuse and the perpetrator was present or you feel that raising concerns could compromise the child’s safety and wellbeing you must seek advice urgently after leaving the family home. You must discuss the situation with the Designated Safeguarding Lead from your setting.
· Carry your ID and show it to parent/carer on your arrival 

When conducting a home visit your safety is of paramount importance. Your professional judgement should be used in deciding whether to continue with a visit. Use common sense, trust your instincts and if a situation feels dangerous or threatening – leave, saying for example that you need to get something from your car. 

Date: July 2023
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Parental Behaviour Policy
Rationale

 We believe staff, parents and children are entitled to a safe and protective environment in which to learn and work. Behaviour that will cause harassment, alarm or distress to users of the premises is contrary to the aims of the nursery. 
Aims 
That all members of the nursery community treat each other with respect.

 Expectation 

( That adults set a good example to children at all times, showing them how to get along with all members of the nursery and the wider community 

( That no members of staff, parents or children are the victims of abusive behaviour or open to threats from other adults on the nursery premises. 

( Physical attacks and threatening behaviour, abusive or insulting language verbal or written, to staff, parents and carers, children and other users of the nursery premises will not be tolerated and will result in withdrawal of permission to be on nursery premises.
Guidelines 
Types of behaviour that are considered serious and unacceptable and will not be tolerated towards any member of the nursery community: This is not an exhaustive list but seeks to provide illustrations of such behaviour:

 ( Shouting, either in person or over the telephone 

( Inappropriate posting on Social Networking sites which could bring the nursery into disrepute or be deemed as bullying

 ( Speaking in an aggressive/threatening tone 

( Physically intimidating, e.g. standing very close 

( The use of aggressive/rude hand gestures/exaggerated movements Parental Behaviour Policy 3 of 5 

( Physical threats 

( Shaking or holding a fist towards another person 

( Swearing 

( Pushing 

( Hitting e.g. slapping, punching or kicking

 ( Spitting 

( Racist or sexist comments 

Any concerns you may have must be made through the appropriate channels by speaking to the the Nursery Deputy Manager or Nursery Manager, so they can be dealt with fairly, appropriately and effectively for all concerned. 

Date: July 2023
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BITING POLICY

Biting is a common behaviour among children and can be a concern for parents and staff. Biting can often be painful and frightening for the child who has been bitten and also frightening for the child who bites.

Biting happens for different reasons with different children and under different circumstances. 

This is part of some children’s development and can be triggered when they do not yet have the words to communicate their anger, frustration or need. At Fledglings Day Nursery we follow our positive behaviour policy to promote 

positive behaviour at all times. 
Aim

We aim to act quickly and efficiently when dealing with any case of biting. 

The nursery uses the following strategies to prevent biting: sensory activities, biting rings, adequate resources and staff who recognise when children need more stimulation or quiet times. We will treat each incident with care and patience, offering comfort to intense emotions, helping children to manage their 

feelings and talk about them to help resolve issues and promote understanding. 

Procedure

In the event of a biting incident:

1.

The child who has been bitten will be the priority and should be comforted and given reassurance.

2.

Once the child is calm staff should check for any visual injury. If there is a 

bite mark, this should then be washed with warm soapy water and wiped with an antiseptic wipe. Staff will explain to the child what is happening and support the child as this process may be painful

.

3.

If the skin is broken:

If the wound is bleeding it should be allowed to bleed as covering the wound can increase the risk of infection.

Staff should wear PPE when dealing with bodily fluids (refer to the PPE Policy).

In cases where the bite has broken the child’s skin, a senior member of staff must contact the parent/carer of the child immediately. This phone call should be sensitive and give reassurance to the parent/carer and offer an explanation of the procedure which has been followed. You will need to advise the parents/carers to contact the child’s GP. If the skin has been severely broken the child should be taken to Accident and Emergency immediately by staff.
If the skin is not broken (we do not want to worry parents/carers unnecessarily) :
Staff should wait 45/60 minutes and then check if there is bruising or a bite mark still present. If there is no obvious mark or bruising this can then be discussed with the parents/carers at collection time.

If after 45/60 mins the bite has left the child with a bite mark or bruising then a senior member of staff should contact the parents of the child to inform them of the incident.

The staff member who witnessed the incident should complete an Incident

Form for all children involved.

The Nursery Manager must be informed of all biting incidents.

Wherever possible the child who has bitten should have their behaviour managed by their key person and the consequence of this behaviour should be explained in a way which is appropriate to the child’s age and stage of development. 

The child who has caused the bite will be told in terms that they understand that biting (the behaviour and not the child) is unkind and will be shown that it makes staff and the child who has been bitten sad. The child will be asked to say sorry if developmentally appropriate or develop their empathy skills by giving the childwho has been bitten a favourite book or comforter.

If a child continues to bite, observations will be carried out to try to distinguish a cause, e.g. tiredness or frustration. Meetings will be held with the child’s parents to develop strategies to prevent the biting behaviour. Parents will be reassured that it is part of a child’s development and not made to feel that it is their fault

The parents/carers of the child who has bitten another person should be informed at collection time; this must be handled in a sensitive and confidential manner and not discussed openly in front of other parents/carers and children. Parents/carers may ask you the name of the child who has bitten 

or been bit. Staff must explain that they cannot disclose this information as confidentiality must be maintained.

Where a child may repeatedly bite and/or if they have a particular special educational need or disability that lends itself to increased biting, e.g. in some cases of autism where a child doesn’t have the communication skills, the nursery will carry out a risk assessment.
Potential strategies to support the management of biting incidents

(Staff may need to increase the supervision of a child who is biting; this does not necessarily need to be one to one. It could be during particular times of the day, or by simply reducing the number of large group activities provided.

(Staff should make sure a child who is biting received significant encouragement when displaying positive behaviour, and avoid excessive attention following an incident.

(Staff should evaluate the routine and judge whether it is meeting the needs of the child. A good quality routine should provide experiences and activities both indoors and outdoors that have no waiting times. Whilst group activities should be for the benefit of the children and not as a holding exercise.

(Staff should plan activities which help release frustration such as physical outdoor play and malleable experiences like play dough, gloop etc

(Staff should provide cosy areas for children to relax in and activities which release tension such as splashing in water, digging in sand and using sensory equipment
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Physical Activity and Active Play Policy
Introduction
Physical Activity can include any active play. Children under the age of five should spend at least 180 minutes a day doing a variety of physical activities throughout the day, including active and outdoor play (NHS England 2022)

Deﬁnition

We make a commitment to being a physically active nursery, and adopt a holistic approach to the promotion of Physical activity and we will work towards offering all children many opportunities to take part in a variety of physical activity.
 Ethos and Values .
 To promote positive attitudes towards participation in physical activity . 
Increase children’s knowledge and understanding of the importance of physical activity. . 
To improve mental health and well being . 
To develop social skills
Aims and Objectives

We aim to raise the physical activity levels of the whole nursery through the provision of a supportive environment conducive to the promotion of physical activity. 
Objectives: 
• Go for walks to the local park 
• Get outdoors as much as possible and let the children explore the natural environment 
• Provide suitable clothing to enable children to explore the outdoors in all weathers 
• Provide ‘active’ toys such as balls, bats, scooters, bikes, etc 
• Include active games for indoor and outdoor play
 • Encourage children out of the buggy and to walk, starting with short distances and build up 
• Dance to music for a variety of occasions (Including ‘squiggle while you wiggle’ and ‘dough disco’) 
• Provide action songs and nursery rhymes for all ages 
• Encouraging all staff and parents to participate in activity 
• Provision of safe and stimulating areas in which children can be active Implementation
Through effective preparation, planning and assessing we will provide regular opportunities for both structured and spontaneous active play throughout the day.
Active Travel

We will encourage (where possible) pupils, staff and parents/carers to walk or cycle to nursery.
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Healthy Eating Policy
Aims

 Our aim is to ensure that all aspects of food and nutrition in the nursery promote the health and well-being of children, families, staff and visitors. We want to promote healthy eating habits that will lead to lifelong health and well-being. We recognise that healthier children learn more effectively and we wish to have an impact on health related issues such as obesity and poor dental health.

Provision of Drinks and Snacks
 In the Nursery we provide a free snack during every part time session. Children are offered a range of nutritionally balanced snacks from a three-week menu. Children are only offered an alternative to the foods available on any given day if they have a medically recognised allergy to an item or food group and there are no suitable alternatives available. 

Food is prepared by members of the nursery team in the kitchen. 

During snack time, staff encourage children to try new items, help themselves, and learn about food and model eating as a social occasion. 

Our Menus

Our menus have been developed to meet a nutrient framework to ensure they provide an appropriate amount of energy (calories) and a range of nutrients that are important for children’s health and development.
Infants aged six months 

A menu for infants in the early stages of eating solid foods (6-7 months) is included in our menus. This is because the main aims for this age group are to introduce them to a range of foods and flavours, and for them to get used to eating solid foods. Foods from the example menu offered to older infants and children can be prepared for infants just starting to eat solid foods. For example, by: 

• preparing cooked vegetables, cooked fruit and soft ripe fruit into blended, or slightly lumpy textures, or by offering as finger foods that infants can pick up and feed themselves with  
• preparing blended or mashed starchy foods and protein foods, or offering these as finger foods
 • offering dairy foods such as plain whole milk yoghurt on a spoon
Around 7-12 months 
By about 7-12 months, infants will be offered three meals a day (breakfast, lunch and tea), in addition to their breastmilk (or first infant formula) feeds.
Eating well for children aged one to four years 
A healthy, balanced diet and regular physical activity are essential for children’s health and wellbeing. Fledglings Day Nursery understans nutrition is important for children to: 

• ensure they get the right amount of energy and nutrients needed to support growth, development, health and well-being 
• ensure they do not consume too many calories, which may lead to overweight or obesity 
• encourage children to eat a wide range of foods and develop healthy eating habits to take with them into later childhood and beyond.  

A healthy balanced diet for children aged from one to four years is based on the four food groups listed below, which provide a range of essential nutrients that children need to grow and develop: 

• potatoes, bread, rice, pasta and other starchy carbohydrates

 • fruit and vegetables 
• beans, pulses, fish, eggs, meat and other proteins 

• dairy and alternatives
Allergies 

When children start Nursery they complete a detailed registration form which includes a question on dietary requirements and food allergies. If a parent tells us that their child has an allergy to certain foods we discuss this with them and ask if they have medical confirmation of their child's allergies.  If this is the case we use the recommended form to take all the relevant details. Copies of this 

form are kept centrally in a file in the nursery along with any medication. Medication is clearly labelled with the child's name and all staff are aware of its location. An overall list of allergies for the Nursery is maintained by the manager and copies of this list are kept in the kitchen and in each room so that any member of staff working in this area is aware of all allergies. When a child who uses an EpiPen comes to Nursery, training is arranged for all staff on the procedures to be followed and the administering of the medication should this be necessary. A care plan would also be requested from the health service. We discuss with the parent any measures we need to take within the school to keep the child safe such as being particularly careful about washing hands after handling any food, which may cause an allergic reaction.
Curriculum  
Children in the Nursery have open access to the outdoor areas for the majority of the session. Here children can run, climb, ride and use small apparatus such as balls freely. Children are encouraged to be physically active in-group session through the use of action songs and rhymes. Within the Nursery we regularly cover topics, which relate to food, healthy eating and bodily awareness. Much of our topic planning includes sharing stories based around food including: 'Handa's Surprise', Lima's Red hot Chilli',  'Jasper's Beanstalk', 'The Three Bears', 'The Very Hungry Caterpillar'. All of these books lend themselves to planning food and health related activities.
Sharing information with parents 
When children start Nursery they have a meeting with their child’s allocated key person. At these meetings they are asked some general questions about their child's health and dietary requirements. If a parent expresses any concerns around diet, weight or general health at this stage they can be referred at once to the appropriate services. 

The relationship between the parent and the child's key person is central to the way we operate in the Nursery. Key persons meet regularly with parents and will raise and follow upon any issues or concerns relating to health or diet. If concerns continue about a child's health staff can raise this with a member of the school's senior staff. 
The health and well being of the child is also reported at the two year old integrated review. 
Packed Lunches
Advice will be given to parents about suitable foods to bring from home. This will include suitable party foods and healthy options for packed lunched.
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Oral Health Policy
Fledglings Day Nursery strives to raise awareness of the importance of good oral health for children. These early years for children are when many of the good (and bad) routines are formed and are often carried through to adulthood. Therefore, our nursery is a very important place to introduce a good oral health routine.

Food/Snacks 

• Snacks provided for children and staff will be tooth friendly.
 • Tooth friendly snacks will be varied daily and children will be encouraged to try new foods. 
• Any food containing sugar will be restricted to mealtimes only and will be provided on a limited basis.
 • Food will be provided or supervised by staff only, in accordance with nursery oral health and healthy eating policies.

Drinks

• Milk and water only will normally be offered to children as drinks throughout the day. 
• Diluting/fresh juice will be served only on special occasions and at mealtimes only and will be diluted one part juice to ten parts water.
 • No ﬁzzy drinks of any kind will be served in nursery. 
• Staff, in conjunction with parents, will encourage the introduction of feeder cups for babies from 4-6 months.
Rewards/Special Occasions

• Sweets and chocolate will not be used by staff as rewards for good behaviour and work. 
• Sweets and chocolates will not be provided to celebrate birthdays or special occasions. Staff and parents will provide alternatives.
 • Birthday cake will be served at mealtimes only in place of a pudding.
Toothbrushing At Home
• Parents will be encouraged to continue the regular toothbrushing routine at home.

• Parents can access information and advice about toothbrushing and oral health from staff at nursery.
Children

• Oral health will be included in nursery work and any learning opportunities where it is appropriate.
 • Visits from a dentist, hygienist or someone who can talk about oral health should be arranged during the nursery year. 
• Dental health will feature as a theme at nursery prior to, during or after these visits. e.g. dental corner, stories, songs, poems, art etc.
 • Good oral hygiene will be encouraged at all times. 
Parents

• Where possible, parents will be asked to provide details of the family dentist as well as doctor on enrolment. 
• Parents will be provided with an information point, which will include information about oral health.

Staff

• Staff will be involved in the development and implementation of an oral health policy.
 • Appropriate training and information about relevant resources will be available to core staff prior to implementation of the policy guidelines. 
• The oral health policy will be included as part of the induction of new staff. 
• The policy will be reviewed and updated on an annual basis by staff & parents.
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Sun Safety Policy

RATIONAL 
Too much exposure to ultraviolet light (UV) radiation from the sun causes sunburn, skin damage and increases the risk of skin cancer. Sun exposure in the first 15 years of life contributes significantly to the lifetime risk of skin cancer. 
There is potential for nurseries to help prevent skin cancer in future generations because: 
• Nurseries can play a significant role in changing behaviours through role modelling and education from an early age.
 • Children and staff are at risk of sunburn within 10-15 minutes of being exposed to strong sunlight. 
• Skin cancer is largely preventable through behaviour modification and sun protection during early years. 
The main elements of this policy are: 
• Partnership: working with parents/guardians, nursery staff and the wider community to reinforce    awareness about sun safety and promote a healthy nursery. 
• Education: learning about sun safety to increase knowledge and influence behaviour.
 • Protection: providing an environment that enables children and staff to stay safe in the sun. 
PARTNERSHIP

 • Sun safety will be promoted through working with parents, staff and the wider community to improve our    understanding and provision to avoid the harmful effects of too much exposure to ultraviolet light (UV). 
• Staff will act as positive role models and set a good example by seeking out the shade whenever possible and wearing suitable clothing, hat and sunscreen. 
EDUCATION 
• Parents and guardians will be asked through letters/newsletters/Famly app to support this policy by encouraging their children to adopt the Slip, Slop, Slap message and act as role models.
 • Children will be taught the ‘Slip, Slop, Slap’ Song which will help them remember the basic Sun Safe message
PROTECTION

Shade: 
• The preschool playground has shade provided by the outdoor shelter. The baby and preschool garden is shaded by the trees and building at certain times of the day

. • Children will be encouraged to use the shaded areas during outdoor play when appropriate.
During very hot weather/when there is no shade children are not permitted outside.

Clothing
 • The children will be encouraged to wear clothes that provide good sun protection. 
• Parents/guardians are informed of the importance to provide the nursery with appropriate sun hats and sunscreen. This is included in the nursery brochure and in termly newsletters/ family app as appropriate

 • The nursery will provide spare appropriate sun hats and quality sunscreen on site at all times. Upon registration permission is sought to apply nursery sun screen.

 Drinking Water: 
• Children are given fresh drinking water throughout the day are encouraged to drink regularly. Staff act as positive role models by using their water bottles in rooms. 
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School Readiness

At Fledglings Day Nursery we are committed to ensuring that children are prepared for the next stage of their education. Children become ‘school ready’ by:

· having strong social skills

· can cope emotionally with being separated from their parents

· are relatively independent in their own personal care

· have a curiosity about the world and a desire to learn

We work closely with local primary schools to ensure a smooth transition for our children. This includes inviting teachers to visit children at the setting, handing over end of year reports and organising visits to the school with the key person as necessary.
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