
Titchmarsh Pre-School Policy Documents 
 

Our Policy and Procedure Documents are based on the requirements of Ofsted’s document entitled: 

“Statutory framework for the Early Years Foundation Stage (2021)”. All Policies and procedures are 

reviewed at least annually and this is recorded in the minutes of Committee meetings. 

 

Policy Number Title of Policy Date Reviewed 

1 Staffing and Employment 13/10/21 

2 Admissions  13/10/21 

3 Adult Resources 13/10/21 

4 Settling in Pre-school 
13/10/21 

5 Curriculum 13/10/21 

6 Safety & Fire & Accident Procedures 13/10/21 

7 Animal Policy & Practice 08/02/22 

8 Selecting Play Equipment 08/02/22 

9 Parent/carer Failing to Collect a Child 
08/02/22 

10 Health and Hygiene 
08/02/22 

11 Diet Policy and Practise 08/02/22 

12 Equal Opportunities 08/02/22 

13 Special Educational Needs 26/04/22 

14 Behaviour Management 26/04/22 

15 Parental Involvement 
26/04/22 

16 Child protection policy 
26/04/22 

17 Confidentiality 26/04/22 

18 Complaints Procedure 26/04/22 

19 Procedure in the Event of a Lost Child 28/06/22 

20 Arrival and Departure Procedures 28/06/22 

21 Transition 
28/06/22 

22 Looked After Children 
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             23 Payment of fees and Overdue Payment Policy 
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24 Reserve Funds Policy                   28/05/22 
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Updated:  October 2021 
 

POLICY NUMBER 1: 
STAFFING AND EMPLOYMENT 

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

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

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

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

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

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

 In-service training is available to all staff, both paid and volunteer members, 
arranged through the Early Years Alliance, Northamptonshire County Council and 
other recognised training providers 

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

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

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

 
Student Placement 
 

 We recognise that the quality and variety of work which goes on in a pre-school 
makes it an ideal place for students on placement from Early Years training and 
qualifications. We also welcome students who want some work experience. 

 

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



school on the following conditions: 
 

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

 
 

 Students will undertake an induction which will include Confidentiality and 
Safeguarding policies and procedures 

 

 Students will not have unrestricted access to children.  They will be supervised at all 
times and not left alone with children at any time. 

 

 

This policy was adopted at a meeting of the pre-school held on 13/10/2021 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Updated: October 2021 
 
POLICY NUMBER 2: 

ADMISSIONS POLICY  

 

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

 

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

 

 Arrange our waiting list – this is prioritised for children who are eligible for Universal 
funding for 3 and 4 year olds, funding for 2 year olds and extended hours funding for 
3 and 4 year olds. 
 

 We also accept children who have been deferred starting school and these will be 
prioritised alongside funded children. 

 

 We take into account each child’s date of birth which will thus identify the earliest 
start date. 

 

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

 

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

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

 

 Make our equal opportunities policy widely known 
 

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

 

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

 

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

 

 When a parent/carer makes an enquiry they will be directed to our website at 
www.titchmarshpreschool.org.uk. We can provide a printed copy of the information 
if parents do not have access to the Internet. Parents will be required to complete 
the Registration Form when they request a place for their child. Other relevant forms 
will require completion prior to the child accepting a place. The original forms are 



filed on-site in a cabinet during sessions in a suitable secure manner and the cabinet 
is locked outside session times. 

 

 We invoice for sessions on a monthly basis and can make alternative arrangements 
for payment to be made on a daily or weekly basis where required. Employer’s 
Childcare voucher schemes are welcomed and we are happy to register with new 
schemes if necessary. 

 

 The Universal Free Entitlement to Early Learning & Childcare is available to all 
children aged 3 and 4 from the term after their 3rd birthday and for some children 
from the age of 2 years, who meet the government eligibility criteria. The criteria for 
2 year old funding can be viewed on www.northamptonshire.gov.uk under the Early 
Years Funding section. Funding blocks run from September 1st to December 31st 
(Autumn), January 1st to March 31st (Spring) and April 1st to August 31st (Summer). 
Your child will be eligible from the funding block AFTER they reach their 2nd or 3rd 
birthday.  
 
When your child is eligible to receive The Free Entitlement you will be asked by pre-
school to complete a Parental Contract, this will allow pre-school to access the 
funding on your behalf. Funding is paid to the childcare setting and cannot in any 
way be reimbursed to parents. The number of hours accessed in each block is agreed 
at the start of each funding block and cannot be changed until the next block. If you 
decide to increase the number of hours your child attends part way through a block 
then you will be required to pay for those extra hours until a new Parental Contract 
can be submitted. 

 

 Titchmarsh Pre-school offer a 38 week contract and maximum of 6 hours Free 
Entitlement can be claimed in any one day. We reserve the right to assess each 
family’s needs individually and agree more suitable arrangements where necessary. 

  
The Free Entitlement can be split across two providers where required, however 
contract types cannot be mixed. For further information regarding The Free 
Entitlement please contact Northamptonshire Families Information Service on 01604 
237935 or www.northamptonshire.gov.uk/fis. Please refer to Policy No.24 Payment 
of fees and overdue payment policy. 

 As well as Universal Free Entitlement (15 hours per week), an additional 15 hours is 
also available for parents who work 16 or more hours per week.  Parents are 
responsible for obtaining an eligibility code from www.childcarechoices.co.uk before 
the funding block commences and renewing the code as necessary. 

 

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

 

 

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

13/10/2021 

 

 

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

 

http://www.nothamptonshire.gov.uk/
http://www.northamptonshire.gov.uk/fis#_blank
http://www.childcarechoices.co.uk/


 
 
 
 
Updated:  October 2021 
 

POLICY NUMBER 3 
  ADULT RESCOURCES 
 
We are proud of the high ratio of adults to children in our group. This ensures individual 
attention to the needs and development of each child. 
 
Staff: 
 
The regular staff in the group are: 

 

Name Qualifications Role & Additional Expertise 

Anne  BA Early Childhood Studies Early 
Years Professional Status 

Manager, Designated person responsible  
for Child protection, SENCO, First Aid 

Mandy NVQ Level 3 Deputy Manager. Designated person 
responsible for Child Protection 
Behaviour Management, SENCO, First Aid, 
Health & Safety 

Karen C DPP Level 3  Early Years Practitioner, First Aid 

Christie BA honours degree in Early 
Childhood Studies 

 Early Years Practitioner.  First Aid 

Emily   Trainee Early years Practitioner.  First Aid 

Deborah Lea   Volunteer 

 
 
The qualifications held by our regular staff are detailed on the main pre-school notice board. 
All staff undertake all of the core training requirements and are encouraged and supported by 
the pre-school to progress to higher qualifications in Pre-school Practice. 
 
Committee Members must undergo DBS checking procedures. We can always show the DBS 
status for our committee but because members change from time to time applications for 
some members may be ongoing.  DBS for committee members are registered on the update 
service and checked annually. 
The Charity trustees are: 
Anne Roberts 
Lindsey Dearden 
Kim Catling 
Abigail Smart 
Claire Jones 
Abigail Turner 

This policy was adopted at a meeting of the pre-school held on  13/10/2020 

 

 

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

 



 
 
 
 
 
Updated: October 2021 
 
 
POLICY NUMBER 4: 
  SETTLING INTO PRE-SCHOOL 
 
We want children to feel safe and happy in the absence of their parents, to recognise other 
adults as a source of authority, help and friendship and to be able to share with their parents 
afterwards the new learning experiences enjoyed in the pre-school. We also want parents to 
feel welcome and involved from the beginning. 
Children cannot play or learn successfully if they are anxious and unhappy.  Our settling in 
procedures aim to help parents/carers and children to feel comfortable in the pre-school, 
and to ensure that children can benefit from what the group has to offer and feel confident 
that their parents/carers will return at the end of the session. 
 
In order to accomplish this, we aim to create a partnership with parents in the following 
ways: 

 

 By offering to visit parents and their child in their home prior to starting at the pre-
school.  The visit will be undertaken by a Manager and the child's key person where 
possible, and will give parents an opportunity to talk in a relaxed environment and 
ask any questions they have or voice any concerns.  If a member of staff is making a 
visit on their own, they will risk assess the environment and if they do not feel safe, 
they will leave.  Whoever is doing the visit will ensure that the Manager or Deputy 
are aware of the visit time and venue and will contact the staff member after half an 
hour.  The visit will give the staff an opportunity to meet the child in their own home 
and to find out about their interests and favourite toys.  Visits will be offered to 
parents prior to their child's start date and will only take place if the parents are 
happy for it to do so. 

 

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

 

 By ensuring plentiful opportunities for parents to inform the pre-school about their 
children’s current achievements and interests, using tools such as Tapestry.f 

 

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

 

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

 

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

 

 By reassuring parents/carers whose children seem to be taking a long time settling 



into the pre-school. 
 

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

 

 

This policy was adopted at a meeting of the pre-school held on  13/10/2021 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 

 
POLICY NUMBER 5: 

  CURRICULUM  

 
Statutory Requirement:  

The Statutory Framework for the Early Years Foundation Stage (2021) sets out Learning and 

Development requirements which comprises seven areas of learning and development that 

must shape educational programmes in Early Years Settings. 

There are 3 prime areas which build a foundation for learning: 

 Communication and Language 

 Physical Development 

 Personal, Social and Emotional Development. 

There are also 4 specific areas through which the prime areas are strengthened and applied. 

 Literacy 

 Mathematics 

 Understanding the world 

 Expressive arts and design. 

Early years settings are required to offer activities and experiences for children as set out in 

the EYFS Educational Programmes, covering all 7 areas of Learning and Development 

Intent: 

The intent of our Early years Foundation Stage (EYFS) curriculum is that our children develop 

skills, knowledge and attitudes that will lay the foundations for good future progress and en-

able them to benefit fully from future opportunities. 

By the end of their time with us, we aim that our children will: 

 Be resilient and be able to cope with set backs 

 Be able to build strong, warm and supportive relationships with known adults 

 Understand that other people have feelings and to take these into account 

 Have a positive self-image and high self esteem 

 Understand that everyone is different and be interested in others’ lives 

 Be able to express themselves, their wishes, opinions and feelings confidently 

 Be independent in their self-care and toileting 

 Be imaginative and creative thinkers 

 Be able to focus on a chosen or given task and persevere when needed 

 Be proud when they have achieved something 

 To enjoy stories, songs and rhymes 

 Be able to join in with conversation, listening, answering and asking questions  

 Enjoy physical activity both indoors and outside 

 Be able to use tools, play with small world figures and complete puzzles with control 

and precision 



 To develop a positive attitude to mathematics, including counting, shape, space and 

measure. 

 Have a sense of belonging, a sense of their local environment and the wider world 

 Have an understanding of healthy eating and know that some foods are good for our 

bodies and that some foods are not so good. 

 

Resources and activities: 

 Continuous provision – these are the resources that we have out every day and in-

clude 

Home corner  

Playdough 

Construction 

Small world 

Art table 

Book area 

Tactile/messy play 

Cars/bikes 

Large loose parts 

Hoops and balls 

 

 Enhancements – this is what we add to the continuous provision after having ob-

served our children’s interests or where they need an extra challenge and stimula-

tion or where their play is leading to something that can be immediately provided to 

extend the learning. 

 

 Adult led activities – these are based on our knowledge of our children, their inter-

ests and their development needs.  This can include group times, such as songs, sto-

ries and dancing or small group activities such as board games, counting activities, 

cooking etc. 

 

 Interventions – these are activities for children who have been identified as needing 

additional support in certain areas, for example children who need additional sup-

port in speech and language or children with EAL or SEND. 

 

 

Pedagogy and Implementation: 

 We believe that children learn best through play and by offering free flow play, chil-

dren are able to become absorbed in their play and revisit it again and again until 

learning and new skills have become embedded.  Free flow play also allows children 

to become creative, imaginative, curious and independent. 

 Children continually have the opportunity to learn, either through the environment 

that we have provided for them, or through interactions with adults. 

 Warm, kind, relaxed and respectful adults allow the children to settle quickly and 

feel secure, safe and supported. 



 Adults support children with their emotions and help them to understand their feel-

ings, allowing children to be able to solve conflicts, re-regulate and form good 

friendships. 

 Adults continually observe the children, building up their knowledge of the children 

and their interests.  Adults learn when to stand back and observe and when to inter-

act to enhance play and learning.  

 Adults encourage communication and language skills through commenting on what 

children are doing and echoing back what has been said with added vocabulary. 

Adults pose questions and challenges for children to encourage thinking and creativ-

ity and extend learning – “I wonder what would happen if…..?” 

 Books and story sacks are part of our continuous provision and through frequently 

reading with children and sharing stories, songs and rhymes, children develop a love 

of stories and books and independently look through books, retelling stories and 

sharing them with their peers. 

 We provide healthy snacks and lunches throughout the day and talk about foods 

that are good for us and keep us healthy, big and strong.  Children are encouraged 

to try a variety of foods including various fruits and vegetables at snack and lunch 

times and are offered water or milk to drink. 

 We provide a range of resources to enable children to build up the fine motor 

strength, hand eye coordination and skills that will later be used for writing. This in-

cludes puzzles, using small tools, tweezers, small world play. 

 Children are encouraged to mark make using a variety of resources such as chalks, 

pens, paint brushes, water painting on the playground, using sticks in sand etc. 

 Access to the outdoors area allows the children to use their gross motor skills, build 

muscles, develop balance and spatial awareness and take risks.  Some children learn 

best outdoors and this is acknowledged and their need to be outside is accommo-

dated as much as possible. 

 Adults encourage counting through songs, rhymes, games and modelling counting.  

Adults count as children jump on the trampoline, count how many bricks in a tower 

or ask a child to pass them 2 items, all encouraging children to count, building a firm 

base for children to be able to count confidently and independently. 

 Children are encouraged to explore shape, space and measures on a small and large 

scale, both inside and outside.  For example, small bricks and duplo are part of our 

continuous provision inside as are large loose parts outside.  With both of these chil-

dren can build and explore shape and space, starting with building a tower with 

bricks, to making dens with crates and planks. 

 We respect the different cultures, nationalities and beliefs of our families.  We cele-

brate their festivals and religious days and invite them to share their celebrations 

with us.  We explore our local area, visiting the local park, village shop and joining in 

with village occasions.  We invite local members of the community to visit us, such 

as police officers, firefighters etc and we visit local forest schools and country parks.   

 A Home corner is part of our continuous provision as we believe that children’s first 

imaginative role play will be based on their own first hand experiences.  This is en-

hanced with open ended resources, such as material and small loose parts to allow 

children to develop their play and imagination.   



 Children have free access to the art table where, as part of our continuous provision 

there are paper, pens, pencils, paints and brushes, glue, junk modelling, sellotape 

and a variety of tools such as hole punches, rulers, and stamps.   

 We understand that parents and carers know their children better than we do.  We 

therefore value their opinions and knowledge and encourage them to share these 

with us.  Initially this is through conversations during visits to the Setting and/or 

home visits and this is then followed up with an informal meeting once the child has 

settled.  We then encourage parents to share experiences and interests on Tapestry 

and key workers aim to speak with their parents on a regular basis 

 We are a Charitable Incorporated Organisation and managed by a committee of 

Trustees.  All parents are members of the charity and are invited to our Annual Gen-

eral Meeting where they can elect to become Trustees of the preschool.  This gives 

parents a further insight into the management of the preschool and allows them to 

have a say and make decisions on the day to day running of the preschool as well as 

planning for the future. 

 All staff work with all the children and with this in mind we have regular morning 

meetings (at least weekly) to discuss children’s development, good practise and pro-

vision.  Regular staff meetings (at least half termly) also enables us to reflect on a 

deeper level on our provision and practice as well as to share any concerns about 

children’s behaviours or development.  These also include in house training on child 

protection and child development.  Termly staff supervisions also cover all of the 

above as well as addressing any staff training needs 

 

 

 

 

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

 

13/10/2021 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Updated: October 2021 

POLICY NUMBER 6: 

SAFETY PROCEDURES 

The safety of young children is of paramount importance.  In order to ensure the safety of 

both children and adults, the pre-school will ensure safety in the following area: 

Environment 

 Safety checks on premises, indoors and outdoors, will be made before every 

day/session.  

 A risk assessment of the environment will be conducted at least twice annually by 

the Manager and Deputy Manager. 

 All external doors will be locked during sessions.  The door from the hall to the lobby 

will be alarmed and the alarm will be on during sessions.  The alarm will only be 

switched off during outside play/freeflow play when the outside gates are locked 

and the door is secured open. 

 Outside gates will be locked when children are playing outside. 

 Equipment will be checked every time it is used for safety and cleanliness.  

 The layout of activities will allow adults and children to move freely and safely 

around the premises. 

 Fire doors will not be obstructed and fire exits will be easily identifiable. 

 The Clubroom are responsible for annual checks by the Fire Safety Officer and the 

servicing of fire safety equipment.  The pre-school will keep a copy of these records. 

 All electrical equipment will be PAT tested annually. 

 All dangerous substances, including medicines and cleaning materials will be stored 

out of children’s reach, in the kitchen or in the locked storage cupboard in the lobby.  

Children’s medicines will be kept in the child’s book bag and hung on a hook out of 

children’s reach but easy fast access for adults. 

 Staff will ensure that the bar area will be closed off during sessions. 

 Children playing with or near water will be continuously supervised. 

Fire drill 

 A fire drill will be carried out at least termly and more frequently when we have new 

children or staff to ensure everyone has practiced. 

 The outside gate will be locked prior to the drill. 

 An adult will sound the alarm by pressing the smoke alarm button located in the 

toilet area corridor. 

 Staff will calmly escort the children from the hall, using the lobby entrance. 

 Manager will check the toilet area, book corner, kitchen and lobby area to ensure all 

children have left the premises. 

 Any children with SEN or physical disabilities will have an emergency evacuation 

plan.  The SENCO will be responsible for ensuring their safe evacuation. 

 Manager will collect register, children’s records, visitors book and phone on the way 

out. 

 Everyone will assemble in Safety area 1. The tarmac area to the right of the metal 

gates.  If this area was unsafe then we will assemble in safety area 2, which is the 

grassed area to the side of the lane opposite the pre-school. 



 Once everyone has assembled, Manager will carry out a head count.   

 Once drill has been completed, children will return into the hall and a further 

headcount will be carried out to ensure everyone has returned into the building. 

 Manager will record drill in record book and record any problems/issues to be acted 

upon before the next drill. 

 

Emergency Closure of Pre-School 

It may be necessary on rare occasions that the pre-school needs to be closed at short notice.  

Situations where this may occur include, but are not limited to: Power cuts, staff sickness, 

damage to premises, severe weather conditions.  In the event of the pre-school being closed 

due to an emergency the following procedure will be implemented: 

Before 9.00am:  parents/carers will be informed by email and/or text message.  A message 

will be put on the pre-school website.  Where possible a member of staff will be at the pre-

school to meet any parents who have not received the message. 

After 9.00am:  Parents will be contacted by telephone to collect their children as soon as 

possible.  In the event that it is not possible then the procedure to be followed ‘in the event 

of a child not being collected’, will be followed. 

Managing Accidents and Incidents 

We follow the guidelines of RIDDOR (Reporting Injuries, Diseases and Dangerous 

Occurances) and follow the standards outlined in the Statutory Framework for the Early 

years Foundation Stage (2017).  Child protection and behavioural issues are not regarded as 

incidents and there are separate policies and procedures for these. 

All minor incidences are recorded in the incident book, with the child’s full name, date and 

time of the incident.  All incidences are signed by the member of staff who dealt with the 

incident. Parents are notified either verbally or by a written note in their home/school book. 

The incident book is reviewed on a termly basis by the Manager. 

More serious incidences, which could include head injuries, cuts, severe grazes or any injury 

due to failure of equipment, are recorded in the accident book, which is signed by both staff 

and parents. Parents are given a ‘head injury information sheet’ for all head injuries, advising 

on possible signs of concussion and action to take. 

If a member of staff has an accident, this will also be recorded in the accident book.  If the 

member of staff has to be taken home or to hospital, the pre-school will ensure that 

adequate cover is maintained to comply with child/adult legal ratios.   

Ofsted, MASH (Multi Agency Safeguarding Hub) and the Designated Officer will also be 

notified of any serious accident, incident or injury to, or the death of any child and of the 

action taken.  Notification must be made as soon as is reasonably practicable, but within 14 

days of the incident and any advice will be acted upon.  This is a legal requirement.   

This policy was adopted at a meeting of the pre-school held on 13/10/2020 

 

Signed on behalf of the pre-school ………………………………………………………………….. 



 

 

 

 

 

 

 

 

 

 

Updated: October 2022 

 
POLICY NUMBER 7: 
ANIMAL POLICY & PRACTICE 
 

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

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

 Children are supervised at all times when handling and caring for any animal 

 Children wash their hands after handling any animal or their equipment 

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

 Whenever possible parents/carers are informed beforehand of the forthcoming 
visit. If the visit is spontaneous and therefore it is not possible to advise parents 
beforehand, then the manager will risk assess the visit taking into account the 
above listed factors. 

 

 

 

 

This policy was adopted at a meeting of the pre-school held on 08/02/2022 

 

 

 

 

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

 

 

 

 

 



Updated: February 2022 

 

POLICY NUMBER 8: 
Selecting Play Equipment and Toys 

 
The toys and equipment in pre-school provide opportunities for children, with adult help, to develop 

new skills and concepts in the course of their play and exploration.   The equipment we provide: 

 

 Is appropriate for the ages and stages of the children 

 

 Is selected each session to offer the children the opportunity to develop in all areas of the 

curriculum. 

 

 Features positive images of people, both male and female, from a range of ethnic and cultural 

groups, with and without disabilities 

 

 Includes a range of raw materials which can be used in a variety of ways and encourages an 

open-ended approach to creativity and problem-solving 

 

 Will enable children, with adult support, to develop individual potential and move towards 

required learning goals 

 

 Where appropriate, equipment conforms to all relevant safety regulations and is sound and 

well made. 

 

 All equipment is checked before use and faulty/damaged equipment removed until repaired or 

replaced. 

 

OUTDOOR PLAY 

 

Wherever possible, we provide access to outdoor play, (unless circumstances make this inappropriate, 

for example unsafe weather condition). 

 

TRIPS OFF SITE 

 

The Pre-School arranges a number of off-site trips during the year.  We try to publish an advance list of 

these trips to help parents/carers plan.  The majority of the trips are “parent/carer accompanied”.  This 

is usually advised on an event basis.   

 

For the off-site trips when parents/carers or carers are not expected to be present, usually the nature of 

Titchmarsh playing fields and village walks, the pre-School uses a ratio of 2 children to 1 adult.  Other 

trips such as Forest School are seperately assessed and a full risk assessment is carried out where the 

number of children, their age and development and any additional needs are considered. The adult to 

child ratio is adjusted to suit each trip. 

 

 

 

This policy was adopted at a meeting of the pre-school held on 08/02/2022 
 
 
Signed on behalf of the pre-school ..................................................... 
 
 

 

 

 



 

 

 

 

Updated: February 2022 
 
PROCEDURE NUMBER 9: 
IN THE EVENT OF A PARENT/CARER FAILING TO COLLECT A CHILD 
 
 

1. Check collections book to ensure that the parent/carer hasn’t left alternative 
instructions relating to the collection of their child. 

2. Manager will telephone parent’s/carer’s home/mobile number, leaving a message if 
there is an answer-phone. 

3. Manager will contact emergency contact number given on the registration form. 

4. The Manager and wherever possible, one other member of staff, will wait with the 
child on the pre-school premises. They will reassure the child and frequently re-try all 
telephone numbers for up to 1 hour. 

5. If contact can still not be made, a member of staff or committee member may visit the 
family home. Safety of staff and committee should be considered and visits should 
not be made alone where at all possible.  

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

7. As a final resort, when steps 1-6 have been implemented and continued failure to 
make contact remains after 1 hour, the manager will contact the police and/or 
children’s social care. 

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

 

 

 

 

This policy was adopted at a meeting of the pre-school held on 08/02/2022 
 
 
 
Signed on behalf of the pre-school ..................................................... 
 

 

 

 

 

 

 

 

 

 

 

 

 



Updated: February 2022 
 
POLICY NUMBER 10: 
Health & Hygiene - Policy and Practice 
 
Our pre-school promotes a healthy lifestyle and a high standard of hygiene in its day-to-day 
work with children and adults.  This is achieved in the following ways: 
 
Health: 
Food 
All meals and snacks provided will be of a healthy nature and we will pay due attention to 
children's particular dietary requirements including allergies and preferences. 
 
 
Outdoor play 
We endeavour to provide opportunities for outside play whenever possible. 
We ensure that the gates are locked during outdoor play.  
Shed doors will be closed at all times during outdoor play. 
 
Sun Cream 
Parents/carers are asked upon registration to sign for permission to allow the application of 
the Preschool sun cream when required during outdoor play.  Parents/carers are welcome to 
bring their own brand of sun cream which will be stored in the kitchen area and applied by a 
member of staff when required. 
 
Illness 

 Ofsted and local children’s social care are notified of any serious accident or injury 
to, or serious illness of, or the death of, any child and any advice given will be acted 
upon. (See Child Protection Policy 16) 

 If it is believed that a child is suffering from a disease notifiable (to Local Authority 
Proper Officers) under the Health Protection (Notification) Regulations 2010, and 3 
or more children are affected, advice will be sought from the Health Protection 
Agency and acted upon and Ofsted informed of any action taken. The list of 
notifiable diseases are: 
 
Acute encephalitis 
Acute meningitis 
Acute poliomyelitis 
Acute infectious hepatitis 
Anthrax 
Botulism 
Brucellosis 
Cholera 
Diphtheria 
Enteric fever (typhoid or paratyphoid fever) 
Food poisoning 
Haemolytic uraemic syndrome (HUS) 
Infectious bloody diarrhoea 
Invasive group A streptococcal disease and scarlet fever 
Legionnaires’ Disease 
Leprosy 



Malaria 
Measles 
Meningococcal septicaemia 
Mumps 
Plague 
Rabies 
Rubella 
SARS 
Smallpox 
Tetanus 
Tuberculosis 
Typhus 
Viral haemorrhagic fever (VHF) 
Whooping cough 
Yellow fever 

 

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

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

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

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

Administration of Medicines 
Pre school staff will administer prescribed medicines or medicines purchased over the 
counter, perhaps from a pharmacy or supermarket.  Prescribed medicines must be in their 
original container with the child’s name and dosage on the label.  Over the counter 
medicines must have the child’s name and dosage written on them. For over the counter 
medicines only, this can be hand written. All medicines must be in date. 
 

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

 Parents will complete a medicine administration form, stating dosage times and 
amounts and authorise pre-school staff to administer.  The parent/carer will also sign 
to confirm that the medicine has been previously administered to the child without 
adverse effect.  When medicine is administered, the member of staff will sign the 
medicine administration, noting the date, time and dosage given and this will be 
countersigned by the parent on collection.  
 

 Medicines will be stored in the Kitchen out of the children’s reach during session.   In 
all cases, where stated that the medicine needs to be stored in the fridge, medicine 



will be kept in the fridge in the kitchen. 
 

 A child who has essential long term medication (eg salbutamol inhaler) must have 
their medication on site whenever the child is at the setting.  Failure to provide the 
medication could result in refusing entry for the child until the medication is 
provided or parents update medical requirements stating that it is no longer 
required. 

 

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

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

 If a member of staff is taking medication, this should be stored in the kitchen.  All 
staff should be aware that this may affect their ability to care for children (eg 
drowsiness) and should seek medical advice and consult with the manager who will 
assess their ability to work. 
 

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

 All staff are first aid trained and we aim to ensure that all staff renew their First Aid 
training every 3 years. 

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

 

Hygiene: 
 
To prevent the spread of all infection, adults in the group will ensure that the following good 
practices are observed 
 
 
Personal hygiene 
Hands washed after using the toilet and before handling food 
 
Children with pierced ears are not allowed to share each other's earrings. Whilst at pre-
school a child will only be able to wear studded earrings 
Children encouraged to blow and wipe their noses when necessary and to dispose of soiled 



tissues hygienically, then sanitise their hands, adopting a ‘catch it, bin it, kill it’ approach. 
Individual towels available or paper towels used and disposed of appropriately. 
Hygiene rules related to bodily fluids followed with particular care and all staff and 
volunteers aware of how infections, including HIV infection, can be transmitted. 
 
 
Cleaning and clearing 
Any spills of blood, vomit or excrement will be wiped up and either flushed away down the 
toilet or doubled bagged in plastic bags and disposed of in outside bins.  Rubber gloves 
always used when cleaning up spills of body fluids.  Floors and other affected surfaces 
disinfected. Fabrics contaminated with body fluids will be bagged up in a plastic bag to take 
home and be thoroughly washed in hot water. 

 

Parents/Carers are to provide spare clothing. Pre-school will keep a supply of spare 
laundered pants and other clothing available in case of accidents, and polythene bags 
available in which to wrap soiled garments. 
 
All surfaces cleaned daily with an appropriate cleaner 
 

 
Food 
The pre-school will observe current legislation regarding food hygiene, registration and 
training. 
 
In particular, each adult will: 
 

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

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

 Never smoke on pre-school premises 
 

 Never cough or sneeze over food. 
 

 Use disposable cleaning cloths for kitchen and toilet areas. 
 

 Prepare raw and cooked food in separate areas. 
 

 Keep food covered and either refrigerated or piping hot. 
 

Nappy changing 
We accept all children in nappies or pull ups and it may be necessary to change nappies/pull 
ups when they become soiled or wet. The pre-school staff will do this in a caring and hygienic 
manner as and when required. 
 

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

 Staff will always wash hands after changing nappies 



 Gloves and aprons will be worn by an adult when changing nappies 

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

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

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

Major pandemic incidents 

In the event of a possibility of a pandemic, such as Covid-19 the following procedure has 

been developed for the health and welfare of the children, staff and parents/carers of the 

pre-school 

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

 The committee chair and Pre-school managers would make a decision to close if 

either the ratio of qualified staff dropped below the required ratio for Ofsted or if we 

were advised to close following government advice 

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

 If a child should become ill then they should be kept separately from others until 

their parents/carer are able to collect them.  One member of staff would take 

responsibility for monitoring the child, minimising contact to other members of staff. 

 If staff show signs of infection, the staff member will be sent home. The staff ratio 

should be considered at this stage. 

 We would take guidance from the Local Authority and check Public Health England 

for updates as well as check other reliable websites for public health warnings and 

advice concerning the virus, school closure and any helpful information regarding 

infection control. 

 If  the decision has been made to close the Pre-school then we would post any 

notice of closure on the website at www.titchmarshpreschool.co.uk and follow the 

procedures as laid out in Policy No 6 under ‘Emergency closure of the Pre-school’ 

 If parents are concerned about their child, they should be advised to call NHS Direct 

or their GP. 

 Ofsted should be informed as with any other notifiable disease. 

 All staff should reinforce the children’s understanding of the need to minimise the 

spread of infection, by covering mouths over when coughing, using tissues, the 

disposal of tissues and hand washing etc. 

 A separate Policy and Procedure, and Risk assessment will be written and regularly 

reviewed following Government guidelines.  See Policy 30, Covid-19 

 

 
This policy was adopted at a meeting of the pre-school held on 08/02/2022 
 
Signed on behalf of the pre-school ..................................................... 
 
 

http://www.titchmarshpreschool.co.uk/#_blank


Updated: February 2022 
 
POLICY NUMBER 11: 
Diet - Policy and Practice  
 
The sharing of refreshments can play an important part in the social life of the pre-school as 
well as reinforcing children's understanding of the importance of healthy eating.  The pre-
school will ensure that it fulfils all the requirements of the registering authority and that: 
 

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

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

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

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

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

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

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

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

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

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

 For children who attend longer sessions, parents/carers are asked to provide a 
healthy packed lunch or their children can eat a healthy lunch provided by the pre 
school.  Diluted fruit juice, water or milk is provided by the Pre-school to drink. 
 

 All  lunches are stored in refrigerated temperatures of below 5°C 
   
 
This policy was adopted at a meeting of the pre-school held on 08/02/2022 
 
Signed on behalf of the pre-school ..................................................... 
 



 

 
Updated: February 2022 
 
POLICY NUMBER 12: 
Equal Opportunities Policy 
 
Titchmarsh Pre-school is committed to providing equality of opportunity for all children and 
families and take positive action to eliminate discrimination in all areas of their work.  As a 
member of the Early years Alliance, 
 

Titchmarsh Pre-school works in accordance with all relevant legislation, including 

 Equality Act 2010 

 Children Act 1989 
 

We promote equality of opportunity and anti-discriminating practice. Every child and family 
is included and will not be disadvantaged because of ethnicity, culture, religion, home 
language, family background, learning difficulties, disability, gender or ability. 
 
All children including those with SEN or disabilities will be included, valued and supported 
within Preschool and staff will work closely with parents/carers and agents for advice on a 
disability or SEN.  Staff will also attend any additional training where necessary and 
reasonable adjustments will be made to accommodate any special needs.  Our preschool 
facilities & toilets accommodate for wheelchair accessibility. 
 
Admissions 
The pre-school is open to every family in the community.  
Families joining the pre-school are made aware of its equal opportunities policy, which is 
regularly reviewed. 
 
Employment 
Any vacancies will be advertised. The pre-school will appoint the best person for each job 
and will treat fairly all applicants for jobs and all those appointed. 
Commitment to implementing the group's Equal Opportunities Policy will form part of the 
job description for all persons. 
The Preschool will undertake fair and equal treatment of all employees regardless of age, 
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, 
race, religion or beliefs, sex or sexual orientation. 
 
Families 
The pre-school recognises that many different types of family group can and do successfully 
love and care for children. The pre-school aims to offer support to all families. 
The pre-school offers a flexible payment system for families with differing means. Any 
payment plans need to be agreed with the Pre School. Payments can be made as frequently 
as the parent/carer wishes with the least frequent being monthly. 
 
Festivals 
Our aim is to show respectful awareness of all the major events in the lives of the children 
and families in the pre-school, and in our society as a whole, and to welcome the diversity of 
backgrounds from which they come.  

 



In order to achieve this: 

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

 Without indoctrination in any specific faith, children will be made aware of the 
festivals which are being celebrated by their own families or others, and will be 
introduced where appropriate to the stories behind the festivals. The pre-school will 
respect and take account of those children who follow their own family faith. 

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

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

 Children will become familiar with and enjoy taking part in a range of festivals, 
together with the stories, celebrations and special food and clothing they involve, as 
part of the diversity of life. 

 
The Curriculum 
All children will be respected and their individuality and potential recognised, valued and 
nurtured.  Activities and the use of play equipment offer children opportunities to develop in 
an environment free from prejudice and discrimination. Management of resources within 
the pre-school will ensure that both girls and boys have full access to all kinds of activities 
and equipment and are equally encouraged to enjoy and learn from them.  
Appropriate opportunities will be given to children to explore, acknowledge and value 
similarities and differences between themselves and others. 
 
Resources 
These will be chosen to give children a balanced view of the world and an appreciation of the 
rich diversity of our multi-racial society. 
Materials will be selected to help children to develop their self-respect and to respect other 
people by avoiding stereotypes and by using images and words, which reflect positively the 
contribution of all members of society. 
 
Special Needs 
The pre-school recognises that children have a wide range of needs which differ from time to 
time, and will consider what part it can play in meeting these needs as they arise. 
Planning for pre-school meetings and events will take into account the needs of people with 
special educational needs and disabilities. 
 
Discriminatory Behaviour/Remarks 
Any discriminatory language, behaviour or remarks by children, parents/carers, or any other 
adults are unacceptable in the pre-school. 
Our response will aim to demonstrate support for the victim(s), to help those responsible to 
understand and overcome their prejudices and to make it clear that such behaviour/remarks 
will not be tolerated. 
 
Language 
Basic information, written and spoken, will be clearly communicated in as many languages as 
are necessary and possible. 
Bilingual/multilingual children and adults are an asset to the whole group.  
Children and parents/carers who have English, as a second or additional language will be 



valued and their languages recognised and respected in the pre-school. 
 
Food 
Working in partnership with parents/carers, children’s medical, cultural and dietary needs 
will be met. 
 
Meetings 
The pre-school will make every effort to ensure that the time, place and conduct of meetings 
enable the majority of parents/carers to attend so that all families have an equal opportunity 
to be involved in and informed about the pre-school. 
 

 

Our inclusive practice is reviewed and evaluated on a regular basis by annual review and 
reading of policies, discussion at staff/committee meetings, staff supervision meetings and 
any visits from our local improvement officer. 
 
This policy was adopted at a meeting of the pre-school held on 08/02/2022 
 
 
Signed on behalf of the pre-school ..................................................... 
 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Updated: April 2022 
 

 

POLICY NUMBER 13:  
  SPECIAL EDUCATIONAL NEEDS 
 

 Titchmarsh Pre-school aims to provide an environment where all children are able to 
develop, learn, participate and achieve the best possible outcomes irrespective of their 
special education need (SEN), medical need or disability. 
 
We regard 

 Special Educational Needs and Disability Code of Practice 0-25 yrs 2014 

 Equality Act 2010 

 Children and Families Act 2014 

 The Statutory Framework for the Early Years Foundation Stage 2021 

 The Special Educational Needs and Disability Regulations 2014 
 

Children with a SEN, medical condition or disability, like all children, will be admitted to the 
pre-school after consultation with the parents/carers, the Manager, the Special Educational 
Needs Co-coordinator (SENCO) and any outside agencies already involved with the child and 
family. If it is felt that additional equipment or training is needed to support the child, then 
wherever possible, this will be purchased or undertaken to ensure that our provision is 
appropriate to the child’s needs. Our building is completely at ground floor level and has a 
ramp and wide door access. Within the building there is also a disabled toilet facility. 
 
We understand that early identification of any learning delay or difficulty is important. We 
also understand that parents/carers know their children best and we listen to any concerns 
that they express about their child’s development. Using our key person system all children 
are continually observed and assessed and their progress is shared with parents through 
Tapestry. Any concerns that we have identified are then discussed with the parents/carers 
and then we work in partnership with them to support the child’s needs. This is in addition to 
the statutory 'progress check at age 2'. 
 
We work in a 'graduated approach' of Assess, Plan, Do, Review. 
 
Assess- Following either a concern raised by a parent/carer or by the key person and SENCO, 
we meet with the parent/carer to discuss the child’s needs. 
 
Plan- Working in partnership with the parents/carers, we agree outcomes and targets that 
we are hoping to achieve and ensure that any intervention and support needed is put in 
place. A date is set for a review. Wherever possible the views of the child will be taken into 
account. 
 
Do- The keyperson and SENCO will oversee the plan, ensuring that agreed intervention and 
support is provided and support parents with any strategies/learning in the home. 
 
Review- This takes place on the agreed date. The impact and quality of the support is 
reviewed. The keyperson, SENCO and parent/carers agree any changes to the outcomes and 
support. Parents/carers are given clear information about the impact of the support 



provided and are involved in planning the next steps. 
 
This cycle is repeated as necessary with parents/carers at every stage. 
 
If despite the graduated approach, a child is still continuing to make less than expected 
progress then we will involve appropriate outside agencies, eg: speech and language 
therapist, Specialist Support Services, Educational Psychologist. The decision to involve 
outside agencies will be taken with the parents/carers. 
 
When a child’s needs are more complex and cannot be met by the above, an Educational 
Health and Care Plan assessment may be undertaken by the Local Authority. 
 
All parents of children with SEN, medical needs or disabilities will be made aware of the 
Northamptonshire Local Offer, which informs parents of education, health, care and other 
services available to them in their local area. 

 

The named SENCOs for Titchmarsh Pre-school are 
Anne Roberts (manager) 
Training-   

 BA Early Childhood Studies 

 Early Years Professional Status 

 Protective behaviour 

 Makaton 

 Managing Behaviour 
 Autism 

 

 

Mandy Burton-Aldous (Deputy manager) has also undertaken SENCO training. 
Training- 

 Diploma in caring for Children and Young people level 3 

 Makaton 

 Protective behaviour 
 Speech and Language development  
 Managing behaviour 

 

 
 

This policy was adopted at a meeting of the Pre-school held on 26/04/2022 
 
 

        Signed on behalf of Titchmarsh Pre-school   ………………………………… 
 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
Updated April 2022 
 
POLICY NUMBER 14:  
Behaviour Management - Policy and Practice 
 
We believe that children and adults flourish best in an ordered environment in which 
everyone knows what is expected of them and children are free to develop their play and 
learning without fear of being hurt or hindered by anyone else.  We aim to work towards a 
situation in which children can develop self-discipline and self-esteem in an atmosphere of 
mutual respect and encouragement. 
 
In order to achieve this: 
 

 All adults will provide a positive model for the children with regard to friendliness, 
care and courtesy and to offer strategies for handling any conflict 

 Rules governing the conduct of the group and the behaviour of the children will be 
discussed and agreed within the pre-school and appropriate information will be 
available to all newcomers. 

 All adults in the pre-school will ensure that the rules are applied consistently, so that 
children have the security of knowing what to expect and can build up useful habits 
of behaviour 

 Adults in the pre-school will praise and endorse desirable behaviour such as kindness 
and willingness to share 

 We will take positive steps to avoid a situation in which children receive adult 
attention only in return for undesirable behaviour. 

 
When children behave in unacceptable ways: 
 

 They will be given one-to-one adult support in seeing what was wrong and how to 
cope more appropriately. Where appropriate, this might be accomplished by a 
period of “time out” with an adult. Children will never be sent out of the room by 
themselves. 

 Physical punishment, such as smacking or shaking, will be neither used nor 
threatened. 

 Techniques intended to single out and humiliate individual children such as the 
"naughty chair" will not be used. 

 Physical restraint, such as holding, will be used only to prevent personal injury to 
children or adults and/or serious damage to property. Any significant event of this 
sort will be recorded, and the parent/carer informed the same day. 

 In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of 
the behaviour and attitudes will be made clear immediately, but by means of 
explanations rather than personal blame. 

 In any case of misbehaviour, it will always be made clear to the child or children in 
question that it is the behaviour and not the child that is unwelcome. 

 Adults will not shout, or raise their voices in a threatening way. 

 Adults in the pre-school will make themselves aware of, and respect, a range of 



cultural expectations regarding interactions between people. 

 Any behaviour problems will be handled in a developmentally appropriate fashion, 
respecting individual children's level of understanding and maturity. 

 Recurring problems will be discussed with the parents/carers. 

 Adults will be aware that some kinds of behaviour may arise from a child's special 
needs. 

 
 
 
This policy was adopted at a meeting of the pre-school held on 26/04/2022 
 
 
 
Signed on behalf of the pre-school ..................................................... 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Updated: March 2021 
 
POLICY NUMBER 15: 
Parental/carer involvement 
 
Parents and carers are the primary educators of their young children.  The aim of the group is 
to support parents/carers in their essential role.  We will: 
 

 Involve parents/carers in shared record keeping about their own child, both formally 
and informally, ensuring that parents/carers have access to all written records on 
their own children. Free access is available to developmental records about their 
own children however a written request must be made for personal files on the 
children and data protection rules must be taken into account when disclosing 
records to third parties. 
 

 Ensure that parents/carers are given information on a regular basis about their 
child's progress and have an opportunity to discuss it with staff. 
 

 Ensure that all parent/carers have opportunities to contribute from their own skills, 
knowledge and interests to the activities of the group. 
 

 Ensure that all new parents/carers are aware of and can contribute to the group's 
systems and policies. 
 

 Encourage parents/carers on an individual basis to play an active part in the 
management of the group through our newsletters, and website 
 

 Ensure that all parents/carers are fully informed about meetings, conferences, 
workshops and training. 
 

 Consult with families about the times of meetings to avoid excluding anyone. 
 

 Hold meetings in venues which are accessible and appropriate for all. 
 

 Welcome the contributions of parents/carers, whatever forms these may take. 
 

 Make known to all parents/carers the systems for registering queries, complaints or 
suggestions. 
 

 Provide opportunities for parents/carers to learn about the pre-school curriculum 
and about young children's learning, in pre-school and at home through our 
newsletter and website 

This policy was adopted at a meeting of the pre-school held on 26/04/2022  
 
Signed on behalf of the pre-school ..................................................... 
 
 



 

 

 

Updated: March 2022 

POLICY 16:   

CHILD PROTECTION POLICY. 

The safety and welfare of the children at Titchmarsh Pre-school is paramount and it is 

everyone’s responsibility to safeguard and promote children’s welfare. 

 

Safeguarding and promoting the welfare of children is defined as: 

 Protecting children from maltreatment 

 Preventing impairment of children’s health or development 

 Ensuring that children grow up in circumstances consistent with the provision of safe 

and effective care 

 Taking action to enable all children to have the best outcomes 

 

Taken from ‘Working Together to safeguard Children’ (2018) 

 

Our policy is in line with the Local safeguarding Children’s Board Northamptonshire and has 

regard to: 

 The Children Act (1989 and 2004) 

 Working Together to Safeguard Children (2018) 

 The Statutory Framework for the Early years Foundation Stage (2021) 

 Safeguarding Vulnerable Groups Act (2006) 

 Counter-Terrorism and Security Act (2015) 

 Public Interest Disclosure Act 2018 

 

To ensure that we safeguard the children we follow the following procedures: 

Exclude known abusers. 



It will be made clear to applicants for posts within the pre-school that the position is exempt 

from the provisions of the Rehabilitation of Offenders Act 1974. 

All appointments, both paid and voluntary, will be subject to a probationary period and will 

not be confirmed unless the pre-school is confident that the applicant can be safely 

entrusted with children.   

The law prevents some people from being employed or involved in the provision of 

childcare.  All staff are made aware that they have a duty to disclose any information that 

would disqualify them or disqualify them by virtue of living with a disqualified person. 

 

Seek and supply training. 

Staff and committee members responsible for recruiting staff will attend ‘Safer Recruitment’ 

training.   

All members of staff will attend ‘Safeguarding children’ training as part of their initial 

training and will refresh this training every 2 years to ensure they are aware of the signs of 

abuse and neglect and are able to follow the guidelines set out in the Northamptonshire 

Local Safeguarding Children Board’s document, ‘What to do if you think a child is being 

abused’. 

The designated person responsible for safeguarding children will also attend ‘Designated 

Person’ training and refresh this every 2 years. 

 

Ensure all practitioners are aware of their responsibilities 

The Designated Person/s takes lead responsibility for safeguarding children in the setting.  

They ensure the policy and procedures are up to date, liaise with other agencies when 

needed, attend child protection conferences and ensure that all staff have attended 

safeguarding training and supply in house training to keep all staff up to date and refreshed. 

All practitioners should be aware of the signs of abuse and neglect and know the procedures 

if they have suspicions a child is being abused or they have suspicions about a member of 

staff.  Staff should also be aware that children with special educational needs and/or 

disabilities are more vulnerable as they may not be able to communicate any concerns or 

worries and that there is also a risk of children abusing their peers and should be aware of 

any behaviour between children that could be an indicator of this. This could include 

inappropriate touching or language or physical violence. Staff should also be aware that 

frequent unexplained absences from pre-school or a child who stops attending is also a 

cause for concern and could be a safeguarding issue.  In these circumstances the Designated 

Lead Person should be made aware of the concern and appropriate actions as detailed 

below, followed. 

All practitioners should also be aware of Child Sexual Exploitation and Female Genital 



Mutilation (FGM).  These areas are covered in Safeguarding training and all practitioners 

should be aware of the signs and report any concerns or suspicions to the Designated Lead 

or MASH. 

Any cases of FGM should be reported directly to the police – this is a personal mandatory 

reporting duty requiring the individual professional who becomes aware of the case to make 

the report. 

 

Prevent abuse by means of good practice 

All adults working with children, either paid or voluntarily, will be checked through the 

Disclosure and Barring Service (DBS) and the DBS will be placed on the Update service.  The 

Manager will check all staff DBS through the update service annually. 

Adults will not be left alone for long periods with individual children or small groups. 

Any adult on the premises who has not been checked through the DBS will not be left alone 

with children or take children to the toilet area at any time.  All visitors to the setting will be 

accompanied by a member of staff. 

Children are encouraged to develop a sense of autonomy and independence through adult 

support in making choices, and in using names for their feelings and acceptable ways to 

express them.  We aim to have a culture of listening to children and taking account of their 

feelings and wishes. This will enable children to have the self-confidence and the vocabulary 

to resist inappropriate approaches.   

Respond appropriately to suspicions of abuse. 

The first concern will always be the child.  Children whose condition or behaviour has given 

cause for concern will be listened to, reassured and helped to understand that they are 

valued and respected.  All concerns will be recorded in a confidential file kept separate from 

day to day records.  These records will document the concern, times and dated observations 

including an objective description of the child’s behaviour/appearance, without any 

comment or interpretation.  Any words spoken by the child will also be recorded and the 

recorder will sign and date the record.  These records are only accessible to the designated 

person and chairperson. 

If there are concerns about a child, whenever possible the first referral will be to the 

parents.  We will hope to work with the parents and support them, using outside agencies or 

initiating an Early Help assessment. Children will continue to be welcomed into the pre-

school. However if there are concerns that a child is at risk from significant harm then 

Children’s Social care may be the first referral.  This will only happen in exceptional 

circumstances, where it is deemed that the child is at risk of harm of harm by returning 

home. 

Emergencies 



If a child is in immediate danger, left alone or missing then contact the Police and/or 

ambulance service directly on 999. 

If a child is at immediate risk you should call MASH on 0300 126 1000 and make a telephone 

referral, you will subsequently be required to put this in writing. 

Non Emergencies 

If there is no immediate danger, you will need to establish the level of need and risk before 

you take action.  Thresholds and Pathways will help you to do this using the vulnerability 

matrix.  If you need advice about the levels of need and whether to make a referral, contact 

MASH. 

In all other circumstances, to make a referral to the MASH complete the online referral form 

at www.northamptonshire.gov.uk or www.northamptonshirescb.org.uk 

 A copy of the form will be taken and kept in a confidential file. 

If the child lives outside of Northamptonshire, then the referral will be made to the local 

authority for the area where the child lives and the contact details will be noted alongside 

our other emergency numbers for immediate use. 

All Safeguarding confidential records will be kept for a minimum of 24 years. 

Private Fostering 

If a child under the age of 16 (18 if disabled) is living in a private arrangement with someone 

who is not their parent, step-parent, grandparent, aunt/uncle or adult sibling, for 28 days or 

more, then the local authority must be notified, as this is likely to be a private fostering 

arrangement. 

Prevent Duty 

Under section 26 of the Counter Terrorism and Security Act 2015, the Pre-school have a duty 

to have ‘due regard to the need to prevent people from being drawn into terrorism’.  All 

staff should be aware of this and identify children and families who may be vulnerable to 

radicalisation.  If a family is identified, then MASH should be advised. Ways to prevent 

children and families becoming drawn into terrorism include, promoting British Values, such 

as mutual respect of each other, sharing feelings, including all in decision making, listening 

to the voice of the child and challenging discrimination, negative attitudes and sterotypes.   

Whistleblowing 

If a member of staff has concerns about a colleague, they must report these concerns to the 

Designated Person within 24 hours of the incident that has caused concern.  If the concerns 

are about the Designated Person, then they must report their concerns to the Chairperson. 

Following the referral to the Designated Person or Chairperson, an email should be sent to 

MASH and The Designated Officer 

If a member of staff or volunteer is accused of any form of child abuse, s/he will be informed 

http://www.northamptonshire.gov.uk/
http://www.northamptonshirescb.org.uk/


by the Chairperson or Designated Person and placed immediately on paid leave until an 

investigation has taken place.  In all cases, the Designated Officer, MASH and Ofsted will be 

notified by telephone within 14 days and their advice followed. Also a referral will be made 

to the Disclosure and Barring Service if the member of staff is dismissed, or would have been 

dismissed if they had not left, due to harming a child or putting a child at risk of harm. 

Confidential records will be kept of the allegation and all subsequent proceedings. 

If the registered provider is disqualified, they cannot work with the children or be directly 

concerned with the management of the provision. 

 

Restrict use of cameras and mobile phones. 

The pre-school currently own and keep on its premises 4 ipads which are all used for taking 

photos and videos.  All photographs and video footage of pre-school children will be taken 

using these, including photos on trips and visits away from the premises.  Any photos that 

need to be printed will be downloaded onto the pre-school laptop and printed on the 

premises. The Ipads are password protected and are all locked away in a filing cabinet 

overnight.  If an Ipad was lost or stolen, it should be reported to the Designated person who 

will then report it to the police. 

Written consent will be obtained from parent/carer before any photographs or videos of 

children are used on the setting website or for promotional/advertising purposes. 

 All personal mobile phones will be kept in the kitchen area.  All calls using a personal mobile 

phone will be made in the kitchen area during lunch/break times.  If there is an emergency 

and it is necessary to make/receive a call outside of these times, then the call will be made 

from the kitchen area with permission of the manager.   Any misuse of phones should be 

reported to the Manager. 

All visitors to the setting and parents will be advised that the use of mobile phones on the 

premises is prohibited.  

 

Be aware of Social Networking Sites/e-safety. 

It is accepted that staff/ committee members may be members of and use various social 

networking sites.  Staff will be aware of confidentiality issues relating to the pre-school, it’s 

children and members when using these sites, especially when they have parents as ‘friends’ 

on these sites. 

At any pre-school event, parents will be asked not to publish photos taken at the event onto 

social networking sites. 

Children have access to I pads which are connected to the internet.  Children play pre-loaded 

games/apps or may work with an adult to research information.  All practitioners should be 

aware of the possible dangers of children having free access to the internet and when the I 



pads are connected to the internet a member of staff should monitor their use.   The 

downloading and monitoring of apps is the responsibility of the Manager and deputy 

manager. 

The Manager will check Search Engines regularly to ensure that only appropriate material is 

linked to the Setting. 

 

 

FURTHER INFORMATION 

Designated Person:  Anne Roberts 

Deputy Designated Person: Mandy Burton-Aldous 

Initial Contact team – Children’s Social Care:  0300 126 3000  (Out of hours 01604626938) 

The Designated Officer :  01604 362993 

Northamptonshire Safeguarding Children’s Board – www.northamptonshirescb.org.uk 

 

 

This policy was adopted at a meeting of the preschool held on 26/04/2022  

 

Signed on behalf of Titchmarsh Preschool........................................................



 
 

 

Appendix to Policy 16 
 Safeguarding and Promoting Childrens Welfare Policy 
Recruitment Policy and Procedure  
 Titchmarsh Pre-school takes the safeguarding and protection of children very seriously and ensuring that all 
staff and volunteers are safe to work with children is fundamental. 
 
Recruitment procedures need to be robust and deter and prevent the appointment of unsuitable people. 
The following procedures aim to achieve this as far as possible. 

 Produce a job description and person specification/volunteer role profile. 

 Clear job, role and person specifications will include safeguarding references 

 Job advertisement will contain clear messages about safeguarding (eg: this organisation is 
committed to safeguarding and all successful applicants will be subject to a DBS check) 

 Use application forms rather than inviting CV`s. CV`s can be seen as a selling tool and are easier to 
hide gaps in employment history. 

 Include a self-disclosure for criminal convictions on application forms 

 State on application form that references may be obtained prior to interview, but definitely 
following an offer of employment. 

 At least 2 people will scrutinise application forms. Identify any gaps in history. Identify 
inconsistencies. Ensure application form is fully completed. Have specific questions related to each 
application. 

 At least 2 people will interview. Use questions and criteria previously agreed. 

 Interview will probe any gaps or inconsistencies. Ask about attitudes to children and child 
protection. What are motives for working with children? Ask specific examples of practice. One 
member of interview panel needs to clearly document answers. 

 Selection should include an additional tool to the interview, for example a visit to the setting during 
session time to watch how the candidate interacts with children. 

 Carry out DBS check for candidate selected, but be aware that this is not fail proof.  

 If applicant is from overseas, check through NARIC, that qualifications are relevant and through 
gov.uk that they are eligible to work in UK 

 Any offer of employment will be conditional, on the return of DBS check, satisfactory references 
and a probation period of 3 months. 

 Once DBS has been returned satisfactory, then it should be added to the DBS Update service, to 
enable annual checks to take place. 

 
 
 
   
This policy was adopted at a meeting of the pre-school held on 26/04/2022 
 
 
Signed on behalf of the pre-school ..................................................... 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

Updated: April 2022 
 
POLICY NUMBER 17: 
           Confidentiality Policy 
 
The pre-school's work with children and families brings us into contact with confidential information. 
 
To ensure that all those using and working in the pre-school can do so with confidence, we will respect 
confidentiality in the following ways: 
 
Parents/carers have access to the files and records of their own children but do not have access to 
information about any other child. Parents/carers must be given access to all records about their child, 
provided that no relevant exemptions apply to their disclosure under the Data Protection Act 1988. 
 
Any personal information held by the Pre-school is kept in a locked cabinet.  Highly confidential/sensitive 
information such as safeguarding/child protection issues are kept in a separate locked cabinet, of which 
only the Manager and Deputy Manager have access. 
 
Parent/carer emails addresses are kept on the Preschool laptop and will only be used from this laptop.  
When emailing more than 1 parent. Emails are sent in a BCC message to protect email addresses. 
 
Staff will not discuss individual children, other than for purposes of curriculum planning/group 
management, with people other than the parents/carers of that child. 
 
Information given by parents/carers to the pre-school Manager or key person will not be passed on to other 
adults without permission. 
 
Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the people 
directly involved with making personnel decisions. 
 
Any anxieties/evidence relating to a child's personal safety will be kept in a confidential file and will not be 
shared within the group except with the child's key person, Manager and the Chair 
 
Students on Work Experience or other recognised qualifications and training, when they are observing in 
the pre-school, will be advised of our confidentiality policy and required to respect it. 
 
All the undertakings above are subject to the paramount commitment of the pre-school, which is to the 
safety, and wellbeing of the child.  Please see also our policy on child protection. 
 

 

 

This policy was adopted at a meeting of the pre-school held on 26/04/2022 
 
 
Signed on behalf of the pre-school ..................................................... 
 

 

 

 



 

 

 

 

 

 

 
 
Updated: April 2022 
 
POLICY NUMBER 18: 
Complaints procedures  
 
We aim to provide the highest quality education and care for all our children. Our aim is to welcome each 
individual child and family and to provide a warm and caring environment within which all children can 
learn and develop as they play.  We believe children and parents/carers are entitled to expect courtesy and 
prompt, careful attention to their needs and wishes. Our intention is to work in partnership with 
parents/carers and the community generally and we welcome suggestions on how to improve our group at 
any time. Many concerns can be resolved quickly by an informal approach to the appropriate member of 
staff. If this does not achieve the desired result, the following procedures should be used. 
 
 How to complain 
 
If a parent/carer has a concern or complaint about the Pre-school relating to their fulfilment of the EYFS 
requirements, they should first speak with the Manager or Chair of the committee.  If this does not have a 
satisfactory outcome or if the problem recurs, they can request a formal meeting with the supervisor and 
chair of the committee or they may decide to make a written complaint.  
 
The pre-school must investigate and notify the complainant of the outcome within 28 days of receiving the 
complaint.  
 
The next stage is to request a meeting with the pre-school manager and the chair of the management 
committee. Both parent(s)/carer(s) and the leader could have a friend or partner present if required and an 
agreed written record of the discussion should be made. 
 
The Preschool must investigate all written complaints and notify complainants of the outcome of the 
investigations within 28 days of receiving the complaint.  All Complaint records will be kept for 3 years and 
be made available to Ofsted on request. 
 
A written record of all complaints made during any specified period and the action that was taken as a 
result of each complaint must be provided to Ofsted on request. 
 
 
Most complaints should be resolved informally or at the following stage: 
If the matter is still not resolved to the parent’s/carer's satisfaction, the parent/carer should again contact 
the chair. At this point, if parent/carer and group cannot reach agreement, it might be helpful to invite an 
external mediator, one who is acceptable to both parties, to listen to both sides and offer advice.  A 
mediator has no legal powers but can help to help define the problem, review the action so far and suggest 
further ways in which it might be resolved. 
 
Staff or volunteers within the Pre-school Learning Alliance will be available to act as mediator if both parties 
wish it. The mediator will keep all discussion confidential. S/he will meet with the group if requested and 
will keep an agreed written record of any meetings that are held and of any advice s/he has given. The 
involvement of a mediator represents the final stage in the complaints procedure. 



 
 
 
The role of the registering authority 
In some circumstances, it will be necessary to bring in the registering authority Ofsted, which has a duty to 
ensure laid down requirements are adhered to and with whom the Pre-school Alliance works in partnership 
to encourage high standards. The registering authority would be involved if a child appeared to be at risk or 
where there seemed to be a possible breach of Ofsted standards. In these cases both parent/carer and pre-
school would be informed and the Pre-school  Alliance would work with the registering body to ensure a 
proper investigation of the complaint followed by appropriate action. Ofsted can be contacted on 0300 123 
1231 or Ofsted Offices, Royal Exchange Buildings, St Ann’s Square, Manchester, M2 7LA or email:  
enquiries@ofsted.gov.uk. 
 
We believe that most complaints are made constructively and can be resolved at an early stage. We also 
believe that it is in the best interests of the pre-school and parents/carers that complaints should be taken 
seriously and dealt with fairly and in a way, which respects confidentiality. 
 
 
 
This policy was adopted at a meeting of the pre-school held on 26/04/2022 
 
 
Signed on behalf of the pre-school ..................................................... 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:enquiries@ofsted.gov.uk


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updated: 28/06/2022 
 
PROCEDURE NUMBER 19: 
       In the Event of a Lost Child 
 
We take the safety and security of our children very seriously and procedures are in place to prevent 
children leaving the premises unattended. 
 
During session time external doors are kept locked and alarms are fitted to internal doors.   A stair safety 
gate is secured to the fire exit door in the meeting room and the internal door to the meeting room is kept 
locked when the room is not in use.  When using the outside area the external gates are locked.  
 
However the following procedure is in place in the unlikely event of a lost child. 
 
 
Manager will carry out a head count and register to establish whether a child is in fact missing. 
Check premises thoroughly 
Check the immediate perimeter of the premises, including the equipment storage sheds. 
If the child is not found, immediately advise the parent/carer. 
Contact the Police for advice and help. 
 
 
 
This policy was adopted at a meeting of the pre-school held on 28th June 2022 
 
 

 

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



Updated: 28/06/2022 
 
 POLICY NUMBER 20:  
       Arrivals and Departures Procedure 
  ARRIVALS 
 

 Staff and helpers must be marked into the register 

 Doors to the Pre-school open at 09.00a.m. (12.30pm on afternoon sessions). Children and 
parents/carers assemble in the payground. 

 Children are invited through into the lobby and then through to the main hall where a member of 
staff marks each child present on the register. 

 Children self register on the photo board and are then able to go and play. 

 If a parent/carer wishes to come in and stay with their child – particularly if they have recently 
started at the pre-school, they are able to do so. Parents/carers may, if they feel it helps to settle 
their child, stay for a few minutes while all the children attending the session assemble. 

 Any late arrivals are marked in to the register on arrival and the time of arrival is recorded in the 
register, the total number attending is adjusted. 

 If parents/carers feel that they need to remain at pre-school beyond this point, they are required to 
sign the Visitors Book. Visitors must be signed into the visitor’s book with their time of arrival noted 
in the book. 

 If a parent/carer is not collecting their child/ren, we ask them to write the full name of the 
responsible adult who will be collecting their child/ren and sign in the collection book which is 
always situated on the table in the lobby area or to telephone the preschool to inform them if 
alternative collection arrangements have been made.  The person who is collecting the child must 
be given the personal security password allocated to that child before they can be released from 
Pre-School. 

 
 DEPARTURES 
 

 Departure from Pre-school is at 12.00, 12.30pm or 3.00pm. 

 Parents/carers are asked to notify the Pre-School as soon as possible if running late when collecting 
child/ren.  

  We will issue a written notification for repeated late collections of over 10 minutes and a £5 fee will 
be charged for more than 5 repeated incidents. 

 Prior to afternoon departure time the children will be gathered in the book corner with 2 members 
of staff before the doors are opened. 

 At the appropriate time a member of staff greets the parents/carers in the entrance area whilst the 
children remain quietly seated. 

 As their name is called (one at a time) the children go to the door to meet their parent/carer in the 
entrance area and they are marked out of the register. 

 Any early departures for whatever reason are marked out of the register and the time of departure 
recorded on the register. 

 Staff and helpers should be marked out of the register 

 Visitors should be signed out of the visitor’s book when they leave and the time of departure noted 
in the book. 

 
 
 
This policy was adopted at a meeting of the pre-school held on 28/06/2022 
 
Signed on behalf of the pre-school ..................................................... 
 

 



 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Updated: 28/06/2022 
 
POLICY NUMBER 21: 
Transition Policy 

 
We appreciate how difficult it can be for children to start at a new setting, and we therefore aim to make 
transitions to and from Titchmarsh Pre-School as smooth as possible. 
 
Children coming to us from another setting, or as well as attending another setting (including childminders) 
will be settled in as per policy No 4 (Settling in Pre-school policy). 
In addition we will also contact the other setting and speak to the child’s key person from that setting.  This, 
along with any transition document sent to us, will give us an overview of the child, such as 
activities/experiences they enjoyed, how they interacted with their peers/adults in the setting etc.  If the child 
is still attending the other setting we will attempt to make an appointment to visit the child in the setting and a 
communication book will be set up so that regular communication about the child’s interests and 
achievements can take place between settings. 
 
For children leaving us to attend another setting or to start school, we prepare a transition document, which 
outlines the child’s achievements in all areas of learning, which with parents/carers permission will be passed 
on to the new setting.  Many of our children progress on to Titchmarsh Primary School, with who we have 
very good links, with the reception class teacher making regular visits to the Pre-school, in the summer term.  
If the child is attending another setting then we will attempt to set up a regular two-way flow of information 
between the settings and if possible, visit the child in the other setting. Contact is made with the school 
inviting the reception teacher to visit the child at the preschool prior to them starting school.  
 
 

 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

 

 

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

 

 

 

 

 

 

 

 

 



Updated:  28/06/2022 

 
POLICY NUMBER 22: 

            Children in Care 
 

As a 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 care’ to achieve and 
reach their full potential. 
 
“Children in Care (CIC) are children who have become looked after, if they have been taken into care by the Local 

Authority or accommodated by the Local Authority.  Most CIC will be living in a foster home, but some may also be 

living in a children’s home or with a relative. 

 
We understand that many CIC will have experienced often traumatic situations and sometimes abuse, but 
we also recognise that this is not so for all CIC, and that there are many reasons why a child could be in the 
care of the Local Authority.  Whatever the reason, we acknowledge that the separation of a child from its 
home and family is disturbing for the child and will have an impact on its emotional well-being. 
 

 The term “Child in care” denotes a child’s current legal status.  This term will never be used to categorise 
a child 

Whilst a child is still settling in with a foster carer, we will welcome the foster carer into the setting for as long 
as it takes for the child to settle in and feel safe and secure. 
The designated key person for Children in Care is the designated child protection co-ordinator 
The key person will liaise with all agencies, professionals and practitioners involved with the child  
The setting acknowledges the Local Authority social care department as the child’s “corporate parent/carer”  
At the start of the placement, the key person will meet with the professionals involved with the child (social 
worker, foster carer etc) to draw up a Personal Educational Plan, this will normally occur within 10 days of 
the start of the placement and will be reviewed at least termly or more frequently if there are concerns. 
Any concerns about the child will be discussed initially with the foster carer and also with the social worker at 
review meetings or visits 
If the concerns are about the foster carer, or their treatment of the child, these will be recorded as per the 
safeguarding children procedure and reported to the child’s social worker. 
We are aware that consent will need to be granted from the social worker for the taking of and displaying of 
photos for a Child in Care and the same applies to any video footage 

 

 

 

 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Updated: 28/06/2021 

 

POLICY NUMBER 23: 

Payment of fees and overdue payment Policy 
 

 

The preschool and committee aim to ensure financial stability of the Pre School by having a fair and consistent 

process for pursuing non and late payment of fees as outlined in the policy below. 

Invoices for fees are issued monthly in advance; payment is due by the end of the month that the invoices are 

raised/sent.  We send invoices via email unless we do not have a current email address for the parent/carer then the 

invoice will either be handed to the parent or posted to the address on file. All regular agreed sessions will be invoiced 

and payable even if the child is absent 

The preschool’s preferred method of payment is via internet transfer in to the bank account detailed on the invoice but 

we do also accept cheques and childcare vouchers (if you have a childcare voucher provider through your payroll that 

we are not registered for then the preschool will endeavor to join the scheme so you may benefit from the tax incentive). 

Cash may be accepted providing that it is given in person to a member of staff.  A receipt for the cash will then be 

written and given to the parent  

Any administration charges that the Pre-School incur as a result of bounced cheques etc will be passed on to the 

individual concerned. 

The preschool cannot and will not under any circumstances accept liability for any cash placed in the Child’s 

book bag for payment of fees. 

The preschool will make every effort to accommodate any Parent/ Carer experiencing financial difficulties providing 

the parent/carer approaches the invoice administrator or Manager explaining that they are having difficulties. All 

information will be treated in the strictest of confidence and will only ever be discussed with the Treasurer and 

Chair/Vice Chair if required. If payment is not received and no mitigating circumstances have been discussed with the 

invoice administrator or Manager then the following procedure will be followed. 

1. Issue a current statement and an ‘Overdue Account’ letter by recorded delivery asking for payment in full within 

seven days. If payment is received within seven days, no further action will be taken. 

2. If payment is not received within seven days, a ‘Second Warning’ letter will be sent by recorded delivery asking for 

either a payment plan* to be agreed or payment in full within seven days plus a £10 administration fee.  If payment is 

received within seven days, no further action will be taken. 

3. If payment is not received within seven days, a ‘Third Warning’ letter sent recorded delivery will be issued asking for 

either, a payment plan to be agreed or payment in full within seven days plus a further £10 administration fee.  If a 

payment plan is agreed or payment is received within seven days, no further action will be taken.  

4. If after seven days, full payment or a payment plan agreed by the Pre-school has not been received, a ‘Final Warning’ 

letter will be sent recorded delivery with the addition of a further £10 administration fee.  The ‘Final Warning’ letter will 

ask for full payment within seven days otherwise further action will be taken in the County Court. If payment is 

received within seven days, no further action will be taken.  

5. If payment is not received within seven days, the Pre-school will immediately begin proceedings in the County Court 

for which we will charge an administration fee of £50 and all Court costs.  If a Pre-school representative is required to 

attend at County Court, costs will be applied at a rate of £20 an hour. 

* Any payment plan agreed will be followed by a letter of confirmation (2 copies) of the agreement signed by a 

supervisor, the parent will be required to sign a copy and return it to the pre-school within seven days  

 

 

 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

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

 

 

 

 

 

 

 

 

 

 

 



 

Updated: 28/06/2022 

 

POLICY NUMBER 24: 

Reserve Funds Policy 
 

The funds held by Titchmarsh Pre-school falls into three categories: 

 

1. Unrestricted funds 

 

Unrestricted funds are needed to cover staff costs, administration and other operating costs.  

 

As income levels vary throughout the year, the committee consider it prudent that a reserve of 

unrestricted funds should be available. We are working towards a recommended reserve figure of 

six months running costs. 

 

The trustees will monitor and review the unrestricted fund reserve level with reference to income 

forecasts and changes in funding on a regular basis to ensure it meets the needs of the pre-school. 

 

2. Restricted funds 

 

Restricted funds normally arise from donations or grants which have been received to meet the cost of specific 

items of expenditure. 

 

3. Designated funds 

 

Designated funds are to be spent on specific projects outside the day-to-day running of the pre-school. 

 
 

 

 

 

 

 

 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

 

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

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Updated: 28/06/2022 

 

POLICY NUMBER 25: 

Charging Policy 

 

 

This policy aims to ensure all parents and carers are made aware of the charges that will be made for provision of a place 

at Titchmarsh Pre-school. 

 

REGISTRATION FEE 

Titchmarsh preschool do not charge a Registration fee.  This is in line with North Northamptonshire Council’s funding 

policy and conditions. 

 

AVAILABLE SESSIONS, TIMES & COSTS (September 2021) 

 

 

 

 

Morning Session                                      

 

 

 

9.00am to 12.00 

 

 

 

Monday – Friday  

 

 

 

38 weeks 

 

 

 

£13.50 

Morning Session + 

lunchtime 
9.00am to 12.30pm Monday - Friday 38 weeks £15.75 

Afternoon Session 12.30pm to 3.00pm Monday - Friday 38 weeks £11.25 

Afternoon Session + 

lunchtime 
12.00 to 3.00pm Monday - Friday 38 weeks £13.50 

Full Day 9.00am to 3.00pm Monday - Friday 38 weeks £27.00 

Lunchtime 12.00 to 12.30pm Monday - Friday 38 weeks £2.25 

       

Current Hourly Rate Minimum of 15 minute intervals £4.50 per hour 

 

 

 

     

 

Lunch Session 

We have a lunch break between sessions between 12.00 and 12.30pm for which we will charge the advertised rate 

(currently £2.25). During this time children will be supervised whilst they eat a healthy packed lunch they bring from 

home or a lunch provided by the preschool (at an extra charge of £2 per lunch) 

Lunchtime provides a shared experience and promotes self-confidence within a large group of children. It develops their 

social skills and independence, forming part of their daily routine, which will then follow on when they attend school. 

Parents can collect their child for the lunch break if they wish. 

Further information can be found in Policy 11 - Diet 

 

Extra Charges 

There will be no extra charges levied for snacks and drinks or general consumables for any child at Titchmarsh Pre-

school. These are included in the hourly charge rate and free entitlement funding. 

Parents should provide their own nappies/pull-ups/wipes/sacks and any creams should their child require them as they 

are not provided by pre-school. We will have to charge you for any such items that we have to provide. (Refer to Policy 

10 – Health & Hygiene & Policy 13 Special Needs) 

We will issue a written notification for repeated late collections of over 10 minutes and a £5 fee will be charged for 

more than 5 repeated incidents. (Refer to Policy 20 – Arrivals & Departures). 

Extra sessions taken will be on a first come first served basis and will be charged at the appropriate rate. 

 

Pre-School Clothing 

We offer for sale without obligation Pre-school T-shirts and Jumpers. The prices of which are currently £8.00 for a jumper 

and £5.00 for a t-shirt. 

 

Free Entitlement for 2, 3 & 4 Year Olds 

We will not make any charges in respect of the free entitlement for any child who is registered with Titchmarsh Pre-

school on the headcount date for each calendar block. Hours taken above the free entitlement will be charged for at the 



prevailing rate.  

Parents will not be entitled to receive any refund in respect of free entitlement should their child not attend. 

We reserve the right to assess each family’s needs individually and agree more suitable arrangements where necessary. 

 

 

 

Planned absence/illness 

Pre-booked sessions will always be charged unless there are deemed to be exceptional circumstances. (Refer Policy 24 – 

Payment of Fees and Overdue Payment Policy). 

Absence due to hospital confinement or prolonged illness will not be charged for at the discretion of the pre-school 

manager and committee. 

 

 

2 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

Updated 28/06/2022 

 

POLICY NUMBER 26 

 

Code of Conduct Policy 

 

The purpose of this policy is for staff to understand the behaviour and conduct expected of them and the 

policy will therefore: 

 Identify behaviour boundaries and staff responsibilities 

 To help staff to work in an open and transparent manner 

 Agree communication and accountability 

 Explain what is expected from an employee 

 To ensure staff demonstrate and model high standards of conduct 

 To ensure staff avoid putting themselves at risk of allegations of abusive or unprofessional conduct 

This policy should be read in conjunction with job descriptions, contract of employment and all other poli-

cies and procedures. 

 

Attendance and absences: Staff hours and sessions are determined by the Manager.  Staff are expected to 

take their holidays during school holiday times. If they want holidays during term time then this must be 

agreed with the manager beforehand and will be unpaid.  If a member of staff is unwell and cannot work 

then they must contact the Manager before 7.30am. 

Training:  Staff are expected to undertake core training (Safeguarding and Paediatric first Aid) and renew as 

required (Safeguarding every 2 years, First Aid every 3 years).  Staff are also encouraged to attend other 

training to further their professional development and knowledge.  Where possible, relevant training will 

be funded by the preschool. 

Alcohol, drugs, smoking and E cigarettes:  Alcohol, drugs, cigarettes and E cigarettes are not permitted on 

the preschool premises.  If a member of staff reports for work under the influence of alcohol or drugs, this 

will be deemed as gross misconduct, the staff member will be sent home and disciplinary action will be 

taken. 

Medication:  If a member of staff is taking medication during the day it needs to be stored in the kitchen 

area in the staff member’s bag or the fridge.  Staff must inform the Manager if the medication has any side 

effects such as drowsiness so that the Manager can determine their ability to work.  If the medication is for 

an ongoing condition, this will be noted on the staff records. 

Health and Hygiene:  All staff are role models and this includes in their health and hygiene practice.  Staff 

should arrive for work in a clean and presentable manner. Uniform is provided and should be worn with flat 

covered shoes.  Tattoos and piercing are permitted but if tattoos are considered inappropriate, staff will 

asked to keep them covered.  All staff should complete Food Hygiene Level 1 course before preparing and 

serving food. All staff must ensure they wash their hands after going to the toilet and before preparing and 



handling food.  Staff should ensure they wash their hands after wiping their own, or a child’s nose.  When 

changing nappies, gloves and a disposable apron must be worn and disposed of in the nappy bin with the 

used nappy. When cleaning up other bodily fluids such as blood or vomit, gloves must also be worn and if 

required a disposable apron.  All tissues etc, used when cleaning up bodily fluids should be placed into a 

plastic bag with the used gloves and apron, tied up and put into a bin in the kitchen. 

Mobile phones, cameras, laptops, social media:  The preschool has a mobile phone for staff to contact par-

ents or make and receive any calls regarding preschool business.  All personal mobile phones should be 

kept in the kitchen.  We appreciate that sometimes staff need to make or receive call and this can be done 

in the kitchen area, away from children, preferably during lunch time.  Staff can use their personal laptops 

to complete keyworking work on Tapestry as per our GDPR policy.  We appreciate that parents may request 

members of staff as ‘friends’ on social media sites such as Facebook.  We advise that staff should not ac-

cept these requests unless they were personal friends previous to the child attending preschool. 

Social Conduct and reputation of the Nursery:  Staff are representatives of Titchmarsh preschool and there-

fore are expected to conduct themselves in an appropriate manner outside of preschool.  Titchmarsh pre-

school is situated in a small rural community and therefore the behaviour and actions of its staff members 

will reflect on the preschool. 

Criminal offences: All staff members undergo a DBS check at the start of their employment and subse-

quently sign a declaration to state that they have not committed any criminal offences at their annual ap-

praisal.  Any subsequent criminal offences should be immediately declared to the Manager or Chairperson.  

Failure to disclose any criminal offences will be deemed as gross misconduct and disciplinary action will be 

taken. 

Safeguarding: All staff have a legal responsibility and a duty of care to safeguard the children and should 

read our Safeguarding Policy (Policy 16) at least annually.  All staff must complete safeguarding training and 

update this every 2 years.  Staff also have a responsibility to ‘whistleblow’ if they observe or hear any inap-

propriate language or actions from colleagues as detailed in safeguarding policy 16.   

Inclusion and respect:  Titchmarsh preschool is fully inclusive and has families from different ethnic and so-

cial backgrounds.  We also have children with disabilities and Special Educational Needs.  All staff are ex-

pected to treat all children, families and visitors to the Setting with respect and courtesy and racist or dis-

criminatory behaviour or language will not be tolerated.  (Equal Opportunites Policy 12). 

Confidentiality: All staff are expected to comply with the guidelines in our Confidentiality Policy 17.  
Children and families should not be discussed outside of preschool and details of children and families 
should not be shared with other families. Staff should only breach their duty of confidentiality if there is a 
safeguarding concern and it is deemed that the child would suffer maltreatment or harm if action was not 
taken.  
 

This policy was adopted at a meeting of the pre-school held on 28/06/2022 

 

 

Signed on behalf of the pre-school ……………………………………………….Date:…………………… 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted 28/06/2022 

POLICY 27- General Data Protection Regulation 

Personal data – privacy, retention and sharing of information 

At Titchmarsh Preschool we take your privacy seriously and are committed to ensuring that your personal 

data is protected in accordance with data protection laws. 

This policy has been written with regard to the General Data Protection Regulation (May 2018). 

What personal data we collect:  

The personal details we collect include your name, your address, your telephone numbers and email ad-

dress and these are used to contact you about your child and to also share information about your child’s 

learning and development through Tapestry and to inform you of events (newsletters etc) 

We also collect information about your child including their name, date of birth, who they normally live 

with, who has parental responsibility, any health issues, dietary requirements or any special educational 

needs and this is used to help keep your child safe. 

The above information is collected as part of our Statutory duty under the Early Years Foundation Stage 

(2017) 

Who we share your information with: 

We share your information with Northamptonshire County Council to enable us to claim 2 year old Fund-

ing, Universal Funding Entitlement for 3 and 4 years olds and Extended entitlement for children of working 

parents. 

We share your information with Tapestry, to enable us to track your child’s learning and to share their 

Learning Journal and reports with you. 



We will share your information with Northamptonshire Health Authority if we are making a referral for 

your child.  This could include but is not restricted to, a referral to Speech and Language Therapists, Special-

ist Support Service, Community Paediatrician, Health Visitor. 

We will also share your information with Northamptonshire Safeguarding Children Board if we were con-

cerned about your child’s safety.  This may be done without your knowledge if we were sufficiently con-

cerned. 

How do we collect, protect and store your data: 

Your data is stored in both paper files and on the preschool laptop. 

Current paper files are kept in a locked filing cabinet in the kitchen area and the Manager and Deputy Man-

ager both have a key to this cabinet.  Non-current or sensitive data such as Child Protection records are 

kept in a metal filing cabinet which is located in the outside storage area.  The Manager and the Deputy 

Manager have a key to this cabinet. 

Electronic files are stored on the preschool laptop which is password and fingerprint protected.  The Man-

ager and Deputy Manager have access to this.   

When we share electronic files with other agencies as stated above, these are sent using ‘egress’ a secure 

email used by Northamptonshire County Council. 

 

 

How long do we retain your data: 

We retain your data for as long as you are a member of Titchmarsh Preschool.   

Some paper records are required to be kept for longer periods. 

Registration forms, incident books and funding forms are kept for a period of 3 years or until the next Of-

sted inspection, whichever is soonest.  After this time, the records will be shredded or burned. 

Accident records are kept until the child is 21 years 3 months of age and this is a requirement of RIDDOR 

(The reporting of Injuries, Diseases and Dangerous Occurances Regulations 1995) 

Safeguarding records are kept until the child is 25 years of age.  This is a requirement of Northamptonshire 

Safeguarding Children’s Board 

Your rights with respect to your data: 

As a data subject you have a number of rights.  You have the right to: 

 Transparency.  You should be clear about the data we hold and how we use it and should ask for 

more information if you are not sure 

 Request to access, amend or correct the personal data we hold about you.  If you request access to 

your personal data we must provide this within 1 month.  If we are unable to do this within 1 

month we will write to you within that month with a new timescale, which could be up to a further 

2 months.  The only time we would deny access is if we think the information may impact on the 

rights and freedoms of others or if the request is manifestly unfounded, excessive or repetitive.  If 

we refuse a request for access we will tell you why this has been refused and inform you that you 

have a right to complain to the Information Commissioners Office (ICO) 



 Request that we delete or stop processing your data.  This only applies to data that is not part of 

our legal obligation under the Statutory Framework of the Early Years Foundation Stage (2017).  Re-

quest to delete this information would mean that your child could no longer attend Titchmarsh Pre-

school. 

 Data portability.  You can request that we transfer your data to another person 

 

Complaints: 

If you are concerned about the way your data is handled and remain dissatisfied after raising your concern 

with our Manager and Chair of Trustees, you have the right to complain to the Information Commissioners 

Office (ICO) at Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or https://ico.org.uk/  

 

Changes to this policy: 

This policy will be reviewed at least annually and any changes will be posted on our website www.titch-

marshpreschool.org.uk and where appropriate, notified to you by email so that you may be aware of how 

we use your data. 

 

 

This Police was adopted at a meeting of the Pre-school held on 28/06/2022 

 

Signed on behalf of the preschool………………………………………………………………………………….. 
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POLICY 28 

Titchmarsh Preschool Policy and Procedures for Covid 19 Pandemic.  17th April 2020 

Updated 20/5/2020 in preparation for wider opening on 1st June 2020. 

Updated 19/08/2020 in preparation for reopening on 3rd September 2020. 

Updated 17/05/2021 following further removal of restrictions. 

Updated 01/03/2022 following removal of all restrictions. 

On the 28th February 2022 the final Covid restrictions in England were lifted by the Government.  The virus 

does still present as a slight risk to staff, children and their families and with this in mind we will continue 

with the following procedures. 

 All staff wash their hands when they come into the preschool in the morning. 

 All surfaces will continue to be sprayed with antibacterial cleaner on regular occasions throughout 

the day.  This includes, but is not limited to, door handles, switches, bins, kitchen surfaces, tables, 

chairs, taps. 

 Hand sanitiser is placed on kitchen serving area, in the lobby, alongside the tissues and by the 

kitchen door. 

 Although it is no longer a legal requirement for people to self isolate if they or a household mem-

ber has Covid-19 or has symptoms, we ask that as with any illness, you keep your children at home 

until they are well. 

 Staff will continue to ensure that children wash their hands after going to the toilet and before 

snacks and lunchtimes. 

 The preschool will continue to adopt a “catch it, bin it, kill it” to coughing and sneezing, encourag-

ing children to catch their cough or sneeze into a tissue, place the tissue in a bin and then wash 

their hands. 

 Staff to be vigilant in removing/cleaning any toys equipment that has been put in or near a child’s 

mouth or has been coughed, dribbled or sneezed on. 

 Following Government advice, PPE will not be worn by staff.  Staff will continue to wear gloves and 

aprons when performing any intimate care, and aprons when preparing and serving food. 

 If we have a confirmed case of Covid-19 there is now no requirement to report this to Ofsted. 

 Visitors to the Setting are welcome.  This includes prospective families, external groups and current 

parents. 

 External professionals working to support children with SEN can visit the Setting as previously and 

there is no requirement to wear masks. 

 There is no requirement for staff to Lateral Flow test and report test results. 

 Any staff, children or parents who have returned from a country other than a green listed country 

must isolate as per government guidelines for that country. 

 

 

This is a working document and will be added to or amended as the situation changes, or due to updated 

Government advice. 

 

Signed:                                                                                                Date: 

 



Updated 28/06/2021 

Policy 29 

Anti bullying policy 

 

Bullying is defined as the repetitive intentional hurting of one person or group by another person or group.  

This can be physical, verbal or emotional and can be face to face or online (Cyberbullying).  Bullying can also 

be a cause of concern with regard to Safeguarding if a child is repeatedly physically, sexually or verbally as-

saulting other children and we would in these circumstances act in accordance to Policy 16 (Child Protec-

tion). 

 

Our aim is to provide an environment where our children, families and staff feel valued and safe, and we 

will do this by: 

 Children will be praised for positive behaviour and interactions. 

 A child will never be called a bully or any other derogative name. 

 Adults will role model positive behaviour and interactions. 

 Children are encouraged to speak out if they think someone is not being kind to them. 

 We will offer an inclusive environment where all children and adults are accepted for who they are. 

 We will talk about diversity and differences and present positive attitudes to differences. 

 We will challenge stereotypes, racism and negative language. 

 We will use books and storytelling to explore empathy, friendships and feelings. We will talk about 

how our actions make others’ feel and how we can make people feel better. 

 We will talk about and play games that discuss how we feel and our emotions. 

If a child is unkind to another child, physically or verbally it will be handled as per our behaviour manage-

ment Policy (Policy 14).  However, if this behaviour was repetitive we would take the following action: 

 Staff member would shadow the child and try to anticipate and interrupt any behaviour. 

 Talk to the child about kindness and feelings and how their actions may make others feel. 

 Monitor incidences and using ABC’s, see if there is any trigger. 

 Speak with parents to inform them and to establish if there are any changes at home and if any ad-

ditional support is needed. 

 

 

Please also refer to: Policy 16 (Child Protection)  

                                     Policy 12 (Equal Opportunities) 

                                     Policy 13 (Special Educational Needs) 

                                     Policy 14 (Behaviour Management)  

This Police was adopted at a meeting of the Pre-school held on 28/06/2022 

 

Signed on behalf of the preschool………………………………………………………………………………….. 

 



Appendix 1: Policy- link to Early Years Foundation Stage statutory framework and general 

welfare requirements 

 
Policy 

number 

Policy Link to statutory framework/general welfare requirement 

 

 

1 Staffing & 

Employment 

3.9  Providers must ensure that people looking after children are 

suitable to fulfil the requirements of their roles. 

3.10  Providers must obtain an enhanced criminal records disclosure 

in respect of every person aged 16 or over. 

2 Admissions 1.7  Practitioners must consider the individual need, interests and 

stage of development of each child in their care, and must use this 

information to plan a challenging and enjoyable experience for each 

child in all of the areas of learning and development. 

3 Adult Resources 3.26  Each child must be assigned a key person. 

3.27  Providers must ensure that children are adequately supervised 

and decide how to deploy staff to ensure children’s needs are met. 

4 Settling in Pre-School 3.26  Each child must be assigned a key person.  Their role is to help 

ensure that every child’s care is tailored to meet their individual 

needs, to help the child become familiar with the setting, offer a 

settled relationship for the child and build a relationship with their 

parents. 

5 Curriculum 1.4  There are 7 areas of learning and development that must shape 

educational programmes in early years settings.      

1.7  Practitioners must consider the individual need, interests and 

stage of development of each child in their care, and must use this 

information to plan a challenging and enjoyable experience for each 

child in all of the areas of learning and development. 

6 Safety & Fire & 

Accident Procedures 

3.48  Providers must ensure there is first aid box accessible at all 

times. 

3.49  registered providers must notify Ofsted of any serious accident, 

illness or injury to, or death of, any child while in their care and of 

the action taken. 

3.63  Providers must have a clear and well understood policy and 

procedures for assessing any risks to children’s safety, and review 

risk assessments regularly. 

3.54  providers must take reasonable steps to ensure the safety of 

children, staff and others on the premises in the case of fire or any 

other emergency and must have an emergency evacuation procedure. 

7 Animal Policy & 

practice 

3.2  Providers must take all necessary steps to keep children safe and 

well. 

8 Selecting Play 

equipment 

3.53  Providers must ensure that their premises, including outdoor 

spaces, are fit for purpose.  Spaces, furniture, equipment and toys 

must be safe for children to use. 

9 Parent/carer failing to 

collect a child 

3.72  Providers must make available to parents the procedure to be 

followed in the event of a parent/carer failing to collect a child at the 

appointed time. 

10 Health and Hygiene 3.2  Providers must take all necessary steps to keep children safe and 

well. 

3.42  The provider must promote the good health of children 

11 Diet 3.45  Where children are provided with meals, snacks and drinks, 

they must be healthy, balanced and nutritious.  Fresh drinking water 

must be available and accessible at all times. 

12 Equal Opportunities 3.57  The provider must ensure that, so far as is reasonable, the 

facilities, equipment and access to the premises are suitable for 

children with disabilities. 

3.66  Providers must have and implement a policy, and procedures, 

to promote equality of opportunity for children in their care. 

The EYFS seeks to provide equality of opportunity and anti 

discriminatory practice, ensuring that every child is included and 

supported. 



13 Special Needs 1.7  Practitioners must consider whether a child may have a special 

educational need or disability which requires specialist support. 

 The EYFS seeks to provide equality of opportunity and anti 

discriminatory practice, ensuring that every child is included and 

supported. 

14 Behaviour 

Management 

3.50  A named practitioner should be responsible for behaviour 

management.   

3.52  Providers must not give or threaten corporal punishment and 

must not use or threaten any punishment which could adversely 

affect a child’s well-being.  

15 Parental Involvement 1.1  Providers must work in partnership with parents/carers to 

promote the learning and development of all children. 

The EYFS seeks to provide partnership working between 

practitioners and with parents/carers. 

16 Safeguarding and 

Protecting children’s 

welfare 

3.4  Providers must be alert to any issues for concern in the child’s 

life at home or elsewhere.   

3.7   Providers must have regard to the Governments statutory 

guidance ‘Working together to Safeguard children’. 

17 Confidentiality 3.68  Confidential information, and records about staff and children 

must be held securely and only accessible and available to those who 

have a right or professional need to see them. 

3.69  Providers must ensure that all staff understand the need to 

protect the privacy of the children in their care, as well as the legal 

requirements that exist to ensure that information relating to the child 

is handled in a way that ensures confidentiality. 

3.60  Providers must ensure that there is an area where staff may talk 

to parents/carers confidentially. 

18 Complaints Procedure 3.73  Providers must put in place a written procedure for dealing 

with concerns and complaints from parents and/or carers, and must 

keep a written record of any complaints, and their outcome. 

3.74  Providers must make available to parents details about how to 

contact Ofsted. 

19 Procedure in event of a 

lost child 

3.72  Providers must make available to parents the procedure to be 

followed in the event of a child going missing at, or away from the 

setting. 

20 Arrival and departure 

procedures 

3.61  Providers must only release children into the care of 

individuals who have been notified to the provider by the parent, and 

must ensure that children do not leave the premises unsupervised. 

21 Transitions 3.67  Providers must enable a regular two way flow of information 

between providers if a child is attending more than one setting. 

22 Looked after Children 3.68  Confidential information and records abour children must be 

held securely and only accessible and available to those who have a 

right or professional need to see them. 

3.69Providers must ensure that all staff understand the need to 

protect the privacy of children in their care. 

3.71 Providers must have information about any other person who 

has parental responsibility for the child, and the parent/carer the child 

normally lives with. 

23 Staff and Volunteer 

Protection Policy 

3.11  Providers must not allow people whose suitability has not been 

checked, including through a criminal records check, to have 

unsupervised contact with children. 

3.28  Volunteers (aged 17 and over) may be included in the 

staff:child ratios if the provider is satisfied that they are competent 

and responsible. 

24 Payment of fees and 

overdue payment 

policy 

The EYFS seeks to provide partnership working between 

practitioners and with parents/carers. 

25 Reserve funds  

 

26 Charging policy The EYFS seeks to provide partnership working between 

practitioners and with parents/carers. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


