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Admissions and Settling in Policy

Statement of Intent
It is our intention to make our setting accessible to children and families from all sections of the local community, through open, fair and clearly communicated procedures.
Our Aim
We want children and families to enjoy being involved with the Preschool. We want our children to know that outside their family network, other adults will care about them and will help them to play with the activities provided at Preschool.  We want our parents to feel confident in the ability of the adults at Preschool to look after and encourage their children to benefit from the time spent in our care.  
We will work in partnership with parents, carers, other childcare providers, the local authority, and other organisations to improve provision and outcomes for children in our setting. Where required, we will seek parent/carer consent to collect, share and use your information in accordance with the Data Protection Act and General Data Protection Regulations.
Method
Admissions

· The existence of our setting is widely advertised in places accessible to all sections of the community.

· Information about our setting is accessible in written and spoken form and where appropriate, in more than one language.  We will provide translated written materials where language needs of families suggest that this is required, as well as access to an interpreter (using Language Line – 0800 169 2694).

· We maintain a Waiting List for children who wish to start the Preschool when a space becomes available (if we are full), or who want to start at a later date.  

· For our September intake, spaces will be offered applying the following criteria (in order of priority):
1. An existing child increasing their sessions.
2. A new child joining with an existing sibling at the Preschool (attending at the same time).
3. A ‘looked after child’.
4. Age – those who are in their final year before starting School Reception are given priority.
5. Locality – Blofield village residents given priority, followed by Blofield Heath.  Surrounding villages would be based on the date they were added to the Waiting List.
6. A new child on a first come first served basis (based on the date added to Waiting List).  

· However, for any new enquiries received after 1 May for the following September intake, any available spaces (after the pre-1 May Waiting List children have been assigned sessions) will be offered on a first come first served basis, and the above prioritisation criteria will not apply.  

· Spaces offered later on in the academic year will also be offered in Waiting List date added order, subject to availability.

· The number of sessions any child will be offered will vary according to the demand on available places.

· We are a ‘no deferrals’ Preschool.  This means a child cannot remain with us once they are of Primary School age (ie, from the September following their 4th birthday), even if the parent has decided to defer and received the necessary permissions to do so their Primary School place, for example, due to being a summer born child or has Special Educational Needs and Disabilities (see Special Educational Needs and Disabilities Policy).

· The minimum age a child can start with us is 2.5 years.

· We can take a maximum of 25 children per session on a Monday, Tuesday, Thursday and Friday (term-time only).  We are currently closed on Wednesdays. If demand requires it, we reserve the right to apply a maximum of 9 younger children (children aged 2-3 years who will be not be starting primary school at the next September intake). 

· Once we have reached our maximum number in a session, the next parent on our Waiting List will be offered their second choice of sessions, before we offer the next parent after that on the List, their first choice.

· We highly recommend children to sign up for a minimum of two sessions (ie, two half-day sessions or one full day) per week, as this helps them to settle-in with us much better and establishes good routines and friendships within the Preschool. 

· We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity.  We make our Equal Opportunities Policy widely known.

· We are flexible about attendance patterns to accommodate the needs of individual children and families, providing these do not disrupt the pattern of continuity in the setting that provides stability for all the children.

· Early Education is offered within the national perimeters:
· No session to be longer than 10 hours
· No minimum session length (subject to the requirement of registration on the Ofsted Early Years Register)
· Not before 6am or after 8pm
· A maximum of two sites in a single day

· The Admission and Charging Policy is issued to our parents/carers as part of the Registration process, and are also available on our website and on request at any time.

· Early Education is offered 38 weeks of the year. The funded hours can be claimed (to the maximum available) for the following days/times during term time:
· Mondays – maximum of 6 hours - 9.00am – 3.00pm
· Tuesdays - maximum of 6 hours - 9.00am – 3.00pm 
· Thursdays - maximum of 6 hours - 9.00am – 3.00pm
· Fridays - maximum of 6 hours - 9.00am – 3.00pm
We are closed on Wednesdays but funding can be used elsewhere.  Funding can be claimed during our lunch period.
· To ensure a smooth transition for the child, we will work closely with families to discuss and agree how a child’s overall care will work in practice where a funding entitlement is split across different childcare providers and where possible, when families transfer their funding to a new setting.
· Please refer to the SEND Policy concerning the SEND support on offer to children and how we support families to choose the right setting for their child with SEND.

· We aim to identify all children that may attract any additional funding such as EYPP, DAF, SEND Inclusion Fund and any locally available funding streams with a view to submit a claim/application to support and improve their outcomes. We will also check a working parent’s HMRC 30 hours code is acceptable. This will be in partnership with families and consent will be sought prior to submitting a claim/application.

· We will work with parents to ensure as far as possible the hours/sessions that can be taken as free provision are convenient for parents’ working hours.

· Families accepting a two year old funded place will be able to claim the entitlement until their child is eligible for the three and four year old funding entitlement.

· We ask for details of any other childcare setting that the child attends, and gain permission from the parent/carer for us to liaise with the other setting where necessary.  This includes information sharing for sharing funding purposes, and we also complete an annual Second Setting Form with details of what the child likes doing and any Special Educational Needs which we ask the other setting to complete and return.

Settling

When children are ready to start, we will: 

· Encourage parents with their child, to visit our setting at our Taster Session before their child is due to start. This gives the opportunity for both parent and child to meet our staff and familiarise themselves with the preschool layout and other staff members.  

· Parents are encouraged to drop their child off at the gate at the start of their sessions; but where extra settling is needed, this can be discussed with staff to ensure a smooth settling process.

· Reassure parents who are anxious about their child, by:
· giving them information about their child’s activities and welfare while attending our setting;
· if necessary, provide a phone call update halfway through the session; 
· providing verbal feedback at the end of a session if required, and through their child’s Tapestry record including lots of photos of all the lovely things that the children have explored.


Registration
· As part of the registration process, parents/carers will be required to provide documentation to evidence their child’s date of birth (for example, their original birth certificate or passport).  This is to confirm they have reached the eligible age for the funded entitlements.  A copy is taken of the document and retained on the child’s file, which is stored securely and is destroyed when there is no longer a good reason to keep the data.


Key Persons
· Blofield Pre-School operates a Key Person system. The role of the Key Person is to have special responsibilities for working with a small number of children, giving them the assurance to feel safe and cared for and building relationships with their parents.
· A Key Person will make sure within the day to day routine of the Preschool session, that their key children feel special and individual, cared for and thought about by someone in particular, while they are away from their home.  They will get to know their key children as individuals & in turn they will get to know their Key Person.  Key Persons will also get to know their children’s families, seek their support and work together to guide their child’s development at home. They will also help families engage with more specialist support if appropriate (along with our SENCO where appropriate).  They will help their key children manage during a Preschool session, and regularly observe them at play, and plan their next steps to encourage them to progress within all areas of the Early Years Foundation Stage.
· By observing children in a systematic way, using either written notes, a selection of their work or photographic evidence, we are able to focus on each child individually, assess progress and plan for future developmental needs following the child’s interests.  This is achieved by staff making observations on all children, which together with the information from parents/carers, is used by the child’s key person to make assessments of that child’s development and learning.  These observations and assessments (a child’s Learning Journal) are recorded on Tapestry (see below).

· While attending Blofield Pre-School, the children are divided between the main contracted staff members. Supply staff provide a supporting role and all staff are involved in observing and planning to meet all the children’s individual needs. A Key Person will keep a watchful eye on their key children during their sessions and assist them in integrating into the Preschool.
· The Key Person will plan their curriculum in conjunction with other members of staff, ensuring that their key children’s race, culture, religion, language and family values are taken into account. 
· If a child attends another childcare setting in addition to ourselves, the Key Worker will liaise with the other setting annually discussing the themes each setting is following, and the child’s likes/dislikes, etc, to ensure collaborative support for the child’s development.
· The Key Person will be available to discuss their key children’s progress, activities and any concerns at any time before, during and at the end of any session. If necessary, they will liaise with parents and statutory/professional personnel.
· The Key Person is also responsible for supporting their individual children through transition, including: 
· when they start at the Preschool
· if they move to another childcare provider
· starting school
They will liaise with the parents/carers about transition (for example, at parent consultations).

· It is important to know that the Key Person system does not mean that staff will:
· Only shadow their key children throughout the whole session
· Liaise only with their key group of children
· Prevent other members of staff/adults from developing a relationship with their key children.

Observations/Tapestry

· Blofield Preschool ensures that all children attending have a personal Learning Journal which records photographs, observations and comments, in line with the Early Years Foundation Stage. This will produce a record of each child’s achievements and developmental progress during their time with us.  We use an online application called ‘Tapestry’ to record this.  

· Tapestry allows staff and each child’s parents/carers* to access their Learning Journal from computers via a personal password-protected log in.  The Tapestry online system is hosted on secure, dedicated servers based in the UK.   

· As part of the registration process, each parent/carer will be asked for permission for the Preschool to use Tapestry to record their child/children’s development. Permission includes the taking of photographs and videos.  Once the child has started, a Tapestry record will be created and parents/carers will be prompted to create their own unique user ID and password to access their child’s record*.

· Each child will be allocated a Key person who will be responsible for recording their progress and time at nursery.  Staff do this via their Preschool Tablets (which are password protected), and they may do this outside Preschool hours in their own homes. 

·  Staff access allows input of new observations, photographs and videos, or amendment of existing observations and photographs or videos. Parent/carer access* allows input of new observations and photographs or the addition of comments on existing observations and photos. Parent/carer logins do not have the necessary permission to edit existing material. 

· Tapestry is used as a communication tool between Preschool and home. A child’s Learning Journal is a document recording their learning and development during their early years, and parents/carers may add comments on observations or contribute photographs, videos or information about activities they have been doing outside of Preschool.

· Observations input into the Tapestry system are validated by a senior member of staff before being updated/loaded on the system. 

· Parents/carers logging into the system are only able to see their own child(ren)’s Learning Journal.*

· When we mention other children on a child’s observation, they are referred to as ‘another child’ on a single child observation, and on group observations (that are attached to more than one child’s Tapestry record) they are referred to by their first name.

· When a child leaves the Preschool, their Tapestry Learning Journal is uploaded onto a PDF file, which parents/carer’s can download onto their own computer’s to keep.*  If a parent asks for their child’s Tapestry record to be transferred to another childcare provider/school, this can also be accommodated.

· Parents/carers must not download/upload photos from Tapestry onto any social networking site. 

* For those parents/carers whose child is fully funded and and they choose to opt out of paying for the ‘optional activities and services’ chargeable extras element of our Consumables Fee, access to Tapestry will not be given – please see our Charging, Fees and Registration Policy section for full details, including the alternative option to accessing their child’s documented observations.






















Charging, Fees & Registration Policy

Statement of Intent

We want parents to be reassured that we provide good value for money and that the processes we have in place for receiving and paying out money are fair, easy to understand and handled without delay. 

Our Aim

We aim to be open, transparent and competitively priced at all times, and handle all financial transactions in a professional and responsive manner. Fees are reviewed annually in February and parents/carers will be given at least half a terms notice of any change and given the opportunity to discuss their options with our Administrator.  All fees will be charged unless specific arrangements have been agreed and whilst a childcare contract remains in place.  

Where a time lapse has occurred between the point of enquiry and your child’s start date, please check that the information provided to you with regards to funding and our fees remains current, so that any applicable charges can be checked before the childcare contract is formalised.  Our most up to date charges are found on our website, and we will provide new parents/carers with a copy of this Charging Policy before their child starts with us.

Method

Registration Fee/Deposit

· Once a child’s place has been confirmed, a one-off £50.00 non-refundable Registration Fee is required to secure the child’s place. 

· The Registration Fee covers the administrative cost in setting up a child at the Preschool (ie, our administrator’s time in liaising with families in securing a space; adding new children’s details to various documents prior to starting; creating name cards/snack cards/ lunch place-mats, etc), and includes a Preschool book bag for each child. 

· This fee is however voluntary where families do not pay for any additional hours (ie, they are only accessing a fully-funded entitlement and not paying session fees for any hours):  

· If a parent/carer whose child is fully-funded chooses to opt-out of paying the Registration Fee, a Deposit of £75.00 will be charged instead in order to secure the child’s place at the Preschool.  
· This Deposit will be refunded within 6 weeks of the child’s first day with us.  
· If the child does not subsequently start with us, the Deposit will not be refunded due to the administrative costs already incurred.  
· If a parent/carer has opted out of paying the Registration Fee, a Preschool book bag may be purchased – please contact our Administrator to arrange. 
· If a parent/carer advises us that their child will be fully-funded and opts out of paying the Registration Fee, then subsequently the child attends some sessions that are not covered by the Government’s funding, the £50 Registration Fee will be added as a one off payment  to the next termly invoice.
The entitlement is offered free. Parents will not be charged a “top-up” fee to recoup the difference between the amount received from the Local Authority and the current hourly rate.
A registration fee of [£] is charged once a childcare place has been offered. This is voluntary for those families whose child(ren) only access the funding entitlement.
The entitlement is offered free. Parents will not be charged a “top-up” fee to recoup the difference between the amount received from the Local Authority and the current hourly rate.
A registration fee of [£] is charged once a childcare place has been offered. This is voluntary for those families whose child(ren) only access the funding entitlement.
The entitlement is offered free. Parents will not be charged a “top-up” fee to recoup the difference between the amount received from the Local Authority and the current hourly rate.
A registration fee of [£] is charged once a childcare place has been offered. This is voluntary for those families whose child(ren) only access the funding entitlement.

Session Fees

· Our current Session Fee is £19.50 per half day (3 hour) session, which applies for any sessions booked which are not paid for using government funding, for example, additional hours or where your child’s funding hasn’t started yet.  This equates to £6.50 per hour.

· This Session Fee is charged regardless of whether the child does not attend (for example, due to sickness/days out/holiday).

· Charges for additional services such as trips will be agreed in advance with families.

Chargeable Extras - Consumables Fee for funded sessions

· An optional* Consumables Fee is charged for sessions booked which are paid for using the Government’s 15/30 hours funding.  Government funding is intended to cover the costs of free, high quality, flexible childcare.  It is not intended to cover the cost of food, consumables, additional hours or additional services.  For sessions booked which are not being paid for using Government funding, the cost of these chargeable extras are included in the Session Fee for those sessions and are not charged for separately.

· The Consumables Fees covers the following:

· Optional Services and Activities (these services and activities are not expected to be provided as part of the EYFS):
· Seasonal craft activities (for example, at Christmas, Easter, Mothers/Fathers Day)
· Premium access to the online learning journal (ie, Tapestry)
· Music/dance sessions hosted by an external provider
· Non-Food Consumables:
· This would include items such as nappies, wipes and suncream, however as we require parents to provide these daily, we do not charge for this element.
· Food Consumables:
· The morning and afternoon healthy snack we provide for the children. 


· Our Consumables Fees for Chargeable Extras are:

	Optional Services and Activities 
	£0.50 per half-day session

	Non-Food Consumables
	£0.00

	Food Consumables
	£1.00 per half-day session

	Total
	£1.50 per half-day session




· Examples of how we charge our Consumables Fees
· If a child receives the 15 hours funding and the child is booked in for, say 18 hours per week with us (ie, six half-day sessions), £1.50 will be charged for each of the five sessions that funding is claimed for per week, but not for the 3 hours per week that are paid for by session fees (so £7.50 per week in this example). 
· If a child receives the 30 hours funding and the child is booked in for all four days per week with us (so eight half-day sessions), £1.50 for each of the eight sessions will be charged (so, £12.00 per week in this example).
· If a child is booked in for two half-day sessions per week which are funded, £3.00 per week will be charged.
· If a parent pays us directly for all or some of their child’s sessions with us, they will not be charged the Consumables Fee for those unfunded sessions as the costs are included in the Session Fee instead.

· The Consumables Fee is charged regardless of whether the child does not attend (for example, due to sickness/days out/holiday).

· The Consumables Fee is totalled for the term and included in termly invoices. 

· If we receive the Early Years Pupil Premium (EYPP) extra funding for a child, or if the child receives the 2 year old funding as a result of receiving a NEO code, we will not charge the Consumables Fee for their funded sessions.  It will be charged* for all 2 year olds receiving the working family 30 hours funding, and for 3-4 year olds receiving the universal 15 hours funding and the 30 hours working family funding.

* Opting out of paying the Consumables Fee - Parents/carers can choose to opt out of paying the Consumables Fee for either or both of our Optional Services and Activities and our Food Consumables chargeable extras, however please be aware of the following:

· Opting out of paying for the Optional Services and Activities element will mean that parents/carers (and other relatives) will not be given access to their child’s online Tapestry record (where observations/photos and documented checks are regularly added).  Instead, you will be able to view a paper copy of the child’s Learning Record within the Preschool at pre-arranged times and when your child leaves us.  Your child will also not be able to partake in the seasonal craft activities we purchase for the children to do, for example, at Christmas, Easter, Mothers/Fathers Day; nor will they be able to join the occasional music/dance sessions hosted by external providers.

· Opting out of paying for the Food Consumables element will mean that parents/carers must send in daily an item of healthy snack for each half-day session your child attends:

· this can be from the following selection: banana, apple, pear, carrot, pepper, bread sticks, rice cakes (we are a nut-free Preschool, so please do not send in items that contain nuts).  
· Items of snack must be portioned and prepared in line with the Food Standards Agency Early Years choking hazards food safety advice (this can be found on the food.gov.uk website), ie, food cut into narrow batons, avoiding round shapes and firm foods. Please only send enough for one morning snack and one afternoon snack (where applicable) per day.  
· The snack item(s) must be handed separately to a member of staff at drop off daily (not included in your child’s lunchbox) and must be clearly labelled with your child’s name in either a string bag or a plastic tub (please avoid using single use plastic such as cling film, sandwich bags and packaging). 
· We are unable to store snack items for more than one day – please send in items daily.
· Please see our Food and Nutrition Policy for further information regarding healthy eating.
· If snack items are not supplied as agreed, the food consumables fee will be charged in full.

Please indicate on your Parent Contract Form if you intend to opt-out of paying either or both elements of our Consumables Fee.  If you subsequently change your mind regarding opting out and wish to pay our Consumables Fee, please email our Administrator and this variation to your contract will apply from the beginning of the next term following your request.

Summary of Fees and Chargeable Extras

	Fee type
	Fee amount

	Registration Fee (optional for children only using their Government funding to pay for sessions)
	£50.00 one off payment

	Deposit (only charged if fully-funded parents opt out of paying Registration Fee – refunded within 6 weeks of child starting)
	£75.00 one off payment

	Session Fee (only charged for sessions booked which are not covered by Government funding)
	£18.50 per half day session (£6.50 ph)

	Optional Activities and Services (only charged for sessions covered by Government funding – parents can opt-out of paying)
	£0.50 per half day session

	Food Consumables (only charged for sessions covered by Government funding – parents can opt-out of paying)
	£1.00 per half-day session

	Late Payment Fee (only charged where payment for invoices are received late)
	£5.00 per day late

	Late Collection Fee (only charged where a child is picked up late)
	£10.00 per every ten minutes late



Invoices

· Invoices will be issued at the beginning of each term to cover the whole term. 

· Parents have the choice to pay in one or two instalments (at least 50% to be paid by the first deadline which is 28 days from the date of the invoice; with the remainder to be paid by the second deadline which is 28 days later).

· The invoice will be itemised to provide clear and transparent information concerning the charges as agreed in the parent contract.  It will allow parents/carers to see that the 15/30 hours entitlement is received completely free of charge and that top-up fees have not been applied to cover the difference between what we receive from the Local Authority and our session rate.  Any hours attended over and above the 15/30 hours funding claimed are charged at the above rates.

· For any ‘adhoc’ sessions attended, invoices will be issued in accordance with the Adhoc Sessions Policy.





Late Payments

· A Late Payment Fee of £5.00 per day (including weekends, bank holidays, and Preschool holidays) is payable when invoices are not paid within the deadline(s) set out in our invoice and an outstanding balance remains on the account. 

· If after four weeks the amount owed is still outstanding, then we will stop providing childcare.  If after another four weeks the debt remains unpaid, we will take legal action to recover the debt.

· If a parent is experiencing financial difficulty, they are asked to speak to the manager in confidence and a payment plan will be set up (please note this is for exceptional circumstances, not a general rule). 


Non-Attendance

· Missed sessions must be paid for. If a parent takes their child out of the setting on holiday or an occasional day out or for sickness, funding can be claimed (where the child is eligible for 15/30 hours funding), otherwise the missed sessions must be paid for directly by parents (and will be included in invoices).  The Consumables Fee will still be charged for funded sessions that are missed.

· If a child doesn’t attend for three weeks, parents will be contacted and depending on the result, the child’s place could be offered to another child. 

· We ask that we have at least half a term’s notice in advance if you require any changes to your child’s sessions.  We will try to accommodate requests where we can, however this may not always be possible.  If you are reducing your child’s sessions or removing your child from the Preschool, four weeks’ notice is required.

· Where the Preschool is closed due to bank holidays, or extenuating circumstances leading to closure such as extreme weather, local or national elections, staff sickness or damage to premises; we will not charge our Session Fee or Consumables Fee (where we are closed for a minimum of a a half day session).  Funding will however still be claimed (subject to Norfolk County Council’s agreement) and those hours claimed cannot be used elsewhere.

Late Collection

· A Late Collection Fee will be charged in the event that a child is collected late.  
  
· All parents/carers will be given a five minute grace period on late collection of their child (although if this occurs more than three times, the fee is then charged).  If a child has not been collected within five minutes after the session has ended (ie, by 12.05pm or 3.05pm), then a £10.00 charge will be levied and for every ten minutes thereafter, until such time as the child is collected.  For example:
· If a child remains uncollected within 5 minutes of the session finish time - no Late Collection Fee will be charged, unless this has become a regular occurrence (ie, more than three times previously).
· If a child remains uncollected 5-15 minutes after the session finish time (ie, 12.05-12.15pm or 3.05-3.15pm) - a Late Collection Fee of £10.00 will be charged.
· If a child remains uncollected 15-25 minutes after the session finish time (ie, 12.15-12.25pm or 3.15-3.25pm) - a Late Collection Fee of £20.00 will be charged.
· If a child remains uncollected 25-35 minutes after the session finish time (ie, 12.25-12.35pm or 3.25-3.35pm) - a Late Collection Fee of £30.00 will be charged.
· If a child remains uncollected for more than 35 minutes after the session finish time, an additional £15 for every further 10 minutes will be added to the £30.00 fee already accrued.

· A Late Collection Fee invoice will be sent to the parent with the relevant charge detailed, and Parents are given seven days to pay the Late Collection Fee, and if after four weeks the amount is still outstanding, then we will stop providing childcare.  

· Please see our Safeguarding Policy for details of how we respond to late collections from the point of view of contacting parents/carers, emergency contacts, or local authorities if we are unable to make contact.

Government Funding – 2 year olds


· There are two ways in which parents can access funding for two year olds:
1. 15 hours per week funding – eligible if the family is getting some form of Government support for the child, such as: the child is looked after by a local authority; has an EHCP plan; gets Disability Living Allowance; has left care under an adoption order, special guardianship order or a child arrangements order. A family may also be eligible if it receives any of the following benefits: 
· Income Support
· Income-based Jobseeker’s Allowance (JSA) 
· Income-related Employment and Support Allowance (ESA) 
· Universal Credit (with an annual net earned income of no more than £7,400) 
· the guaranteed element of State Pension Credit
· Child Tax Credit (with an annual income of under £16,190) 
· The Working Tax Credit 4-week run on (the payment you get when you stop qualifying for Working Tax Credit.

If a parent/carer believes they are eligible for the 2 year old funding based on the above, they will need to apply for a ‘NEO code’ (6 digit code) with Norfolk County Council.  They will need to set up an account and NCC will check eligibility and if eligible, will provide the parent/carer with a NEO code.  

OR

2. 30 hours per week funding – if the family is an ‘eligible working family’.   This eligibility criteria applies to each parent/carer in dual-parent households (including a live-in partner who is not the child’s parent), and the lone parent/carer in lone-parent households. To be eligible, each parent or carer must:
· Earn more than the equivalent of 16 hours at the national living wage or minimum wage per week.  There is no requirement to work a certain number of hours per week – it is based on how much is earned, so for example, if they work 10 hours per week but earn £20 per hour, they will meet the minimum earning threshold. AND
· Earn less than £100,000 per year. As this applies to each parent/carer in a dual parent household, if one parent earned more than £100,000 and the other parent earned less, a family would not be eligible. However if both parents earned less than £100,000 (even though combined income may take you over the £100,000) the family would be eligible.
[If either parent is on maternity, paternity or adoption leave, or is unable to work because of disability or having caring responsibilities, they could still be eligible.]
If you believe you are an eligible working family, you will need to apply for an HMRC code before the claim period starts (and re-confirm your code with them every 90 days to keep it valid):
· Claim period – Jan-Mar (Spring Term) – obtain your code before 31 December
· Claim period – Apr-Aug (Summer Term) – obtain  your code before 31 March
· Claim period – Sept–Dec (Autumn Term) – obtain your code before 31 August.

Search for ‘2 year old funding’ on the Government’s website in order to set up an account – they will check eligibility and then if eligible, provide you with a code.

· Parents/carers must email the Preschool to let us know if funding will be used to pay for some or all of their 2 year old child’s session fees with us, so that we can provide you with a Funding Form to complete and return (you add your NEO code or HMRC code to the Form) at the beginning of each term.

· Where a family is not eligible for the 2 year old funding, or for any additional hours attended which are not funded by the local authority, our current session fees will be charged at the rate detailed in the Session Fees section above.
Government Funding – 3 and 4 year olds
· Three/four year old funding starts the term starting after your child’s third birthday (so for example, if your child’s third birthday is in January, the three year old funding starts in the Summer Term starting 1 April).  

· All three/four year old children receive 15 hours funding (‘universal entitlement’), regardless of the family’s circumstances.  Children of ‘eligible working families’ (see eligibility criteria above within the Two year old funding section) can receive 30 hours funding known as the ‘working family entitlement’.

· If you believe you are eligible for the 30 hours funding, you need to set up an HMRC account and receive a 30 hours code (which you need to re-confirm with them every 90 days to keep it valid).  You must do this before the claim period starts.  To check eligibility and to apply – visit: Childcare & Early Years Education - Best Start in Life or the Childcare Calculator at https://www.gov.uk/childcare-calculator. Those who could be eligible for 30 hours and or/Tax-Free Childcare will be directed to the digital childcare service to apply.  It is a parent’s responsibility to ‘refresh’ their 30 hours eligibility every three months with the Government.

· If you are not an eligible working family, you will receive the 15 hours funding automatically (although you will still need to complete a Funding Form to allow me to claim this on your behalf).

· Government Funding is intended to cover the cost to deliver 15 or 30 hours a week of free, high quality, flexible childcare only. It is not intended to cover the cost of meals, consumables, additional hours or additional services.  Additional hours and services will be charged at the current hourly rate where hours are not funded as Early Education by the Local Authority.

· Parents are required to supply a nutritious packed lunch, however the Preschool provides the food/milk for snack time (the cost is covered by the Consumables Fee detailed above).  There may also be one-off costs payable for trips out by the Preschool (for example, to cover the entry fee to a museum) - parents will be advised of these costs prior to the trip.

· The funded entitlements will be delivered consistently so that all children accessing any of them will receive the same quality and access to provision, regardless of whether they opt for optional hours, services, meals and consumables.  

· Weekly funding is applied from the first session of the week the child attends, and any sessions attended per week after funding has been used up will then be charged for.  For example, if a child is only entitled to the 15 hours funding and attends 4 whole days a week, funding will cover the Monday, Tuesday and Thursday morning session (total of 15 hours) and for the Thursday afternoon and Friday session (total of 9 hours), our session fees will be charged.

Tax Free Childcare

· Blofield Preschool is able to accept Tax Free Childcare payments, as a way of paying for childcare with us if the parent(s) is eligible for it.  Tax Free Childcare can be used to reduce the cost of both our Session Fee and Consumables Fee.

· Tax Free Childcare gives a parent £2 for every £8 paid to us for their child’s care (this is in addition to the 15/30 hours funding).  This is paid to us via an online account that parents set up with the Government (see link below).  So for example, if our invoice is £100, the parent pays £80 into their Tax Free Childcare account, the government tops that up with 20%, so £20 (it takes about 3-5 days to clear), and the parent then goes back into their Tax Free Childcare account and sets up the payment to be transferred to us.

· A parent can usually get Tax Free Childcare if they (and their partner, if they have one) are in work, on sick leave or annual leave or on maternity, paternity or adoption leave.  If they are not working, they may still be eligible if their partner is working, and they receive certain benefits such as Incapacity Benefit.  They will need to earn at least the National Minimum Wage or Living Wage for 16 hours a week on average (and if they have a partner, they will need to earn this minimum amount too).  If the parent or partner have an ‘adjusted net income’ of over £100,000 in the current tax year (including expected bonuses), they will not be eligible.  Parents cannot get TFC at the same time as claiming Working Tax Credit, Child Tax Credit, Universal Credit or childcare vouchers.  

· The following website allows parents to check if they are eligible for TFC, has a calculator to allow them to consider options, and provides the link to apply for it: https://www.gov.uk/get-tax-free-childcare.  We are registered as Blofield Pre-School Playgroup and our Ofsted number is 253952 and post code is NR134LE.  Parents must ensure they keep updating their details with them every three months so they can check they are still eligible.



Providing notice of termination
Families wishing to terminate their childcare contract (or reduce the sessions their child attends) must provide four weeks notice in writing to: blofieldpreschool@outlook.com. Any funding entitlement claimed beyond the notice period is transferable to your new childcare provider via the local authority where the funding criteria is met.  Where a child leaves the Preschool before the end of the agreed notice period, we will seek authorisation from the local authority to claim any funding applicable to your entitlement up to the end of the notice period, together with any additional fees which formed part of your childcare contract (fees remain chargeable during your notice period).




















Adhoc Sessions Policy
Statement of Intent
To allow parents to book their child in for extra ‘adhoc’ sessions, if space allows.
The Aim
Where space availability, staff numbers and staff to child ratios allow, existing children who are already registered with us, are able to attend one or more additional adhoc sessions upon request.  
Method
· An adhoc session is defined as a morning/afternoon/all day session that the child does not normally attend with us during a usual week.  

· This service is not offered to non-registered children with us (including those on our Waiting List).

· An adhoc session request must be submitted by the parent via email to the Preschool (not via telephone or directly to staff), making clear the date and whether a morning, afternoon or all day session is required.  

· At least 48 hours notice must be given, but no more than one week (this prevents the situation of a child wanting to increase their sessions permanently or joining us, and us having to turn them down due to a pre-booked adhoc session).  

· Any adhoc spaces available will be given on a ‘first come, first served’ basis, and the Administrator will advise the parent if a space is available or not for the session date requested (after liaising with the Preschool Manager or Deputy).  The Administrator will then update the Preschool Manager and Deputy, so they know to expect that child’s attendance for the specific date requested.

· Parents will be charged for the adhoc session as follows:
· If we are below our maximum available numbers for the session, and the child is eligible for funding and does not split their funding with another childcare provider, the adhoc session can be funded provided funded hours allow (ie, it is within the maximum of 15/30 hours per week and the total hours allowable for the term).  The Administrator will claim funding for the additional adhoc session hours via the Portal.
· If the child splits their funding with another childcare provider, funded hours cannot be used for adhoc sessions and the parent will be invoiced for the additional adhoc session hours instead.
· In all other cases (including where we are at our maximum numbers for that session, however we are aware another child will not be attending that day due to sickness/holiday), an invoice will be issued for the additional adhoc session hours and our session fees apply.
· If the adhoc session is being paid for directly (ie, not using funding) and invoices have already been issued to parents for the term, the Administrator will create an additional invoice for the adhoc session and email it to the parent.  The parent will have 28 days to pay from the date of invoice.  If invoices have not yet been issued to parents for the term, the adhoc session hours will be included in the main invoice.

· Blofield Preschool reserves the right to decline an adhoc session request, if extenuating circumstances dictate that it would not be appropriate to have an additional child attend on the specific session requested.  
	






















Equality, Diversity and Inclusion Policy

Statement of Intent

Our Preschool is committed to providing equality of opportunity and anti-discriminatory practice for all children and families.  We promote British values, which include, mutual respect and tolerance, democracy, individual liberty and Rule of Law.
We recognise that children and their families come from diverse backgrounds. All families have needs and values that arise from their social and economic, ethnic and cultural or religious backgrounds. Children grow up in diverse family structures that include two parent and one parent families; some have two parents of the same sex. Some children have close links with extended families of grandparents, aunts, uncles and cousins; while others may be more removed from close kin or may live with other relatives or foster carers. Some children have needs that arise from disability or impairment or may have parents that are affected by disability or impairment.
Some children come from families who experience social exclusion or severe hardship; some have to face discrimination and prejudice because of their ethnicity, the languages they speak, their religious or belief background, their gender or their impairment.
We understand that these factors affect the well-being of children and can impact on their learning and attainment. Our setting is committed to anti-discriminatory practice to promote equality of opportunity and valuing diversity for all children and families.
Our Aim
We aim to:
· eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited by the Equality Act 2010, 
· advance equality of opportunity and foster good relations between people who share a protected characteristic and those who do not, 
· provide a secure environment in which all our children can flourish and in which all contributions are valued, 
· include and value the contribution of all families to our understanding of equality, diversity and inclusion, 
· provide positive non-stereotyping information about different ethnic groups and people with disabilities, 
· improve our knowledge and understanding of issues of equality and diversity, and make inclusion a thread which runs through all of the activities of the Preschool, 
· reflect on our responsibilities as a staff team at team meetings, 
· promote mutual respect and tolerance, encouraging staff, parents and children to treat others as they would want to be treated, 
· promote democracy and include parents, staff and children in decision making,
· help children and parents understand the Preschool rules, and the legal rules supporting the Early Years Foundation Stage, 
· promote individual liberty and freedom of speech within the Law, and 
· our staff are aware of the ‘Prevent Duty’ and the responsibilities within their role, and renew their training every two years.

Legal Framework
· Race Relations Act 1976 
· Race Relations Amendment Act 2000 
· Sex Discrimination Act 1986 
· Children Act 1989 
· Special Educational Needs and Disability Act 2001 
· Age Discriminations Act 2006 (Including Employment Equality Regulations) 
· Equality Act 2010 and 2011 Code of Practice 
· Special Educational Needs and Disabilities Code of Practice 2014 
· Children and Families Act 2014

Method
Admissions
· Blofield Pre-School is open to all members of the community, we advertise our service widely.

· We reflect diversity of our society in our publicity and promotional materials.

· We provide information in clear, concise language, whether spoken or written form and will support those with ‘English as an Additional Language’ where possible.

· We base our admissions system policy to be as fair as possible and ensure that all parents are made aware of our equal opportunities policy.

· We do not discriminate against a child or their family, or prevent entry to our setting, on the basis of a protected characteristic as defined by the Equalities Act (2010).

· We do not discriminate against a child with a disability or refuse a child entry to our setting for a reason relating to a disability.

· We ensure wherever possible that we have a balanced intake of boys and girls to our setting.

· Where necessary we develop an action plan to ensure that people with disabilities can participate successfully in the services offered by the setting and the curriculum offered.

· We take action against any discriminatory behaviour by staff or parents.  Displaying of openly discriminatory and possibly offensive materials, name-calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner.

Employment

· Posts are advertised and all applicants are judged against explicit and fair criteria.

· Applicants are welcome from all backgrounds and posts are open to all.

· We may use the exemption clauses in relevant legislation to enable the service to best meet the needs of the community.
· The applicant who best meets the criteria is offered the post, subject to suitable references and enhanced DBS checks. 

· All job descriptions include a commitment to promoting equality and recognising and respecting diversity as part of their specifications.

· We monitor our application process to ensure that it is fair and accessible

Training and Awareness

· We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish.

· We ensure that staff are confident and fully trained in administering relevant medicines and performing invasive care procedures when these are required.

· We review our practices to ensure that we are fully implementing our policy for promoting equality, valuing diversity and inclusion.

· All Staff and the Management Committee are aware that attitudes, environments, structures and policies need attention in order that no child is disadvantaged.

Curriculum

The curriculum offered at Blofield Preschool encourages children to develop a positive attitude about themselves as well as to people who are different from themselves.  It encourages children to empathise with others and to begin to develop the skills for critical thinking. Our environment is made as accessible as possible for all visitors and service users.  If access to the Preschool is found to treat disabled children or adults less favourably then we make reasonable adjustments to accommodate the needs of disabled children and adults.  We do this by:
· Making children feel valued and good about themselves

· Ensuring that children have equality of access to learning

· Undertaking an access audit to establish if the setting is accessible to all children

· Making adjustments to the environment and resources to accommodate a wide range of learning physical and sensory impairments

· Making appropriate provision with the curriculum to ensure each child receives the widest possible opportunity to develop its skills and abilities taking into account the different ways boys and girls learn

· Positively reflecting the widest possible range of communities in the choice of resources

· Avoiding stereotypes or derogatory images in the selection of books and other visual materials

· Celebrating a wide range of festivals

· Creating an environment of mutual respect and tolerance

· Helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable

· Ensuring that the curriculum offered differentiates to include children with Special Educational Needs and children with disabilities

· Ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning as well as being supported in the maintenance and development of their home language 

· Ensuring the attitudes and behaviour of staff and children will demonstrate how unremarkable it is that any children with special needs are part of a wide cross-section of the local community using the setting.

· Activities are led by the interests and enthusiasm of each individual child who attends and take place with regard to any likes, dislikes and specific needs each child may have.

· The particular background and characteristics of each individual child are fully taken into account but are not unduly highlighted.

· Everyone is welcomed on arrival and wished well on departure in a way that suits them.

· Pictures, equipment and resources reflect disabled people’s lives as part of a wide representation of children’s differing backgrounds and experience.

· Discriminatory language or behaviour is addressed and discussed sensitively with any adults or children involved. 

· The Key Person and other staff members build good relationships with children in order that both adults and children initiate communication with one another.

· Each child can choose to play with others, to play alongside others, or not to play with others.

· Staff sensitively address the issues if any child that is consistently being excluded from other children’s play.

· Any child/parent/carer with English as an additional language will be supported and communicated with appropriately.

· Any child who has a parent/carer who is in the military, will be identified as part of the Registration process.  We will ensure staff have a clear recognition of children in service life, and how this can have a detrimental impact on the child’s emotional wellbeing and their educational attainment.  We would aim to provide additional support to the family and child where necessary.

· Each child and adult is respected and valued as an individual with equal rights and choices, and is given the chance to exercise those rights and choices.


· Assessed acceptable risk is available to each child to ensure both safety and excitement.

· Each Parent/Carer is made to feel welcome and valued as an expert on their child, with a continuing key role in helping staff enable their child to take a full part in our Preschool.

Valuing Diversity in Families
· At Blofield Preschool we welcome the diversity of family lifestyle and work with all families.

· We encourage children to contribute stories of their everyday life to the setting.

· We encourage parents/carers to take part in the life of the setting and to contribute fully. We ask as part of the registration process, if any parent/carer who has an interesting job/hobby would be willing to visit the Preschool and talk to the children about it, in keeping with our planning/themes.

· For families who speak languages in addition to English, we will develop means to ensure their full inclusion.

· We offer a flexible payment system for families of differing means and offer support in accessing information regarding sources of financial support.

· We take positive action to encourage disadvantaged and under-represented groups to use the setting.

Looked after, fostered or adopted children

· A ‘Looked after child’ is defined as a child who has been in the care of their local authority for more than 24 hours, either in a children’s home or with a foster family. An adopted child is a legal and permanent way of providing a new family to a child that can’t live with their birth family, and once an adoption order is granted, all legal responsibilities and rights are transferred to a child’s adoptive parents.

· As an early years setting, we are committed to providing quality provision based on equality of opportunity for all children and their families.  All staff are committed to doing all they can to enable children in their care to achieve and reach their full potential.

· The term ‘looked after child’ or ‘fostered’ or ‘adopted’ denotes a child’s current legal status.  These terms are never used to categorise a child as standing out from others.  We do not refer to such a child with acronyms, such as LAC.

· We recognise that children who are being looked after/fostered or have been adopted, have often experienced traumatic situations.  However we also recognise that not all looked after children have experienced abuse and that there are a range of reasons why a child may no longer be with their birth parents.

· Upon joining the Preschool, we will talk to the child’s parents/carers to understand the child’s legal status.  Is the child legally adopted or still looked after?  Have they been adopted from overseas (and may have experienced institutionalised care and the likely loss of their first language)? By what name will the child be known, and is it the same as their legal name – we will ensure staff are made aware to use the preferred name.  If the child’s name is likely to change, we will liaise with the parent/carer to agree how that will be handled within the Preschool (for example, in addressing the child, updating name badges, and using it on official forms).

· We recognise that a child’s earliest experiences may have resulted in them experiencing trauma and loss, as a result of abuse or neglect by their birth family, and that they may have experienced multiple moves between carers and long waits for a permanent adoptive family. This can have a long lasting impact on their development which is not fixed simply by being placed in a loving foster or adoptive family.

· Attachment issues – we recognise that a child may have difficulty in securing attachments with staff members, as the child has learned early that adults can’t be trusted and world is not safe.  Without this secure foundation, it is difficult for a child to explore their world, make new relationships and learn.  This may be portrayed as passivity, anxiety, fear or excessive compliance.

· Difficulties with self-regulation – a baby/young child learns how to manage their emotional state through their relationship with their primary caregiver.  When a child is often hungry, tired, frightened or hurt without being comforted, this skill is not learnt.  A child exposed to a chaotic environment develops a strong flight-fight-freeze response which is not easy for them to overcome, and this may be set off by triggers that are not obvious to us.

· Separation distress – children may have been previously separated from parents/carers suddenly with little warning, and may have said goodbye to many different caregivers, and may have only recently come to live with their adoptive parents.  They may show lots of distress when their parents leave, such as clinging, screaming or hurting others or themselves in protest.  

· ‘Too good’ behaviour – children who have experienced neglect often try to avoid strong feelings, showing the world that they can manage all by themselves.   They may not say goodbye to their parent when dropped off, or seem happy to play alone for long periods.  They may even seem advanced in their development.  However these behaviours often show that the child does not yet trust adults to help and care for them. 

· Sensory integration difficulties – the brain function of assimilating and making sense of sensory information may not work as well for children who experienced neglect or have been exposed to drugs or alcohol in the womb.  This can make it harder for some children to sit still, manage noises and crowds or deal with other sensory input such as scratchy clothing. They may have food issues due to not being weaned in a healthy way, and may have difficulties in chewing, or may associate certain textures or smells with uncomfortable, abusive or unhappy experiences.

· Foetal Alcohol Spectrum Disorders – this is an umbrella term for a range of diagnoses caused by exposure to alcohol in the womb.  This can affect the child’s physical and brain development.

· We will work with the parent/carer (and the local authority and other departments, where applicable) to discuss the child’s needs, and work together to put an initial plan in place to support the child.  We will build a timetable for that care plan to be regularly reviewed with the parent/carer.  This may involve some of the following strategies:
· The key person can act as an attachment figure and ‘safe base’ for the child, supporting at transitions and checking in throughout the day.
· Understanding that the social and emotional age is often lower than their chronological age, and provide activities and approaches appropriate for a younger child.
· In supporting the child building an attachment relationship with their adoptive family, help the child to keep their adoptive parents in mind throughout the day, using photos or transition objects from home.
· If the child regularly plays alone, we will spend time with them, narrating what they are doing and how we think they may feel.  
· We will work to understand the child’s ‘triggers’ and signals that they are struggling emotionally, and how best for us to respond in those circumstances.
· Use books, stories and imaginative play in order to help the child explore strong feelings indirectly.
· Consider how we organise the day so that our routines can help build security, and that we make ourselves physically and emotionally available at potential stressful times of the day.
· Ensure regular communications with the parents/carers, especially in relation to staff absence or changes to routine, so that they can support the child with this at home.
· If the Early Years Pupil Premium extra funding is received, discuss with the parents/carers on how this can best be used to support the child emotionally, socially and educationally (for example, extra training for staff, resources, calm boxes/areas, sensory equipment, providing therapeutic services).

· We recognize and understand that parents/carers may be stressed and fearful regarding their child’s behaviour.  We will be proactive in our support, but sensitive to the needs and wishes of the family.  We understand that parents will decide what information is relevant to share with us about a child’s background – we will ensure appropriate confidentiality.  Although it is useful for a parent/carer to let us know that their child is adopted (so that any impact on behaviour is understood and can be responded to appropriately), we respect the right of parents/carers who choose not to tell us this information.

Food

· We work in partnership with parents to ensure that medical, cultural and dietary needs of children are met.

· We help children to learn about a range of foods and of cultural approaches to mealtimes and eating, and to respect the differences among them.

· We provide healthy snacks that are accessible to all children (with consideration of allergies/ intolerances).  The children are encouraged to make their own choices and are celebrated for having their likes and dislikes.

· Please refer to our Food and Nutrition Policy for full information.

Meetings

· Meetings and AGM’s are arranged and publicised well in advance to ensure that all families who wish, may be involved in the running of Blofield Preschool.

· Information about meetings is communicated in a variety of ways, written, via email, verbal and in translation if required, to ensure that all parents have information about and access to the meetings

Monitoring and Reviewing

· To ensure our policies and procedures remain effective we monitor and review them annually or more frequently if necessary.  We do this to ensure our strategies meet the overall aims to promote equality, inclusion and value diversity.

· We provide a complaints procedure and a complaints summary record for parents to see.





















Parental Involvement Policy

Statement of Intent
We believe that children benefit most from early years education and care when parents and settings work together in partnership.  
Our Aim
Our aim is to support parents as their children’s first and most important educators, by involving them in their children’s education and personal development.
Method
· We ensure all parents are included – giving thought to involving parents who work or live apart from their children.  When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth parents as well as step-parents and parents that do not live with their children, but have contact with them and play a part in their lives. ‘Parents’ also includes same sex parents as well as foster parents.

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

· The ‘two-year check’ will take place when the child is between 24-36 months, and looks at the three prime areas of the EYFS (Communication and Language; Personal, Social and Emotional Development; and Physical Development).

· Parents/carers have unlimited access to their child’s online Tapestry account (unless they have opted out of paying for this as a Chargeable Extra – Consumables Fee – see our Charging, Fees and Registration Policy for full details, including the alternative to paying).

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

· We inform all parents about how our setting is run and its policies through access to written information and through regular informal communication.  Individual policies are also sent out as an attachment to our half-termly newsletter.

· We give parents choice as to how they receive written information, paper or email.

· We check to ensure that parents understand the information given to them.

· We encourage and support parents to play an active part in the governance and management of the setting, by joining the Committee and attending the AGM.

· We inform all parents on a regular basis about their children’s progress at our parent’s consultations, which take place in January and June.

· We host ‘Stay and Play’ weeks three times a year (March, July and December) where parents can come into the Preschool and play with their child, and talk to staff if they wish.

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

· We consult with parents and give good notice about the times of meetings to avoid excluding anyone.

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

· We hold meetings in venues that are accessible and appropriate for all.

· We send out a Parent Questionnaire once a year, which gives parents and the child the opportunity to express their views and opinions about our setting.

· We welcome and value contributions of parents, in whatever form these take.

· We inform all parents of the systems of registering queries, complaints and suggestions and check to ensure these are understood.  All parents have access to our written complaints policy and procedure.

· We provide opportunities for parents to learn about the curriculum offered in the setting and about young children’s learning, in the setting and at home.

Gifts and benefits

· If a parent/carer chooses to purchase gifts for their child’s keyworker and/or other staff members, we would ask that the value of the gift is restricted to £10.00 and under per staff member.  Also, please do not give cash. This is to ensure fairness to all staff members; that there are no conflicts of interest; nor the potential for it to be perceived as an act of bribery.  If you do wish to give a more substantial gift, please ensure it is one that can be shared out amongst all staff members.  Thank you.

  








Safeguarding Policy
Statement of Intent
Blofield Preschool wants to work with all our children, parents, staff and the community to ensure the safety of our children at all times, and to enable them to feel safe.  We recognise our role and responsibilities with regards to safeguarding.
The Designated Safeguarding Lead (DSL) at Blofield Preschool is Laura Long and deputy DSL is Cathy Coman.  The DSL is responsible for liaison with local statutory children's services agencies, and with the deputy DSL. They must provide support, advice and guidance to any other staff on an ongoing basis, and on any specific safeguarding issue as required. The DSL must attend a child protection training course that enables them to identify, understand and respond appropriately to signs of possible abuse and neglect.
What is the difference between a Safeguarding Policy and a Child Protection Policy?

This Safeguarding Policy covers the practices we employ to keep the children safe and to promote their well-being (ie, preventing harm).  Blofield Preschool’s Child Protection Policy describes the activities we will undertake to protect specific children who are suffering or likely to suffer significant harm (ie, how we identify and respond to harm).  
Our aim
Blofield Pre-School believes that every child-attending Preschool has access to a safe and enjoyable environment and be protected from harm. This is the responsibility of every adult involved in Blofield Preschool. Blofield Preschool recognises its responsibility to safeguard and promote the welfare of all children by protecting them from physical, sexual or emotional abuse, neglect and bullying and treat them with dignity and respect at all times.
If we have any cause for concern, we report it to the relevant bodies following the referral process set out in our Child Protection Policy.  
We understand that child abuse can be physical, sexual, emotional, neglect, domestic abuse or a mixture of these, we are aware of the signs and symptoms of these and are clear on the procedures we must follow. 
At the Preschool there is a separate folder which has all the following contact details in (which are also displayed on the notice board in the office room for easy access):
· the contact details for CADS – Number for professional’s if we have a concern about a child.
· NCC Customer Services (was MASH) - Number for parents  
· LADO email address if we want to raise concerns about a staff member. 

Method
In order to achieve the above outcomes we:

· Ensure that all adults working (voluntary and paid) in the setting, are aware that such work is exempt from the provision laid down in the rehabilitation of offenders Act 1974.

· Are committed to safer recruitment, which includes obtaining previous employer references from their current/last employer, training provider or educational setting and character references, evidence of qualifications, a DBS check, and an identification check – please see our Staffing and Employment Policy for our full recruitment process.  The Preschool Manager has had Safer Recruitment training.

· Require staff to attend a Norfolk County Council safeguarding / child protection course every two years. 

· Through the induction training and Norfolk County Council safeguarding / child protection training, staff will be aware of the signs and symptoms of child abuse; physical, emotional, domestic and sexual, and those of neglect. 

· Will never allow a staff member without a DBS check and references to be alone with a child e.g. going to the toilet, or supervising children in a separate room (this scenario would occur when a staff member starts with us and we have not yet received back their DBS check and references).

· Have clearly set out procedures which all adults are aware of, to respond to concerns of suspected abuse.  

· Will not publish photos or videos of children on our website or on social media where children’s faces can be seen and they can be identified. This is to stop public photos of children being copied and shared.

· Do not allow staff to befriend parents on any form of social media, where a relationship exists purely because of the Preschool.

· When talking about body parts, we will always use the correct terminology for genitalia.

· Where a parent reports an allergy/health condition for their child, we will request the parent provides a letter from their GP confirming that allergy.  

· If a parent/carer appears to be under the influence of alcohol or drugs at pick-up time, we will not release the child to that parent/carer and will contact their emergency contact(s) to arrange for somebody else to collect the child.  If we are unable to contact an alternative person, we will contact CADS for advice.

· Where a child is absent for a prolonged period of time or if a child is absent without notification from the parent/carer, attempts will be made to contact the child’s parents/carers and alternative emergency contacts on the first day of absence.  This is to ensure that children are safe and accounted for, and that parents/carers have not had an accident or been incapacitated, leaving the child alone for a prolonged period. Although attending Preschool is not compulsory, attendance is important for all children’s development and creates foundations for life.  

· Recognise that parents should always be involved in the monitoring of children’s behaviour or development and should be the first point of contact (except in cases where we feel this may put the child at risk).

· Will have a Designated Safeguarding Lead Practitioner (DSL) and named Deputy to whom all concerns will be referred. Urgent action may be taken by any member of staff or where a staff member is not happy with the outcome of the referral.

· Will ensure that all adults know who to contact within the setting and what to do if that person does not carry out their responsibility for the child’s wellbeing.

· Blofield Preschool operates a strict No Babysitting Policy – by doing so we are actively safeguarding our staff and all our children in our care. The only exception to this is if the staff member or volunteer is already known to the child, either via family or friend connection, prior to working at the Preschool.

· Will always remain vigilant to issues within a child’s home life which may affect their health, safety and wellbeing, and act upon these issues and concerns as necessary.

· We will keep a record of causes for concern which will be written down and kept confidential. All concerns will be discussed with the DSL or the Deputy. We will talk to parents/carers about these concerns except in cases where we feel this may put the child at risk. We will act upon these concerns where deemed necessary (see Child Protection Policy).

· Safeguarding files are kept separate to main files in a secure, locked filing cabinet. Only Managers and DSLs will have keys to access this cabinet. 

· We adhere to the strict ratios set out in the Early Years Statutory Framework, which are currently 1:5 for 2 year olds, and 1:8 for 3/4 year olds.

Confidentiality

· Any concerns will be written down by the member of staff involved and will remain confidential unless the matter is referred further. Any such records will be kept securely.

· All details of concerns, progress, case conferences etc., are confidential and will not be discussed with anyone not authorised to have this information.

· Incoming calls from other agencies in regard to children will be asked for their name, phone number and reason for the call. Staff will then ring them back once they have verified the caller’s identity. 

· When a child leaves the setting, the DSL and Manager will decide whether it is appropriate to forward on any safeguarding file to the new setting or school.

Cameras and mobile phones

· We will not allow any member of staff, volunteer, student, visitor or parent/carer to use a private camera or private mobile phone/tablet/laptop with a camera in the setting unless in the designated areas away from the children. 


· Staff will be allowed to use the setting’s camera or tablet for the purposes of observations / Tapestry ONLY. 

· All staff/students must ensure that their mobile telephones are left in the kitchen whilst working. They must not be used within the hall section – only in the back room during break times.

· If staff have a personal emergency, they are free to use the setting’s phone or make a personal call from their mobile out of the main room.  If a member of staff is waiting for an emergency personal call, then their phone may be left with the Administrator/Manager who, with permission, will answer and then notify the member of staff.

· Staff need to ensure that the Preschool has up to date contact information and that staff make their families, children’s schools etc, aware of emergency work telephone numbers. This is the responsibility of the individual staff member.
 
· It is the responsibility of all members of staff to be vigilant and report any concerns to the management.  Concerns will be taken seriously, logged and investigated appropriately.

· Our Administrator has been given permission by the Committee, to have her mobile phone on her person to allow for work purposes. Her mobile phone does have a camera facility, however the camera is covered by tape and is checked by Management on a regular basis. 

· Visitors/contractors to the Preschool must be reminded by staff that their mobile phone (and iwatch with camera facility) must be kept out of sight whilst they are visiting the Preschool.  No visitor is left unattended whilst in the hall.  When visitors sign in, the form states the usage of mobile phones is not permittable whilst on the premises.   If it is necessary for visitors/work people to have their mobile phones to implement their role effectively, this must be agreed by the Preschool Manager, and they are to be supervised at all times.

· Watches with a camera facility (with its own lens) must not be worn within the Preschool, by staff or visitors.  However, watches which control the camera on a mobile phone are allowed, providing the phone is kept out of sight within the guidelines detailed above.

· Any concerns regarding a staff member or visitor/contractor using a mobile phone, camera watch or camera within the Preschool must be reported to the DSL (Preschool Manager), in the first instance.

Preschool Tablets:

· Photographs are taken for the purpose of recording a child or group of children participating in activities or celebrating their achievements and are an effective form for recording their progression in the Early Years Foundation Stage. 

· However, it is essential that photographs are taken and stored appropriately to safeguard the children in our care.  Only the designated Blofield Preschool Tablets are to be used to take any photos within the setting or on outings. 

· Photos are deleted every half-term, once uploaded and observations have been put on Tapestry.

· Under no circumstances may cameras of any kind be taken into the toilet area.

· For any outings or productions, photos may only be taken by staff members using only the Preschool Tablets.  Failure to adhere to the contents of this policy will lead to disciplinary/safe guarding procedures being followed.

Fundamental British Values and Prevent Duty

· Our ‘PREVENT LEAD PRACTITIONER’ is Laura Long (Preschool Manager). 

· At Blofield Preschool we promote the Fundamental British Values of democracy, rule of law, individual liberty, mutual respect and tolerance for those with different faiths and beliefs.


Democracy: Making Decisions Together

· As part of the focus on self-confidence and self-awareness as cited in Personal, Social and Emotional Development, we encourage children to see their role in the bigger picture, encouraging children to know that their views count, value each other’s views and value and talk about their feelings, for example when they do or do not need help. 

· When appropriate, we demonstrate democracy in action, for example, children sharing views on what the theme of their role play area could be with a show of hands.

· Staff support the decisions that children make and provide activities that involve turn-taking, sharing and collaboration. Children are given opportunities to develop enquiring minds in an atmosphere where questions are valued.

Rule of Law

· As part of the focus on managing feelings and behaviour as cited in Personal, Social and Emotional Development, we ensure that the children understand their own and others’ behaviour and its consequences. They are encouraged to understand what’s right and what’s wrong.

· We talk about our Golden Rules at Carpet Time and encourage ‘Kind Hands and Feet’. 

· We promote team work and encourage children and grown-ups to work together e.g at tidy up time.

Individual liberty: freedom for all

· As part of the focus on ‘self-confidence and self-awareness’ and ‘people and communities’ as cited in Personal, Social and Emotional Development and Understanding the World, we encourage the children to have a positive sense of themselves by praising them and making them feel proud of their achievements. 

· We avoid negative comments and humiliation when they make the wrong choices. 

· We provide lots of opportunities for children to develop their self-knowledge, self-esteem and increase their confidence in their own abilities. 

· We allow children to take risks on obstacle courses, balance bikes, and general experimentation giving support and encouragement where necessary.

· We encourage the children to use their words rather than responding aggressively and we talk about feelings on a regular basis, helping them to reflect on their differences and help them to understand that we are all different and, therefore, we may have different opinions to our friends/colleagues. 

Mutual Respect and Tolerance: Treat others how you want to be treated yourself

· As part of the focus on ‘people and communities’ ‘managing feelings and behaviour’ and ‘making relationships’ as cited in Personal, Social and Emotional Development and Understanding the World, we create an ethos of inclusivity and tolerance where views, faiths, cultures and races are valued and children are engaged with the wider community.

· The children are encouraged to tolerate and appreciate their own and other cultures. They are encouraged to celebrate being ‘them’ and share their experiences with their families, the community etc.

· We encourage and explain the importance of tolerating behaviours such as turn taking and using our manners.

· We promote diverse attitudes and challenge stereotypes eg our dressing up clothes are not gender specific. Our role play areas can be utilised by all. We encourage and value the diversity of children’s experiences and we provide resources and activities that challenge gender, cultural and racial stereotyping.

Prevent Duty

· We actively promote British Values which are implicitly embedded within the EYFS.  The Counter Terrorism and Security Act (2015) places a Prevent Duty on early years settings “to have due regard to the need to prevent people from being drawn in to terrorism”.

· The Government has defined extremism in the Prevent strategy as: “Vocal or active opposition to fundamental British Values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs." 

· We will use the Norfolk Practitioners’ Quick Guide: ‘Safeguarding Individuals Vulnerable to Radicalisation (VTR) and Referral Process’ and follow the ‘Notice - Check – Share’ process where we have cause for concern.  Members of staff also attend a Prevent Duty Awareness course. 

· Research has found that 90% of radicalisation happens online. Due to the age of our children, they will not be able to access the internet unsupervised at our setting.   However, we may notice suspicious behaviour by one of our children’s family members.  Examples of indicators which may suggest vulnerability to violent extremism are:

· Expressed opinions – such as support for violence and terrorism or the values of extremist organisations, airing of political or religious based grievances, unaccepting of other nationalities, religions or cultures.
· Material – possession of extremist literature, attempts to access extremist websites and associated password protected chat rooms; possession of material regarding weapons, explosives or military training.
· Behaviour and behavioural changes – such as withdrawal from family and peers; hostility towards former associates and family; association with prescribed organisations and those that hold extremist views.
· Personal history – claims or evidence of involvement in organisations voicing violent extremist ideology and identifying with their cause.
· Change in style of dress or personal appearance.

Prevent Referral Process

· If any member of staff or volunteer has a concern regarding extremism or radicalisation or the welfare of a child, they must report their suspicions to the DSL. Who in turn will liaise with the Children’s Advice and Duty Service (CADS – 0344 800 8021), or if the concern is in relation to an adult, Adult Social Services.  

· Before contacting CADS, we should answer the questions and follow advice provided within this flowchart. https://norfolklscp.org.uk/media/12jp5nfs/cads-flowchart-june-2022.pdf

· Consent: We should seek consent for the referrals unless the concerns being raised suggest that the child/children or someone else (including the referrer) would be placed at risk of significant harm, or it might undermine a criminal investigation if the parents/carers are informed. Reasons for not seeking consent should be clearly stated when speaking with CADS and recorded on internal systems for your records.

· CADS will advise us if a referral is necessary to Prevent (prevent@norfolk.pnn.police.uk) who will carry out an initial assessment of the referral prior to any further information gathering on the individual, and will provide guidance on the next steps.  Or in an emergency, contact the Police on 999.

· Where concerns exist in relation to adults we will also contact the Police using the Norfolk 'Person Vulnerable to Radicalisation form'.

· Once a referral has been made, a Counter Terrorism Case Officer will then contact us and advise accordingly.

Safe Touch

· Although, we believe physical contact is central to warm, personal relationships and to the good quality care of young children, we also believe that good quality practice encompasses a full understanding of child protection, and this is reflected in our policy and practice. 

· Touch in our setting may be in the form of:
· Giving guidance to children (such as when using our climbing frame or holding scissors)
· Providing emotional support – i.e. comfort and reassurance such as placing an arm around a distressed child
· Physical/intimate care (such as first aid or toileting)
· Sitting closely to share books, and look at toys

· Where possible, children should only be picked up if distressed or wanting to view something out of their reach (Blofield Preschool operates near a field where there is lots of activities of interest, eg, tennis courts, tractors, airplanes).

· Staff do not kiss the children in order to maintain professional boundaries (helps teach children about appropriate body safety and consent) and prevent cross- infection.

Late Collection of Children
· Late collection causes additional overheads and costs for the Preschool and potentially unnecessary distress to the child.  

· Children remaining in our care after the end of the session must be supervised by a minimum of two members of qualified staff.  Late collection of morning session only children can result in us having to delay allowing our afternoon only children to be left with us, if it would result in us going over our allowable child:staff ratios.  Late collection of afternoon session or all day session children can cause a health & safety risk, in that our staff need to pack away all our equipment on time at the end of the session, to allow other booked hall users to enter.

· We appreciate that sometimes there may be circumstances beyond parent/carer control affecting the prompt collection of their child.  If a parent/carer knows they are going to be late collecting their child, they should phone the Preschool at the earliest opportunity and discuss the arrangements for collection (please note, a Late Collection Fee will still be chargeable, unless agreed otherwise, for example, in exceptional circumstances).

· All parents/carers will be given a five minute grace period on late collection of their child.  If a child has not been collected within five minutes after the session has ended (ie, by 12.05pm or 3.05pm), then a £10.00 charge will be levied and an additional £10.00 added for every ten minutes thereafter - please see our Charges and Fees Policy for full details of how our Late Collection Fee will be charged.  

· If a child remains uncollected after 5 minutes after the session finish time, we will attempt to telephone the parent(s)/carer. If we have not been able to make contact with the parent(s)/carer, we will attempt to telephone the emergency contact(s) for the child.  

· If we have not yet been able to make contact with the parent(s)/carer or emergency contacts and it is 25 minutes after the session finish time, we will contact CADS to identify the next cause of action in safeguarding that child. 

· Whilst we are waiting for the child to be collected, we will ensure that an experienced and qualified practitioner who is known to the child will care for the child safely, and that at least one additional vetted staff member remains in the hall at the same time. We will ensure that the child receives a high standard of care in order to cause as little distress as possible.

· The child will stay at the setting until the child is collected either by the parents, emergency contacts or by a social care worker.

· Social Care will aim to find the parent or relative - if they are unable to do so the local authority will look after the child.

· Under no circumstances should staff go to look for the parent, nor should they take the child home with them. A full written report of the incident is recorded in the child’s file.

· Ofsted may be informed.

Whistle Blowing

· Concerns that should be raised via the whistle blowing policy may be in relation to the actions/behaviours of other staff, students or volunteers, or about something that is perceived as:
· unlawful
· failing to comply with the setting’s policy and procedures
· poor or unsafe practice in relation to safeguarding
· improper conduct

· All staff, students and volunteers have the right, and a duty, to raise concerns about perceived unacceptable practice or behaviour. 

· Concerns should be raised (either verbally or in writing) with the Manager at the earliest opportunity, or where the concerns are in relation to the Manager, one of the Senior Management team or Committee Chairperson.  The NSPCC Whistleblowing Advice Line can also be contacted on 0800 028 0285 (between 8am-8pm Mon-Fri or between 9am-6pm at weekends), or via email: help@nspcc.org.uk.

· The setting will not tolerate harassment or victimisation and will take action to protect workers when they raise a concern in good faith.

· Where there are any allegations of serious harm or abuse by any person living, working or looking after children on the premises, or any other abuse which is alleged to have taken place on the premises, staff should inform the named DSL who will follow the procedure set out in our Child Protection Policy.

· If the concerns are about the DSL, then please contact the Deputy Manager or Committee Chairperson.

· The setting should not investigate allegations of serious harm or abuse. The LADO will discuss the case with the Manager and will oversee to its conclusion. The Local Authority Designated Officer can be contacted by email on LADO@norfolk.gov.uk

Students/Work Experience/Volunteers

· Students are welcomed into our setting as more than just an extra pair of hands. As part of our commitment to quality, we offer placements to students undertaking early years qualifications or work experience, and we also take pride in making a contribution to our wider community. 

· Any long term student/apprentice included within our child:staff ratios, will hold their full Paediatric First Aid certificate.

To safeguard everyone we ensure that: 

· We receive written confirmation from their course provider that they are a student and need a placement (records are held for work-experience students in the Student file as well as for long term students, including their DBS checks, induction record and any other relevant information). Students will be asked to complete a Health Declaration form and a Personal Details form.

· Volunteers are welcomed following a successful interview with the Preschool manager.  They should hold a valid DBS certificate,  provide proof of ID and be enrolled/working towards (or hold) a relevant childcare qualification.  All volunteers will follow the induction process, reading policies, and ensuring they are clear on their roles and responsibilities. 

· Students receive an induction session informing them of our policies; with special regard to Health and Safety, Safeguarding Children, Promoting Positive Behaviour and Confidentiality. The Preschool Manager is responsible for inducting new students. Students must read, understand, and follow the settings policies and procedures at all times.

· Students will have a ‘mentor’ assigned to them whilst on placement, to support their learning and complete any course material necessary.

· Students are supervised at all times and we do not allow them unsupervised access to children. 

· Students are not counted in our staffing ratios.

· Students who have a sibling/other relative that attends the Preschool, will not be allowed to attend the same sessions as their relative, however can attend on different days. 

· Our Employers liability and public liability insurance covers both trainees and voluntary helpers.

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

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

· Students will not make the number of adults present too great for the safety and benefit of children's care and learning.

Visitors

· Blofield Preschool welcomes visitors to the Preschool, however limitations may be placed on visitors to protect the safety of children and staff and to avoid unnecessary disruption.  

· The Preschool manager has the authority to determine which visits are permitted, as well as the discretion to set any appropriate conditions on the nature of and extent of such visits.  Visitors may include:
· Prospective new parents looking around the Preschool
· Committee Chairperson (or other Committee members) for a meeting
· Professional bodies such as NCC or Ofsted personnel
· Contractors carrying out work on the hall (a representative from the hall should have agreed this with the Preschool manager in advance)
· Reception teachers from neighboring schools, as part of the transition process
· Tutors of any students we have working at the Preschool 
· Temporary staff from an agency

· Blofield Preschool reserves the right to refuse entry to any person, which we may have reasonable doubt of their identity or visiting capacity, until that person’s identity can be confirmed (for example, by means of a phone call to a professional body or company).

· Temporary staff from an agency receive a mini-induction on arrival to ensure they are aware of their role and any limitations.  They are asked to read the Safeguarding Policy and are made aware of any specific information necessary to fulfil their duties whilst at our Preschool.  No agency worker is left unsupervised.

· Upon arrival, all visitors must sign in by completing a Visitors Form (held in the Daily Folder), detailing their name, company/position, who they are visiting, reason for visit, date and time.  Upon leaving, they must sign out on the same form.  The hosting staff member should remind the visitor of our mobile phone policy (see above) – their mobile phone must not be used whilst in the Preschool and kept out of sight in a bag or pocket.  

· Staff should check the identity of any visitors they do not recognise, before letting them in.

· A member of staff should accompany the visitor within the Preschool at all times. At no time should a visitor be left alone with a child/children unless under specific circumstances agreed with the Preschool Manager (for example, a child SEN observation, or teacher visit).  No visitor will be allowed to move freely around the Preschool unaccompanied , unless that person is on the premises in a direct professional matter (for example, an Ofsted audit).

· Visitors needing to use our bathroom facilities, must use the staff bathroom, not the children’s ones.

· All external doors/gates must be kept locked at all times whilst the visitor is in the Preschool.

· In the event of an emergency (such as a fire) whilst a visitor is on the Preschool premises, it is the Preschool Manager’s responsibility to ensure the visitor is evacuated from the building.

Missing Child

· As soon as it is noticed that a child is missing the key person or other staff member alerts the Supervisor.

· The Supervisor will carry out a thorough search of the building and outside area, including the Play Park.

· The register is checked to make sure no other child has gone astray.

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

· We are obliged to inform Ofsted of a significant event relating to a child who is ‘able to leave a setting or was missing for any period’. 

· If the child is not found, the parent is contacted, and the missing child is reported to the police.

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

· The Supervisor contacts the Chairperson and reports the incident.  The Chairperson with the management committee carries out an investigation and may come to the setting immediately.  

· Child goes missing on a visit to the Play Park – the same procedure as a child goes missing on an outing, will be followed.

· Child going missing on an outing:

· As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their designated person and carry out a headcount to ensure that no other child has gone astray. 
· One staff member searches the immediate vicinity but does not search beyond that.
· The Supervisor contacts the police and reports the child as missing.
· The Supervisor contacts the parent, who makes their way to the setting or outing venue as agreed with the Supervisor.
· Staff take the remaining children back to the setting.
· In an indoor venue, the staff contact the venue’s security, who will handle the search and contact the police if the child is not found.
· The Supervisor contacts the Chairperson and reports the incident.  The Chairperson with the Management Committee carries out an investigation and may come to the setting immediately.
· The Supervisor may be advised by the police to stay at the venue until they arrive. 

The Investigation:

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

· The Supervisor together with the Chairperson or representative from the management committee speaks with the parent.

· The chairperson and the management committee carry out a full investigation taking written statements from all the staff present.

· A Missing Child Incident Form is completed detailing:
· The date and time of the report
· Which staff/children/other adults were present (and the name of the staff designated responsible for the missing child if on an outing)
· When the child was last seen 
· What has taken place since the child went missing
· The time it is estimated that the child went missing.

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

· If the incident warrants a police investigation, all staff co-operate fully. In this case, the police will handle all aspects of the investigation, including interviewing staff.  Children’s Social Care may be involved if it seems likely that there is a child protection issue to address.

· In the event of disciplinary action being taken Ofsted is informed.

· The Insurance provider is informed.

Managing People

· Missing child incidents are very worrying for all concerned.  Part of managing the incident is to try to keep everyone as calm as possible.

· The staff will feel worried about the child, especially the key person (or the designated carer responsible for the safety of that child on an outing).  They may blame themselves and their feelings of anxiety and distress will rise as the length of time the child is missing increases.

· Staff may be the understandable target of parental anger and they may be afraid.  The Supervisor, Mental Health First Aider and the Management Committee need to ensure that staff under investigation are not only treated fairly but receive support while feeling vulnerable.

· The parents will feel angry and fraught.  They may want to blame staff and may single out one staff member over others; they may direct their anger at the Supervisor.  When dealing with a distraught angry parent, there should always be two members of staff, one of whom is the Supervisor and the other should be the Chairperson or representative of the Management Committee.  No matter how understandable the parent’s anger may be, aggression or threats against staff will not be tolerated, and the police should be called.

· The other children are also sensitive to what is going on around them.  They too may be worried.  The remaining staff caring for them need to be focused on their needs and must not discuss the incident in front of them.  They should answer children’s questions honestly but also reassure them.

· In accordance with the severity of the outcome, staff may need counselling and support.  If a child is not found, or is injured or worse, this will be a very difficult time.  The Supervisor and Chairperson will use their discretion to decide what action to take following the Managing Critical Incidents in Early Years Settings Guidelines.

· Staff must not discuss any missing child incident with the press without taking advice.

Contact numbers:
Children’s Advice and Duty Service (CADS) 0344 800 8021 (8am-8pm)
Norfolk County Council Children’s Services & CADS - 0344 800 8020 (for out of hours)
Local Authority Designated Officer (LADO) EMAIL LADO@norfolk.gov.uk
Police 999
Ofsted 0300 123 1231
Child Protection Policy

What is the difference between a Safeguarding Policy and a Child Protection Policy?

Blofield Preschool’s Safeguarding Policy covers the practices we employ to keep the children safe and to promote their well-being (ie, preventing harm).  This Child Protection Policy describes the activities we will undertake to protect specific children who are suffering or likely to suffer significant harm (ie, how we identify and respond to harm).  

Statement of Intent

In line with our Safeguarding Policy, we want to protect children from maltreatment, and ensure that children are growing up in circumstances consistent with the provision of safe and effective care.  Educators have a duty to protect and promote the welfare of children.  Due to the hours of care, our staff will often be the first people to sense there is a problem.  They may well be the first people in whom our children confide in about abuse.  We will ensure our staff our aware of the types and indicators of abuse and know how to report a suspicion in the correct way.

Our aim

We aim to protect children from harm and promote their welfare under the guidance of The Children Act 2004 and the Working Together to Safeguard Children Act December 2020.  

Types of abuse

The types of abuse listed below may be abuse that we suspect is being directly imposed on a child, or it may be abuse that we suspect is occurring within a child’s household (for example, a parent) which will impact on the child’s emotional wellbeing.
Emotional abuse
· Emotional abuse is any type of abuse that involves continual emotional mistreatment of a child (sometimes called psychological abuse).  It often forms part of other types of abuse. 
· Includes:
· Humiliating or constantly criticising a child
· Threatening, shouting at a child or calling them names
· Making a child the subject of jokes or using sarcasm to hurt a child
· Blaming and scapegoating
· Making a child perform degrading acts
· Not recognising a child’s own individuality or trying to control their lives
· Pushing a child too far or not recognising their limitations
· Exposing a child to upsetting events or situations, like domestic abuse or drug taking
· Failure to promote a child’s social development
· Not allowing a child to have friends
· Persistently ignoring a child
· Being absent
· Manipulating a child
· Never saying anything kind, expressing positive feelings or congratulating on successes
· Never showing any emotions or interactions with a child.
· Emotional abuse often occurs as a result of a child witnessing other abuse within the household, for example, domestic abuse or substance abuse.
Neglect
· Neglect is defined as the ‘persistent failure to meet a child’s basic physical, emotional and/or psychological needs, likely to result in the serious impairment of the child’s health or development’.  
· Neglect can include a parent/carer failing to provide adequate food, clothing and shelter (including exclusion from home or abandonment); failing to protect a child from physical or emotional harm or danger; failing to ensure inadequate supervision (including the use of inadequate care-givers); or failing to ensure access to appropriate medical care or treatment.  It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.
· Neglect is characterised by the absence of a relationship of care between the parent/care and the child, and the failure to prioritise the needs of their child. 
· A neglected child is likely to have difficulties with basic trust; self-esteem; ability to control their behaviour; social interaction; educational attainment; and problem-solving.
· There is rarely a single incident or crisis that draws attention to the family.  It is repeated, persistent neglectful behaviour that causes incremental damage over a period of time. 
Physical abuse
· Physical abuse is when someone intentionally hurts or harms a child or young person.  It includes:
· Hitting with hands or objects
· Slapping, punching, kicking, shaking, throwing
· Poisoning
· Burning and scalding
· Biting and scratching
· Breaking bones
· Drowning
· Making up symptoms of an illness or causing a child to become unwell.

Sexual abuse
· Child sexual abuse covers a range of illegal sexual activities, including: 
· Possessing images of a child being sexually abused
· Forcing a child to strip or masturbate
· Engaging in any kind of sexual activity in front of a child (including watching pornography)
· Taking, downloading, viewing or distributing sexual images of children
· Encouraging a child to perform sexual acts in front of a webcam
· Not taking measures to protect a child from witnessing sexual activity or images
· Inappropriately sexual touching of a child, whether clothed or unclothed
· Penetrative sex
Substance abuse
· Parents who misuse substances have the potential to cause serious harm to children at any age.
· Substances include: illegal drugs, alcohol, illicitly used prescription drugs, new psychoactive substances (legal highs), and volatile substances (solvents and gases).
Domestic abuse
· This includes any incident or pattern of incidents, of controlling, coercive or threatening behaviour, violence or abuse, between individuals aged 16 or over who have been intimate partners or family members.  
· It can encompass (but is not limited to): psychological, physical, sexual, financial or emotional abuse.
· Can also include so called ‘honour’ based violence, female genital mutilation (FGM) or forced marriage.
· Victims are not confined to one gender or ethnic group.
· Prolonged or regular exposure to domestic violence and abuse can have a serious impact on a child’s development and emotional wellbeing, despite the best efforts of the victim parent to protect the child.  Signs that a child has witnessed domestic abuse include: withdrawn or detached behaviour; ambivalent feelings towards both the abuser and the non-abusing parent; constant or frequent sickness; frustration or aggression; bullying; bed-wetting; nightmares/troubled sleeping/insomnia; antisocial behaviour (eg, vandalism).
Forced marriage
· This is where one or both spouses do not consent to the arrangement of the marriage and some elements of duress are involved.  Duress can include physical, psychological, financial, sexual or emotional pressure.  A forced marriage can result in ongoing domestic abuse, both from one of the spouses and/or the extended family.
· There is a clear difference between a forced marriage and arranged marriage.  Arranged marriage is where the families of both spouses take a leading role in arranging the marriage, but the choice of whether to accept the arrangement remains with the young people.
· Children being brought up in a forced marriage household can often witness one of their parents being abused, which can be traumatic to the child and will affect their emotional wellbeing.
Female Genital Mutilation (FGM)
· FGM is a collective term for procedures which include the removal of part or all of the external female genitalia, for cultural or other non-theraputic reasons.  This practice is medically unnecessary, extremely painful and has serious health consequences (both at the time carried out and later on in life).  FGM is illegal in the UK.
· FGM is typically performed on girls between the age of 5-8 years old, but in some cases is performed on new-born babies or on young women before marriage or pregnancy.
· Victims are most likely to come from communities that are known to be higher risk of practicing FGM.  These include Kenyan, Somali, Sudenese, Serro Leonean, Egyptian, Nigerian, Eritrean.  Non-African communities include Yemeni, Afghani, Kurdish, Indonisia and Pakistani.
· Signs of FGM having been performed are:
· Having difficulty walking, sitting or standing
· May spend longer in the toilet than normal due to difficulties urinating
· May have frequent uninary problems
· Prolonged absences from Preschool
· Withdrawal/depression
· Parent may be reluctant to allow child to undergo normal medical examination.
· Remember, this is a one-off act of abuse on a child, although it will have life-long consequences – it is highly dangerous at the time of the procedure and afterwards.
· If there is a concern that a child is at risk from FGM, it must be reported to our Safeguarding Lead (Preschool Manager) immediately, for ongoing reporting to CADS and/or Norfolk Constabulary (see Making a Referral section).
Indicators of child abuse
The following is a list of possible indicators of child abuse:
· Failure to thrive and meet developmental milestones
· Fearful or withdrawn tendencies or struggles to control emotions
· Aggressive behaviour, or unusually quiet or extremely shy, or over-familiar with new people, or obsessive behaviour.
· Evidence of bed-wetting, nightmares or reluctance to leave their parents.
· Child appears frightened of a parent/carer – may dislike them or seem afraid and try to avoid being alone with them
· Sexually inappropriate behaviour or use sexually inappropriate language
· Physical problems such as soreness in their genital or anal areas
· Child takes on board a parenting role within the family
· Unexplained injuries to a child, or conflicting reports from parents/carers or staff
· Bruises, broken or fractured bones, burns or scalds, bite marks, scarring
· Effects of poisoning such as vomiting, drowsiness or seizures
· Breathing problems from drowning, suffocation or poisoning
· Head injuries, including swelling, bruising, fractures, being extremely sleepy or unconscious, breathing problems, seizures, vomiting, unusual behaviour such as being irritable or not feeding properly
· Repeated injuries
· Unaddressed illnesses or injuries
· Child is smelly or dirty; clothing unwashed or inadequate (eg, not having a winter coat)
· Child seems particularly hungry (eg, not having had breakfast before arriving)
· Long-term or reoccurring skin sores, rashes, flea bites, scabies or ring worm
· Frequent and untreated nappy rash
· Family not registered with a GP, or no record of vaccinations
· Advising us of a child’s allergy or other health condition, however being unable to provide us with a letter from GP confirming that diagnosis.
· Attendance is sporadic
· Child giving hints or clues about abuse without revealing it outright.

A child disclosing abuse
· If a child starts to talk to a staff member about potential abuse, it is important not to promise the child complete confidentiality – this promise cannot be kept.  It is vital that the child can talk openly, and disclosure is not forced, or words put into the child’s mouth.  Listen carefully to what the child is saying.  Do not ask the child to repeat the information to a colleague.  If a child has an injury but no explanation is volunteered, it is acceptable to enquire how the injury was sustained.  However the child must not be pressed for information, led or cross-examined.  
· As soon as possible after the disclosure, it is vital that details are logged down accurately.
Parental Consultation
· In general, we should discuss concerns with the family and, where possible, seek the family’s agreement to make the referral, unless this may, either by delay or the behavioural response it prompts, or for any other reason, place the child at increased risk of suffering or likely to suffer significant harm.  Any decision to not seek parental permission before making contact with CADS must be approved by the Preschool Manager, recorded and the reasons given.  
· Where a parent has agreed to a referral, this must be shared with CADS at the time of calling. Where a parent is consulted and refuses to give permission for the referral, further advice and approval should be sought from the Preschool Manager (unless to do so would cause undue delay). 
· If having taken full account of the parent’s wishes, it is still considered there is a need for a referral, the reason for proceeding without parental agreement must be recorded, CADS should be told that the parent has withheld their permission; and the parent should be contacted to inform them that after considering their wishes, a referral has been made.
Making a referral
· We must immediately contact (via telephone) the Children’s Advice and Duty Service (CADS) if it is believed or suspected that a child is suffering or is likely to suffer significant harm (ie, physical, sexual, emotional abuse and/or neglect) or any other type of abuse.  Contact should be made, even if it is known that Children’s Social Care Services are already involved with the child/family.
CADS – 0344 800 8021 (or 0344 800 8020 if an emergency outside office hours – alternatively contact the police)
· CADS will undertake further information gathering about the child and their family from relevant agencies and their own multi-agency records, and from this combination of information they will make a decision as to whether the case needs to be referred to the Assessment Team for a Social Work Assessment.
· It is not our job to investigate a suspicion of abuse.  We must report it and then allow the experts to investigate further.  When in doubt, our concerns must be reported.
· The person making the referral should include the following information if available (absence of information should not delay a referral):
· Full name, any aliases, date of birth, gender of child/children
· Full family address and any previous known addresses
· Identity of those with parental responsibility
· Names, date of birth and information about all household members, including other children and any significant people who live outside the child’s household
· Ethnicity, first language and religion of child/parents/carers
· Any need for an interpreter/signer/other communication aid
· Any special needs of child
· Any significant/important recent or historic events/incidents in the child or family’s life
· Has the child recently spent time abroad or recently arrived in the area
· Cause for concern including details of any allegations, their sources, timing and location
· The identity and current whereabouts of the suspected/alleged perpetrator
· The child’s current location and emotional and physical condition
· Whether the child is currently safe or is in need of immediate protection because of any approaching deadlines (ie, child is about to be collected by alleged abuser)
· The child’s account and the parents’ response to the concerns if known.  
· The referrer’s relationship and knowledge of the child and parents/carers
· Known current or previous involvement of other agencies/professionals
· Information regarding parental knowledge of, and agreement to, the referral.
· CADS will decide upon and record their next steps of action within one working day of receiving a contact.  The outcomes will be:
· That the child appears to be a ‘child in need’ and there are concerns about the child’s health and development or concerns of significant harm which justify a Social Work Assessment; and/or
· That emergency protective action should be taken to safeguard the child; or
· Where the child is already known and new information suggests that the child may be suffering harm, a further enquiry and/or new or updated Assessment is required; or
· That an offer of early help or referral to another agency should be made; or
· That no further action is required.
· Feedback on the outcome of the referral will be provided to the referrer, including where no further action is to be taken.
Cross-boundary referrals
· If the referral relates to a child who is temporary visiting the area of another local authority or in hospital or ‘looked after’ outside of the local area, the local authority/policy for the area where the child actually is at the time, have prime responsibility for an initial response to the referral. 
· The local authority will then liaise with the child’s home authority as to whom is best placed to undertake the enquiries.
Confidentiality
· The overriding consideration must be the protection of the child.  As such, absolute confidentiality cannot and should not be promised to anyone.  
· If suspicions or allegations are about relatives of the child or friends/colleagues within the work place, the concerns must not be discussed with them before making the referral.
Record Keeping
· The referrer should keep a written record of:
· The child’s account
· Discussions with the parent
· Discussions with managers
· Information provided to CADS
· Decisions taken (clearly timed, dated and signed)
· Records should be reviewed with regular intervals to ensure decisions are followed through.
· When the child leaves us to attend another setting or starting school, we will arrange a Transfer of Safeguarding Files to the new setting/school’s Designated Safeguarding Lead, by form of a meeting to ensure information has been shared and understood. A record will be kept of the file transfer, including who holds the file and date of transfer, and relevant contact details.
Allegation against a member of staff or volunteer in relation to child protection/Whistle Blowing
[bookmark: _Hlk74839123]
· We are committed to the highest possible standards and recognise that staff, students and volunteers are often the first to realise that there may be something wrong within the setting.

· Where there are any allegations of serious harm or abuse by any person living, working or looking after children on the premises, or any other abuse which is alleged to have taken place on the premises, staff should inform the named Designated Safeguarding Lead (the Preschool Manager) who must contact the Local Authority Designated Officer (LADO) within one working day of receiving an allegation or concern by emailing LADO. We will also inform Ofsted within 14 days of any such allegations being made.

· If the concerns are about the Designated Safeguarding Lead, then please contact the Deputy Safeguarding Lead Practitioner or Committee Chairperson.

· The setting should not investigate allegations of serious harm or abuse. The LADO will discuss the case with the Manager and will oversee to its conclusion. The Local Authority Designated Officer can be contacted by email on LADO@norfolk.gov.uk
· Support will be provided to all those involved in an allegation throughout the external investigation, in line with the authorities support and advice.
· The Preschool reserves the right to suspend any member of staff during an investigation (unfounded allegations will result in all rights being reinstated).
· Founded allegations will be dealt with in accordance with the guidance of the authorities, and may include termination of employment.  We understand we have a duty to make a referral to the Government’s Disclosure and Barring Service where a member of staff is dismissed (or would have been had they not left first) because they have harmed a child or put at child at risk of harm.  We will also inform Ofsted within 14 days of any allegations of serious harm or abuse of a child committed by any person looking after children on the premises (whether the offence happened on the premises or not) and where a member of staff is dismissed (or would have been had they not left first) because they have harmed a child or put at child at risk of harm.















Health and Safety Policy

Statement of Intent
Blofield Preschool believes that the health and safety of children is of paramount importance.  We make the Preschool a safe and healthy place for children, parents, staff, students and volunteers.

This Policy includes our procedures in relation to general health and safety; accidents and incidents; CCTV; the set up and pack away of equipment; outings and visits; emergency closure; fire drill; security breach/evacuation; sickness; health conditions, medication and allergies.
Our Aim
We aim to make children, parents and staff aware of health and safety issues and to minimise the hazards and risks to allow the children to thrive in a healthy and safe environment.
Method
Overall Safety

· Children will always be supervised by a responsible member of staff.

· A minimum of two adults per play area space (ie, within the hall or in the outside play area) will be present at all times, to supervise children, and the required staff to children ratios will always be met.

· The beginning and end of the session will be closely monitored - a member of staff welcomes children via the gate into the outside play area and into the hall.

· A member of staff marks in the Register at the beginning of each session those children that are present, and records any that are absent. They are also marked out of the Register at the end of each session the time they leave. Children will only leave with a known authorised adult whose name the parent have provided.

· Staff, volunteers, students and visitors also sign in on arrival and again on departure.

Staff and Students

· All staff and students are required to complete a Preschool lnduction Form before they start at the setting, which covers the salient Health and Safety requirements.  They must also read the Risk Assessment and sign to confirm to they have read and understood all requirements.

· Our staff training ensures that all staff undertake an early years paediatric first aid training course and at least one member of staff at each session will have paediatric first aid training.

· Procedures for fire/evacuation drills are advised to adults in Preschool.



Uniform/Jewellery
· Staff must wear our uniform whilst at the Preschool.  This includes suitable clothing and closed-toed, flat shoes.  Staff are provided with a Preschool T shirt to wear whilst carrying out their duties, along with a fleece and hoody (which must be returned to the Preschool upon termination of employment).  Staff should provide their own black trousers/jeans/shorts, which should be appropriate and non-revealing.  It is the responsibility of staff to ensure uniform is kept clean and tidy.  

· For staff, stud earrings and small hoops are allowable. With regards to other jewellery (such as rings, necklaces, bracelets) these are worn at the owner’s own risk, and should be reasonable and not at risk of getting caught or hurting children. 

· Any tattoos that are deemed to be offensive or inappropriate, must be covered up at all times.  

· We would also ask that perfume is not worn due to potential allergies.

· For children, earrings are allowable providing they are small studs, however we advise parents that they are worn at the parent’s own risk.  No other jewellery allowed.

Risk assessments and safety checks
· Visual safety checks are carried out daily on the premises both inside and outside before the beginning of every session.

· On an annual basis, a full risk assessment of the setting is documented with any actions noted and acted upon.  This is reviewed as and when necessary.

· We carry out risk assessments in order that all equipment and activities available to the children will take account of the safety and the children’s age and stage of development.

· Fire extinguishers are checked annually (the responsibility of the Margaret Harker Hall Committee, who also organise training in the use of these).

· The Fire doors will never be obstructed.

· Fire drills will be carried out at least once per term and a record of date, time taken and people involved will be kept.

· Windows, sockets, stairs, heaters, potentially dangerous materials and layout of activities and equipment, both indoors and outdoors, will be closely supervised to remove or minimise hazards.

· On outings outside the Preschool area, we will maintain a ratio of 1 adult to 2 children at all times.  Prior to the outing, the Health and Safety Officer will visit the venue and carry out a risk assessment, and we obtain a copy of the venue’s risk assessment.

· We comply with the COSHH (Control of Substance, Hazardous to Health) guidelines, and information sheets relevant to the Margaret Harker Hall and Blofield Preschool are kept in the hall’s kitchen. 

· On an annual basis, we complete the Health and Safety Policy Statement required by the Health and Safety Executive (HSE).

Accidents/Incidents

· All child accidents/incidents are recorded on Tapestry and a phone call is made to the parent/carer if it is a head injury or other significant injury.  If a bump to the head occurs, we advise the parent to monitor them for the next 24 hours and to seek medical advice if necessary.  For any serious accidents or dangerous occurrence, we complete a RIDDOR form (Report of Injury or Dangerous Occurrence) and submit to the Health and Safety Executive (HSE).

· On a termly basis, the Health and Safety Officer completes a review of the accident and incidents completed over the term, and discusses with staff any patterns that have occurred and ways to reduce the number in future.  

· At the time of admission to the setting, parent’s written permission for emergency medical advice or treatment is sought on our Registration Form. 

· Through induction and displays every adult knows where the first aid box is located.

CCTV
· The Margaret Harker Hall have CCTV installed to the outside areas around the hall.  It is not publicly distributed, but is monitored, primarily for surveillance and security purposes.  

· Consent is obtained from parents/carers via the Registration Form when a child starts with us.

· The Margaret Harker Hall Committee are responsible for the CCTV (not the Preschool) and only two (DBS checked) members of the Margaret Harker Hall Committee have access to the recordings (and this is via a PIN passcode). 

· There are fixed position cameras, a monitor, a digital hard drive recorder, and public information signs outside.   Please note, CCTV footage is automatically deleted 30 days after its recorded.

· There is only one camera that covers the Preschool playground area, however due to the position of the camera and our playground gates, the children are filmed at a distance and their faces are not identifiable from the monitor/recordings.  Faces are pixelated when zoomed in, making it impossible to identify the individual child.

· You have the right to view CCTV footage of your child.  You can do this either in writing or verbally to the Preschool Manager and it would be helpful if you could provide us with specific information, such as the date/time required so that we can access the correct details for you.  You may be refused your request if sharing the footage could put an ongoing criminal investigation at risk.

· Please note, this is not a ‘web-cam’ facility.



Set-up/Pack-away of Equipment
· As the hall is used by others, Preschool staff set up equipment at the beginning of the day, and all equipment is securely stored at the end of the day.  This should always be carried out within a minimum of four members of staff.

· All equipment is stored in locked filing cabinets, locked cupboards, locked under the stage storage, or locked shed outside.  Only Preschool’s keys can access those storage facilities.  Key holders are the Manager, Deputy Manager and Room Leader.

· The hall is cleared away completely, lights turned off, windows closed, doors locked, and it is left in a clean state ready for other user groups.

· Any issues are reported to the hall chairperson.

Responsibilities
· The Preschool Manager designates a staff member to be responsible for checking the contents of the First Aid Box on a half termly basis - the First Aid box contains a list of contents.  Any equipment needed should be reported to the Preschool Manager to replenish.

· Health and Safety Officer duties are shared between the Manager and Deputy Manager.

Outings and Visits
Children benefit from being taken out of the setting to go on visits and trips to local parks or other suitable venues for activities, which enhance their learning experiences.  Staff at the Preschool ensure that there are procedures to keep children safe on outings, and that all staff and volunteers are aware of and follow the procedures below.
· Parents are always asked to give consent for all outings.  For our regular visits to the Play Park, parents provide consent via the Registration Form.

· A risk assessment is carried out before any outing takes place. All venue risk assessments are made available for parents to see.  The Preschool Manager will liaise with a venue regarding their own risk assessments.

· For visits to the Play Park, we apply the normal staff:children ratios when attending.   The children walk to/from the Play Park wearing high vis jackets, and use a rope to hold on to. The Preschool has exclusive use of the Play Park during set times, and there are signs advising the general public of this at the two gates at the Play Park.   We lock the gates whilst we are in the Play Park to prevent the general public entering the space.  One of the staff members attending with the children has a first aid kit; the children’s water bottles, and a walkie talkie which allows them to contact the staff back at the hall if need be.

· The following is taken on the trip by the Manager:
· The Emergency Contact Details List for all parents, staff and students (for external outings)
· First Aid kit
· Special consideration should be taken to individual medical needs, special needs and dietary requirements. 

· Staff may take the Preschool Tablet along to take photographs for the purpose of observations.

External Outings (such as visiting a zoo)
· For external outings, all children attending the outing will be accompanied by their own parent/carer.  Staff will also attend and the Preschool will be closed.

· Outings are recorded on a separate Register, which is filed in the Health and Safety Folder on return. The Register details the time and date of the outing, the venue and mode of transport, names of children, staff and volunteers, time of return.

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

Local Outings (walking distance from Preschool)
· For local visits (where no transport is required, for example, the village library or the Primary School – see above for visits to the Play Park) named children are assigned to individual staff to ensure each child is individually supervised, to ensure that no child goes astray and that there is no unauthorised access to children.  

· A ratio of 1 adult to 2 children will always be maintained.  In relation to any children attending with special needs, higher adult ratios will be considered.  Students or work experience will not be used in our adult ratio.

· A senior member of staff takes a mobile phone for use in the case of emergency (such as calling 999).  It will not be used for any other purpose (including photographs).  They will ring the Preschool, who in turn will use the main Preschool phone to contact parents, where necessary. 
                                                                                              
Emergency Closure
· An emergency closure may be due to extreme weather conditions, potential health epidemic, issues with the building, or other unforeseen circumstances.  

· It is important to remember that any emergency closure is the ‘last resort’ to ensure the health and safety of staff/children.  If the decision is made to close the Preschool, the key factor will be the health and safety of the children.  We will also take into account the ability of staff to get into work, and ensure our staff to child ratios are met.

In the event of an emergency closure, the following procedure will be put in place:
· All effort will be made to notify parents by email/phone calls/facebook page.

· All staff will liaise closely with each other, to ensure that all parents are informed at the earliest opportunity.

· If for any reason we have difficultly contacting any parents, we will then try to contact the emergency contact details we hold (eg, grandparents) for the child.




Fire Drill
· It is the aim and responsibility of all staff at Blofield Preschool, that in the event of a fire or the need to evacuate the building (Margaret Harker Hall, Blofield), to remove all children and adults as safely and quickly as possible.  

· Key holders have their keys on their person at all times.

· The following procedure will be practiced on a termly basis over a number of days to ensure all children are covered:

· A member of staff will talk to the children about what is going to happen and what they need to do.

· The Fire Evacuation Rope (accessible in the hall) will be retrieved.

· The Preschool Manager (or Deputy in her absence) will inform staff, parents and children of the exit chosen for evacuation and all staff will encourage the group to hold the fire evacuation rope.

· The Preschool Manager (who is the Responsible Person – RP) will assign staff members to carry out the specific roles mentioned below, who will report back to the Manager.  The RP will put on a high-vis vest (held in the grab box) in order to stand out to all parties.

· A Responsible Person will check the building is empty on evacuation.

· The Manager will ensure the children, staff, Tablet, first aid kit and any medication of the children, are taken outside as well as a mobile phone, as part of our ‘grab box’.  A Personal Emergency Evacuation Plan (PEEP) will be completed for any person who has an impairment such as blind or deaf and included in the grab box.  The Manager will do a final check of the hall, office, kitchen and toilet areas (including the staff toilet) to ensure no-one is left behind.

· One staff member take up position near the gate by the road to warn any cars entering the car park and prevent any children accessing the road.

· Two other members of staff will take up position in the middle of the group and at the rear.  Any Parents/students present will be instructed to distribute themselves within the line of children to ensure optimum safety.  

· Staff, children, parents and students will assemble at Blofield United Football Club at the designated Fire Point.

· If some children and staff members are at the Play Park at the time of the fire drill, the staff members at the park will take the children to the assembly point at the Football Club to join the others.

· An initial head count of children and adults will be made, followed by a call from the register.

· Children will be encouraged to think about (in the event of a real emergency) who might be on their way (eg, Fire Service, Police).

· A staff member will carry out a safety sweep of the building before the children re-enter.

· A staff member will remain in position at the car park gate as the children are led back into the building.  Members of staff/parents will maintain their places in the line for safety.

In the event of a real fire/emergency:

· The Responsible Person (Preschool Manager) will call all relevant Emergency Services.

· The children will be evacuated to Blofield Football Club, using the procedure outlined above.

· Parents will be informed as soon as children are safely evacuated.

· If it is deemed necessary to send children home, staff will remain with the children until they are picked up.

Security Breach/Evacuation Procedure

This procedure applies in the event of a security incident, which is any situation where there is an immediate threat of harm to the children or staff at the Preschool.

· When Preschool management become aware of a security incident, they will quickly decide whether it is an ‘Amber’ alert or a ‘Red’ alert, based on their assessment of the risk.

Amber alert procedure:
· Inform all staff members that there is an amber security alert on the premises.
· All children/staff who are outside are to be brought inside immediately (by staff member/s blowing a whistle and rounding up the children), and play can continue as normal within the hall.
· All doors to the playground to be locked and all windows to be closed.
· A headcount of the children will take place to ensure all accounted for.
· Management will make a decision as to whether to call the police (and if so, follow their instructions) or will resume normal activity (with caution where necessary) once the security risk is deemed to have passed.

Red alert procedure:
· Inform all staff members that there is a red security alert on the premises.
· All children/staff who are outside are to be brought inside immediately (by staff member/s blowing a whistle and rounding up the children).
· Children will be taken to the back room and doors closed and curtains will be drawn.
· A headcount of the children/staff will take place to ensure all are accounted for.
· Staff members will ensure all doors are locked and windows closed.
· Management will call the police and abide by their advice.
· Staff will try to keep the children as calm and quiet as possible, so as to not alert any intruders of their position in the building.
· No one will leave the premises until they are safe to do so by the emergency services.
· If it is necessary to evacuate, management will take the children to the fire assembly point.


Bomb Threats:
· Most bomb threats are made over the phone and the overwhelming majority are hoaxes, made with the intention of causing alarm and disruption.  If a bomb threat is received, the call recipient should:
· If practical, keep the caller talking and alert a colleague to call 999.
· Once off the phone, dial 1471 to obtain the number.
· If the threat is a recorded message, write down as much detail as possible.
· Management will call the police and abide by their advice.
· If deemed necessary, all children/staff will be brought in from outside and doors locked and windows closed.

Severe threat:
· If there is a severe threat to children/staff, then an immediate evacuation should occur in order to move everybody to a safe place.

RUN:
· Escape with as many children as possible if you can
· Consider the safest options
· Is there a safe route?  RUN if not HIDE
· Can you get there without exposing yourself and the children to greater danger?
· Insist others leave with you
· Leave belongings behind

HIDE:
· If you cannot RUN, HIDE (with as many children as possible)
· Find cover from any gunfire
· If you can see the attacker, they may be able to see you.
· Cover from view does not mean you are safe – bullets go through glass, brick, wood and metal.
· Be aware of your exits
· Try not to get trapped
· Be quiet and try to keep the children quiet
· Lock/barricade yourselves in

TELL:
· Call 999 – if you cannot speak, try to make a noise and then listen to their instructions.  The police call handler may ask for you to cough or make some other noise in the case of a police emergency.  If you are unable to make a noise due to the danger, you may be asked to press 55 if you are in trouble.
· Think about what information you need to give the police:
· Location – where are the suspects?
· Direction – where did you last see the suspects?
· Description – describe the suspects
· Further information – casualties, injuries, entrances/exits, hostages
· Follow the emergency services instructions.

If a threat occurs whilst children are at the park:
· The staff at the park will decide whether it is an amber or red alert.  
· If a red alert we will contact the staff member within the hall via walkie-talkie to alert them and for them to contact the police (following the procedure above).  
· A staff member will blow a whistle and the children will run to the wooden train (this is rehearsed with the children every time we go to the park).  
· The staff members will then follow our evacuation plan to get the children back to the hall safely.

Contacting Parents
For the safety of the children and staff, parents will be contacted at an appropriate time when it is deemed safe to do so.  

Sickness/Health Conditions/Medication/Allergies 
When a child is ill when attending Preschool
· Sick children i.e. those who pose a significant risk of infection to others, should remain at home.  This includes children with a high temperature (38 degrees and above is considered high).
· If your child requires Calpol, they should not attend Preschool. Calpol masks symptoms that could be infectious.
· Any member of staff suspecting a child is unwell or contagious, must immediately report this to the Preschool Manager or Deputy.  
· A member of staff will then telephone the parent/carer to arrange collection. If we are unable to make contact, we will use the emergency contacts we have and arrange for the child to be collected by that named person.  The child will be cared for by a member of staff (if appropriate) until pick up is arranged.
· Upon collection, the parent/carer will be advised of the child’s symptoms and advice of a medical practitioner should be obtained if necessary.
· If any member of staff is concerned about a child’s condition deteriorating significantly, they will ring 999 immediately.
Administering First Aid

If a child is injured and requires first aid, our staff will:
· Stay calm and reassure the child.

· A member of staff who is first aid trained will administer first aid if needed, for example, applying a cold compress, or putting a plaster on a cut.  If this is needed, we will fill out an Accident/Incident Form documenting what happened, and send to the parent/carer on Tapestry.

· Where it is felt that a child needs more first aid than we are able to administer, the emergency services will be called.  A staff member who is trained in first aid will stay with the child and will follow the advice/instructions of the emergency services until they arrive.

· Another member of staff will ring the child’s parents/carers and will advise them of the situation.  

· If no emergency contacts can be contacted, a staff member will accompany the child to hospital in the ambulance (if staff:child ratios allow) and will stay at the hospital until the parents/carers arrive.
Sickness and/or Diarrhoea
· A child must not attend Preschool if they have suffered sickness and/or diarrhoea within 48 hours of the last vomiting or diarrhoea episode, as they are still contagious within that 48 hours window, even if they are no longer displaying ill symptoms.  This is to protect the other children at the Preschool, and the staff and their own families.
Antibiotics
· A child should not attend Preschool during the first 24 hours of commencing antibiotic treatment.  This is in case they have an adverse reaction to the medication, but also because it usually takes antibiotics this long to start to work and stop the child being infectious/having a temperature. 
Infectious illnesses
· If a child is suffering from any infectious illness, they should be kept at home until they are no longer deemed infectious (based on NHS guidelines) and are no longer feeling poorly.  
· Advice on infectious illnesses can be found on the Public Health Agency website: ‘Guidance on Infection Control in Schools and Other Childcare Settings’.

Health Conditions

· When a child starts at the Preschool, we ask parents/carers whether the child has any health conditions on our Registration Form.  Parents/carers may also advise us at a later date of any new health conditions that have been diagnosed subsequent to starting with us.

· Upon being advised of a child’s health condition, we will ask the parent/carer to provide us with a letter from the child’s GP confirming that diagnosis.

· The parent/carer will be asked to complete our Health Care Plan form, setting out what the condition is; what symptoms the child may display; what action we need to take if something occurs within Preschool relating to the condition; any medications etc required.
· For illnesses/conditions that require more support from staff (for example, diabetes), a Risk Assessment will be carried out to ensure we meet our duty of care for the child.  This will include identifying and putting in place any additional staff training needed, and allocating a staff member who should assume primary care of that child.  


Medicines
· Only medicines that have been prescribed by a doctor, dentist, nurse or pharmacist will be administered. All ‘off the shelf’ remedies will not be permitted for use, inclusive of creams (other than sun cream), unless this has been agreed by the Preschool Management and a Health Care Plan is completed (this includes emollient creams and antihistamines).
· All medicines should be given directly to preschool staff by a responsible adult and appropriately stored either in our First Aid Drawer (or on stage in easy reach of staff, if necessary) or the fridge (where required) where it is inaccessible to children. This includes any allergy relief medication that a parent may provide us with, in the event of the child having an allergic reaction.  
· Medicines must be in their original containers with instructions for administration. 
· The medicine must be clearly marked with the child’s name and will only be given to the person named on the bottle for the dosage stated.
· A dosage spoon should be with the medicine. 
· When medicine is administered, a senior member of staff should witness it being given and it must be recorded by the relevant staff member in the Medicine Log and witnessed by the witnessing senior member of staff.
· Prior written consent (Medication Form) for each and every medication is filled in by the parent/carer detailing the Medication name, name of child, dosage and time of administration.  This is signed by the parent/carer at the end of the session to confirm administration.

· Where a course of medication is continuous, a separate Medication Form should be completed.

· In the event of the fire-alarm going off, the First-Aid Drawer and any medicines stored in the fridge are taken outside with us, in case needed.

Allergies

· When a child starts at the Preschool, we ask parents/carers whether the child has any allergies on our Registration Form.  Parents/carers may also advise us at a later date of any new allergies that have been diagnosed subsequent to starting with us.

· Upon being advised of a child’s allergy, we will ask the parent/carer to provide us with a letter from the child’s GP confirming that diagnosis.

· The parent/carer will be asked to complete our Health Care Plan form, setting out what the allergy is; what symptoms the child may display; what action we need to take if something occurs within Preschool relating to the allergy; any medications etc required.

· We are a ‘nut-free’ Preschool, which we advise parents of in our Welcome Pack and at our Settling-In Day, and will remind parents in our Newsletter if there have been nut products found in children’s lunch boxes.

· The details of the child/allergy are added to the front of the Daily Folder, and all staff are advised of the allergy.

· All children have their own ‘snack cards’ and ‘place mats’ which they use at snack and lunch times.  For those children with allergies, their card and mat is colour coded to remind everyone of their allergy.

· Depending on the nature of the allergy, a child with allergies will sit at a table at snack/lunchtimes with a staff member and at least one other child, so that we are inclusive but considerate of any serious allergies or health conditions. Our staff member will ensure that there is nothing in the other child’s food that the allergic child could react to.

· If a parent asks to send cakes/biscuits etc, into the Preschool (for example, on their child’s birthday) for all the children to have, we ask that they use shop-bought products with packaging on rather than home-made, so that we can check the ingredients list against any allergies and restrict where necessary.

· All staff are first-aid trained, which includes how to use an Epi-Pen.







Food and Nutrition Policy 

Statement of Intent

Our setting regards snack and mealtimes as an important part of the Preschool’s day. Eating represents a social time for children and adults and helps children to learn about healthy eating. We have regard for the Governments ‘Eat Better, Start Better’ guidelines which states that early years settings provide an ideal opportunity to help every child eat well, enjoy a varied diet, and establish healthy eating habits to take with them into their school years.  As part of our healthy eating commitment, we look at oral hygiene through the planning of our curriculum and implement this in the activities we provide for the children. 

Aim
We aim to provide healthy snack options and to support parents to provide nutritious food in pack lunches which meets the child's individual dietary needs. We aim to meet the full requirements of Ofsted’s Standards on Food and Drink. Fresh water is available throughout the day along with milk at snack times. 

Method

Allergies and Dietary Needs

· Before a child starts attending the Preschool, we find out from parents/carers their child's dietary needs, including any allergies via the signed Registration Form. Where there is a specific dietary need, a letter from a Doctor or Health Visitor will be requested. Where an allergy or specific dietary need is disclosed, a Health Care Plan should be completed prior to the child’s first session (or as soon as we are made aware) which provides a more detailed overview of how to manage the allergy/dietary need including any medication, which is signed by the parent/carer.  Once a year, we contact parents to ask if there are any new dietary needs since starting or changes to an existing Health Care Plan required.

· For any child who has allergies or specific dietary requirements, we place a red border around their snack name card and their lunch-time place mat, and detail the nature of the allergy/dietary need on the back (all other children’s have a green border).

· Details of children with allergies or specific dietary requirements are added to the Staff Important Information Sheet, which is held in the Daily Folder.

· Children are discouraged from sharing foods from their packed lunches and snacks, due to potential allergies or other dietary requirements. 




Staff Training

· All childcare trained staff complete the Level 2 Food Safety and Hygiene Certificate (which is updated every three years) and a Food Allergy Awareness Course.  

· All childcare trained staff complete Paediatric First Aid training which includes the use of an Epi Pen, which is updated every three years.

· Other training is attended where applicable to support any specific medical needs (for example, diabetes management).

Snacks

· The Preschool provides a healthy snack to the children every morning and afternoon. 

· Snacks are a selection of one or more foods such as fruit, vegetables and carbohydrates such as breadsticks and rice cakes.  Cows semi-skimmed milk is also provided.  Portion sizes are age appropriate (ie, half a piece of fruit or a tablespoon of vegetables – roughly the size of child’s clenched fist) and big enough to support growth, and prepared in line with Government Food Standard Agency’s guidelines with regards to food preparation.

· Where parents/carers provide the snack themselves, we provide guidance on what can be included to ensure it remains healthy and avoiding nuts as we are a nut-free Preschool.

· Fruit and vegetables and milk are stored in the Preschool fridge until needed, and prepared daily. 
· Snack time is around 10.00am and 2.00pm, and we work on a ‘rolling snack’ basis.  This means that one table is set up in the room and groups of five children at a time sit down for snack (after washing their hands) with a member of staff who prepares the snack with the children.  This provides a perfect opportunity to talk to the children about healthy eating and encourage the  children to try new things to eat with their friends.  

· We use meal and snack times to help children to develop independence through making choices, serving food and drink, and feeding themselves.

Lunch time

· Packed lunches are provided by the parents/carers.  We do not provide a lunch at the Preschool.

· Parents should ensure that food is prepared and chopped appropriately (ie, in accordance with their child’s age group safety guidelines).  

· Packed  lunch boxes and any containers within them, should be clearly named and single use plastics such as cling film should be avoided.  Any required cutlery (such as a spoon for yoghurt) should be provided too.

· Packed lunches are stored in our kitchen (on a trolly) until lunchtime, and cannot be refrigerated.  Parents should consider using icepacks inside the lunch box to keep foods cool, especially during summer months.

· It is advised that packed lunches should consist of the four main food groups: grains, fruits, vegetables and meats, to ensure the children are getting the essential nutrients. Any foods that are high in fat, sugar and/or salt should be avoided.  
· Lunch time is at 12pm and the children are asked to wash their hands before sitting down at tables using their named place-mat, along with members of staff who supervise. Tables are cleaned with anti-bacterial wipes before lunch time. Children are encouraged to stay seated when eating in order to encourage good manners, social skills and to avoid choking. We will not make children eat food in a particular order, however we will encourage best practice.  Nor will we make children finish all foods, or offer rewards to children for finishing everything in their packed lunch.

· Where children have allergies or other dietary or cultural needs, they will be seated appropriately to ensure that both inclusivity and safety considerations are met.

· Children are within the sight and hearing of a staff member when eating.

· Any serious incidents of choking will result in a phone call being made to the parent/carer and an Incident Form completed and uploaded to Tapestry, which would include details of what happened and what intervention was used.

Drinks

· All children will need to bring in a named water bottle each day, which is available for them to drink at all times as stored within their reach.  

· We strongly request that only water is brought in and to avoid squash/juice due to its high sugar content, potential for allergic reactions if another child was to drink from it in error, and to avoid stickly spillages.  Fizzy drinks are not allowed.  If your child refuses to drink water, please talk to staff about alternatives.

· Semi-skimmed cows milk is  provided at morning and afternoon snack times (provided by the Preschool).

Celebrations and special occasions

· Periodically we allow for parents to bring in cakes or other special treats for the children.  Ideally these should be shop bought in their original packaging, so that ingredients can be checked for potential allergies.  If an item is home-made, we request a list of the ingredients used.  

· If a parent brings in sweets for all the children (for example, in celebration of a birthday), these will not be consumed at Preschool and they are sent home in order that parents can decide whether to let their child eat them.

· For Preschool hosted parties and other celebrations, we ask parents to advise our Parent Committee (who organise some events) of any allergies and we are mindful of what food and drink is provided.

· We have a risk assessment around food play. It covers allergies and choking, suitability of resources and the supervision required for this kind of activity 


Cooking with children

· Through our planned curriculum we occasionally provide opportunities for the children to participate in cooking activities. We use this as a teaching opportunity to learn about different foods and cultures, how they are grown/produced and what constitutes healthy eating.  We are mindful of allergies and cultural dietary needs and activities are closely supervised by a member of staff at all times.
















Complaints Policy 

Statement of Intent

Our setting aims to provide a safe, stimulating and caring environment where children and their families feel welcome and valued.  We believe in working closely together with parents to ensure their children’s needs are identified and met.  We welcome comments from parents about our provision and recognise parents are the prime educators of their child and that comment, whether negative or positive, about our setting are made with the children’s best interest at heart.  We will always give prompt and serious attention to any concerns about the running of the Preschool.  We anticipate that most concerns can be resolved quickly by an information approach to the appropriate member of staff.  If this does not achieve the desired result, we follow the approach below.

Aim
We aim to bring all concerns about the running of the Preschool to a satisfactory conclusion for all parties concerned.
Method

· Parents wishing to make concerns known to the setting should first talk to the Preschool Manager or Deputy; most problems can be sorted out quickly in this way.  Any problems should be resolved within in a reasonable time scale.  This includes if there is a concern about how personal information is handled, if it is wrong, lost or shared without consent.  It also includes the use of social media.

· Under the Children Act Regulations – the setting must investigate all complaints made in writing or in electronic form from parents where these relate to one or more of the welfare requirements.  

· The setting must provide the parent who made the complaint with an account of the findings and of any action taken as a result within 28 days.  

· There must be a written record of the complaints, any action taken, and the outcome of any investigation, and provide a summary on request to any parent of a child whom you provide day care and Ofsted.  

· Records must be retained for a period of at least 3 years from the date on which the record was made. A complaints file is provided for this and it is important to maintain appropriate confidentiality when filling in the record.

· If a situation is not resolved the parent should approach the chair of the Management Committee who will raise the concern at the next Committee Meeting.

· It may be helpful to have a meeting with an outside mediator, the parent and a representative from the setting, this should help both sides to clarify the issues and reach an amicable solution. 

· If this does not resolve the problem, the Early Years Directorate may be able to help if the concern is about the requirements set by the Children Act and the Welfare Requirements.  Playgroup Network personnel work closely with the Early Years Development and Childcare Partnerships and would possibly be available to support the recommendations.

· Everyone involved with the discussion and outcome of the complaint will be expected to treat information as confidential and will not discuss the situation with anyone else.

· Our regulator is OFSTED. They can be contacted on 0300 1231231 or in writing to 
Ofsted
Piccadilly Gate
Store Street
Manchester
M1 2WD

· Our Complaints Policy is issued to all families as part of the registration process. It is available on request, and is available on our website.

· Where parents/carers are not satisfied that their child is receiving the free entitlement in the correct way (as set out by the funding agreement and in the Early Education and Childcare Statutory Guidance for Local Authorities), a complaint should be submitted to the Preschool Manager in the first instance to allow us to investigate.  If necessary, we will then provide you with the contact details for Norfolk County Council’s Early Year’s Finance Team who may be able to advise further.

Guidance : Early Education & Childcare Statutory Guidance for Local Authorities – March 2017

Early Years Entitlements : Operational Guidance for Local Authorities and Providers – April 2017












Data Protection (including GDPR) and Confidentiality Policy
Statement of Intent
The personal data of families and staff should be treated with respect and in a way that does not jeopardise personal and confidential information. As a Data Controller, we follow the guidance set out in the Date Protection Ace 1998, and the General Data Protection Regulation (GDPR) 2018.
Our Aim
We aim to ensure the safe storage and handling of all personal data which we come into contact with during the running of the Preschool, and that it is kept up to date.  We aim to process personal data lawfully, fairly and in a transparent manner.  We aim to store personal data for as long as legally required.
The GDPF includes the following rights for individuals:
· The right to be informed
· The right of access
· The right of rectification
· The right to erasure
· The right to restrict processing
· The right of data portability
· The right to object; and
· The right not to be subject to automated decision making, including profiling.


Data held on Children and Families

Method
Why we hold data on our families
· It is an Ofsted requirement that we hold the personal information of the children in our care and their families. 

· We also need to hold personal data stipulated by Norfolk County Council for the purpose of claiming Government funding on our families behalf.  

· We hold child/family information for development purposes, safeguarding reasons, and for billing and communication.  


· All information given to us relating to a child or family is only used for the intended purpose of childcare and the welfare of the child.
Who we share data about our families with/Confidentiality
· Data regarding our families is not shared with anyone except for the purpose of supporting the child’s learning and development.  

· Our contracts include a section where parents/carers give consent for us to discuss their child with other professionals and agencies such as Ofsted, the NHS, and Norfolk County Council.  

· Our contracts also include a section where parents/carers can give consent for their child’s information to be shared with other settings they may attend to ensure continuity of care and to support the child’s learning and development.

· Information will be passed to the local authorities for the purpose of claiming the Government’s funding for all three and four year olds, and eligible two year olds.

· Any Special Educational Needs and Disability reports and plans will be forwarded to the child’s receiving school or nursery, at transition, with permission from parents.

· All documentation relating to the children is stored securely and any information regarding a child or their family, which we observe, or which is given to us either verbally or in writing, will be kept confidential and only shared on a need to know basis with the parent’s/carer’s permission.

· We have a contract with Tapestry (on which learning journals are stored) – Tapestry are the data handler and we are the data controller.  Parents/carers are required to sign a Tapestry agreement before we load any data onto their child’s learning journal.  When a child leaves the Preschool, we ask the parent’s written permission to transfer their Tapestry record to their new setting/school (if requested by the receiving setting/school); or we instruct Tapestry to download the record on to a PDF file for the parent/carer to save to their own computers, after which the Tapestry record is deleted.

· Parents/carers have ready access to files and records of their own children (via Tapestry), but not those of any other child.

· Data which is stored on the Preschool’s computers is protected by passwords.

· Staff will not discuss children with other people other than the parents/carers of that child.  This includes an individual child’s abilities or behaviour, unless it involves another child.
· Evidence relating to a child’s welfare will be shared with other professionals on a ‘need to know’ basis only, and will not be open for discussion amongst staff in general terms.

· Any staff members found to be discussing individual children with anyone other than the parents/carers of the child (this does not include other staff members for the purpose of usual Preschool business), will face disciplinary procedure.  This includes discussions with ex-employees.

· In rare circumstances, we may have to share information relating to a child or family without parental permission, e.g. for safeguarding purposes where sharing information with the parent/carer could put the child at risk of harm.

· Any evidence relating to a child’s personal safety is kept in a confidential safeguarding file and will not be shared within the Preschool except for the child’s Key Worker (if absolutely necessary),  the Preschool Manager and the Designated Safeguarding Lead.

· Although we cannot always promise not to pass on information (especially if we believe a child to be in danger), we will do so in a manner appropriate and essential for the well being of the child and in consideration of those involved.

· Some parents/carers sometimes share information about themselves with other parents/carers – the Preschool cannot be responsible if information is shared beyond those parents/carers that were ‘confided in’.
How long we keep information about families for
When a child leaves Blofield Preschool, we will hold their information on file for:
· Development and learning records – for at least 3 years or until the next Ofsted inspection visit
· Child accident and medication records – 3 years after the child has left
· Attendance records – 6 years from the date of entry
· Early Education Funding records – 6 years from the end of the financial year in which the last payment was made
· Child protection/safeguarding records – until the child reaches age 24. Records of sexual abuse should be kept until the child’s 75th birthday.
Data will then be disposed of appropriately and securely at the correct time.
Subject access
· Under the GDPR, parents have the right to access the information held on them and their children and have the right to have personal data corrected if it is inaccurate.  

· Parents/carers can request the information held on them by emailing blofieldpreschool@outlook.com and we will respond within 30 days.

Suspected breach
· A personal data breach means a breach of security leading to the destruction, loss, alteration, unauthorised disclosure of, or access to, personal data transmitted, stored or otherwise processed.

· If we suspect that a data breach has occurred, we will inform the relevant parties immediately and report to the Information Commissioner’s Office within 72 hours.  We will keep a record of any data breach.

Data held on Staff Members

What data do we hold on staff and for how long

· Staff files, including application form, CV, medical information, employment/character references, identity check evidence – 6 years after employment ceases.

· Disciplinary records – 6 years after employment ceases.

· DBS check (DBS Code of Practice recommends the following information should be retained before the certificate is destroyed: date of issue, name of the subject; type of disclosure; position for which the disclosure was requested; the unique reference number; and the details of the recruitment decision taken) – 6 years after employment ceases 

· Wage/salary records (including overtime, bonuses and expenses) – 6 years

· Statutory Maternity Pay – 3 years after the end of the tax year to which they relate

· Statutory Sick Pay – 3 years after the end of the tax year to which they relate

· Income Tax and National Insurance returns/records – at least 3 years after the end of the tax year to which they relate.

· Redundancy details (calculation of payments, refunds, notification to the Secretary of State) – 6 years after employment ends.

· Staff accident records – 3 years after the date the record was made.

· Records of any reportable death, injury, disease of dangerous occurrence – 3 years after the date the record was made.

· Accident/medical records as specified by the Control of Substances Hazardous to Health Regulations (COSHH) – 40 years from the date of the last entry.

Handling Staff Personal Data

· We follow the legal requirements regarding the handling of our staff’s personal data.

· Staff are required to give their signed consent for us to hold their personal data.

· Staff sign to give permission for their details to be shared for the purpose of payroll.

· Staff sign a payroll form to give permission for their personal details to be passed to our Accountant, pension broker and pension provider.

· Data is only shared with appropriate parties with prior written permission from the staff member.

· In some cases, we may be legally required to pass data on.

· Staff may ask to see any information we hold about them, and we will fulfil this request within one month.












Promoting Positive Behaviour Policy

Statement of Intent

Blofield Preschool believes that children flourish best when their personal, social and emotional needs are met and where there are clear and developmentally appropriate expectations for their behaviour.  Children need to learn to consider the views and feelings, needs and rights of others and the impact that their behaviour has on people, places and objects. We realise this developmental learning requires support, encouragement, teaching and setting the correct example as positive role models.  

Our Aim

Blofield Preschool aims to create an environment where all children are polite and caring towards each other and the adults who look after them.  Children will be encouraged to develop the social skills needed to feel valued and welcome in our setting and the wider community around them.
Method

· Staff complete Continued Professional Development (CPD) training courses that cover areas of behaviour management.

· Staff members, students and volunteers should provide a positive model of behaviour by treating children, parents/carers, and one another, with friendliness, care and courtesy.
· We do not administer physical punishment or punishment that causes pain or humiliation to any child.  
· We do not shout at, criticise, label, frighten or discriminate any child.  
· We have our Preschool Golden Rules displayed in the hall, which we talk about regularly with the children at carpet time.
Strategies with children who engage in inconsiderate behaviour
· We require all staff, volunteers, and students to use positive strategies for handling any inconsiderate behaviour, by helping children find solutions in ways which are appropriate for the children’s ages and stages of development.  
· We acknowledge considerate behaviour such as kindness and willingness to share.
· We support every individual child in developing a sense of belonging in our group, so that they feel valued and welcome.
· When children behave in inconsiderate ways, we help them to understand the outcomes of their action and support them in learning how to cope more appropriately.
· We do not use techniques intended to single out and humiliate individual children.
· We only use physical restraint such as holding, to prevent physical injury to children or adults and/or serious damage to property.
· All incidents of inconsiderate behaviour are recorded on Tapestry and phone calls are made to the parents/carers to explain the circumstances.
Considerations to be made for young children and/or those children requiring special needs support
· When young children or those children requiring special needs support behave in inconsiderate ways, we recognise that strategies for supporting them will need to be developmentally appropriate and differ from those of older children.
· We recognise that young children are unable to regulate their own emotions, such as fear, anger or distress and require sensitive adults to help them do this. 
· We focus on ensuring a child has a secure attachment and good relationship to their key person. The child’s key person will liaise closely with the child’s parent/carer and support plans are implemented, which clearly state the strategies we will implement to support a child’s special educational needs.
Rough and tumble play and fantasy aggression
· Rough and tumble play are normal for young children and acceptable within limits.  
· Fantasy aggression refers to play that may involve shooting/blowing things up.  This creates opportunities for the children to grasp the concept of right and wrong.
· We monitor the content of play, and suggest alternative methods of play if we do not feel the type of play content is appropriate.  
Hurtful behaviour
· For children under the age of five, hurtful behaviour is momentary, spontaneous and often without realisation of the feelings of the person whom they have hurt.
· We recognise that young children behave in hurtful ways towards others because they have not yet developed the means to manage intense feelings that sometimes overwhelm them.
· Children are likely to encounter repeated experiences with problem solving.  They will be supported by staff, using clear boundaries to ensure they understand how to deal with conflict calmly.
· We help young children to learn to empathise with others, understanding that they have feelings too and that their actions impact on other’s feelings.
· As part of our curriculum, we talk to the children about feelings, what makes us sad, angry, happy etc, and help a child to understand the effect that their hurtful behaviour has on another child. 
· When hurtful behaviour becomes problematic, the SENCo and Key Worker will work with parents to identify the cause and find a solution together.  This may be in the form of a support plan, looking at strategies to support the child whilst in the setting.

Biting

· Biting is a very emotive behaviour, but very common in the age of children that we care for.

· A child may bite to relieve tension, give a feeling of control, independence, curiosity and/or oral experimentation. It may be completely impulsive or by way of seeking out attention, competition or jealousy.

· Young children have a limited understanding of the effects of their behaviour on others.  They do not appreciate how much biting hurts, even following the reaction they may receive from the child who has been bitten and the adults in the environment.

· Our staff will work closely with parents/carers of children who bite and provide support and guidance to understanding their actions.

· Our staff will use the following procedure if a child has bitten at Preschool:

· Support the individuals involved and deal with the injury immediately.
· Disapproval will be shown to the child who has bitten and a short, stern script of ‘That wasn’t kind, we do not hurt our friends’  will be used.
· Incident Forms will be filled in and uploaded onto Tapestry after phone calls have been made to both sets of parents.  Names of children will not be shared with either parents.
· Staff will examine the context in which the biting occurred, observe the child and look for patterns.
· If biting becomes a frequent occurrence, our SENCo will work alongside the parents and Key Worker to implement a behaviour plan of support.
· If the behaviour continues, we would look to seek additional professional help and support
Video games/Screen time
· We do not allow the children to play video games at Preschool. However, the children do occasionally participate in small amounts of screen time at carpet time, such as theme based programmes (such as televised stories or number activities).
· The children can also play educational (and age appropriate) LeapPad games occasionally. 
· It is really important that children only have restricted access to video games/screen time (including viewing what older siblings and adults play) as it has been proven to impact on children’s behaviour and mental health.
Bullying
· ‘Bully’ and ‘bullying’ are not words we would use in front of the children. However, we recognise that in some instances, children’s behaviour may reflect bullying tendencies. Bullying involves the persistent physical or verbal abuse of another child or children. 
· If a child’s behaviour is showing bullying tendencies, our SENCo will work alongside the parents and Key Worker to support the child with behavioural difficulties. 
· In extreme cases, and if intervention has not been effective, we may consider: 
· A shortened day may be more appropriate in order that the child’s experience of Preschool is a positive one;
· Increase our staff to children ratios, to allow more supervision of that child.
· Phone parents to request an early collection.
Parental Involvement
· We involve the parents in supporting their child’s behaviour through the child’s Key Worker and/or the SENCo.   The Key Worker will liaise with the parents about their child’s development and behaviour by means of Parent Consultations, or more regular meetings if the SENCo is involved.
· We praise and feedback children’s positive behaviour either verbally and/or by documenting it in their Tapestry record. 
· If needed, a child may need a support plan, which will list simple strategies and steps to move the child forward.
· We conduct meetings with parents and encourage information sharing with outside agencies such as JustOneNorfolk, the Early Years Development Worker and Health Visitors, if the behaviour required more specialised advice (with parental consent).










Supporting Children with Special Educational Needs Policy
Statement of Intent
We provide an environment in which all children are supported to reach their full potential. 
Our Aim
· We have regard for the DfES Special Educational Needs Code of Practice.  A copy of the SEN Code of practice is available in the setting for anyone who wishes to refer to it.

· We ensure our provision is inclusive to all children with SEN - we support parents and children with SEN.

· We are required to have arrangements in place to support children with Special Educational Needs and/or disabilities (SEND).  These arrangements should include a clear approach to identifying and responding to SEND.

· We will follow the requirements of the Early Years Foundation Stage Statutory Framework to provide an inclusive environment for all children and their families together with the requirements to comply with the Equalities Act and the Special Educational Needs and Disability Code of Practice.

· We publish our contribution to the ‘SEN Local Offer’ in Norfolk.  This is available on the Norfolk Community Directory to ensure information is available to parents so they can make choices about the right childcare provision for their child with SEN.

· We identify the specific needs of children with SEN and meet those needs through a range of SEN strategies.

· We work in partnership with parents/other agencies in meeting individual children’s needs.

· We monitor/ review our policy, practice and provision and, if necessary, make adjustments.

Definition of Special Educational Needs
· A child has special educational needs (SEN) if they have a learning difficulty or disability which calls for special educational provision to be made for them.

· A child has a learning difficulty or disability if they:
· Have a significantly greater difficulty in learning when compared to the majority of children of the same age, or
· Have a disability which prevents or hinders them from making use of educational facilities of a kind generally provided for children of the same age in schools within the area of the local education authority
· Are under compulsory school age and fall within the definition above or would do if special educational provision was not made for them.
· Children must not be regarded as having a learning difficulty solely because the language or form of language of their home is different from the language in which they will be taught.

· For children aged two or more, special educational provision is educational or training provision that is additional to, or different from that made generally for other children of the same age by the LEA, other than special schools, in the area.

Method
· We designate a member of staff to be the Special Needs Co-Ordinator (SENCO) and give his/her name to parents. Our designated SENCO is Hazel Naish and in her absence, Laura Long.

· We ensure that the provision for children with SEN is the responsibility of all staff, and that our inclusive admissions practice is in the best interest and needs of the child, ensuring equality of access and opportunity.  However, where a child’s SEN needs impact on the health and safety of our other children and staff members, we reserve the right to  reduce/amend the sessions that the child does for the protection of others (and this will be monitored on an ongoing basis).  We will liaise closely with the child’s parents/carers in this scenario.

· We ensure that staff are aware of the Code of Practice and are familiar with our settings SEN Policy, and encourage staff to access relevant training to support working with children with special educational needs.

· We monitor and review children’s progress and development in partnership with families. Where a child appears to be behind expected levels of development or where a child’s progress gives cause for concern, a Graduated Approach system will be adopted with four stages of action: Assess, Plan, Do and Review.  We set out a priority plan such as Early Years Action and Action Plus which tailors support for the child with SEN. This may then be followed by a Statutory Assessment and a Statement of “Special Educational Needs”.  Further explanation of these stages can be found starting on page 35 of the SEN Code of Practice.

· A designated keyperson, the Deputy Manager/Manager and the setting SENCo, will work closely with parents of children with SEN to create and maintain a positive partnership/relationship. We make sure parents are involved throughout the stages of assessment, planning, provision and review of their children’s education and ensure their insights inform action taken by the setting.

· We provide parents with information on sources of independent advice and support. With permission from parents, we liaise with other professionals involved with children with SEN and their families, including transfer arrangements to other settings and schools.

· We will provide information to families on how their child’s development is being supported and in agreement, consent will be sought to apply for additional funding and request support from outside agencies where necessary.  We will utilise the SEN Inclusion Fund and Disability Access Fund to deliver effective support.

· We provide a broad, balanced and differentiated curriculum for all the children with SEN.

· We use a system of planning, implementing and monitoring, evaluating and reviewing Education Health and Care plans (EHCPs) for children with SEN.

· We will inform parents of a child with an EHCP of the Phase Transfer Planning Process provided by Norfolk County Council and encourage parents to complete a parental preference form whereby they can indicate which school they would like their child to attend 12 months prior to the child starting Reception Class.

· We are a ‘no deferrals’ Preschool.  This means a child cannot remain with us once they are of Primary School age (ie, from the September following their 4th birthday), even if the parent has decided to defer their Primary School place (and has received the necessary permissions to do so), for example, due to being a summer born child or having Special Educational Needs and disabilities (SEND).  Having SEND does not necessarily mean a child should delay starting school.  It may be better for them to start school before compulsory school age (5) so that they can access the SEND support available there. It is recommended that parents/carers of SEND children should explore various primary schools (rather than just that in catchment area) to see if their child’s SEND needs can be met without needing to defer a space.  All teachers are trained to support all children to succeed, including those with SEND.  Every main stream school must have a Special Educational Needs Coordinator (SENDCO) – a qualified teacher with an additional SEND qualification.  We can organise meetings with the school SENDCO if you have any concerns about your child, and look at ways in which we can support the transition.  In addition to this, we provide a Transition Report to the school detailing any SEND, which is shared with the parents prior to them receiving it.  

· We ensure that children with SEN are appropriately involved at all stages of the Graduated Approach, taking into account their levels of ability.

· We have a system in place for supporting children during Early Years Action, Early Years Action Plus, Statutory Assessment and the Statementing Process.

· We use a system for keeping records of the assessment, planning, provision and review for children with SEN.

· We provide resources (human and financial) to implement our SEN Policy. Where necessary we provide in-service training for parents, practitioners and volunteers, and where necessary we seek further training.

· We make any specialism the setting has to offer known. 

· We ensure the effectiveness of our SEN provision by collecting information from a range of resources e.g. Education Health and Care Plan reviews, staff and management meetings, parental and external agency’s views, inspections and complaint.











Sustainability Policy

Statement of Intent
Blofield Preschool is committed to promoting environmental sustainability and fostering in children a deep respect and care for living and non-living environments.  
Our Aim
We recognise our responsibility to future generations and aim to minimise our environmental impact whilst educating children about sustainable practices.  This Policy outlines our approach to environmental sustainability both in our educational program and our operational practices, with the aim to:
· Provide children with opportunities to learn about and connect with the natural world
· Develop children’s understanding of environmental  issues and sustainable practices
· Reduce our Preschool’s environmental footprint
· Role model sustainable behaviours and attitudes
· Create an environmentally conscious culture among children, staff and families
· Support children’s understanding of the interdependence between people and the environment
Method
Educational Approach

· Helping children to explore nature through art, play and sensory experiences.
· Including annual environmental celebrations such as Earth Day, Global Recycling Day, Insect Week in our curriculum planning for activities.
· Creating opportunities for outdoor learning in all-weather conditions with appropriate clothing.
· Supporting children to experience the natural environment through natural materials like wood, stone, sand and recycled materials.
· Encouraging respect for living things and habitats.
· Learning how to grow things by planting seeds in plant pots to take home.
· Learning about seasonal changes and weather patterns.
· Exploring lifecycles of plants and animals.
· Learning about food origins and sustainable food production.
· Helping children to learn about water conservation, energy efficiency and waste reduction, through play-based activities and adult interaction.
· Teaching the children the concepts of reducing, recycling and reusing through practical activities.
· Encouraging parents/carers to walk to Preschool rather than use cars.
· Discussing environmental issues at an age-appropriate level.
Operational Approach
· We use a recycling system with clearly labelled bins.
· We recycle materials for art and creative activities, and encourage staff to bring in their recycling materials for play use.
· We have a food waste bin, which we encourage the children to put their food waste in from their pack lunch, separating it from the general waste.
· We aim to reduce single-use plastics in the Preschool.
· We monitor our waste output.
· We turn off equipment and lights when not in use.
· We don’t leave equipment on standby.
· We unplug all equipment after use/end of day.
· We ensure taps are turned off and leaks fixed promptly.
· We recycle water from water play by watering the plants outside.
· We hang washing out to dry and use energy saving wash cycles when washing items.
· We consider our carbon footprint when purchasing materials and try to buy local where possible.
· We choose eco-friendly cleaning and art supplies where possible with minimal packaging.
· We reduce food waste by carefully managing the amount of food and drink we offer to the children.
Through our educational approach and operational practices, we aim to contribute to a more sustainable future for all.







2

