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Updated: October 2021

POLICY NUMBER 1.

STAFFING AND EMPLOYMENT

A high adult: child ratio is essential in providing good qualitysgteol care.

In our preschool:
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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 stadivieny 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 lanning 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, ethmand cultural groups.

Staff training meets all regulatory requirements. In addition we aim to encourage
and support our staff to work towards Higr qualifications in Early Yed®sactice.
In-service training is available to all staff, both paid and naer members,

arranged through the Early Yeahddliance Northamptonshire County Counaihd

other recognigd training providers

Our preschool's budget inaldes an allocation towards traimg costs.

We support the work of our staff and identify theingoing 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

1

We recognie that the quality and variety of ek which goes on in a pigchool
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 cooperation with educational providers, we welcome students ithe pre-



school on the following conditions:

1 The needs of the children ara@mount. Students will not beadmitted in numbers,
which hinder the essential work of the psehool.

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

1 Sudents will not have unrestrited access to children. They will be supervised at all

times and not left alone with children at any time.

This jpolicy.was adopted:at ameeting of thepsehod held on 1:3/1.0/2021

Signed onvbehalf of thgre-school e



Updated: Octobe2021

POLICY NUMBER 2:

ADMISSIONS POLICY

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

T

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

Arrange our waiting lisg this isprioritised for children who are eligible famiversal
fundingfor 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 dongside funded children.
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start date

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

Describe the preschool and itpractices 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 gende 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 theghool to allow session
times to ke 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 cornmity.

When a parent/carer makes an enquiry they will be directed to our vielasi
www.titchmarshpreschool.orgk. 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 Raistration 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

(0]



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

1 We invoice for sessits on a monthly basesnd can make alternative arrangements
F2NJ LI eYySyd G2 o60S YFERS 2y | RIFEAf&@ 2NJ gSS|fe
Childcare voucher schemes are welcomed and we are happy to regittanew
schemes if necessary.

1 TheUniversaFree Entitlement to Early Learning & Childcare is available to all
children aged 3 and 4 from the term after theif® ®irthdayand for some children
from the age of 2 years, who meet the government eligibdiiyeria. The criteria for
2 year old funding can be viewed wavw.northamptonshire.gov.ukinder 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 react2their3rd
birthday.

When your child is eligible to receive The Free Entitlement you will be asked-by p
school to complete a Parental Contract, this will allow-gthool 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 sbmitted.

9 Titchmarsh Preschool offer a 38veek contract and maximum off®urs Free
Entitlement can be claimed in any one day. We reserve the right to assess each
FIYAfeQa YySSRA AYRAQGARdzZtte FyR F3aINBS Y2NB

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 owww.northamptonshire.gov.uk/fisPlease refer to Policy No.24 Payment

of fees and overdue payment policy.

1 As well as Universal Free Entitlement (15 hours per week), an additional 15 hours is
also avdable for parents who work 16 or more hours per week. Parents are
responsible for obtaining an eligibility code framvw.childcarechoices.co.utefore
the funding block commences and renewing the codeexessary.

1 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 policywas adopted at a:reéing of the preschool’held-on
13/10/2021

Signed onvbehalf/of the PEEROOI ..o


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. Ehisures 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|Manager Designategberson responsible
Years Professional Status for Child protection SENCirst Aid

Mandy NVQ Level 3 Deputy ManageDesignated person

responsible for Child Protection
Behaviour Management, SENCO, First
Health & Safety

Karen C DPP Level 3 Early Years PractitiondfirstAid

Christie BA honourslegree in Early Early Years Practitioner. First Aid
Childhood Studies

Emily TraineeEarly years PractitioneFirst Aid

Deborah Lea Volunteer

The qualifications held by our regular staff are detailed on the mesrschool 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 inBofool Practice.

Committee Members must undergo DBS checking procedures.awalways show the DBS
status for our committee but because members change from time to time applications for
some members may be ongoin@PBS for committee members are registered on the update
service and checked annually

The Charity trustees are:

AnneRoberts

Lindsey Dearden

Kim Catling

Abigal Smart

Claire Joes

Abigail Turner

Thispolicy.was adopted:at ameeting of thepsehool held-on13/10/2020

Signed onbehalf of the pBEhOOl .



Updated:October 2021

POLICY NUMBER 4:
SETTLING INTO PREHOOL

We want children to feel safe and happy in the alisenf their parents, to recogrésother

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 thegkool. 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 pants/carers and children to feel comfortable in the gehool,

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, wara to create a partnership with parents in the following
ways:

1 By offering to visit parents and their child in their home prior to starting at the pre
school. The visit Wi be undertaken by a Managand the child's key persomhere
possible and will give parents an opportunity to talk in a relaxed environment and
ask any questions they have or voice any concelfrs.member of staff is making a
visit on their own, they will risk assess the environment and if they do not feel safe,
they wil 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 wiljive the staff an opportunity to meet the child in their own home
and tofind out about their interests and favourite toy¥/isits 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

1 By creating opportunities for the exchange of information, usinggnother
resources a copy of the piehool guide and the registration form.

1 By ensuring plentiful opportunities for parents to inform the ym&hool about their
OKAf RNBY Q4 OdNNBY (i , ishetaod €uShvas Tagedtry. v R Ay G SNB 4

1 By encouragig parents/carers to visit the prechool with their children during the
weeks before an admission is planned.

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

1 By making clear to familideom the outset that they will be welcome and supported
in the preschool for as long as it takes to settle their child there.

1 By reassuring parents/cars whose children seem to baking along time settling



into the preschool.
1 By encouraging parerfarers, where appropriate, to separate from their children

for brief periods at first, gradually building up to longer absences.

Thispolicy was adoptedrat ameeting the pre-school'held-en13/10/2021
Signed onbehalf of the pBEh00l ..o



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:

1 Communication and Language
1 Physical Development
9 Personal, Social and Emotional Development.
There are also 4 specific areas through which the prime areas are strengthened and applied.

9 Literacy

1 Mathematics

1 Understanding the world

1 Expressive arts and design.
Early years settings are required to offer gities 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 andttitudes 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:

1 Be resilient and be able to cope with set backs

1 Be able to buildtsong, warm and supportive relationships with known adults

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

1 Have a positive seifnage and high self esteem

T | YRSNBRGFYR GKIFd S@OSNE2YS Ada RAFFSNBYG | yR
1 Beable to express themselves, their wishes, opinions and feelings confidently
1 Be independent in their setfare and toileting

1 Be imaginative and creative thinkers

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

1 Be proud when they havachieved something

1 To enjoy stories, songs and rhymes

1 Be able to join in with conversation, listening, answering and asking questions
1 Enjoy physical activity both indoors and outside

1 Be able to use tools, play with small world figures and complete puzitlesontrol

and precision

(@]]



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

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

1 Have an understanding of healthy eating and know swhe foods are good for our
bodies and that some foods are not so good.

Resources and activities:

1 Continuous provisiog these are the resources that we have out every day and in-
clude
Home corner
Playdough
Construction
Small world
Art table
Book area
Tectile/messy play
Cars/bikes
Large loose parts
Hoops and balls

1 Enhancements this is what we add to the continuous provision after having ob-
ASNIBSR 2dz2NJ OKAf RNByQa AyiSNBada 2N gKSNB (K
tion or where their play iteading to something that can be immediately provided to
extend the learning.

9 Adult led activitieg; 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 @ncing or small group activities such as board games, counting activities,
cooking etc.

1 Interventionsg these are activities for clidren who have been identifieds needing

additional support in certain areas, for example children who need additional sup-
port in speech and language or children with EAL or SEND.

Pedagoqgy and Implementation:

1 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 agglin
learning and new skills have become embedded. Free flow play also allows children
to become creative, imaginative, curious and independent.

9 Children continually have the opportunity to learn, either through the environment
that we have provided fathem, or through interactions with adults.

1 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, allowinghildren to be able to solve conflicts-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 erhance 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 thinkéhgraativ-

ity and extend learningad L 62 Y RSNJ 6 KI G ¢2dzZ R KI LILISY AFXD
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 boks 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 thell 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 stickshetc.

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 acgom

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 childrendat, 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 drefwart 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 differentudtures, 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 occasiagm 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.
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imaginative rod 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.



1 Children have free access to the art table where, as @faour 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.

1 We understand that parents and carers know their children better than sve\e
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

1 We are a Charitable Incorporated Organisation and managed by a committee of
Trustees. All parents are mers 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 dag to day running of the preschool as well as
planning for the future.

91 All staff work with all the children and with this in mind we have regular morning
YSSGAy3a orG tSrad ¢SS{1tev G2 RA&aOdzaa OKAf R
vision. Regulartaff 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
OKAft RNBYQa o0SKI@A2dz2NE 2NJ RS@St2LIYSydo ¢ KSa
protection and childdevelopment. Termly staff supervisions also cover all of the
above as well as addressing any staff training needs

This policy.was:adopted:at asmeeting of the-psehoolheld-on
13/10/2021

Signed onbehalf of the pBEh00l ..o



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 prechoolwill ensure safety in the following area:

Environment

T

T
1

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

day/session.

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

the Managerand 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

andthe 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

aroundthe 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 gehoolwill 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

2dzi 2F OKAf RNBYQad NBIFOKXZ Ay (GKS bpbhyi OKSYy 2NJ
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Staff will ensure that the bar area will be closed off during sessions.

Children playing with or near water will lsentinuously supervised.

Fire drill

T

A fire drill will be carried out at least termly and more frequently when we have new
childrenor staff to ensure everyone has practiced

The outside gate will be locked prior to the drill.

An adult will sound the alarioy pressing the smoke alarm buttéocated in the

toilet area corridor

Staff will calmly escort the children from the hall, using the lobby entrance.
Managermwill check the toilet area, book corner, kitchen and lobby area to ensure all
children have lefthe premises.

Any children witl'SEN or physical disabilities will have an emergency evacuation
plan. The SENCO will be responsible for ensuring their safe evacuation.
Managerg A f t O2f f SO0 NXB3IAa i BodNPandpliorefoRtNEWAYQ a8 NB O2 N
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-gateool.



1 Once eeryone has assembled, Manageitl carry out a head count.

9 Once drill has been completed, childraill returninto the hall and a further
headcount will be carried out to ensure everyone has returned into the building.

1 Managemwill record dill in record book and record any problems/issues to be acted
upon before the next drill.

Emergency Closure of Rf&chool

It may be necessary on rare occasions that thegmigool needs to be closed at short notice.
Situations where this may occur indkey but are not limited to: Power cuts, staff sickness,
damage to premises, severe weather conditions. In the event of thegireol being closed
due to an emergency the following procedure will be implemented:

Before 9.0@m: parents/carers will be inflaned by email and/or text message. A message
will be put on the preschool 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 telephonedollect their children as soon as

possible. In the event that it is not possible therk S LINE OS RdzNBntie2vera S F2f f 2 ¢
T2
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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 Ea

years Foundation Stage (201 7Child protection and behavioural issues are not regarded a

incidents and there are separate policies and procedures for these.
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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 ortermly basis by the Manager

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

due fo failure of equipment, are recorded in the accident book, which is signed by both staff
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on possible signs of concussion and action to take.

If a member of st 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-pcool will ensure that
adequate cover is maintained to comply with child/adult legal ratios.

Ofsted, MASH (Multi Agncy SafeguardmHub) and the Designated Officeitl 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 d the incident and any advice will be acted upon. This is a legal requirement.

This policy was adopted at a meeag of the preschool held on 13/12020

Signed on behalfof thep@ OK2 2 f X XXXXXXXXXXXXXXXXXXXXXXXX DD
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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:

1 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

1 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 psehoolprovide opportunities for children, with adult help, to develop
new skills and concepts the course of their play andpdoration. The equipment we provide:

1 Is appropriate for thages and stages of the children

1 Is selected each session to offer¢h#dren the opportunity to develop in all areas of the
curriculum

1 Features positive images of people, both male and female, from a range of ethnic and cultural
groups, with and without disabilities

1 Includes a range of raw materials which can be usadvariety of ways and encourages an
openended approach to creativity and probisaiving

1  Will enable children, with adult support, to develop individual potential and move towards
required learning goals

1 Where appropriate, equipmerdrdorms to all elevant safety regulationséis sound and
well made.

1 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 snialegphopriate,
for example unsafe weather condition).

TRIPS OFF SITE

The PreSchool arranges a number of-gffe trips during the year. We try to publish an advance list of
these trips to help parents/carpré a n . The majority of the trips are
is usually advised on an event basis.

For the offsite trips when parents/carers or carers are not expected to be present, usually the nature of
Titchmarsh playing fields and villeagwalks, the pr&chool uses a ratio of 2 children to 1 ad@ther

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 arerednEideadult to

child ratio is adjusted to suit each trip.

This policy was adopted at a ne¢éing of the preschool held or08/02/2022

Signed on behalf of the prachool ...



Updated: February2022

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

1. Check collections book to ensure that the paren
instructions relating to the collection of their child.

2. Managerwi | I telepamer@ar édtntm&g /mobi l e number, | eavi
there is an answer-phone.

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 afinal 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
childrenbds social <care.

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

This policy was adopted at a meety of the preschool held or08/02/2022

Signed on behalf of the prachool ...



Updated:February 2022

POLICY NUMBER 10:
Health & Hygiene Policy and Practice

Our preschoolpromotes a healthy lifestyle and a high standard of hygiene in itdataay
work with children and adults. This is achieved in the following ways:

Health:

Food

All meals and shacks 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 endeavar to provide opportunities for outside play whenever possible.
We ensure that the gates are locked during outdoor play.

Shed doors will be closed alf 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 sunream which will be stored in the kitchen area and applied by a
member of staff when required.

lliness
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to, or serious illness of, or the death of, any child and any advice given will be acted
upon.(See Child Protection Policy 16)

1 Ifitis believed that a child is suffag from a disease notifiable (to Local Authority
Proper Officers) under the Health Protection (Notification) Regulations 201D3
or more children are affecte@dvice will be sought from the Health Protection
Agency and acted upon and Ofsted informddany 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

Haemolyic uraemic syndrome (HUS)

Infectious bloody diarrhoea

Invasive group A streptococcal disease and scarlet fever
[ SAA2y Yyl ANBAaQ 5A4SI &S
Leprosy



Malaria

Measles

Meningococcal septicaemia
Mumps

Plague

Rabies

Rubella

SARS

Smallpox

Tetanus

Tuberculosis

Typhus

Viral haemorrhagic fever (VHF)
Whooping cough

Yellow fever

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

9 Parents/carers are asked not to bring into the ysEhool any child who has been
vomiting or haddiarrhoeauntil at least 4&hours has elapsed since the last attack.

9 If a child should become unwell at psehoo] 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 gemesy
number.

9 Cuts or open sores, whether on adults or children, will be covered with sticking
LI I AGSNJ 2NJ 20KSNJ RNBaaAay3a Ay | OO0O2NRIyOS gAl

Administration of Medicines

Pre school staff witkdminister prescribed medicines medcines purchasedver the
counter,perhapsfrom a pharmacy or supermarket. Prescribed medicines mugt beeir
2NRIAYLFE O2yiGFAYSNI gAlGK GKSOv@tddow@a vy I Y
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medicines only, this can be hand writteAll medicines must be in date.

1 If possible, the child's parents/carers will administer medicine. If not, then
medication must be stored in the original container and clelatelledwith 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 lstedf
received the appropriate training.

9 Parents will complete a medicine administration form, stating dosage times and
amounts and authorise prechool staff to administerThe parent/carer will also sign
to confirm that the medicine has been previoualyministeredto the childwithout
adverse effect When medicine is administered, the member of staff will sign the
medicine administration, noting the date, time and dosagen and this will be
countersigned by the parent on collection.

f  Medicines wilbe stored in the Kitchefd dzi 2 F (KS OKAf RONBly Qa NBI OK
all cases, where stated that the medicine needs to be stored in the fridge, medicine



will be kept in the fridge in the kitchen.

1 A child who has essential long term medicationgafijputamol inhaler) must have
their medication on site whenever the child is at the setting. Failomprovide the
medication couldesult in refusing entry for the childntil the medication is
provided or parents update medical requirements statingtti is no longer
required.

1 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.

1 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.

9 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 foldcan (eg
drowsiness) and should seek medicaviad and consult with the manager who will
assess their ability to work

9 The preschool will ensure that the first aid equipment is kept clean, replenished and
replaced as necessary. Sterile items will &gtlsealed in their packages until
needed.

91 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 witlsgireol staff and
will have access to information available to the shool.

The preschool 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 G KSy alyAdAasS GKSANI KFyRasx FR2LIIAY3

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
volunteersaware of how infections, including HIV infection, can be transmitted.

Cleaning and clearing

Any spills of blood, vomit or excrementll bewiped up anceither flushed away down the
toilet or doubled bagged in plastic bags and disposed of in outside Binsber gloves
always used when cleaning up spills of body fluids. Floors and other affected surfaces
disinfected Fabrics contaminated with body fluidsll be bagged up in a plastic bag to take
home and behoroughly washed in hot water.

Parents/Carers are to provide spare clothing. Brhool 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 approprideaner

Food

The preschool will observe current legislation regarding food hygiene, registration and
training.

In particular, each adult will:

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

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

1 Never smoke on prechool premises

1 Never cough or sneeze over food.

1 Use disposable cleaning cloths for kitchen and toilet areas.

1 Prepare raw and cooked food separate areas.

1 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 soilext wet. The preschoolstaff will do this in a caring and hygie
manner as and when required.

1 Nappies are changed in the disabled toilets on designated mats which are

cleaned withanti-bacterial sprayafter use. The door is always left open whilst
changing nappies

1 Staff willalways wash hands after changing nappies



1 Gloves and aprongill be worn by an adulivhen changing nappies

9 Parents/carers are asked to bring their own nappies, sacks and wipes and any

creams that are to be used. Potigining is encouraged in accordance with the
wishes and methods of the parent/carer

1 All materials will be put immediately into a nappy sack and sealed, then put in the

nappy bin in the disabled toilet area

1 Spare laundered pants, and other clothing avaitable 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 @andemic such as Cowvitl9 the following procedure has
been developed for the health and welfaretbg children, staff and parents/carers of the
pre-school

T
)l

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

The committeechair and Preschool manageraould 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 preschool holds a list of emergency contact details for all children anfd staf

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 steff show signs of iiection, the staff member wilbe sent home. The staff ratio
should be considered at this stage.

We would take guidance from the Lddsuthority and check Publicgldlth England

for updatesas well as check other reliable websites for lrihealth warnigs and

advice concerning the viruschool closure and any helpful information regarding
infection control.

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

notice of closure on the website atww.titchmarshpreschool.co.u&nd follow the

LIN2 OSRdzNB&a a fFAR 2dzi Ay t2f A-D0KB2f O dzy RSN
If parents are concerned about their child, they should be advised to call Met$ D

or their GP.

Ofsted should be informed as with any other notifiable disease.

Lff adl¥TF aK2dZd R NBAYT2NDODS (GKS OKAf RNByQa d
spread of infection, by covering mouths over when coughing, using tissues, the
disposal dtissues and hand washing etc.

A separate Policy and Procedure, and Risk assessment will be written and regularly
reviewed following Government guidelines. See Policy 30, d8vid

This policy was adopted at a meetj of the preschoolheld on 08/02/2022

Signed on behalf of the preachool ...


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 thechol 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 regiistg authority and that:

1 The snackand lunchegrovided contain healthy and nutritious fresh food taking
into account ay allergies/dietary requirements

1 Snackand lunchmenus are prepared in advance and displayed for the parents/carers
attention
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dietary needs, including any allergies, and make appropriate arrangements to meet
them
9 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

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

9 Drinking water is available atl 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.

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

1 Milk provided for children at snadnd lunchtimes is semskimmed and pasteurised

1 Snackand lunchtimes aresocial evergand children and parents/careese invited
to provide a birthday cake for their child to share with the group if they wish

91 Children will be offered a snack mmgorning and miekfternoon
9 For children who attend longer sessions, parents/carers are asked to provide a
healthy packed luritor their children can eat a healthy lunch provided by the pre

school. Diluted fruit juice, wateor milkis provided by the Prschoolto drink.

9 All lunches are stored in refrigerad temperatures of below 5°C

This policy was adopted at a neéing of the pre-school held or08/02/2022

Signed on behalf of the prschool ...



Updated: February 2022

POLICY NUMBER 12:
Equal Opportunities Policy

Titchmarsh Preschool 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 theEarly yeard\lliance,

Titchmarsh Preschool works imccordance with all relevant legislation, including
1 Equality Act 2010
M Children Act 1989

We promote equality of opportunity ananti-discriminatingpractice. Every child and family
is included and will not be disadvantaged because of ethnicity, culture, religiore ho
language, family backgrounkbarning difficulties, disability, gender or ability.

All children including those with SEN or disaib#itwill 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 mado accommodate any special needs. Our preschool
facilities & toilets accommodate for wheelchair accessibility.

Admissions

The preschool is open to every family in the community.

Families joining the prschool are made aware of its equal opporturstigolicy, which is
regularly reviewed.

Employment

Any vacancies will be advertised. The-pohool 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 Equ@pportunities 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 preschool recogniss that many different types of family group can and do successfully
love and care for children. The psehool aims to offer support to all families.

The preschool dfers a flexible payment system for families with differing means. Any
payment plans need to be agreed withe 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 prechool, and in our society as a whole, and to welcome the diversity of
backgrounds from which they come



In order to achieve this:

1 We aimto acknowledge all the festivals, which are celebrated in our area and/or by
the famiies involved in the prachool

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

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

91 Children and families who celebrate festivals with which the rest of thespheol is
not familiar will beinvited to share their festival with the rest of the group, if they
themselves wish to do so.

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

The Curriculum

All children will be respected and their indiuality and potential recogrésl, valued and
nurtured. Activities and the use of play equipment offer children opportunities to develop in
an environmenfree 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 oppotunities 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 oumulti-racial society.

Materials will be selected to help children to develop their-seffpect and to respect other
people by avoiding stereotypes and by using images and words, which reflect positively the
contribution of all members of society.

SpecialNeeds

The preschool recogniss 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 preschool meetings and events will take into account tkeas of people with
special educational needs and disabilities.

Discriminatory Behaviour/Remarks

Any discriminatory language, behaviour or remarks by children, parents/careagy other
adults are unacceptable in the psehool.

Our response will ainotdemonstrate 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 commateid 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 recagaed and respected in the prechool.

Food
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will be met.

Meetings

The preschoolwill 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 psehool.

Our inclusive practice reviewed and evaluated on a regular basis by annual review and
reading of policies, discussion at staff/committeeetiegs staffsupervision meetings and
anyvisits from our local improvement officer.

This policy was adopted at a meeting of thegsschod held on08/02/2022

Signed on behalf of the prachool ...,



Updated: April 2022

POLICY NUMBER 13:
SPECIAL EDUCATIONAL NEEDS

Titchmarsh Preschool aims to providan 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
9 Special Educational Needs and Disabflibde of Practice-B5 yrs 2014
1 Equality Act 2010
9 Children and Families Act 2014
I The Statutory Framework for theaiy Years Foundation Stage 2021
9 The Special Educational Needs and Disability Regulations 2014

Children with a SEN, medical condition omditty, like all children, will be admitted to the

pre-school after consultation witthe parents/carers, the Managethe Special Educational

Needs Caoordinator (SENCO) and any outside agencies already involved with the child and

family. If it is felthat 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
FLIIINBLINAFGS (2 GKS OKAfRQA ySSRA® hdzNJ o0dzAift RAy 3
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 wenlisieany concerns

0KFG G(GKS®& SELINBaa o2dzi GKSANI OKAf RQa RS@St 2 LY
are continually oberved and assessed and their progress is shared with parents through

Tapestry Any concerns that we have identified are thesadissed with the parents/carers
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the statutory 'progress check at age 2.

We work in a 'graduated approach' of Assess, Plan, Do, Review.

Asses- Following eithe a concern raised by a parent/carer or by the key person and SENCO,
S YSSU ¢6AGK UGUKS LI NBYyidkOFNBN 02 RA&aOdzaa GKS
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Plan Working in partnership with the parents/carers, we agree outcomes and targets that
we are hoping to achieve and ensufat 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 povided 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. Paents/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 canhg to make less than expected
progress then we will involve appropriate outside agencies, eg: spaed language
therapist, Specialist Support ServicEslucational Psychologist. The decision to involve
outside agencies will be taken with the paremarers.
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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 awaee of t
Northamptonshire Local Offer, which informs parents of education, health, care and other
services available to them in their local area.

The named SENGGQ@or Titchmarsh Prachool are
Anne Roberts (manager

Training

BA Early Childhood Studies

EarlyYears Professional Status
Protective behaviour

Makaton

Managing Behaviour

Autism

=A =4 4 -4 4 9

Mandy BurtorAldous(Deputy managemas also undertaken SENCO training.
Training

Diploma in caring for Children and Young pedglel 3

Makaton

Protective behaviour

Speeb and Language development

Managing behaviour

=2 =4 -4 -8 -9

This policy was adopted at a meeting of the Psehool held or26/04/2022

Signed on behalf of Titchmarsh Reghool X X X X X X X X X X X X X

Ok yy



Updated April2022

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 drindered by anyone else. We aim to work towards a
situation in which children can develop sdi§cipline and sefsteem in an atmosphere of
mutual respect and encouragement.

In order to achieve this:

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

1 Rules governing the conduct of the group and the behaviour of the children will be
discussed and agreed within the psehool and appropriate informen will be
available to all newcomers.

9 All adults in the preschool 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

9 Adults in the preschool willpraise and endorse desirable behaviour such as kindness
and willingness to share

1 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 way

1 They will be given ont-one adult support in seeing what was wrong and how to
cope more appropriately. Where appropriate, this migetaccomplished by a
peric R 2F G OAYS 2chuidéen whlinéver ba sgnt dutittie todm by
themselves.

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

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

9 Physical restraint, such as holding, will be used anfyr¢vent 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.

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

1 Inany case of misbehaviour, it will always be made clear to the child or children in
guestion that it is the behaviour and ntite child that is unwelcome.

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

9 Adults in the preschool will make themselves aware of, and respect, a range of



cultural expectations regarding interactions between people.
1 Any behaviour prolems 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 ars@ fa child's special
needs.

=A =4

This policy was adopted at a neéing of the presschool held or26/04/2022

Signed on behalf of the prachool ...,



Updated:March 2021

POLICY NUMBER 15:
Parentalcarer 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:

1 Involve parents/carert 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 wrigin 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.

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

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

1 Ensure that all new parents/carers are aware of and can contritoutiee group's
systems and policies.

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

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

1 CGonsult with families about the times of meetings to avoid excluding anyone.
1 Hold meetings in venues which are accessible and appropriate for all.
1 Welcome the contributions of parents/carers, whatever forms these may take.

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

9 Provide opportunities for parents/carers to learn about the{shool curriculum
and about young children's learning, in ggehool and at home through our
newdetter and website

This policy was adopted at a neéing of the preschool held or26/04/2022

Signed on behalf of the prechool ...



Updated: March 2022
POLICY 16:
CHILD PROTECTION PQLICY

Thesafety and welfare of the children at Titchmarsh-Behool is paramount and it is
SOSNE2YySQa NBalLlRyairoAftAade G2 &l ¥S3dz NR | yR LINE

Safeguarding and promoting the welfare of children is defined as:
1 Protecting children from maltreatnme
T t NBOSYGAy3d AYLI ANXYSY(d 2F OKAfRNByQa KSIfGK

9 Ensuring that children grow up in circumstances consistent with the provision of safe
and effective care

i Taking action to enable all children to have the best outcomes
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regard to:

1 The Children Act (1989 and 2004)

1 Working Togther to Safeguard Children (20118

1 The Statutory Framework for the Byayears Foundation Stage (2021
1 Safeguarding Vulnerable Groups Act (2006)

1 CounterTerrorism and Security Act (2015)

9 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 sehool 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 prechool 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 tdakie any information that
would disqualify them or disqualify them by virtue of living with a disqualified person.

Seek and supply training.

{GFFF YR O2YYAGGHSS YSYOSNE NBaLRyairotS F2N NB
training.
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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 Noptwenshire
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Ensure alpractitioners are aware of their responsibilities

The Designated Perststakes 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 traning 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 amaémbe

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 comecerns
worries and that there is also a risk of children abusing their peers anddsbe aware of

any behaviour between children that could be an indicator of this. This could include
inappropriate touching or language or physical violergtaff should also be aware that

frequent unexplained absences from psehool or a child who sps 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 awaré®@hild 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 shid be reported directly to the policethis is apersonalmandatory
reporting dutyrequiring 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, eithgraid or voluntarily, will be checked through the
Discbsure 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 perisdvith 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 toiletreaat any time. All visitors to the setting will be
accompanied by a membef 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 akidg account of their
feelings and wishes. This will enable children to have thecselidence 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 confidentiieflieseparate from

day to day records. These records will document the concern, times and dated observations
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comment or interpretation. Any words spoken by the child aldo 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 hop& 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

/ KAt FBochlcdaimay 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

OKA



If a child is in immediate danger, left alone or missing then contecPblice and/or
ambulance service directly on 999.

If a child is at immediate risk you should call MASH on 0300 126 1000 and tetdghane
referral, you will subsequently be required to put this in writing.

Non Emergencies

If thereis 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 aakfeontact
MASH.

In all other circumstances, to make a referral to the MASHete the onlne referral form
at www.northamptonshire.gov.ukr www.northamptonshirescb.org.uk

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

If the child lives outside of Northamptonshire, then the referral will be made to the local
authority forthe area where the child lives and the contact ditavill 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 arrangevitergomeone
who is not their parent, stejparent, grandparent, aunt/uncle or adult sibling, for 28 days or
more, then the local authority must be naotified, as this is likely to be a private fostering
arrangement.

Prevent Duty

Under section 26 of the Couart Terrorism and Security Act 2015, the Bobool have a duty
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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 advigéalys toprevent

children and farilies becoming drawn into terrisminclude, promoting British Values, such

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

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

If a membe 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 thep&hson.
Following the referral to the Designated Person or Chairperson, an shuaild 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 Desigrak Person and placed immediately on paid leave until an
investigation has taken place. In ales, the Designated OffiGggVlASH and Ofsted will be
notified by telephone within 14 days and their advice followed. Also a referral will be made
to the Disclsure 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 preschool currently ow and keep on its premises 4 ipagkich are all used for taking
photos and videas All photographs and video footage of gehool children W be taken

using these, including photos on trips and visits away from the premiseg photos that

need to be printed will be downloaded ontbe pre-school &ptop 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 anaknsaobile
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 areavith permission of the manage Anymisuse of phones should be
reported to the Manager.

All visitors to the settingnd parentswill be advised that the use of mobile phones on the
premises is prohibited.

Be aware of Social Networking Sites&afety.

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

networking sites. Staff will be aware of confidentiality issues relatingto théipteK 2 2 f = A (G Qa
children and members when using these sites, especially when they had&py G & Fa WFNA Sy
on these sites.

At any preschool event, parents will be asked not to publish photos taken at the event onto
social networking sites.

Children have access to | pads which are connected to the internet. Children plapged
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 #gmmattand when the |



pads are connected to the internet a member of staff should monitor their uBee
downloading and monitoring of apps is the responsibility of the Manager and deputy
manager.

The Manager will check Search Engines regularly to etisatenly appropriate material is
linked to the Setting.

FURTHER INFORMATION

Designated Person: Anne Roberts

Deputy Designated Person: Mandy Burélious

Initial Contact teang Chf RNBy Qa { 2 OA 000 (Out hffours 01604626038 H ¢ ©
The Designated Officer01604 362993
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This policy was adopted at a meetgyof the preschool held 026/04/2022

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



Appendix to Policy 16

Safeguarding and Promoting Childrens Welfare Policy

Recruitment Policy and Procedure

Titchmarsh Preschool takes the safeguarding arpiotection 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.

1
T
1
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Produce a job description and person specification/volunteer role profile.

Clear job, role and person specifications will include safeguarding references

Job advertisement will contain clearessages 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 gapsn employment history.

Include aselfdisclosurefor criminal convictions on application forms

State on application form that references may be obtained prior to interMw definitely

following an offer of employment.

At least 2 people will scrutinisgplication forms. Identify any gaps in history. ldentify
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 mtives for working with childrenAsk specific examples of practice. One
member of interview panel needs to clearly document answers.

Selection shold 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 applicantis 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 cheatisfactory references

and a probation period of 3 mains.

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 neéing of the pre-school held on 26/04/2022

Signed on behalf of the prechool ...,



Updated: April 2022

POLICY NUMBER 17:
Confidentiality Policy

The preschool's work with children and families brings us into contact with confidential information.

To ensure that all those using and working in the-gehool 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 childParents/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 informatioheld by the Preschool is kept in a &ked cabinet.Highly confidential/sensitive
information such as safeguarding/child protection issues are kept in a separate lockeetcabihich
only the Manageand Deputy Minagerhave access.

Parent/carer emails addresses are kept on the Presdaptdp 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
managementwith people other than the parents/carers of that child.

Information given by parents/cars to the preschool Manageor key person will not be passed on to other
adults without permission.

Issues to do with the employment of staff, whether paid or udpavill 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 witthé child'skey person, Manageand the Chair

Students on Wrk Experience or other recoges 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 abovare subject to the paramount commitment of the psehool, which is to the
safety, andvellbeingof the child. Please see also our policy on child protection.

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

Signed on behalf of the prachool ...,



Updated: April 2022

POLICY NUMBER 18:
Complaints procedures

We aim to provide the highest quality education and care for all our children. Our ainvéddome 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 tleir 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 apmropeimber of

staff. If this does not achieve the desired result, the following procedures should be used.

How to complain

If a parent/carethas a concern or complaint about the Paghool relating to their fulfilment of the EYFS

requirements, they shoulfirst speak with the Mnage or (hair of the committee.If this does not have a
satisfactory outcome or if the problem recurs, they canuest a formal meeting with the supervisor and
chair of the committee or they may decide to make a written complaint.

The preschool must investigate and notify the complainant of the outcome within 28 days of receiving the
complaint.

The next stage i® request a meetig with the preschool manageand 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 Presabol must investigate all written complaints and notify complainants of the outcome of the
investigations within 28 days of receiving the complaint. All Complaint reweolidse kept for 3 years and
be made available to Ofsted on request.

A written recod 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 matteris stillnotra 2 f SR (12 GKS LI NByiQakOFrNBNHa aldAraFt o
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, tefigo 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 Prechool Learning Alliance wik 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 even. T
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 dowmequirements are adhered to anditiv whom the PreschoolAlliance 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 staisddn these cases both parent/carer and-pre

school would be infoned and the Preschool 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
lHom 2NJ hFaGdSR hFFAOS&as wz2eéelf 9EOKIyYy3aS . dzAf RAy3Ias
enguiries@ofsted.gov.uk

We believe that most complaints are made constructively and can be resolved at astagdyWe also
believe that it is in the best interests of the psehool 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 neting of the pre-school held on 2604/2022

Signed on behalf of the prechool ...,
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Updated:28/06/2022

PROCEDURE NUMBER 19:
In the Event of a Lost Child

We take thesafety 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 daatir safety
gate is secur@ 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 us&Vhen using the outside area the external gates are locked.

However the following procedure is in place in the unlikely éeém lost child.

Managerwill 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 storages.shed

If the child is not foundimmediately advise the parent/carer.
Contact the Police for advice and help.

This policy was adopted at a meeting of tipee-school held or28" June 2022

Signed on behalf of the prechool ...,



Updated: 28/06/2022

POLICY NUMBER 20:
Arrivals and Departures Procedure

ARRIVALS
9 Staff and helpers must be marked into the register
1 Doorsto the Preschool open at 09.00a.m. (123® on afternoon sessions). Children and

parents/caras assemble in the payground

1 Children are invited through ia the lobby and then through to the main hall whexenember of
staff marks each child present on the rsgr.

9 Children self registesn the photo boardandare then able to go and play.

1 If aparent/carerwishes to come in and stay with their chggbarticularly if they have recently
started at the preschool, they are able to do sBarents/carers may, if they feel it helps to settle
their child, stay for a few minutes while all the child@tending the session assemble.

1 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.

1 If parents/carers feel that they need to remain at ggehool beyond tt point, they are required to
arAdy (KS zAaA0G2NBR . 221 +AaAlG2NER Ydzad 6S &aiadays
in the book.

1 If a parent/carer is not collecting their child/ren, we ask them to write the full name of the
responsibleadult 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 whodstoadl the child must
be given the personal security password allocated to that child before they can be released from
Pre-School.

DEPARTURES

1 Departue from Preschool is at 12.00, 12.30pm or 3@0.

1 Parents/carers are asked to notify the F8ehool asoon as possible if running late when collecting
child/ren.

1 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.

9 Prior toafternoondeparture time the chdren will be gatheredn thebook corner with 2 members
of staff before the doors are opened.

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

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

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

1 Staffand helpers should be marked out of the register

f +AaA02NBR aK2dzZ R 06S &aA3dySR 2dzi 2F GKS @GAaridz2NRa

in the book.

This policy was adopted at a meeting of the psehool held on28/06/2022

Signed on behalf of the preachool ...



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).

I n addition we wil/| al so contact the other setting and
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 communicat i on about the childbs i nt e
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 chil dbés achi evhiehmwitmpdrents/carers pelmissiom wiklee passed | ear
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 alltheycantoena bl e &éc hi todchievmand n car e d
reach their full potential.

AChi |l dr en arachidramrwho have beCome looked after, if they have been taken into care by the Local
Authority or accommodateloly the Local Authority. Most @ will be living in a foster home, but some may also be
living in a childrends 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.

T Thet erm AChiol dleinmteasrea childds current |l egal status.
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 acknowl edges the Local Authority social care depart.

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 ch

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; paymeiuieidy 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 eitherbe handed to the paremt posted to the address on file. All regudgreed sessions will be invoiced

and payable even if the child is absent

The preschool 6s preferred method of payment is via int
we do also accept cheques and childcare vouchers (if youahzhilelcare 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 mefrgiaff oA receipt for the cash will then be

written and given to the parent

Any administration charges that the f&ehool incur as a result of bounced cheques etc will be passed on to the

individual concerned.

The preschool cannot and will not underany circumt ances accept liability for any
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 theoine administreor or Manageexplaining 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 mitigathogcistances have been discussed with the

invoice administrator okManagethen the following procedure will be followed.

1. | ssue a current statement and an O6Overdue Accountd |
seven days. If payamt is received within seven days, no further action will be taken.
2. I f payment is not received within seven days, a 6Se

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

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

3. I f payment is not received within seven days, a 6Th
either, a payment pteto 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 ddrg¢he Pres c hool has not been recei
letter will be sent recorded delivery with the addition of a further £10 administratiofifeee 6 Fi nal War ni ng
ask for full payment within seven days otherwise further actionbsiliaken 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, theseh®ol will immediately begin proceedings in the County Court

for which we will charge an adnistration fee of £50 and all Court cost$a Preschool 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 theragnt signed by a

supervisor, the parent will be required to sign a copy and return it to Hselpwel 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 caaezsnade aware of the charges that will be made for provision of a place
at Titchmarsh Prschool.

REGISTRATION FEE
Titchmarsh preschool do not charge a Registration fee.
policy and conditios.

AVAILABLE SESSION S, TIMES & COSTS (September 202)L

Morning Session 9.00am to 12.00 Mondayi Friday 38 week: £13.9
Morning Session + . .

lunchtime 9.00am to 12.30m Monday- Friday 38 week: £15.75
Afternoon Session 12.30pm to 3.00m Monday- Friday 38 week: £11.25
Afternoon Session + 15 00 o 3.0pm Monday- Friday 38 week:  £13.50
lunchtime

Full Day 9.00am to 3.00m Monday- Friday 38 week: £27.00
Lunchtime 12.00 to 12.3pm Monday- Friday 38 weeks £2.25
Current Hourly Rate Minimum of 15 minute intervals £4.3 perhou

Lunch Session

We have dunch bre&k between sessions between 12.00 and p2i3for which we will charge thadvertised rate
(currently £2.2%. During thistime children will be supervised whilst they eat a healthgked 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 promotesadiflence within a large growgd 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 Rolicy 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 th@wn nappies/pullips/wipes/sacks and any creams should their child require them as they

are not provided by prschool. We will have to charge you for any such items that we have to provide. (Refer to Policy
107 Health & Hygiene & Policy 13 Special Neég)

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 2@&rivals & Departures).

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

Pre-School Clothing
We offer for sale without obligation Rsehool Fshirts and Jumpers. The @es of which are curngly £8.00 for a jumper
and £5.00or a tshirt.

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 ate.
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 familyds needs i ndi

Plannedabsence/illness

Prebooked sessions will always be charged unless there are deemed to be exceptional circumstances. (Refér Policy 24
Payment of Fees and Overdue Payment Policy).

Absence due to hospital confinement or prolonged iliness will not be cHargaicthe discretion of the pischool

manager andommittee.

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:

1 Identify behaviour boundaries and staésponsibilities

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 themsebrat 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.
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Attendance and absenceStaff hours and sessions are determirgdthe 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 tutlatend
training to further their professional development and knowledge. Where possible, relevant training will

be funded by the preschool.

Alcohol, drugs, smoking and E cigarettéécohol, drugs, cigarettes and E cigarettes are not permitted on
the preshool 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 takingedication during the day it needs to be stored in the kitchen
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effects such as drowsiness so that the Manager can determine their ability to wahie rhedication is for

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

Health and HygieneAll staff are role models and this includes in their health and hygiene practice. Staff
should arrive for work in a clean and presentable mannerfddm 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 pragaring a
serving food. All staff must ensure they wash their hands after going to the toilet and before preparing and
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changing nappies, gloves and a disgdme 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 floidd bl 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 mediae preschool has a mobile phone for staff to contact par-

ents or make and receive any calls regagdpreschool 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 eisg@érsonal laptops

to complete keyworking work on Tapestry as per our GDPR policy. We appreciate that parents may request
YSYOSNE 2F aidlFF &4 WFNASYRaQ 2y &a20Alft YSRALF &aai
cept these requests unlesisey were personal friends previous to the child attending preschool.

Social Conduct and reputation of the Nurse8taff are representatives of Titchmarsh preschool and there-
fore are expected to conduct themselves in an appropriate manner outside stipoel. 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 offencesAll staff members undergo a DBS check at the start of their employmentudnse-s

guently 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 offenseil be deemed as gross misconduct and disciplinary action will be
taken.

SafeguardingAll 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 ststficomplete safeguarding training and
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propriate language or actions from colleagues as detailed in safeguarding policy 16.

Inclusion and respectTitchmarsh 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 thetg 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 andamilies 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 chitaild 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-schoolé ¢ é 6 6 6 6 é 66 é e éééééé. . Date. é6éééeéééeé



Adopted 28/06/2022
POLICY 2%General Data Protection Regulation

Personal dat& 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 dgieotection 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-
dressandt68 &S I NB dzaSR G2 O2yidl OG @2dz o2dzi @&2dz2NJ OKAf R
learning and development through Tapestry and to inform you of events (newsletters etc)

We also collect information about your child including their name, datartii, 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 dukyeuw 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 Extendddnaetit for children of working
parents.
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Learning Journal and reports with you.



We will share your information with Northamptonshire Health Authorityéf 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 Northamptdmie Safeguarding Children Board if we were con-
OSNYSR | 02dzii @2dz2NJ OKAf RQa alfSdieo ¢tKA&d YlI@& 06S R2
cerned.

How do we collect, protect and store your data:

Your data is stored in both paper files and on pieschool 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. Naumrent or sensitive data such as Child Protection records are

kept in a metal filing cabet 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 accesthis.
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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 kexp& period of 3 years amtil the next Of-
sted inspectionwhichever is soonestAfter 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 Injurig, Disease and Dangerous Occunees Regulations 1995)

Safeguarding records are kept until the child is 25 years of age. This is a requirement of Northamptonshire
{F FS3dzr NRAY3 / KAf RNBYyQa . 2 NR

Your rights with respect to your data:
As a data subject you have a nuentof rights. You have the right to:

9 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

1 Request to access, amend or correct the personal data we hold about you. If yostraqoess 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 accessvieithink 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 righto complain to the Information Commissioners Office (ICO)



1 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). R
guest to delete this information would mean that your child could no longer attend Titchmarsh Pre-
school.

91 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 riemain 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, SKOG#E:grco.org.uk/

Changes to this policy:

This policy will be reviewed at least annually and any changes will be posted on our websitéch-
marshpreschool.orghkiand 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 e Preschool held on 28/06/2022
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POLICY 28

Titchmarsh Preschool Policy and Procedures for Covid 19 Pandefiaprdl72020

Update
Update
Update
Update

On the
does st

d 20/5/2020 in preparation for wider opening ot June2020

d 19/08/2020 in preparation for reopening ofi September 2020
d 17/05/202¥ollowing further removal of restrictions

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

28 February 2022 the final Covid restrictions in England were lifted by the Government. The virus
ill present as slightrisk to staff,children and their families and with this in mind we will continue

with the following procedures.

T
T

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

All surfaces will continue to k&prayed with antibacterial cémer on regular atasions 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 ladbypgside the tissueand by the
kitchendoor.

Althoughit is no longer a legal requirement for people to self isolate if they or a household mem-
ber has Covid 9 or has symptoms, we ask that as with any iliness, you keep your children at home
until they are well.

Staff will continue to ensure that childramash their hands after going to the toilet and before
snacks and lunchtimes.

The preschool wittontinuetol R2 LJG I aOF G OK AGX o0AYy AGX 1Aff A
ing children to catch their cough or sneeze into a tissue, place the tissuleiinand then wash
their hands.
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mouth or has been coughed, dribbled or sneezed on.

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

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

If we have a confirmed case of Coti@lthere is now no requirement to report this to Ofsted.

Visitors to the Setting are welcome. Thisudgs prospective families, external groups and current
parents.

External professionals working to support children with SEN cérnhasSetting as previously and
there is no requirement to wear masks.

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

Any staff, children or parents who have returned from a country other tngneen listed country
mustisolate as per government guidelinfes that country.

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

Govern

Signed:

ment advice.

Date:



Updated 28/06/2021
Policy 29
Anti bullying policy

Bullying is defined as the repetitivietentional 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 retigauieysically, 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:

1 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 theink 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 sterdgpes, racism and negative language.

We will use books and storytelling to explore empathy, friendships and feelings. We will talk about
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1 We will talk about and play games that dissi®w 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:
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1 Staff membemwould shadow the child and try to anticipate and interrupt any behaviour.

9 Talk to the child about kindness and feelings and how their actions may make others feel.
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1 Speak with parents to infm 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 meetinglod Preschool held on 28/06/2022

Signed on behalf of theINB & OK 2 2 f X X X X XXX XXX XXX XXX XXX XXXXXXXXX XX



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

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 disclo
in respect of every person aged 16 or over.

Admissions

1.7 Practitioners must consider the individual need, interests an
stage of development of each child in their care, and must use th
information to plan a challenging and enjoyable experience for €
child in all of the areas of learning and developtnen

Adult Resources

3.26 Each child must be assigned a key person.
3.27 Providers must ensure that children are adequately superv
and decide how to deploy st af

Settling in PreSchool

3.26 Each child must kessigned a key person. Their role is to hé
ensure that every childbés car
needs, to help the child become familiar with the setting, offer a

settled relationship for the child and build a relationship with thei
parents.

Curriculum

1.4 There are 7 areas of learning and development that must sh
educational programmes in early years settings.

1.7 Practitionersust consider the individual need, interests and
stage of development of each child in their care, and must use th
information to plan a challenging and enjoyable experience for e
child in all of the areas of learning and development.

Safety & Fie &
Accident Procedures

3.48 Providers must ensure there is first aid box accessible at a
times.

3.49 registered providers must notify Ofsted of any serious acci
illness or injury to, or death of, any child while in their care and o
the action tken.

3.63 Providers must have a clear and well understood policy an
procedures for assessing any
risk assessments regularly.

3.54 providers must take reasonable steps to ensure the safety
children, staff and o#irs on the premises in the case of fire or any
other emergency and must have an emergency evacuation proc

Animal Policy &
practice

3.2 Providers must take all necessary steps to keep children sai
well.

Selecting Play
equipment

3.53 Providers must ensure that their premises, including outdoq
spaces, are fit for purpose. Spaces, furniture, equipment and to
must be safe for children to use.

Parent/carer failing to
collect a child

3.72 Providers must make available to parentptbeedure to be
followed in the event of a parent/carer failing to collect a child at
appointed time.

10

Health and Hygiene

3.2 Providers must take all necessary steps to keep children sai
well.
3.42 The provider must promote the good hedlithddren

11

Diet

3.45 Where children are provided with meals, snacks and drinkg
they must be healthy, balanced and nutritious. Fresh drinking w
must be available and accessible at all times.

12

Equal Opportunities

3.57 Theprovider 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 procedut
to promote equality of opportunity fahildren 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 spe
educatioal 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 Anamed practitioner should be responsible for behaviour
management.

3.52 Providers must not give or threaten corporal punishment a
must not use or threaten any punishment which could adversely
affect a-bangi | dbés well

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
Protecti
welfare

ng

3.4 Providers must be alert
life at home or elsewhere.
3.7 Providers must have regard to the Governments statutory

guidance 6Working together to

17

Confidentiality

3.68 Confidentiainformation, and records about staff and childre
must be held securely and only accessible and available to thosg
have a right or professional need to see them.

3.69 Providers must ensure that all staff understand the need tg
protect the privacy dhe children in their care, as well as the lega
requirements that exist to ensure that information relating to the
is handled in a way that ensures confidentiality.

3.60 Providers must ensure that there is an area where staff mg
to parents/agrs 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 m
keep a written record of any complaints, and their outcome.
3.74 Providers mat make available to parents details about how
contact Ofsted.

19

Procedure in event of &
lost child

3.72 Providers must make available to parents the procedure to
followed in the event of a child going missing at, or away from th
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,
must ensure that children do not leave the premises unsupervise

21

Transitions

3.67 Prowvilers 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 b
held securely and only accessible and abégl#o 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 wi
has parentalesponsibility for the child, and the parent/carer the ¢
normally lives with.

23

Staff and Volunteer
Protection Policy

3.11 Providers must not allow people whose suitability has not K
checked, including through a criminal records check, to have
unsupervised contact with children.

3.28 \olunteers (aged 17 and over) may be included in the
staff:child ratios if the provider is satisfied that they are competer
and responsible.

24

Payment of fees and
overdue payment

policy

The EYFS seeks to providenership 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.







