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Kids in Bloom Nurseries
Policies and Procedures 

Reviewed:
16/2/2024
All Kids in Bloom policies & procedures available on the website are generic and applicable to all sites.  Specific names & significant roles are therefore not noted.  Each setting can provide all named persons and significant roles.
Please note most  recent updates –
Key adults/key principles page 72, 6/2/24

Nappy change policy/hand basin/sink (12) 15/1/24

Safeguarding policy/mobile phones wording to include electronic devices 8/1/24

Safeguarding policy DSL named individuals 8/12/23

Special educational needs wording IEP/play plan 10/9/23

Safer recruitment – wording references 4/5/23
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Our Mission Statement


At Kids in Bloom Nursery…………………………., our vision is to offer all of our children, without exception,  the broadest range of exciting, challenging and motivating opportunities, experiences and positive influences whilst acknowledge and respecting their individual character, interests, culture and beliefs.

This statement outlines what children, parents and the community can expect from Kids in Bloom………………………………….., and the vision and values that inform our work:

We aim to always:

· Provide a happy, safe, clean, warm and stimulating environment for all children to play, learn and develop.

· Consistently help children to develop responsibility for themselves and their actions and to become competent, confident, resilient, independent and co-operative individuals.

· Encourage children to have a positive attitude and have respect for themselves and other people.

· Promote a strong, positive relationship with parents and work in true partnership with them to provide high quality care, teaching and learning.

· Offer inclusive and accessible services to all children, and to make any necessary changes so that all children who wish to, can attend Kids in Bloom.

· Regularly monitor, reflect upon and evaluate our work to ensure that we continue to meet the needs of all children and parents/carers.

We are committed to meeting the needs of parents and carers by:

· Really listening and responding to their views, feedback and concerns.

· Keeping them informed of our policies and procedures, and the work that we do with their child(ren) on a daily basis.

· Sharing and discussing their child’s achievements, experiences, progress, well-being and friendships, along with any potential difficulties that may arise.

We are committed to providing:

· High quality teaching and learning that prioritises the individual needs of children.

· Planned activities that are challenging yet interesting, educational and exciting to all.

· A curriculum and ethos that promotes each child’s social, physical, moral and intellectual development.

· Access to a variety of high quality resources under safe and well supervised conditions, whilst balancing and managing children’s desires to take risks.

· A staff team that is experienced, well trained, knowledgeable, caring, understanding, compassionate and properly supported.

· Services that meet the conditions of the Childcare Act 2006 and all other relevant childcare legislation.

· An environment where no individual, whether it is a child or adult, is bullied or suffers discrimination in any form.
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Babies and Toddlers Policy


At Kids in Bloom, we care for children under the age of 2 and have adapted our practice to ensure the care, learning, education, safety and well-being of all children in this age group. We will do this by ensuring that:
· Extra care is always taken to ensure that babies and toddlers do not have access to activities or objects containing tiny pieces, which could be swallowed or injure them.

· All equipment will be checked each morning before the children arrive, regularly throughout the day and at the end of the day. This will include checking cots, chairs and ensuring all resources are intact and working.

· All doors are fitted with viewing panels that we do not block with Papers/Information, finger-guards, Intercoms and alarms to ensure the safety of children. 

· Potties are always washed and disinfected after every use, without exception. 
· Changing mats are cleaned with anti-bacterial cleanser after each nappy change, without exception.

· Each baby has his/her own bedding which is washed daily and all of our Cot mattresses meet BS safety standards. Children will not be given pillows or cot bumpers in order to prevent risk of suffocation. 
· We follow all Safe Sleeping national practice guidelines, with a number of our staff being trained in this area by the Lullaby Trust, and can advise parents of this information as it is displayed around our Nursery.

· Cots are checked as part of daily opening checks to ensure no items are within reach of a baby, i.e. hanging over or beside the cot (eg cables). 

· Babies will never be left alone or propped up with bottles as it is both dangerous and inappropriate. Once finished, the empty bottle will be washed and sterilised and stored in the kitchen.
· Sleeping children are supervised at all times. Checks on sleeping children are completed every 10 minutes (or 5 minutes if they are unwell in any way). They are documented with the time and staff signature on the Sleep Check area of our Connect system.

· Staff can change nappies whilst pregnant if a risk assessment has been discussed. Apprentices will only change nappies with the support and close supervision of a qualified member of staff, after a suitable period of time has elapsed and a professional discussion has taken place.

· There is a separate kitchen specifically designated for milk and food preparation. 

· Bottles of formula milk will only be made up as and when the child needs them. These should be cooled to below 21(C and tested by a staff member to ensure they are an appropriate temperature for the child to drink safely.

· Following the Department for Health & Social Care guidelines we will only use recently boiled water to make formula bottles, and they will be left for no longer than 30 minutes to cool. We will not reheat cooled boiled water. Bottles and teats will be thoroughly cleaned with hot soapy water and sterilised after use (but not washed in the dishwasher).

· Bottles will be disposed of after 1 hour as Bacteria starts to grow.

· A comfortable area is always available to welcome mothers who wish to breastfeed their babies. Dads are always welcome too.

· Labelled breast milk is stored in the fridge or freezer.

· If dummies are used they will be cleaned and sterilised regularly throughout the day. This also applies to dummies which have been dropped. All dummies will be stored in separate labelled containers to ensure no cross-contamination occurs.

· Sterilisers will be washed out daily.
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Care, Teaching and Learning Policy

Our comprehensive and challenging curriculum and the warm and welcoming atmosphere in our Nursery aims to promote and encourage confidence, independence, well-being and enjoyment. We enable children to develop their emotional, social, cognitive, interpersonal and physical skills, and their desire to explore, discover and be creative. 

We will provide well-planned and organised play and learning environments that offer children rich and stimulating experiences, alongside opportunities to explore, experiment, plan and make decisions for themselves. Children are encouraged to be confident and independent, and every effort is made to develop their self-esteem and learning. 

Activities are developed and enhanced following children’s interests, to allow children to build on their natural curiosity, develop their language and mathematical thinking, use their imagination and develop positive social relationships. We recognise and take into account the differing ages, interests, backgrounds and abilities of the children. At all times, we will recognise a child’s individuality, effort and achievement.

Wherever appropriate, children will be involved in planning activities so that the curriculum reflects their opinions, so that children feel some ownership over their Nursery. 

There are 7 Areas of Learning and Development that must shape educational programmes in Early Year’s settings. All Areas of Learning and Development are important and inter-connected. Three areas are particularly crucial for igniting children’s curiosity and enthusiasm for learning, and for building their capacity to learn, form relationships and thrive. These three areas, the Prime areas, are: 

· Communication and Language; 

· Physical Development; and 

· Personal, Social and Emotional Development. 

Providers must also support children in four specific areas, through which the three prime areas are strengthened and applied. The specific areas are: 

· Literacy; 

· Mathematics; 

· Understanding the World; and 

· Expressive Arts and Design. 

Observations
Each child’s development is closely observed to ensure they are making progress and any difficulties in any areas of learning are identified and addressed quickly.  
Based on the EYFS principles, and with the aid of iConnect, our team are able to recognise where each child is in their learning journey. They will put in place the most effective activity to support the child in extending their learning and development based on their interests and needs.

We help children to bring together what they know in a connected and whole way by:

· Observing children at play;
· Using their observations to support and extend play by planning and resourcing a challenging environment;
· Creating appropriate stepping stones with particular children in mind, to help children to learn through their play and develop towards the Early Learning Goals;
· Engaging in play, and encouraging the development of communication (both non-verbal and spoken) through play

· Knowing when to take a back seat, and to let children develop their play without adult intervention

Written records of children’s progress, which are informed by staff’s own knowledge of the child, using professional judgements and observations, are compiled for a variety of reasons:

· To evaluate progress towards the early learning goals

· To share this information with parents/carers

· To help plan appropriate and challenging activities for the child
· To identify any additional needs and share knowledge with outside agencies when appropriate

· To share knowledge among the staff team so that all staff have some ownership over every child in their room
· To pass on important information to a child’s new school

Staff record meaningful Observations of the children, which will always include the date, time and name of the observer. It is important to observe children in different contexts and environments: in groups, as individuals, at play, in conversation with adults etc and to ensure that professional judgements are used at all time.

Assessment 

Key persons will complete regular and precise assessments on children. The general principle is that this should be an enjoyable experience for the child. The assessment should be used as a diagnostic tool – if it highlights a specific area of concern, e.g. difficulty using scissors, action should be planned to help, without delay.

Observations will be regularly recorded using iConnect. These Observations should include meaningful Next Steps for learning that feed into high quality Planning for each individual child.

Staff are trained and experienced in Assessing children. 
Observations and assessments are valuable and link directly to future planning but should not feel as if they are excessive to an individuals’ usual workload.  The Senior Team will ensure that time is managed properly to ensure that the highest standards are maintained at all times.
Staffing
Staffing arrangements will provide opportunities for: 

· Reflection on practice.

· The realisation that working with children is a complex, challenging and demanding task and that often there are no easy answers.

· Learning is a shared process; children learn most effectively when, with the support of a knowledgeable and trusted adult, they are actively involved and interested.

Staff will display flexible styles of teaching and respond appropriately to children according to their age, understanding, and needs.

Staff will support, recognise, and promote achievements by all children. We will provide children with age-appropriate equipment and resources appropriate to their interests. 
No child will ever be left unsupervised at Nursery. Staff are organised in such a way that all children are within sight and hearing of an adult and walkie-talkies are used daily both indoors and outdoors.
Outdoor Play and Learning 

Children have access to high quality outdoor play and learning every day, subject to safe weather conditions. This will be discussed with parents at the very initial stages, before a child attends here, so that Parents have the opportunity, if they so wish, to choose other settings if they wish to, as outdoor learning is very important at Kids in Bloom.

Outdoor play and learning opportunities are included in our Planning and offer opportunities for all areas of learning including imaginative play, construction, horticulture, mathematics, literacy, scientific, environmental and quiet play. 
Children usually flow freely between indoors and outdoors, and are able to choose where they prefer to be.

We encourage children to take an active part and interest in their external surroundings by observing the seasons and growing cycle.
Outdoor play and learning promotes:

· Physical skills in gross motor movement

· Opportunities for co-operation, language development and independence

· Vital mathematical, scientific and creative exploration

All children are given the opportunity to play outside in all weathers. Parents are asked to provide suitable outdoor wear. When all the children are outside staff deploy themselves to ensure that all children are adequately supervised and supported, and learning opportunities are extended. A full range of experiences are provided outside to ensure that children are appropriately challenged

An example of play and learning opportunities or our children:

Cooking – Cooking provides great opportunities to work together, take turns, talk about early maths – weighing and counting, and talking about how things change, it is lovely for the children to share their finished product at snack time or to take home. 

Construction – we have a range of construction toys, Duplo, Lego, play Mobil, stickle-bricks etc. that the children can use to design, construct, manipulate and develop their own ideas with.

Small World Play – We encourage small world play where children can play with a wooden railway or road, small figures, a dolls house, animals and more. Small world play helps children to develop their imagination and encourages children to act out the real world, experiment ideas safely and is great fun as they are in control

Lunch/Snack time – Together we share our meals, all sat around the table – we use this time to talk about healthy eating, good manners, share ideas and interests with one another. Independence is encouraged as children learn to feed themselves, give out cutlery, lay the table and help prepare food and drinks. 

Puzzles and Matching Games -  great opportunities to take turns, match objects, have fun and work together, peg boards and threading – these are all great activities for concentration, developing fine motor skills and help coordination, without good hand eye coordination children find it impossible to learn to write.

Treasure Baskets – this is about providing opportunity for children to play with real objects – materials, keys, saucepans, pegs, cardboard tubes, pots, sponges etc. Children use these objects in a huge range of ways to enhance their play and develop understanding of their environment.

Soft Toys and Puppets – the range of soft toys make great friends; they take on roles in stories, become guests at a tea party, and have their own wonderful personalities.
Music – music is a great way to explore the world, we listen to a range of musical styles from Baby Mozart to pop, with nursery rhyme, music from around the world, and songs we can sign too. There is also a range of musical instruments for the children to enjoy.

Role Play – we have an area which contains all types of clothes to encourage children to act out roles, it includes multi-cultural dress, tabards, helmets, bags, fabric, animal tabards & masks, tools kits and doctors kits – always accessible to the children.

Writing Area – pens, paper, crayons, chalk and pencils are freely available to children. They are encouraged to form letters, write notes, their name, shopping lists etc.

Socialising with friends – These are times when we can mix with our peers from other rooms within the nursery, play with a different range of resources and learn how to socialise in a larger group in preparation for school.

Outdoor Play & Gardening – the outdoor area incorporates ride on toys, balls, hoops, and large floor games etc which are all readily available. These are supplemented at different times with sand and water play. We also learn about science, bugs and growing things, by taking care of the garden, growing flowers and vegetables. 

Everyday nursery tasks – Children can benefit hugely by being involved in everyday activities, laying the table reinforces maths skills, tidying up helps children to learn to take care of things and where to find them next time, shopping can introduce early skills of using money, learning where products come from and recognising simple words.

Expressive Arts & Design and Sensory Activities – we do lots of Expressive Arts & Design and sensory activities, especially for Under 2’s – painting, gluing, collage, drawing, play-dough, and much more, and through these materials we can show our own creative side and discover for ourselves the properties of materials.

Free Play – we have a selection of toys which the children can choose to play with, they are not all out all of the time – instead we rotate them around, and use them to reflect each child’s individual interests and development level.

Rest time – At the end of the day when our bodies catch up with all the activities we done, we have quiet time were the children can relax and listen to a story. 

Out in the Community - As a nursery we utilise the wider environment too, with trips to local museums, farms, parks, shops, the library, theatre and any local events.
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Displays Policy


Kids in Bloom aims to provide an attractive, stimulating and appropriate environment for teaching and learning. We wish to engage and promote our nursery to parents, visitors and other stakeholders visually and clearly throughout our environment.


Each room is individual and enables children to participate in sharing their interests, individual learning and achievements through displays, photographs and visual representations.

Staff should read this Policy to help inform their approach to displays at Kids in Bloom.

Our approach

Young children learn through the process of ‘doing’ the activity- the end product is less
important, and this is reflected in a way that shows:

( Displays are based on children’s individual interests, observations we carry out on them, or themes such as autumn, specific numbers, letters or other relevant themes.

( Positive images of people, and appropriate use of language in all forms that are reflective of our families and community.

( We aim to have a children’s art gallery in each room.

( Varied and rich examples of environmental print for directions, labels, instructions and
information.


We follow the Communication Friendly Spaces approach which is reflected throughout the building, and such you will notice the intentional use of natural colours and materials. 

Why do we display?

( To raise children’s self-confidence
( To encourage and stimulate
( To inform and involve
( To raise awareness of the environment
( To develop home - nursery links
( To share and celebrate success
( To celebrate different cultures, religions and ethnicity and of course, children’s own work to develop respect and appreciation
What do we display?

( Children’s paintings, drawing and mark making
( Information related to children’s learning. For example; “We planted a sunflower seed and it has grown 60 centimetres tall”
( Children’s models
( Photographs
( Routines
( Health & Safety information
( Policies and procedures, registration and insurance documents
( Pictures and posters
( Information on curriculum and planning
( General information for parents

Preparation and guidelines

Our team have a shared bank of creative skills and we communicate this to our colleagues, parents and visitors by adhering to the guidelines below:

( We plan displays carefully choosing combinations of colours and themes
( We use a variety of media, textures, colours, shapes and sizes
( We use natural and on occasion, brightly coloured backed display boards to reduce visual distraction and enhance the content.

( Displays must always have a clear purpose – and we must consider why are we doing it? What is the purpose?
( Display boards are regularly maintained and changed at least half termly. We will remove all staples as soon as we start to take down one display in preparation for a new display.
( Display signage uses focussed and appropriate language and/or links to the Early Years Foundation Stage (EYFS)
( Signage and labelling is printed using Comic Sans font to promote early letter and word recognition
( Hand written information such as white boards is written in print not cursive script
( Labels are correctly spelt, using all lower case lettering unless at the beginning of sentences or names.
( We identify children by their first name only.
( Resource boxes or trays are labelled. 
( Containers that are not transparent will include a picture or photograph of the contents.
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Equipment and Resources Policy


We believe that high-quality care and early learning is promoted by providing children with safe, clean, attractive, age and stage appropriate resources, toys and equipment. 

To ensure this occurs within the nursery we will:

· Provide play equipment and resources which are safe, and where applicable, conform to the BS EN safety standards or Toys (Safety) Regulation (1995)

· Provide sufficient quantity of equipment and resources for the number of children registered in the nursery.
· Provide resources to meet children’s individual needs.
· Offer regular Stay N Play sessions to enhance our strong Partnership with Parents.

· Our resources will promote all areas of children's learning and development.
· Books, equipment and resources promote positive images of people of all races, cultures, ages, gender and abilities, are non-discriminatory and not stereotypical.
· Provide play equipment and resources which promote continuity and progression, provide sufficient challenges and meet the needs and interests of all children

· Store and display resources and equipment where all children can independently choose and select them

· Check all resources and equipment regularly as they are set out at the beginning of each session and put away at the end of each session. We repair and clean or replace any unsafe, worn out, dirty or damaged equipment whenever required

· All staff must keep the continuous provision sheets up to date linking to EYFS learning outcome. 

· Evaluate the effectiveness of the resources including children’s opinions and interests

· Encourage children to respect the equipment and resources and tidy these away when play has finished. This is into a designated place via the use of silhouettes or pictures the children can match the resource to. 

Using Sand in our Nursery
· Children must be supervised at all times when using sand at Nursery. Staff must be confident that they will know what to do in case sand gets into a child’s eye.
· Children should also be checked for any skin ailments or any broken skin beforehand. 
· Sand Pits will be placed on appropriate, non-slip flooring.
· Each sandpit will be cleaned with anti-bacterial spray before new sand is put in it.
· Sandpits will always be covered when not in use, especially outside, and checked for foreign bodies before each use.
· Staff should have a brush and shovel close by for easy access after use.
· Spillages are to be put straight into the bin.
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Formula Milk Policy and Procedure


Good hygiene and clear procedures are essential to ensuring that this policy works effectively. The Practitioner should prepare the feed and give it to the child as soon as it is at the correct temperature.
Parents can bring in unopened tubs of powdered milk for their child. For younger babies who rely on milk feeds, spare feeds should always be provided. They should be clearly marked with the Childs name, along with a number of sterile empty bottles using a permanent marker pen. Once opened, it is dated and kept for a maximum of 4 weeks. Any remaining milk is then given to parents and replaced.
Parents will also bring in bottles to leave at the Nursery, which are cleaned and sterilised after each use.

Staff making up a feed: 

To reduce the risk of infection, we make up feeds one at a time as and when each baby needs it, and always use water that has been boiled to a temperature of 70ºC or above. Boiling water at this temperature will kill any harmful bacteria that may be present.

Bacteria multiply very fast at room temperature. Even when the feed is kept in a fridge, bacteria can still survive and multiply, although they do this more slowly. 

The risk of infection increases over time so that is why it is important to make up the feed only as the baby needs it.

Preparation and hygiene

A baby’s immune system is not as strong or as well developed as an adult’s. This means that babies are much more susceptible to illness and infection. Therefore, good hygiene is essential when making up a feed.

All equipment used to feed your baby must be sterilised. Bottles, teats and any other feeding equipment need to be cleaned and sterilised before each feed to reduce the chances of your baby falling sick or getting diarrhoea. It is best to use water that has been boiled and allowed to cool to make up a feed. We do not use artificially softened water or water that has been previously boiled.

Before the preparation of the feeds all staff must ensure the following is adhered to 

1. Clean all surfaces with the antibacterial spray.
2. Wash hands with Antibacterial soap and dry.
3. Put on an apron.
4. Boil the kettle.
5. Pour the water to the mark required as stated on the Childs individual feed tub.
6. Add the Powder, replace the lid and shake.
7. Fill a jug of cold water - Place bottle in to cool it.
     8.
Temperature should be checked using a probe.

Should you have any questions or queries please do not hesitate to speak to the Manager. 
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Involving and Consulting Children Policy


We are committed to the principle of involving and consulting children whenever decisions are made that affect them.

Our commitment to involving and consulting children stems from the ‘listening to children’ provisions set out in Articles 12 and 13 of the United Nations Convention on the Rights of the Child. 

These state that:

• A child’s opinion should be taken into account in anything that affects them.

• Children should have information given in a way that enables them to make choices.

For children, involvement and consultation helps them to develop new skills such as negotiating, sharing and understanding the perspectives of others. It helps them to understand how decisions are made, and recognises that their opinions are important.

There are multiple benefits of such an approach such as improved behaviour, a relationship with children based on partnership, a more cohesive environment and activities and decisions that children feel a sense of ownership over. 

All children will be listened to and consulted actively. This will take a number of forms, including:
• Listening to what they say in speech and other forms of communication.

• Observing body language and behaviour.

• Drama and role play.

• Through play and creative expression and the use of visual aids.

• Via regular group based discussions and Q and A sessions.

• Questionnaires and other regular feedback on activities.

• Notice boards that carry important information about activities.

• Regular children’s meetings, with children and staff, discussing activities and other topics.

Age, maturity and type of decision being made will determine the extent and nature of children’s involvement. However, the emphasis should always be strongly in favour of involving children.

Consultation and involvement will be regularly monitored and acted upon so that children are able to see that their input has led to visible outcomes. We will be clear about what decisions children will be involved in an attempt to offer explanations if/when consultation and involvement is deemed inappropriate.
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The Intent, Implementation and Impact of our curriculum at Kids in Bloom
Intent:
At Kids in Bloom, we aim is to create a learning environment and build relationships which support, enhance and invite a child’s curiosity, confidence and individual competency to flourish, whilst respecting the child’s background, circumstances and their needs. 

We aim to work collaboratively with parents and carers to encourage confident, independent, enthusiastic learners who thrive and reach their full potential. 

It is our intent that children who enter our EYFS begin their lifelong learning journey by developing physically, verbally, cognitively and emotionally whilst also embedding a positive attitude and a love of learning. 

To ensure children make outstanding progress at Kids in Bloom, it is our intent to take into consideration their starting points and needs of our pupils as they begin their learning journey with us. 

Every child has access to a broad, balanced and differentiated curriculum which prepares them for now and for the future in terms of opportunities and experiences. Following individual interests and needs, allows us to plan and provide opportunities throughout our EYFS curriculum to support learning and development and achieve their full potential. 

It is our intent to ensure that all children develop a love of books and reading through ensuring that books are available at all times throughout the setting, enabling them to read simple words and sentences accurately by the end of Pre School.

 
Implement:
Kids in Bloom follows the Early Years Foundation Stage framework. This is made up of four overriding principles which our early year’s education is based upon:

· Unique Child – Every child is unique child who is constantly learning and can be resilient, capable, confident and self-assured.

· Positive Relationships – Children learn to be strong and independent through positive relationships.

· Enabling Environments – Children learn and develop well in enabling environments, in which their experiences respond to their individual needs and there is a strong partnership between practitioners and parents and carers.

· Learning and Development – Children develop and learn in different ways. The framework covers the education and care of all children in early year’s provision, including children with special educational needs and disabilities.

The curriculum provides a play-based and experiential learning environment, combined with focused teaching and basic skills, to ensure children make rapid progress before moving onto School. 

All children are provided with exciting opportunities both indoors and outdoors. They engage in well planned, thoughtful focused activities as well as free flow activities. The learning experiences are linked to the seven areas of learning and development.

These areas are split into three prime areas and four specific areas. The three prime areas are those which the children should develop first and are considered most essential for the healthy development and future learning of our children. These include: 
· Personal, Social and Emotional Development – involves providing opportunities for young children to be active and interactive; and to develop their co-ordination, control, and movement. Children must also be helped to understand the importance of physical activity, and to make healthy choices in relation to food.

· Communication and Language – involves giving children opportunities to experience a rich language environment; to develop their confidence and skills in expressing themselves; and to speak and listen in a range of situations.

· Physical Development – involves helping children to develop a positive sense of themselves, and others; to form positive relationships and develop respect for others; to develop social skills and learn how to manage their feelings; to understand appropriate behaviour in groups; and to have confidence in their own abilities.

As children grow and make progress in the prime areas, this will help them to naturally develop skills within the four specific areas. These are:
· Literacy – the early teaching of literacy giving children access to a wide range of reading materials to ignite their interest.

· Mathematics – the early teaching of mathematics involves providing children with opportunities to develop their skills in counting, understanding and using numbers, calculating simple addition and subtraction; and describing shapes, spaces, and measures.

· Understanding the World – this involves guiding children to make sense of their physical world and their community through opportunities to explore, observe and find out about people, places, technology and the environment.

· Expressive Arts and Design – this involves enabling children to explore and play with a wide range of media and materials, as well as providing opportunities and encouragement for sharing their thoughts, ideas and feelings through a variety of activities in art, music, movement, dance, role-play, and design and technology.

 Children benefit from meaningful learning across the curriculum. Our Team plan resourcefully for opportunities for communication, sustained shared thinking and physical challenge to build on existing skills taking into account the Characteristics of Effective Learning. 

Rich first hand experiences (inside, outdoors, visitors and Educational trips) to widen experiences, awe and wonder 

Exploratory learning and thinking creatively including problem solving across all areas of learning. Opportunities and concepts we use will excite and engage all learners which includes staff modelling standard English and asking high quality questions.
Our Curriculum will promote and support children’s emotional well-being, their feelings of security and enabling children to take appropriate risks in a safe and secure environment. Supporting children to be active and to develop physically including giving clear messages to children why it is important to eat, drink and exercise as well as to be kind to others.
 
Impact:
The experiences of the task will be seen, revisited and demonstrated through visual and written observations of our children being deeply engaged in their play. Our children will grow to be confident, competent lifelong learners and good citizens. 
Our children experience a smooth transition between all Rooms in Nursery and of course, onto their new lives at School.

Thoughtful and effective communication and collaboration ensure our children leave Kids in Bloom with a solid foundation of learning of which to build upon. 

We currently use learning journals and iConnect which evidence to our older children, their families and external professionals the successes of the children throughout their time here.

As a team, we carry out regular internal moderation sessions (peer and room observations), have professional discussions with each other and the manager as well as ensuring that staff have a wide variety of CPD opportunities and team meetings to ensure that we feel confident with our professional judgements and that these judgements are consistent with what is required of us and is developmentally appropriate for our children.

 Assessment currently starts with careful observations which are then used to inform our planning. 

We strongly believe that Teaching and Learning is only effective when children are motivated to learn, feel a sense of belonging, curiosity and competence showing resilience and tenacity. 

By monitoring assessment procedures regularly, we can effectively demonstrate what learning is taking place and how each child is progressing in all seven areas of the EYFS curriculum. 
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Nappy Changing Policy and Procedure


Parents are asked to bring in adequate nappies on a daily, weekly or monthly basis. Staff will inform parents when their child is running low either verbally or via iConnect.

Each child has their own drawer in the Nursery Bathrooms in which to store their own Nappies, Wipes and creams and any other items they may require.

We always provide cotton wool and water for children who do not use wipes.

Nappies are always changed after snacks and meals and whenever necessary throughout the day at Nursery, there is no set time to do so and the children are changed frequently throughout the day.

Procedure

1. Practitioners will always wash their hands before commencing a nappy change.
2. Collect all items for nappy change i.e. wipes, nappy, spare clothes.

3. The appropriate plastic apron must be worn

4. Disposable gloves must be worn for each nappy change

5. UNDER NO CIRCUMSTANCES WILL A CHILD BE LEFT UNATTENDED DURING THEIR NAPPY CHANGE AT ANY TIME OR FOR ANY REASON WHATSOEVER.

6. We always wipe children’s bottoms from front to back.

7. Nappies are to be disposed of in the designated nappy bin which must be emptied frequently and at the end of the day.
8. When nappy change is complete, clean mat using antibacterial spray and disposable towels.
9. If a child has three loose, out of character loose nappies, then in order to reduce the spread of any infections, then we will send the child home. 
10. Public Health England and Environmental Health recommend that we wash and rinse changing mats with soapy water, then spray with anti-bacterial spray after each loose nappy. 
11. We always ensure any gloves or paper products that are used are disposed of in the bin.
12. Our hand basin/sink must be in close proximity and accessible to staff without the need to leave a child unattended on a raised changing surface 

13. Staff must always Wash hands after each nappy change using supplies of liquid soap and hand towels available at the hand/wash  basin in the nappy change area.
14. Hot water, liquid soap and paper towels must be available at all times at the hand/wash basin in the nappy change area. 
15. The antibacterial spray, gloves etc that we use must always be stored out of reach of the children.

16. Communal creams are not to be used and parents must provide their child’s own cream which must be clearly labelled with the child’s name and contain an expiry date; this can be kept in the child’s identified basket/tray and used when necessary.

NB: Children are always changed when necessary and NOT left to appointed nappy changing times. 

[image: image15.png]KiB




Physical Activity and Development Policy


The role of Physical Development is to provide babies and children at Kids in Bloom Nurseries and Out of School Clubs with opportunities to: 

· Be active and interactive. 

· Gain confidence in what they can do. 

· Develop skills of co-ordination, control, manipulation and movement. 

· Use all of the senses to explore and learn about the environment. 

· Develop an understanding of the importance of physical activity and making healthy choices. 

· Feel the positive benefits of being healthy and active. 

· Develop a sense of well-being. 

· Develop independence in self-care. 

Meeting children’s physical needs is fundamental to their well-being. Growing and developing children who are physically well will have the energy and enthusiasm to benefit from the range of activities on offer to them.

Our overall Aim:

Our aim is to ensure that all children are given the opportunity to develop their gross motor and fine motor skills within a safe, stimulating and enriching environment. 

We acknowledge the important link between a healthy lifestyle and the ability to learn effectively. We also recognise that we can play a significant role, as part of the larger community, to promote healthy lifestyles.

The introduction of UK Early Years Physical Activity Guidelines reflects a growing awareness of their importance and follows the lead of other major international countries. 

They are based on evidence from research and the combined input from experts in this field of study.

These guidelines are relevant to all children under the age of five and are aimed at the following groups:

Under 5’s who currently cannot walk unaided:

Physical activity should be encouraged from birth, particularly through floor-based play and water-based activities in safe environments.

Pre-school children who can walk unaided:

Children of pre-school age who are capable of walking unaided should be physically active daily for at least 180 minutes (3 hours), spread throughout the day.
Sedentary guideline:

All under-fives should minimise the amount of time spent being sedentary (being restrained or sitting) for extended periods (except time spent sleeping).

Typical activity patterns for walkers under five: 

Young children don’t need to do their 180 minutes (3 hours) of physical activity all at once. 

Children under five have a natural tendency to be active in sporadic bouts and accumulating physical activity throughout the day suits their natural movement behaviour and protects against long periods of inactivity. 

However, most UK toddlers only spend 120-150 minutes a day in physical activity, and so achieving the guideline would mean adding another 30 to 60 minutes a day to their current levels of physical activity.

What intensity of physical activity is appropriate?

The 180 minutes can be activity of any intensity. For this age group, the amount of physical activity is more important than the intensity. Therefore, whether they are light eg moving about, standing up, walking at a slow pace, or moderate or vigorous (more energetic activity) eg. climbing, dancing to music, running and skipping, will all contribute towards the 180 minutes a day. 

More energetic play will make children ‘huff and puff’ and this will encourage the development of their cardiorespiratory system and this is good for their health. It will also burn calories and this is important to help young children maintain a healthy weight.

As a result, we aspire to improve the health of our children by teaching ways to establish and maintain life-long physical activity habits. 

We aim to do this by: 

· Planning activities that offer appropriate physical challenges. 
· Providing sufficient space, indoors and outdoors, to set up relevant activities. 
· Giving sufficient time for children to use a range of equipment. 
· Providing resources that can be used in a variety of ways or to support specific skills.  
· Providing time and opportunities for children with physical disabilities or motor impairments to develop their physical skills, working as necessary with physiotherapists and occupational therapists. 
· Supporting children in developing independence in health and self-care skills. 

Effective Teaching in Physical Development involves: 
· Providing opportunities for daily physical activity, both indoors and outdoors. 

· Providing a well-planned and resourced learning environment. 

· Ensuring that the learning environment is safe, and that appropriate outdoor clothing is available. 

· Offering a range of stimuli for movement, such as action rhymes, stories, music, and props. 

· Introducing appropriate vocabulary, alongside actions. 

· Teaching specific skills such as throwing and catching. 

· Providing a range and sufficient quantity of interesting and challenging resources. 

· Countering stereotypical behaviours that hinder children’s development. 

· Involving parents and carers. 
Effective Learning in Physical Development involves: 
· Having time to explore and experiment, refining movements, and actions. 

· Having opportunities to learn across the curriculum through physical activity. 

· Learning through using all of the senses. 

· Developing confidence and independence through building on existing skills. 

· Developing an understanding of how exercise, rest, food, and good hygiene practices promote good health.

Monitoring and Evaluation 
The methods of monitoring and evaluating the teaching and learning in the area of Physical Development include: 

· Planning reviewed by the Team. 

· Access to Physical Development activities monitored by sampling Planning on a regular basis. 

· Quality of observations and Learning Journeys monitored regularly by Senior Practitioners and the Manager. 

· Moderation by Managers of assessments and Learning Journeys. 

· Photographs and examples of children’s physical development work displayed in each Room. 

Planning 
Physical Development comprises of two areas: 

1. Moving and Handling 

2. Health and Self-care 
Leaders and Practitioners should ensure that both of these areas are covered. 

Long-term Planning 

Provides for all aspects of physical development to be covered over the year. 

Using long term plans, observations, assessment data, and the children’s interests and next steps, Senior staff identify areas of focus for the half term. 

Short-term Planning 

Learning experiences are planned for each week, based on the observed needs and interests of the children and feedback from parents. 

These are designed to build upon and extend children’s knowledge, understanding and skills in this area and promote positive attitudes to learning. 

Focussed Child Planning  

A key person will choose a child to ‘focus’ their observations and planning on for one week. These observations and the children’s next steps /interests will be planned for the following week.

Observation and Assessment 
· A practitioner may note a child’s interest in a specific activity or resource. 

· Observations may be made during an adult-led or focused activity. 

· Parents are encouraged to share their own observations and assessments of their child’s progress. 

· Both formative and summative assessments are made: 

· Formative assessments through ongoing observation. 

· Summative assessments are shared with parents each term, in the Two Year Progress Report. 
· A child’s achievements and interests will be noted in their Learning Journeys and shared with parents termly. 

Roles & Responsibilities of all Practitioners 
· Ensure that all children have equal opportunities to access both indoor and outdoor physical activities. 

· Refer to the planning before each session in order to understand the learning intentions of all activities. 

· Carry out ongoing observations and assessments of children in order to inform future planning. 

· Ensure that children are wearing appropriate footwear and clothing, particularly for outdoor physical activity. 

· Ensure that resources are adequately cared for and safe to use. 

· Carry out risk assessments in line with the Risk Assessment Policy. 

Roles & Responsibilities of Parents 
· Attend the termly parent meetings to discuss their child’s achievements and targets. 

· Support the Nursery in encouraging a healthy lifestyle, which includes regular participation in physical activity. 

· Support the Nursery in enforcing routines and rules that ensure the safety of all children engaged in physical activity. 

· Share their observations and assessments with their child’s Key Person through Parent Share. 

· Ensure that their child attends Nursery in clothing and footwear that is appropriate for physical activity, both indoors and outdoors. 

· Contribute to their child’s ‘Individual Plan’/children’s next steps on a termly basis. 

Special Educational Needs and Disability
We aim to cater for the individual learning needs of every child, recognising the need for specialised provision to ensure access to all aspects of Physical Development. 

The SENDCO links with external agencies such as the Educational Psychologist, the special needs team, Early Year’s Team, Children’s centres, Speech therapists and health visitors, who work together with parents to form Individual Learning Plans or Play Plans for children. 

Parents and Carers work with Practitioners, the SENDCO and outside agencies in supporting the child’s progress at Nursery. Information about the child’s development may be shared with other settings attended by the child, but only with parental consent. 

High Expectations
We aim to provide for the needs and interests of all our children through the observation, assessment and planning process. This process enables us to identify those children who are exceeding expectations in any or all areas of learning and development. Practitioners, supported by the Manager, where appropriate, ensure that activities are suitably challenging to enable children to reach their full potential. 

Equal Opportunities 
All children and families are encouraged to take part in all activities at Nursery. 
We actively celebrate cultural differences, and recognise the importance of treating children equally and with respect. Boys and girls are treated equally and encouraged to take part in all aspects of Physical Development. 

Health and Safety 
Practitioners should carry out a daily risk assessment of physical play equipment, both indoors and outdoors.  Practitioners should ensure that children are wearing appropriate clothing and footwear for the activities being provided, particularly outdoors. 

Children using large outdoor climbing equipment should be supervised at all times. 

Managing Resources 
All resources to be returned to the garages or sheds and checked and counted after each session to minimise loss and damage. 
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Safe Sleeping and Monitoring Policy


We will always try to take Parents/Carers wishes into account when it comes to sleeping children and follow your children’s individual routines. We will discuss with you in detail the sleep routines you have established for your child and how we can best accommodate them into our nursery routine, this will be done during your child’s induction sessions. These discussions will be ongoing as the needs of your baby will change as s/he grows and develops. Some children spend a lot of time with us at the nursery and the opportunity for sleep or resting times is very important.

However, we are very clear that we operate a Safe Sleep Policy that specifies “back to sleep” position. Our policy requires that the key person or manager discuss the Safe Sleep Policy with a child’s parent or guardian before admission. 
Parents must sign to say they have received a copy of the policy and that the policy has been discussed with them. All key persons working in our Baby and Adventurers Rooms are required to receive Safe Sleep training and to have read this Policy.
When introducing or sharing the policy with our parents the following will be discussed:

· Ask about the baby’s sleep position at home

· Explain the nursery “back to sleep” policy that is implemented to reduce the risk of Sudden Infant Death Syndrome (SIDS).

· Tell the Parents that “Back to Sleep” is recommended by the Foundation Of Sudden Infant Death Syndrome (FSIDS).

· Inform the parents that even though most babies will be fine, there is a higher risk of SIDS when an infant is placed to sleep on their stomach or side.

· Some babies have medical conditions that require stomach sleeping. If the parent insists that their baby be placed on his /her stomach or side to sleep, they will be asked to provide a note from the baby’s doctor that specifies the sleeping position ;this note will be placed within the baby area or sleep room.

· If parents have further questions about SIDS and infant sleeping positions, they will be given the phone number for the FSIDS and the national Back to Sleep campaign.

· Review of the baby sleep policy.

SIDs

Sudden Infant Death Syndrome (SIDS)is the unexpected death of a seemingly healthy baby for whom no cause of death can be determined based on an autopsy, an investigation of the place where the baby died and a review of the baby’s medical history.

In the belief that proactive steps can be taken to lower the risk of SIDS in Early Years settings and that parents and Early Years professionals can work together to keep babies safer while they sleep. 
We will practice the following sleep policy:

· All key persons will receive training on our Safe Sleep Policy and SIDS risk reduction.

· Babies will always be placed on their backs to sleep unless there is a signed sleep position medical waiver on file. A copy will be given to the keyperson.

· FSIDS recommends that babies are placed on their backs to sleep, but when babies can easily turn over from the back to stomach ,they can be allowed to adopt whatever position they preference when the baby turns onto his/her side or stomach.

· FSIDS recommends that using a dummy at the start of any sleep period reduces the risk of cot death. If a dummy forms part of your child’s sleep routine, it will always be used at sleep times. FSID recommends that the dummy should be stopped when the baby is between 6 and 12 months old. (The key person will work with parents to phase out dummies sensitively, taking into account children’s emotional needs.)

· Visual supervision is required at all times. Every 10 minutes the key person will visually check on the child; looking for the rise and fall of the chest and if the sleep position has changed. We will be especially alert to monitoring a sleeping baby during the first weeks the baby is in our care.

· Steps will be taken to keep babies from becoming too warm or over heating by regulating the room temperature, avoiding excess bedding and not overdressing or over-wrapping the baby; room temperature will be kept between 16-20 degrees.

· All babies must sleep in a cot or a bed/mattress. Babies may not sleep in a nesting ring, car seat ,bouncy chair etc at Kids in Bloom.

· Babies heads will not be covered with blankets or bedding; babies cots will not be covered with bedding.

· Loose bedding, pillows, bumper pads etc, will not be used in cots.

· Awake babies will be given supervised “tummy time”.

· Toys and stuffed animals will not be allowed in the child’s cot.

· A safety approved cot with a firm fitting mattress and tight fitting sheet will be used.

· No smoking is permitted on any Kids in Bloom premises. Any staff who smoke will ensure that their clothes and breath do not smell of smoke when caring for any children within the nursery.

· All parents of babies cared for in this nursery can receive a written copy of this (or any other) policy at any time.
All periods of sleep are closely monitored and recorded by our staff for each individual child iConnect or on sleep record charts. These records are kept within the child’s room and will record child’s name, time went to sleep, the time they awoke, a record of checks every 10 minutes (5 minutes if the child is unwell in any way), and any other information such as a child coughing or become distressed during sleep is also recorded.

As working parent’s we do understand that you too need your sleep so it is vital that we work in partnership with you to provide a sleep routine for your child that fits your requirements, however, we do not do “controlled sleeping”, all our routines are child led. We enable children under 12-17 months (approximately) to sleep as and when they are ready, whereas older children will usually want a nap after lunch.

If you have any concerns over your child’s sleeping routine please do not hesitate to discuss them with your child’s key person.

All children have their own individual sleep equipment, we provide separate beds with their own bed sheets and blanket, which are laundered frequently, and stored on the child’s peg in rooms.
One of these areas in our Nursery rooms includes one or more comfortable quiet areas, these areas are set aside with comfortable mats, cushions, books and treasure baskets in order to enable children to be able to have some periods of comfort and rest should they require it during the daytime.

No child attending our nursery will ever be forced to sleep. Children that no longer have a nap in their routine will be with practitioners in the room during this quiet and relaxing time.

Whilst other children within the nursery have their sleep, usually after lunch, other children will have a story, play outdoors or another activity for a short period to enable children to relax and rest as required.
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Settling In and Transition Policy and Procedure


At Kids in Bloom Day Nursery, we want children to feel safe, secure and happy with us. All children are unique and our experience tells us that the amount of time that a child takes to settle can vary enormously for many different reasons.

We work hard to ensure that all children feel safe, secure and comfortable with staff. We make Nursery a welcoming environment where children usually settle quickly and where consideration is given to each child’s individual needs and parents and carers wishes.

Children are unique and the amount of time a child takes to settle into a new room can vary. Children will be given plenty of time to settle at their own pace so that they feel happy and supported.  Children’s well-being is of utmost importance to us and all our team will work hard to ensure children settle with us.
Around 2 weeks before your child is due to start at Kids in Bloom, we strongly encourage parents/carers to visit us with their child to start their settling in visits – all are completely free of charge - to help (you and) your child settle as well as possible. 

These visits start with an initial hour visit when the parent would stay with the child, complete the necessary paperwork (Baseline Assessment, update your Parent Pack etc) and meet the team properly, and we simply build from there onwards, with the visits becoming longer over the coming days. As stated previously, all of our settling in visits are completely free of charge, no matter how many you have. 

Children are always greeted in a warm and friendly manner. They are introduced to all members of our staff team. During their settling in period, children will begin to choose their own key person who will help to ensure that the child’s care is tailored to meet their individual needs and to help a child become familiar with the setting and offer a settled relationship for the child and build an excellent  relationship with their parents. 

Staff will discuss our routine and the work that we do with parents and parents are asked if they would like to have a look around the Nursery again, (during the Pandemic this will take place after work hours). 
Parents/carers are always offered the opportunity to stay with their child if they wish. 

All staff will supervise new children to ensure that they are happy. 
Our team will always ask how you as parents are feeling about the Transition process during this time and are more than happy to discuss any subject with parents about how well their child is settling in, during regular conversations during handovers. 

If it seems that a child is taking a long time to settle in, which does occasionally happen, this will be discussed with their parents/carers at the earliest opportunity, or if a parent/carer feels that there is any kind of concern during the settling in period, they should raise this immediately with a member of our team immediately as we understand that however hard we work together, transitions can sometimes take longer than expected.

Staff will always be available to discuss any concerns or other issues with parents/ carers regarding their child and their attendance at the Setting. If parents/carers wish to meet with the Manager, they can always very welcome to come in for a chat at any time without an appointment as we have a true Open Door Policy at Kids in Bloom.

The team will get to know what the child’s interests and dislikes are so they can settle into the routine quickly. All staff will be aware if any new children have any illness, allergies, or other concerns regarding health or welfare and allow the children to settle with us at their own pace. 

When approaching a time for the child to move rooms, the decision to move will be based on thoughtful observations from the key person that the child is ready for the next stage and we will discuss this with our parents as early as possible. 

The following procedure is aimed at ensuring a smooth transfer for both the child and the parents within the setting.

We fully understand that Parent/carers also need to feel reassured and we will work in partnership with them to settle their child into their new room, by undertaking to do the following:

· Ensuring each child’s individual needs are taken into account;

· Consulting and involving parents/carers in the “Transition” and that information is regularly shared with them;

· Transition is arranged in partnership with the Room Leader, key person, the wider team and of course the child’s parents, ensuring they are working closely together throughout the process. 

· The decision to transition to the next room at Kids in Bloom is based on a child’s development, never simply when the child turns a certain age;

· Ensuring that all relevant forms, including Baseline Assessments and other important documents are completed; 

· Plan a series of Transition visits for as long as the child needs; 

· Reassure, support and advise parents/carers of children taking longer to Transition;

· Observe the child to enable them to choose a new key person and review over 4-6 weeks to ensure that they have bonded;

Parents will be supported by our staff during this Transition period and will be encouraged to come in and have a chat with any of the Team or the Manager at any time.

When Transitioning to the next Room in Nursery:

· A discussion will take place with parents about the possibility of their child moving to the next room. We will provide details of the new room and information regarding the daily routine and what the children will be taught.

· Parents are invited to visit the new room prior to the move to meet the staff and become familiar with their child’s new surroundings

· A Learning & Development Summary and the child’s individual Tracking is provided to the new Room Leader by the child’s current key person, with a copy being given to the parents/carers as an on entry assessment.

· A timetable of visits, based around the child’s needs will be agreed between the current key person and the new Room leader. 
· Parents will be kept informed about these arrangements and asked for any feedback and supported to share any concerns they may have during this important stage.  

· The child’s current key person will be responsible for ensuring that the child’s records and personal belongings are transferred to the new room.
· Children are emotionally well prepared for the next stage in their learning at Kids in Bloom because all of our staff provide good support to prepare them for their transitions both within the setting, to other settings and on to school. 

· During the visits a member of staff from the child’s current room, usually the child’s key person will spend a period of time settling the child depending on the child’s individual needs. 
· If it is felt that a child requires a few more settling in sessions then this will be arranged between the child’s current key person and new Room Leader. Measures will be taken to ensure the child has a smooth transition and parents will be informed of this.

· Staff will have awareness that at times of change a child may regress a little and may need some additional support until they have settled in, for example, the child may want to carry a comfort item with them. Nursery staff will keep the child’s parents fully informed of their progress.

Procedure for children moving to another Setting or School.
The following procedure is aimed at ensuring a smooth transfer for both the child and their parents for Transitions to another Setting or School.
· For transition to school, we establish which schools the children are going to, uniforms are then obtained which are placed within the children’s role play area, we also have a transition file containing any information that may have come from schools, photographs of the children visiting the school and an information booklet developed for parents on the procedure for applying for a school place. 

· We also have good working partnerships with lots of schools which we have worked hard to develop. We share good practice and share information that is relevant for the individual child starting school to make the transition from nursery to school as smooth as possible. 

· As part of our work we arrange for our children to visit the local schools if possible, alternatively we will take the children out on our own minibuses to show them where the schools are. We also arrange for Teachers to come to our setting and talk to the children, again where possible.

When a child is leaving to attend another setting or move on to School, we will provide the following information:
The child’s completed Learning Journey

Any information around the child’s SEN Development

Any Safeguarding information or Record of Concern Forms that we have completed during the time the child was in our care.

We will always send these documents as soon as we are able.  
Parents will be fully supported by our staff during these important Transitions and will be actively encouraged to come in and have a chat with their child’s key person at any time before, during or after transitions.
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Managing Allegations Against a Staff Member Policy 
Liverpool settings only
Allegations can be made about Staff members by parents, visitors and other team members and should always be taken seriously and investigated in the appropriate manner. Any allegations should be reported to the Local Authority Designated Officer (LADO) and/or Careline immediately or at least within one working day to enable them to consult with the appropriate bodies (eg. Police, social care) as required.  

With this in mind, all staff are advised to minimise time spent alone with children and be aware of the potential risks in doing so.

Introduction

All settings have a duty to promote and safeguard the welfare of children, and to have regard to guidance issued by the Secretary of State. In order to undertake this duty we will ensure that any allegation is dealt with fairly, quickly and consistently, in accordance with the DfE guidance - Keeping Children Safe in Education, September 2020.
The procedure documented within this policy must be followed in any case where it is alleged that a member of staff or a volunteer at the Nursery has:


All staff in the Nursery will be made aware of this policy as part of their induction.
Allegations Management
A situation may arise where you become suspicious or aware of allegations of, or
disclosure of, abuse perpetrated against a child or young person by someone
working with the child or their family. This may be another member of staff in your own setting, or in another setting. If this situation arises, you
should consult the Manager or Designated Safeguarding Officer immediately.

If you are concerned about the behaviour of your line manager or the safeguarding lead, you should contact one of our named Designated Safeguarding Officers who deal with allegations in Nursery. Details of how to contact one of these officers is available around the Nursery and in our New Safeguarding and Child Protection Policy.

You will be informed of our Safeguarding Policies and Procedures during your 8 week Induction period.

Any allegation of, or disclosure of abuse perpetrated by a professional is taken
extremely seriously and appropriate action will be taken. 

This may include concerns around:
Inappropriate behaviour displayed by members of staff, or any other person working with the children. For example, inappropriate sexual comments; excessive one to one attention beyond the requirements of their usual role and responsibilities; or inappropriate sharing of images.

The person’s behaviour with regard to his/her own children.


The behaviour, the private or community life of an individual, a partner, a member of the family or other household member.

Liverpool Local Safeguarding Children Partnership (LSCP) has responsibility for ensuring there are effective inter agency procedures in place for dealing with allegations against people who work with children and for monitoring and evaluating the effectiveness of those procedures. 

If an allegation of abuse has been made against a member of staff, the manager will follow the procedures of this Policy.

If an allegation is made against a member of staff, then they must immediately contact the Manager.

In the event that the complaint is against the Manager, then the Directors or another designated Senior member of staff will assume responsibility for the Nursery and report the matter directly to the Person in Charge, Careline, the LADO and Ofsted.

The person who has had an allegation made against them should be informed of the allegation but only after the member of staff conducting the investigation has consulted with the LADO. 
Do not talk to the team member concerned prior to calling the LADO, do not ask questions, investigate or talk to other team member before seeking advice about whether this should proceed or whether it should be conducted by professional agencies, eg. Police.

Appropriate support should be made available to children, parents and staff, regardless of whether you feel they have been affected by the incident or not. Your LADO should be able to help you with this support, or signpost you to the appropriate professionals. All staff should be offered the opportunity to talk through their worries or concerns at any time. The Manager and Directors need to ensure they have an open door policy that actually works for all staff at all times, even outside of working hours.

If the allegation is not made by a parent of the child, the parent should be informed, but as with any case of alleged child abuse or harm this should only be done with support from the professional body, whether that is the advice from the LADO, police or social care. The safety of the child is paramount at all times. You must also report this to Ofsted as soon as reasonably practicable, but at the latest within 14 days of the allegation being made.

If a warning is given to the staff member concerned, it will include: 

· The level of improvement required

· The date by which it is to be achieved

· What will happen if the improvement is not achieved

· How to appeal

STAGE 1 – FIRST WRITTEN WARNING to remain on file for 12 months

STAGE 2 – FINAL WRITTEN WARNING to remain on file for 2 years

If the appropriate authorities find the staff member innocent of the allegations, then their position will be fully reinstated. If the appropriate authorities find the accused member of staff guilty of the allegations, we will terminate their contract of employment immediately.

The person who raised the complaint will be informed of the outcome of the investigation within 7 days. 
All allegations made by a child against a member of staff will be fully recorded, including any actions taken, in the Record of Concern form which are stored in the Safeguarding File in the office. In the event of there being a witness to an incident, they should complete a Record of Concern too.

How concerns arise

Concerns about possible abuse of children by staff will usually arise in one of two ways, either;
1 A direct allegation by a child or third party, for example a parent
2 An observation by a member of staff that the behaviour of a colleague is    inappropriate or potentially or actually abusive.
In either case the concern must be recorded and reported to the Nursery Manager immediately unless the allegations are about the Nursery Manager in which case, it must be reported to a Nursery Director. If the Manager is absent the allegation should be reported to the Deputy Manager.

As this is a statutory duty, it is expected that all members of staff in Nursery, where they have concerns, will report them in accordance with this policy.

Once an allegation has been made the Allegations Management Process should be followed. (See Allegations Management Process flow chart)
Initial Action 

1. In order to proceed, the Nursery Manager will ensure that they have a full understanding of the nature of the allegation made by a member of staff or third party, only speaking to the child if it is unavoidable or it is the child making the allegation.
No one in the Nursery should investigate the incident. Interviewing either, those directly involved or any witnesses could prejudice a fair hearing at a later date.

The Nursery Manager or Director will simply establish that; 

· An allegation has been made

· The general nature of the allegation

· When and where the incident is alleged to have occurred

· Who was involved – including their full name, address and date of birth.

· Any other persons present

The matter will not be discussed with the person who is the subject of the allegation at this stage. This information can be recorded on the ‘Record of Concern’.
Local Authority Designated Officer (LADO)
Report a concern about an adult who works with children
If you have concerns about an adult who works with children and believe they may have caused, or could cause them harm, please contact Safeguarding Children Partnership via their website or ring 0151 233-3700.
The Local Authority Designated Officer (LADO) is responsible for coordinating a response to any concerns reported to the LSCP.

Although the LADO works in children’s services, they also give advice and guidance to employers, organisations and other individual’s in Liverpool. In the first instance, please contact them and tell them you require LADO advice on 0151 233-2700.
Each local authority should have a Local Authority Designated Officer (LADO) to be involved in the management and oversight for dealing with allegations against
people who work with children and young people (this includes behaviour in their
private life). An allegation may relate to a person who works with children who has:

(Behaved in a way that has harmed a child, or may have harmed a child;
(Possibly committed a criminal offence against or related to a child; or
(Behaved towards a child in a way that indicates they may pose a risk of harm to children.

The LADO should provide advice and guidance to employers and voluntary or community sector organisations, liaising with the police and other agencies and monitoring the progress of cases to ensure that they are dealt with as quickly as possible, consistent with a thorough and fair process.

Any allegation should be reported immediately to a senior manager with the organisation. The LADO should also be informed within one working day of all
allegations that come to an employer’s attention or that are made directly to the Police.

If an organisation removes an individual from work that involves looking after children because the person poses a risk of harm to children, the organisation must make a referral to the Disclose and Barring Service.

It is an offence to fail to make a referral without good reason even if the person
leaves the organisation prior to the intention to remove that person from their post.

Any accusations of abuse whether it is physical, verbal or emotional will result in the immediate suspension (on full pay) of the accused member of staff, pending a full investigation. Depending upon the results of the investigation, appropriate action will be taken:

· If the allegation is unfounded the staff member will be fully reinstated.

· Suspension will continue and the Disciplinary procedure will start. After a full disciplinary hearing, we will notify the accused of the results and if found guilty the consequences.

· It may be necessary to contact the appropriate authorities.

Any member of staff who is dismissed on the grounds of safeguarding concerns or leaves under investigation for being unsuitable for work with children will be referred to Disclosure and Barring Service.
Consultation and Referral

Once the nature of the allegation has been established the Nursery Manager or Director (Case Manager) should determine if it meets any of the criteria set out in section 1 above. If so the Case Manager should immediately discuss the allegation with the Local Authority Designated Officer (LADO) on the same day.
It is important to ensure any allegation is taken seriously and advice sought immediately. If it is unclear whether the thresholds for referral into the LADO process has been reached the Case Manager can consult with the LADO before a formal referral is made. At this stage advice should be sought from the LADO with regards to informing the person subject to the allegation, that an allegation has been made.

Initial consideration of the allegation

The purpose of the initial discussion is for the LADO and the case manager to consider the nature, content and context of the allegation and agree a course of action. This will include a discussion to determine whether police involvement is necessary. The discussion may establish that the allegation is not demonstrably false or unfounded.
If the parents/carers of the child concerned are not already aware of the allegation the LADO will also discuss how and by whom they should be informed.

There may be some circumstances where the Nursery may advise the parents/carers of an incident involving their child straight away, for example, if the child has been injured while at Nursery or in a Nursery related activity, and requires medical treatment. 
The case manager will usually inform the accused person about the allegation as soon as possible after consulting with the LADO. However, where a strategy discussion is needed, the decision to inform the individual will be deferred until after consultation with the police has taken place, and there is agreement about what information can be disclosed to the person.

Once the individual has been informed of the allegation, and if they are a member of a union or a professional association they will be advised to contact that organisation. 

Strategy Meeting/Evaluation with the police

If the allegation is not demonstrably false of unfounded, a formal referral will be made to the LADO and in accordance with ‘Working Together to Safeguard Children 2020’ a meeting and strategy discussion will be convened.
There may be up to three strands in the consideration of an allegation:

· a police investigation of a possible criminal offence
· enquiries and assessment under section 47 of the Children Act 1989 if a child is in need of protection or under section 17 of the Children Act 1989 if the child appears to be in need of services
· consideration by the employer of disciplinary action in respect of the individual
The case manager will attend any strategy meeting, unless there are good reasons not to do so, and provide details about the circumstances and context of the allegation and the pupil and member of staff concerned.

There are four defined terms that should be used when determining the outcome of allegation investigations.


Suspension
An assessment of the possible risk of harm to children posed by an accused person must be undertaken and managed. This should be considered in relation to the child or children involved in the allegation, and any other children in the accused individual’s home, work or community life. All options to avoid suspension should be considered prior to taking that step.
Suspension will be considered in any case where;
· There is cause to suspect a child is at risk of significant harm
· The allegation  warrants formal investigation by the police
· There is a likelihood that evidence may be tampered with, or witnesses intimidated
· The allegation is so serious that is might be grounds for dismissal.
The case manager will consider carefully whether the circumstances of a case warrant a person being suspended from contact with the children until the allegation is resolved. In deciding whether to suspend a member of staff, the case manager will consider advice given at the strategy meeting and any risk assessments.

Action where the police or Local Authority investigation is not necessary
If the complaint or allegation is such that;

· It is clear that a criminal and/or child protection enquiries are not necessary, or

· The strategy discussion or initial evaluation decides that is the case

The case manager will discuss the next steps with the LADO.

In such circumstances the options open depend on the nature and the circumstances of the allegation and the evidence and information available. The possible outcome will range from taking no further action to conducting formal disciplinary action that could lead to dismissal or a lesser formal warning.

Action where police or local authority investigation is necessary

The police or Crown Prosecution Service (CPS) should inform the Case Manager and LADO straight away;
·  It is decided to close an investigation without arrest or charge, or 
·  It has been decided not to prosecute after the person has been charged, or

· When a criminal investigation and any subsequent trial is complete

In those circumstances the LADO will discuss in conjunction with the Case Manager, and H.R. representatives whether any further action, including disciplinary  action is appropriate and, if so, how to proceed.

Referral to DfE – Disclosure and Barring Service
If the allegation is substantiated and the person is dismissed, or the Nursery ceases to use the persons services, or the person resigns, or otherwise ceases to provide his or her services, the LADO should discuss with the Case Manager and their H.R. advisor whether a referral will be made to the DBS for consideration of inclusion on the barred list is required. 

Supporting those involved
Employers have a duty of care to their employees. They should act to manage and minimise the stress inherent in the allegations process. 
The Case Manager should appoint a named representative to keep the person who is the subject of the allegation informed of the progress of the case and consider what other support is appropriate for the individual.
Access to support services including counselling services should be provided and if the person is suspended, the Case Manager should ensure the individual is informed about developments at Nursery.
In relation to an allegation that has been brought by a child, parent or carer, the deliberations of a disciplinary hearing and the information taken into account in reaching a decision will not normally be disclosed, but the parents/carers should be told the outcome.

In cases where a child may have suffered significant harm, or there may be a criminal prosecution, children’s social care services, or the police as appropriate, should  consider what support the child or children involved may need.

Confidentiality
Any investigation will be done in confidence. Every effort will be made to maintain confidentiality and guard against unwanted publicity while an allegation is being investigated or considered.
No one in the Nursery may provide any information to the press or media that might identify an individual who is under investigation, unless and until the person is charged with a criminal offence.

No one in the Nursery may disclose any information to anyone about the details of an investigation, as this may prejudice the right of the person under investigation to a fair hearing.

Resignations and settlement agreements
Where a person under investigation tenders his or her resignation, or ceases to provide their services, the investigation into the allegation will still need to be completed in accordance with the guidance.

It is important that every effort is made to reach a conclusion in all cases of allegations bearing on the safety or welfare of children, including any which the person concerned refused to cooperate with the process.

We will not enter into “settlement agreements” by which if a person agrees to resign, we agree not to pursue disciplinary action and both parties agree a form of words to be used in any future reference.

Record Keeping

If anyone in the Nursery has any concerns regarding the behaviour or conduct of a member of staff, they must record and report the information to the Manager or a Director.
The Nursery Manager/Director will ensure that;

· A clear and comprehensive summary of any allegations made

· Details of how the allegation was followed up and resolved
· A note of any action taken and decisions reached, is kept on a person’s confidential personnel file, and a copy provided to the person concerned

The purpose of the record is to enable accurate information to be given in response to any future request for a reference. At the conclusion of the investigation, if the person under investigation is exonerated, the Nursery will write to the person confirming this, and send a copy to the LADO and place a copy on the person’s personnel file.

Cases in which an allegation was proven to be false, unsubstantiated or malicious will not be included in employer references.

Details of allegations that are found to have been malicious should be removed from the personnel records.

Timescales
We will endeavour to follow the timescales set out in the guidance for such investigations, as long as it is consistent with a fair and thorough investigation. However, it is acknowledged that allegations of a serious and complex nature are unlikely to be resolved quickly.
Oversight and monitoring

We will work closely with the LADO who has overall responsibility for oversight of the procedures for dealing with allegations.

We will cooperate in supplying statistical information required by the LADO for DfE returns and Local Safeguarding Children Partnership monitoring purposes.

Action on the conclusion of a case
In cases where it is decided in the conclusion of the case that the person who has been suspended can return to work, the Nursery will consider how best to facilitate that.
Actions in respect of malicious allegations
In the rare event that an allegation is shown to have been deliberately invented or malicious the Nursery Manager will consider whether any disciplinary action is appropriate against the person who made it, if they are part of the Nursery. The police will be asked to consider whether any action might be appropriate against the person responsible if they are outside the Nursery.
Allegations concerning staff not directly employed by the Nursery
In some cases, we will need to consider an investigation case in which normal disciplinary procedures do not apply, and they may need to act jointly with another organisation. For example, an allegation is made against a supply Nursery Nurse provided by an employment agency or against a person employed by a contractor, or a volunteer provided by an organisation. 
In some cases normal disciplinary procedures may not be appropriate because the person is a volunteer or self-employed. 

Although in those cases, we will not have a direct employment relationship with the individual, we will cooperate in an investigation, and in reaching a decision about  

· whether to continue to use the person’s services
· whether to provide the person for work with children in future
· whether to report the person to the DfE
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Are you worried about the safety or welfare of a child?
(Liverpool settings only)
We all have a responsibility to protect children and keep them safe from harm.
What is child abuse? There are different types of abuse. It can include:

· Physical injury – such as hitting, shaking, punching and kicking.
· Neglect – not being properly fed, clothed or medical needs not being met.
· Emotional abuse – when a child is starved of love and affection, or is constantly criticised humiliated or bullied.
· Sexual abuse – including inappropriate sexual behaviour, language or assault.

Liverpool Careline Children's Service:
Helps with all issues relating to children and families, responds to enquiries and referrals from the public and professionals and can offer advice about all aspects of child welfare.

If you are worried about the safety of welfare of a child, you should contact:
Liverpool's Careline Children's Service: 
0151 233 3700. 
(Phone lines are open 24/7.)
How to report a concern
Members of the Public
If you are a member of the public and have a concern about a child please contact:
· Careline on 0151 233 3700 or
· Merseyside Police on 0151 709 6010 or 999 in an emergency.
You should report your concerns if you feel that:

· A child needs protection – if a child is suffering harm, neglect or abuse, we can investigate and act to protect them.
· A family is under stress – we can offer support and advice and help families access support from other services.
· A child is seriously ill or disabled – we can arrange an assessment of the child’s and families needs and provide support.

Children and Young People:
If you are a child who is suffering from harm, neglect or abuse or are worried that another child may be suffering you can:

· Talk to someone outside your family that you trust like a teacher, school nurse, police officer or other person in authority.
· Seek help or advice from Careline on 0151 233 3700 (24/7)
· Contact the NSPCC’s Childline. Child Line is a private and confidential service for children and young people up to the age of 19. You can contact a Child Line counsellor about anything - no problem is too big or too small. Call free on 0800 1111.

Referrals by professionals
In an emergency you should call the Police on 999

Other concerns about a child - Please read the Responding to Need Guidance and Levels of Need Framework to decide whether your concerns should be logged and discussed with your manager.
If you are a professional with an urgent child protection concern and need to report it, please make an immediate referral by calling Careline on 0151 233 3700.

You will then be asked to follow up your call by submitting an online Multi-Agency Referral Form (MARF). 
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Arrivals and Departures Policy

We will always give a warm and friendly welcome to each child on arrival and ensure that they depart safely at the end of each session.

Admissions

It is the Managers responsibility to ensure that staff maintain accurate records of all children in the setting. Their hours of attendance and departure from the premises is recorded on iConnect. We supplement this with regular headcounts during the day which are recorded on the Visual Headcount Tracker in each room. 
It is a requirement of the EYFS Framework that records of daily registers be kept for at least three years from the last entry, this is possible via iConnect.  We understand that we may be required to show an inspector how we use iConnect during our next Ofsted inspection.)

Arrivals

On arrival, a member of staff will immediately record the child’s time of arrival on their tablet.  If the parent/carer wants their child to be given medicine during the day by a member of staff, they must complete and sign the Administering Medication Form before they depart. This form must be renewed on a daily basis. Failure to fill in this form will mean your child will not be given any medication. 

Departures

We will only release children into the care of people who we have been notified of by parents/carers. Children cannot leave our Premises unsupervised. We will take all reasonable steps to prevent unauthorised persons entering our Premises, and have an agreed procedure for checking the identity of visitors. During the current Pandemic, we are not accepting any unnecessary visitors at any of our sites.
Please ensure your child is collected by 1.00 pm or 5.50 pm, 

If the child is still on the premises after 5.50 pm, and we have not received a telephone call informing us that you will be late, you will be charged £20.00 every 10 minutes or part of.

If the child is to be collected by someone other than the parent/carer, the Manager/ Deputy/Assistant must be informed of this information by the Parent and we must record this at the start of the session on iConnect. The person collecting the child must use the designated Password provided only by the Parent. 

The adult nominated to collect a child must be one of those named on the Parent Pack. Only adults aged 16 years and over and with suitable identification, will be authorised to collect children. No adult other than those named on the Parent Pack will be allowed to collect a child. If someone else should arrive without prior knowledge, we will telephone parents/carers immediately. If we cannot contact the parent/carer, we will keep the child at Nursery until we are able to make contact.

If the parent/carer or alternative nominated adult is going to be late to collect their child, staff must be informed of this on arrival at Nursery. If the designated adult is late in picking up their child without prior warning, the Uncollected Children policy will be activated at 5.50 pm. 

Upon departure, the time of departure will be recorded on iConnect immediately.

Absences 

If a child is going to be absent from Nursery, parents must tell us in advance. If a child is absent without explanation, staff will activate our First Day Response procedure and will contact the parents/carers by 10.00 am or 2.00 pm (depending on which session the child attends), to try to ascertain the reasons behind this. Regular absences from Nursery so could be an early sign and/or symptom that a child or family may be encountering some difficulties and might need support from the relevant statutory agencies. We will always try to discover the causes of prolonged and unexplained absences.

It is now a requirement that all children being escorted to and from school now wear hi-visibility jackets, these are being provided by us, the children will be issued with these when the Breakfast Club each morning and will be collected back off them when they arrive at school, this will be done for the return journey back to After School Club.

The Manager will ensure that a risk assessment is carried out and reviewed every term. A contact within each school will be identified, with whom the Manager will liaise. A clear agreement will be reached between us and the school about when responsibility for children’s safety is officially transferred.  

The Manager will ensure that an accurate, identical register of all children who require escorting between locations is kept by both the school and ourselves.
A regular meeting place for children will be established within the school and ourselves. If the meeting place is complex, children under 8 are escorted directly from and to classrooms and Kids in Bloom. Staff will ensure that children are given instructions on road safety.

If a child is absent without prior warning, we will check to see if they attended school that day, they will not simply accept the word of other children. If the whereabouts of the child is not clear, staff will immediately inform the designated contact at school and parents/carers. 

Transport

Where possible, we will use a minibus when escorting children. When escorting children by minibus or other private vehicle, staff will ensure that the following rules are always adhered to:
· All adults, who are involved in the transportation of children, will have appropriate and up to date enhanced Disclosure & Barring Service checks.
· All vehicles are suitably insured and all children are wearing seat belts.  

Arrivals and departures for staff, parents, visitors and students

Staff and students will arrive and sign in on the Staff Signing In Sheet for that day. They will then turn their mobile phone off and place it in the phone drawer and immediately sign it in. They will then go to the staff room and place their belongings in their locker in the staff room. 
All staff understand that they must turn their phone off at all times and only switch it on once they are off premises or all the children have left the building.

Pre Pandemic, there were signs located around the nursery asking parents to ensure gates and doors are closed at all times and to not answer the door to anyone as this is a safeguarding issue for all the children and staff. At present, parents do not enter the setting to minimise risk.
We strive for safeguarding excellence and ensure that parents, visitors and students are escorted in and out of the premises at all times. 
Each staff member is asked to ensure they have a full awareness of who is allowed to collect each child, this information is located on the child’s individual contract stored in the lockable filing cabinet in the Nursery office. 
Upon departure, all staff must sign out using iConnect and the signing in book in reception and always ensure staff to child ratios are correct before they leave to ensure the safety and wellbeing of the children. If this is compromised, the staff member concerned will be disciplined.
All visitors are asked for ID before they enter the premises to validate who they are, they are then asked to sign the visitor’s book and asked to store their phone in the phone drawer. When they are departing, they must sign out and will be escorted to the exit. 
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Biting Policy


Biting can be an uncomfortable subject for parents of both the biter and the child who is bitten. We hope that this policy will explain how we deal with biting in our nursery. Please do discuss any concerns you may have regarding this issue with the management or your child’s key person. If your child is known to bite we would prefer to know in advance. 

Biting is common behaviour that some young children go through. This is part of some children’s development stage and where they do not yet have the words to communicate their anger, frustration or need. At Kids in Bloom, we follow our Positive Behaviour Policy to promote positive behaviour at all times.
Biting may occur for many reasons, a child might be teething, be overly tired or frustrated. He or she might be experimenting or trying to get the attention of staff or other peers. Children have limited verbal skills and are sometimes impulsive without a measured degree of self-control. Sometimes biting occurs for no apparent reason.

Due to the speed and randomness with which biting incidents occur, it is not always possible to prevent these incidents from happening.

Kids in Bloom will encourage the children to use alternative methods to biting if they become angry or frustrated. All staff will maintain a close and constant supervision of all of our children at all times, which on occasions, may require some 1-1 work.
Strategies to prevent biting include; sensory activities, biting rings, adequate resources and a stimulating environment. The safety of children at Kids in Bloom is our primary concern. Our biting policy addresses the action we will take if biting occurs.

In the event of any child being bitten, the following procedure will be followed:
· The biting will be interrupted with a firm “No, we do not bite our friends.”
· The bitten child will be comforted immediately and first aid will be administered to them if necessary.

· Staff will remove the child who has bitten from the situation and the behaviour will be dealt with in an age appropriate way, which may involve a time out or a distraction technique.

· The child who has been bitten will be comforted and again checked for any injuries.

Where a child bites repeatedly and/or if they have a particular special educational need or disability that lends itself to biting, eg. in some aspects of autism, where a child doesn’t have communication skills, we may recommend immunisation with hepatitis B vaccine for all staff and children.

Many children go through a stage of biting, please don’t be alarmed it doesn’t last forever! 
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Mobile Phone, Camera and Recording Device Use Policy


We ensure that any photographs or recordings taken of your children in our nursery are only done with prior written permission from each child’s parent. This is gained when each child is registered and is updated on an regular basis via our iConnect Permissions Forms to ensure that this permission still stands. 

We ask for individual permissions for photographs and video recordings for each different use including, iConnect, use in the child’s learning journey, for display purposes, for promotion materials including our nursery website and brochure and to use in the local press. 

We ensure that parents understand that their child may also be on another photograph, but not as the primary person, that may be used in another child’s learning journey. If a parent is not happy about one or more of these uses then the nursery will respect their wishes and find alternative ways of recording their child’s play or learning.  

Staff are not permitted to take photographs or recordings of a child on their own devices and only use those provided by the nursery. The nursery manager and Senior Team will monitor all photographs and recordings to ensure that the parent’s wishes are adhered to. 

Parents are not permitted to use any recording device or camera on the nursery premises without the prior consent of the manager and this will only be during planned gatherings or celebrations. If a staff member sees a parent use their phone in Nursery in any way, even just to check it, they will be asked to put it away immediately as safeguarding our children is and always will be, of paramount importance and we will not compromise on this.
During special events, e.g. Christmas parties or Sports Days, staff may produce group photographs to distribute to parents on request. 

In this case individual permission will be asked for each child before this event. This will ensure all photographs taken are in line with parental choice. 
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Safeguarding and Child Protection Policy 

(Liverpool settings only)
Purpose and Aims 

At Kids in Bloom, there is an ongoing culture of vigilance as the welfare, safety and well-being of our children is always paramount, above all else. Any actions taken are always in the best interest of the child and confidentiality will be maintained at all times.
We aim to create a warm, loving and safe environment where children are kept healthy, safe from harm and secure. Where their individual needs are met, and where they benefit from positive relationships with the adults caring for them.

The purpose of this safeguarding policy is to provide a secure framework for our staff in order to safeguard and promote the well-being and welfare of the children who attend Kids in Bloom. This policy aims to ensure that: 
· All our children are safe and protected from harm at all times.

· All other relevant elements of provision including policies and procedures are in place to enable children to feel safe and to support staff to adopt safe practices; 

· There is an ongoing culture of vigilance in our Nursery.

· To ensure that all staff (full time, part time, students and volunteers), visitors, and parent/carer(s) are aware of the expected behaviours’ and the settings legal responsibilities in relation to the safeguarding and promoting the welfare of all of our children. 

Safeguarding Responsibilities 
The Early Years Foundation Stage Safeguarding and Welfare Requirements 2021 and Education Inspection Framework 2019 set out a clear responsibility for all early years providers to take all necessary steps to keep children safe and well. This includes safeguarding children at Kids in Bloom by ensuring the suitability of adults who have contact with them; promoting good health; managing behaviour; and maintaining records, policies and procedures. 
As such, we will ensure the following:

· That we comply with these requirements as set out in Legislation

· That this safeguarding policy is made available to all staff upon induction and to parents and carers when requested. 

· That all staff and volunteers are properly checked (and regularly reviewed) to make sure they are safe to work with the children who attend our setting (refer to our Safer Recruitment policy). 

· That we have procedures for managing any allegations of abuse made against members of staff (including the Manager) or volunteers. 

· The safe and appropriate use of cameras, mobile phones, technology and other electronic devices with image sharing capabilities and on line equipment within the setting and whilst we are out on educational trips. 

· Ensure British Values are embedded in our everyday practice.

We believe that safeguarding at Kids in Bloom is everyone’s responsibility and as such we aim to create the safest environment within which every child has the opportunity to achieve their full potential. 
We recognise the contribution we can all make in ensuring that all children registered with us or who use our setting feel that they will be listened to and appropriate action taken. 

We will do this by working in partnership with other agencies in accordance with Working Together to Safeguard Children and Young People (July 2018) and Guidance for Safer Working Practice for working in Settings May 2019, and also  Safe working in education, childcare and children’s social care settings, including the use of personal protective equipment 2020.
By seeking to establish effective working relationships with parents, carers and other colleagues to develop and provide activities and opportunities that will help to equip our children with the skills they need. This includes using materials and learning experiences that will encourage our children to develop essential life skills and protective behaviours. 

Remember: Prevent/Pursue/Prepare and Protect.

Early Help and Support

At Kids in Bloom, we are committed to working with other agencies to offer ‘Early Help’ for children before they become at risk of harm or require a ‘child in need’ statutory assessment. ‘Early Help means providing support as soon as a problem emerges, at any point in a child’s life, from the foundation years through to the teenage years. ‘(DfES 2016).

All our staff are aware of the early help process, and understand their role in it. This includes identifying emerging problems, liaising with the Designated Safeguarding Officers, sharing information with other professionals to support early identification and assessment and, in some cases, acting as the Lead Professional in undertaking an Early Help Assessment Tool (EHAT).

The Role of the Designated Safeguarding Officer

At Kids in Bloom we have appointed 5 Designated Safeguarding Officers (DSO’s) who have been trained and have lead responsibility for dealing with all safeguarding issues in our nursery. This ensures that there is a designated member of staff available at all times in our setting to enable our staff to discuss their concerns at any time.

Our Designated Safeguarding Officers are:

,
All of whom have received Designated Safeguarding Officer Training. Staff can approach any DSO with any concern they may have. 

The Nursery Manager has overall responsibility and has an overview of all Safeguarding matters across the Nursery, as appropriate, supported by the Deputy Manager and two Assistant Managers.
Our full Team, as well as our Designated Safeguarding Officers attend safeguarding training annually (with the exception of 2020), and refresh their knowledge and skills during periodically during the year. 
We also ensure that all staff and leaders receive regular updates on safeguarding at least annually. Safeguarding is also discussed in all staff supervisions and Senior and Full Team Meetings.

The broad responsibilities for the Designated Safeguarding Officer’s (DSO) are:
· To ensure that all staff (including students and volunteers) are aware of the possible signs and symptoms of abuse.
· To ensure that all safeguarding issues raised in our setting are effectively responded to, recorded and referred to the appropriate agency in a timely manner. This includes liaising with Children’s Social Care, the Police, Ofsted and any other relevant agency as appropriate.

· To co-ordinate the management of any suspected cases of abuse

· To monitor the progress of any child about whom concerns have been expressed.
· To ensure that staff members are aware of the correct procedures to follow in where there are concerns about the safety and welfare of a child.
· To attend or ensure that a senior member of staff who has the relevant training and access to appropriate supervision, attends where appropriate, all child protection case conferences, reviews, core groups or other multi agency meetings.
· To ensure the acceptable, safe use and storage of all camera technology, images, and mobile phones, and other electronic devices with image sharing capabilities through the implementation, monitoring and reviewing of the appropriate policies and procedures. 
(This includes the on-line Safety Policy which includes Camera & Image Policy, Mobile Phone Policy, and Acceptable Use Policy). 

Whilst a Designated Safeguarding Officer will normally make referrals to Children’s Services, it should be noted that anyone can refer their concerns to children’s social care directly in emergencies or if they feel they need to do so.

Safeguarding will be discussed as a stand-alone Topic at every Senior Meeting where the Designated Safeguarding Officers discuss any Safeguarding issues, concerns or practice that needs to be discussed, revised or reviewed, separately to the rest of the Senior Team.

Recognising concerns, signs and indicators of abuse 
Safeguarding is not just about protecting children from deliberate harm. For Kids in Bloom, it includes such things as child safety, bullying, racist abuse and harassment, intimate care and internet safety etc. (It must be acknowledged however, that technology itself will not present the greatest risk, but the behaviours of individuals using such equipment will). The witnessing of abuse can have a damaging effect on those who are party to it, as well as the child subjected to the actual abuse, and in itself will have a significant impact on the health and emotional well-being of the child. 

Abuse can take place in any family, institution or community setting, by telephone or on the internet. At Kids in Bloom, we never think “it could never happen here”.

Abuse can often be difficult to recognise as children may behave differently or seem unhappy for many reasons, as they move through the stages of childhood or their family circumstances change. However, it is important to know the indicators of abuse and to be alert to the need to consult further. 

Adverse Childhood Experiences

Our staff have attended Adverse Childhood Experiences (ACE’s) training to help us to understand the potential impact of Adverse Childhood Experiences on our children and to help us amend our practice to meet their very specific needs.
Different Types of Abuse
Physical Abuse 
This can involve hitting, shaking, throwing, poisoning, punching, kicking, scalding, burning, drowning and suffocating. It can also result when a parent or carer deliberately causes the ill health of a child in order to seek attention through fabricated or induced illness. This was previously known as Munchausen’s Syndrome by Proxy. 

Emotional Abuse 
Emotional Abuse is where a child’s need for love, security, recognition and praise is not met. It may involve seeing or hearing the ill-treatment of someone else such as in Domestic Violence or Domestic Abuse. A parent, carer or authority figure is considered emotionally abusive when they are consistently hostile, rejecting, threatening or undermining toward a child or other family member. 
It can also occur when children are prevented from having social contact with others or if inappropriate expectations are placed upon them. Symptoms that indicate emotional abuse include: 
· Excessively clingy or attention seeking. 

· Very low self-esteem or excessive self-criticism. 

· Withdrawn behaviour or fearfulness. 

· Lack of appropriate boundaries with strangers; too eager to please. 

· Eating disorders or self-harm 

Sexual Abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, whether or not the child is aware of what is happening. 
This may include physical contact both penetrative and non-penetrative, or viewing pornographic material including through the use of the internet. Indicators of sexual abuse include: allegations or disclosures, genital soreness, injuries or disclosure, sexually transmitted diseases, inappropriate sexualized behaviour including words, play or drawing. 

Child Sexual Exploitation is a form of abuse of which involves children (male and female, of different ethnic origins and of different ages) receiving something (e.g. food, accommodation, drugs, alcohol, cigarettes, affection, gifts, money) in exchange for sexual activity. It can occur through the use of technology without the child’s immediate recognition. 

Neglect 
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs which can significantly harm their health and development. Neglect can include inadequate supervision (being left alone for long periods of time), lack of stimulation, social contact or education, lack of appropriate food, shelter, appropriate clothing for conditions and medical attention and treatment when necessary. 

Children who have been neglected may experience short-term and long-term effects that last throughout their life.

Children who don’t get the love and care they need from their parents may find it difficult to maintain healthy relationships with other people later in life, including their own children.

Children who have been neglected are more likely to experience mental health problems including depression and post-traumatic stress disorder.

Young people may also take risks, such as running away from home, breaking the law, abusing drugs or alcohol, or getting involved in dangerous relationships - putting them at risk from sexual exploitation.

Female Genital Mutilation

Female Genital Mutilation, or FGM is a collective term for procedures which include the removal or partial removal of the external female genitalia for non-medical purposes.

· It is sometimes referred to as ‘cutting’, ‘initiation’ or ‘female circumcision’ and has been illegal in the UK since 1985

· It is extremely painful

· FGM can have serious on-going physical and emotional health consequences

· It is considered to be a form of child abuse under the areas of physical abuse and emotional abuse

· FGM is illegal and can be performed on a child who is unable to resist or give informed consent. 

Procedures are usually carried out by a female member of a girl’s family or extended family using a sharp implement e.g. glass, knife or scissors; sometimes the same implement is used on more than one girl at the same time.  It is sometimes carried out on a girl without the mother’s consent or knowledge too.   
FGM isn't linked to any religious expectations, it is a culture-specific practice and social norm practiced by families for a number of reasons, often thought to be essential for a girl to become a 'proper woman' and to be 'marriageable'

There are of course tensions for families in the UK that are from countries where FGM is common practice and perceived as a part of being female.

Some may justify Female Genital Mutilation for:

· Tradition

· Family honour

· Hygiene

· Fear of exclusion from communities.
· Preservation of virginity.
While respect for families' culture and tradition is important, cultural considerations and sensitivities should not override the professional need to take action to protect a child in your setting. 

Procedure to be followed if it is discovered that a girl at Kids in Bloom has undergone FGM.
Professionals and volunteers in most agencies have little or no experience of dealing with FGM. It is acknowledged that encountering FGM for the first time can cause people to feel shocked, upset, helpless and unsure of how to respond appropriately to ensure that a child, and/or a mother/any female adult, is protected from harm or further harm.

However, FGM is a form of child abuse and violence against women and girls, and therefore should be dealt with as part of existing child protection structures, policies and procedures. Where it is discovered that a girl has undergone FGM, a child protection referral will be made in accordance our usual Liverpool Safeguarding Children Board (LSCB) procedures – see our flowchart.
If we identify that a female under 18 has had FGM we have a duty to report this under the Serious Crime Act (2015) to the police via the non-emergency number 101. If it is felt that a child is in immediate danger: dial 999.

Further help and support can also be accessed from the NSPCC FGM Helpline on 0800 028 3550 or email: fgmhelp@nspcc.org 
Signs & Symptoms to look out for children “at risk” of FGM

· Father comes from a community that is known to practice FGM:
· Mother/Family may have limited contact with people outside family.
· It is known that the mother has undergone FGM.
· Family does not engage with professionals (health, school, other).
· Parents say that they or a relative will take the child abroad for a prolonged period of time.
· A child has spoken about a holiday to her country of origin or another where the procedure is practiced.
· A child has confided that she is to have a “special procedure” to “become a woman” or to be “more like her mum/sister/aunt” etc.
Signs & Symptoms to look out for if FGM is suspected:
· A child regularly attends GP appointments, has frequent Urinary Tract Infections (UTI’S).
· Increased emotional and physiological needs e.g withdrawals, depression or significant changes in behaviour.

· A child talks about pain/discomfort between legs.
· A child has a new difficulty walking, sitting for long periods of time- (which wasn’t a problem previously).
Significant or Immediate Risk 

· Child confides in a member of staff/professional that FGM has taken place.
· Parent or family member discloses to a professional/ nursery that a child has undergone FGM.
Breast Ironing
Introduction
Breast Ironing also known as ‘Breast Flattening’ is the process whereby young pubescent girls breasts are ironed, massaged and/or pounded down through the use of hard or heated objects, in order for the breasts to disappear or delay the development of the breasts entirely. It is believed that by carrying out this act, young girls will be protected from harassment, rape, abduction and early forced marriage and therefore be kept in education.

Much like Female Genital Mutilation (FGM), Breast Ironing is a harmful practice and is child abuse. Professionals working with children and young people must be able to identify the signs and symptoms of girls who are at risk of or have undergone breast ironing. Like Female Genital Mutilation (FGM), breast ironing is classed as physical abuse.

Definition
The United Nations (UN) states that Breast Ironing affects 3.8 million women around the world and has been identified as one of the five under-reported crimes relating to gender-based violence. The custom uses large stones, a hammer or spatulas that have been heated over scorching coals to compress the breast tissue of girls as young as 9 years old. Those who derive from richer families may opt to use an elastic belt to press the breasts, so as to prevent them from growing.

The mutilation is a traditional practice from Cameroon designed to make teenage girls look less ‘womanly’ and to deter unwanted male attention, pregnancy and rape. The practice is commonly performed by family members, 58% of the time by the mother. In many cases the abuser thinks they are doing something good for their daughter, by delaying the effects of puberty so that the child can continue her education, rather than getting married.

Law
There is NO specific law within the UK around Breast Ironing; however it is a form of Physical Abuse. If professionals are concerned a child may be at risk of or suffering Significant Harm they must act in accordance with their Safeguarding Policy. Breast ironing is a form of gender based violence. The rights of women and girls are enshrined by various universal and regional instruments including:

· The Universal Declaration of Human Rights;

· The United Nations Convention on the Elimination of all Forms of Discrimination Against Women;

· The United Nations Convention on the Rights of the Child;

· The African Charter on Human and Peoples’ Rights;

These documents highlight the right for girls and women to live free from gender discrimination, free from torture, to live in dignity and with bodily integrity.

There have been no prosecutions related to breast ironing and there are no figures available for the number of teenage girls who might be affected within the UK. 

Professionals believe that, similar to FGM, the practice is happening in the UK but due to the hidden nature of the act, it is difficult to detect.

Risks
The girl generally believes that the practice is being carried out for her own good and she will often remain silent. Young pubescent girls usually aged between 9 – 15 years old and from practising communities are most at risk of breast ironing.

Indicators
Breast ironing is a well-kept secret between the young girl and her mother. Often the father remains completely unaware. Some indicators that a girl has undergone breast ironing are as follows:

· Unusual behaviour after an absence from school or college including depression, anxiety, aggression, withdrawn etc;

· Reluctance in undergoing normal medical examinations;

· Some girls may ask for help, but may not be explicit about the problem due to embarrassment or fear;

· Fear of changing for physical activities due to scars showing or bandages being visible.

Where is it practiced?
Breast ironing is practiced in all ten regions of Cameroon and has been reported in Benin, Ivory Coast, Chad, Guinea-Bissau, Kenya, Togo, Zimbabwe and Guinea-Conakry. 

The charity CAWODIGO – CAME Women and Girls, is concerned that African immigrants have brought breast ironing practice with them to the UK. 
In their efforts to reduce the number of affected girls and women, CAME provides training for Cameroonian organisations working to protect girls from being abused through breast ironing and supporting families and communities.

Health consequences
Due to the instruments which are used during the process of breast ironing, for example, spoon/broom, stones, pestle, breast band, leaves etc. combined with insufficient aftercare, young girls are exposed to significant health risks. Breast ironing is painful and violates a young girl’s physical integrity. It exposes girls to numerous health problems such as cancer, abscesses, itching, and discharge of milk, infection, dissymmetry of the breasts, cysts, breast infections, severe fever, tissue damage and even the complete disappearance of one or both breasts.

This form of mutilation not only has negative health consequences for the girls, but often proves futile when it comes to deterring teenage sexual activity according to CAME Women and Girls. The practice not only seriously damages a child’s physical integrity, but also their social and psychological well-being.

Justifications
The practice is carried out under the misguided intention of ‘protecting’ women and girls from men’s sexual harassment. These violent acts are not only perpetrated by men on women, but by older generations of women on young girls. In practicing communities, it is believed many boys and men believe girls whose breasts have grown are ready to have sex, therefore elders (mothers, grandmothers, aunties etc.) believe that by suppressing a girl’s development of her breast she will be protected from rape, kidnapping, sexual harassment and early forced marriage.

Spirit Possession and Witchcraft
Belief in spirits and possession are widespread. The key feature in cases of abuse is not the beliefs of a family, but that the perpetrator of the abuse uses these beliefs as a justification for the abuse of the child. Practitioners need to have an understanding of religious beliefs and cultural practices in order to help gain the trust of the child, the family and the community.

Definition

The term ‘belief in spirit possession’ is defined as the belief that an evil force has entered a child and is taking control. Sometimes the term ‘witch’ is used in the belief that a child is able to use an evil force to harm others.

Families and children can be deeply worried by the evil that they believe is threatening them, and abuse often occurs when an attempt is made to ‘exorcise’, or ‘deliver’ the child. Exorcism is defined here as attempting to expel evil spirits from a child.

The abuse can occur in the household where the child lives or in a place of worship where alleged ‘diagnosis’ and ‘exorcism’ or ‘deliverance’ may take place. This kind of abuse is not confined to particular countries, cultures, religions or communities. 
Abusers may appear to be quite ordinary and may be family members, family friends, carers, faith leaders or other figures in the community. There are, however, a number of common factors that put a child at risk of harm:

· Rationalising misfortune by attributing it to spiritual forces

· A child is scapegoated because of an obvious or perceived difference

· A belief in ‘evil spirits’ commonly accompanied by a belief that the child could ‘infect’ others with such ‘evil’

· Social Factors such as changes in family structure or dynamics

· A family’s disillusionment with life or negative experience of migration

· A parent’s or carer’s mental ill health including post-traumatic stress disorder or depression.

Impact on the child

The impact on the child may take many forms, which come under the general categories of child abuse and maltreatment such as starvation, isolation, beatings, administering substances and many others. Practitioners need to be alert, observe patterns and hear what the child may report.

The child might come to believe that they are possessed and this might be harmful in itself and complicate working with them.

Some parents believe that a child can pass evil spirits to an unborn child, and practitioners will need to be mindful that a pre-birth assessment may be required, and that children subsequently born into the household may be vulnerable to harm.

Referral and Assessment

Practitioners should make a referral to Careline, if there are concerns of risks to a child, and whilst being sensitive to cultural or religious beliefs, the focus on the child should never be forgotten.
Drug Gangs and County Lines

County Lines is a very serious issue where criminal gangs set up a drug dealing operations in a place outside of their usual area.  

Gangs will move their drug dealing from big cities such as Liverpool or Manchester to smaller towns in order to make more money.  
This can have a really big effect on the community who live there and bring with it serious criminal behaviour.

Signs to look out for:

· Persistently going missing from school or home and / or being found out-of-area; 

· Unexplained acquisition of money, clothes, or untraceable mobile phones 

· Excessive receipt of texts / phone calls and/or having multiple handsets 

· Relationships with controlling / older individuals or groups 

· Leaving home / care without explanation 

· Suspicion of physical assault / unexplained injuries

· Parental concerns 

· Carrying weapons 

· Significant decline in educational attainment /performance 

· Gang association or isolation from peers or social networks 

Language to look out for:

· Cuckooing- when a drug dealer takes over the home of a vulnerable individual and uses it as their base for selling/manufacturing drugs.                                                      

· Going Country- Popular phrase that describes county lines activity.                                                                                                      
· Trapping – The act of selling drugs or moving drugs from one town to the next.                                                                                

· Trap House – A building used as a base where drugs are sold (or sometimes manufactured).                                                                                            

· Trap line – This refers to when someone owns a mobile phone specifically for the purpose of running and selling drugs.

How does this impact us as a setting?

· Drugs gangs will recruit vulnerable young adults and children to act as couriers to move drugs and cash.

· They set up base in a different area sometimes taking over the home of a vulnerable person and use adults and children to act as runners for drugs.

· We must be aware of signs as above to protect our teams, our children and their families.  Be vigilant.
Who to contact

· Please discuss any concerns with your Designated Safeguarding Officer/s.
Where to get further information:
www.fearless.org/en/campaigns/county-lines
Any practitioner who suggests a child or young person may be at risk of county lines exploitation should follow their safeguarding processes and procedures. If you believe a person is in immediate risk of harm, you should contact the police on 999.

The PREVENT Duty

‘Safeguarding children and young people from radicalisation is no different from safeguarding them from other forms of harm’ – Prevent Strategy 2011.
The Counter-Terrorism and Security Act 2015 places a duty upon local authorities and educational providers to ‘have due regard to the need to prevent people from being drawn into terrorism’. The DfE has provided statutory guidance for schools and child care providers: The Prevent Duty (June 2015). The guidance summarises the requirements on schools and child care providers in terms of four general themes: risk assessment, working in partnership, staff training and IT policies. 
We recognise the importance of protecting children from the risk of radicalisation and promoting British values in the same way we would protect and safeguard children from any other abuse.

We will ensure all staff members are able to notice changes in children’s behaviour as we would do with any kind of safeguarding matter, as there is no single way of being able to identify a child who is at risk of being vulnerable or susceptible to radicalisation/extremism.

Regular reviews of our e-safety policy and use of mobile phones and internet policy are carried out as we recognise the increased risk of online radicalisation. 

Where staff have concerns about children at risk of radicalisation/extremism they should share these concerns with the Designated Safeguarding Officer. They can then discuss these concerns with the Channel Police Practitioner via email on MSOC.Special.Branch@Merseyside.pnn.police.uk titled ‘Channel’ or by contacting The Channel Police Practitioner on 0151 777 8328. 

Where a referral to Channel is required this will be made to CarelineHub using the Multi Agency Referral Form (MARF) (0151 233 3700).

Peer on Peer Abuse

Abusive behaviour can happen to children in settings and it is necessary to consider what abuse is and looks like, how it can be managed and what appropriate support and intervention can be put in place to meet the needs of the individual and what preventative strategies may be put in place to reduce further risk of harm. Abuse is abuse and should never be tolerated or passed off as ‘banter’ or ‘part of growing up’.

In all cases of peer on peer abuse, it is necessary that all staff are trained in dealing with such incidents, talking to young people and instigating immediate support in a calm and consistent manner. Staff should not be prejudiced, judgemental, dismissive or irresponsible in dealing with such sensitive matters.
Strengthening Online Safety in our Setting
To safeguard children and practitioners online, as recommended in the Statutory Framework for the EYFS 2021 we have downloaded, read, discussed and implemented a document called 'Safeguarding children and protecting professionals in early years settings: online safety considerations’ from the UK Council for Internet safety. We have also sent a copy to all of our parents across the setting to help and support them.

In addition, since 2019 we have also disseminated information such as “Keeping Under Fives Safe Online” on a regular basis, to all of our Parents/Carers as well as the NSPCC document “Keeping your kids safe online”. 

We have given a copy of “Online Safety Guidance for Practitioners” from the UK Council for Internet Safety to our team of practitioners and a copy of “Online Safety Considerations for Managers” to our Senior Team.

Safeguarding Disabled Children

Research suggests that some children, including those with Special Educational Needs or Looked After, may be more vulnerable to abuse. Children with special educational needs (SEND) and disabilities can face additional safeguarding challenges. 
This can include: 
· assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration; 

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

· Communication barriers and difficulties in overcoming these barriers.’ (DFE 2016) 

The DFE has provided additional practice guidance ‘Safeguarding Disabled Children - Practice Guidance DFES 2009
Staff at Kids in Bloom will ensure that our disabled children are listen to and responded to appropriately. In order to do this we will ensure that our staff receive the relevant training to raise awareness and have access to advice and guidance in the event they have concerns regarding abuse of a child.

Operation Encompass and Domestic and Sexual Abuse 

The Government defines domestic abuse as “Any incident of threatening behaviour, violence or abuse (psychological, physical, sexual, financial or emotional) between adults who are or have been intimate partners or family members regardless of gender or sexuality”. 
Our settings are   Operation Encompass settings which is a unique police and education early intervention safeguarding partnership enabling support for children and young people who have experienced domestic abuse. Operation Encompass is every child’s right. It should be embedded in every force, in every school, for every child.
Staff at Kids in Bloom are trained as Key Adults –

Key Principles: 

• DSL trained staff must be the Key Adults in terms of Operation 

Encompass. 
• All Key Adults should undertake the online Key Adult training accessed free from the 

Operation Encompass website www.operationencompass.org. All setting staff and 

owners can undertake this free training.
• If the setting is receiving telephone calls from the police, then Key Adults need 

to be available to receive this information. 

• If the notification is electronic then the Key Adults must ensure that this is checked 

and opened as soon as possible.

• The settings  participation in Operation Encompass should 

• be known and understood by all staff including owners/directors;

• form part of the safeguarding policy
;• be part of the safeguarding information on the website; 

• lead to training for all staff about domestic abuse, the impact on children 

and the simple ways in which we can support these children; 

• support staff and children by using the resources available on the Operation 

Encompass website www.operationencompass.org.

• Key Adults can share examples of good practice with other settings and Key Adults 

via the Operation Encompass website.
This includes action to be taken regarding referrals to the Police and Liverpool CarelineHub or KMBC MASH team(0151 233 3700) and any action to be taken where a member of staff is the alleged perpetrator or victim of domestic abuse.
For support around Domestic Abuse in Liverpool, contact South Liverpool Domestic Abuse Service on: 0151 494 1777/0151 494 2222 or freephone 0800 083 7114.

Mon: 9.00am - 3.00pm, Tue & Wed: 9.00am - 7.00pm, Thu: 9.00am - 4.00pm

Fri: Closed
SLDAS now offer an evening service - If you would prefer to access our services for support in the evening please contact them for further details.
You can also contact RASA an organisation for anyone who has been sexually abused or raped, or who has been affected by sexual violence at any time in their lives. Being in contact with people that understand you may help you to feel less isolated and more supported in order to take the first step and recover.
Helplines - Talk to them in absolute confidence.
helpline@rasamerseyside.org

Helpline times – Tues and Thurs 6-8pm and Fri 12-2 pm - 0151 666 1392
Office Number - 0151 558 1801
General Enquiries
Units 2 and 3 Stella Nova
Washington Parade
Bootle, L20 4TZ

rasa@rasamerseyside.org
PROCEDURE FOR ALL STAFF TO FOLLOW IN ALL CIRCUMSTANCES WHERE THERE ARE CONCERNS ABOUT THE SAFETY AND WELFARE OF A CHILD.
If a child makes an allegation or disclosure of abuse against an adult or other child or young person, it is important that you: 

· Stay calm and listen carefully 

· Reassure them that they have done the right thing in telling you 

· Do not investigate or ask leading questions 

· Let them know that you will need to tell someone else 

· Do not promise to keep what they have told you a secret 

· Inform a Designated Safeguarding Officer as soon as possible 

· Make a written record of the allegation, disclosure or incident which you must sign, date and record your position using the setting safeguarding record log forms 

If you are a concerned about a child you should share these concerns as soon as possible with a Designated Safeguarding Officer and record these concerns on our Record of Concern Form which is stored in the Safeguarding File, located in the Main Nursery Office.
The Designated Safeguarding Officer should refer to the LSCB Responding to Need Guidance and where concerns are at Level Four they should be shared with CarelineHub using the Multi-Agency Referral Form (MARF).

If there are concerns that a child is already suffering significant harm or is at risk of significant harm  CarelineHUB should be contacted immediately on 0151 233 3700 (this must be followed up in writing using the MARF within one working day).

If you are worried about the immediate safety of children and young people, the Police should be contacted on 999.  If further information and advice is required the Consultant Social Worker within the nearest Early Help Hub should be contacted. (see contact details below).

Sharing Information with Parents 

As a registered childcare setting, we have a statutory responsibility to share any concerns we might have about a child in need of protection with other agencies and in particular police, health and children’s services. We are not able to investigate child protection concerns but have a legal duty to refer them. 

In most instances we will be able to inform parents/carer of the need to make a referral and share our concerns, however, sometimes we may be advised by children’s services or police that the parent/carer cannot be informed whilst they investigate the matter or make enquires. We understand the anxiety parents/carers understandably feel when they are not told about any concerns from the outset. 
We will always seek to work in partnership with parents and other agencies to ensure the best possible outcomes for the child and family’

Safer Recruitment and Behaviour
It is a requirement for all agencies to ensure that all staff recruited to work with children and young people are properly selected and checked. At Kids in Bloom we will try to ensure that we have a member on the recruitment panel who has received the appropriate recruitment and selection training and that all of our staff are appropriately qualified and have the relevant employment history and checks to ensure they are safe to work with children.

All staff are expected to adhere to our various Policies regarding behaviour, suitability and our updated Code of Conduct, which was adopted at a Full Team Meeting in August 2018 and reviewed periodically from then on.

Managing Allegations against Adults that work with children
We are aware of the possibility of allegations being made against members of staff or volunteers that are working or may come into contact with children and young people whilst in our setting. Allegations will usually be that some kind of abuse has taken place. 
This could include inappropriate behaviour displayed by members of staff or other persons working with the children such as inappropriate sexual comments, excessive one to one attention beyond the requirements of their role and responsibilities, inappropriate sharing or images. They can be made by children and young people or other concerned adults. 

Allegations are made for a variety of reasons: 

· Abuse has actually taken place. 

· Something has happened to the child that reminds them of a past event – the child is unable to recognize that the situation and people are different; Children can misinterpret your language or your actions. 

· Some children recognise that allegations can be powerful and if they are angry with you about something they can make an allegation as a way of hitting out. 

· An allegation can be a way of seeking attention. 

If you are concerned that a member of staff or adult in a position of trust poses a danger to a child or young person or that they might be abusing a child or young person you should report your concerns to a Designated Safeguarding Officer.
Where those concerns relate to a Safeguarding Designated Officer however, this should be reported to the Ofsted’s Whistleblowing Hotline as outlined in our ‘Whistle Blowing’ policy. Call 0300 1233155 – the line is open Monday to Friday from 
8.00 am – 6.00 pm) or email whistleblowing@ofsted.gov.uk. 
Or write to: 
WBHL,
Ofsted,
Piccadilly Gate,
Store Street,
Manchester,
M1 2WD.
The Designated Safeguarding officer or Nursery Manager will also need to discuss with the Local Authority Designated Officer (LADO) the nature of the allegations made against the adult, in order for the appropriate action to be taken. This may constitute an initial evaluation meeting or strategy discussion depending on the allegation being made. 
The Local Authority Designated Officer can be contacted via the Safeguarding Unit on:

0151 233 0840

When concerns have been made about the conduct of staff, the Manager should: 

· Refer to the Local Authority Designated Officer (LADO) immediately and follow up in writing within 48 hours. 

· Consider safeguarding arrangements of the child or young person to ensure they are away from the alleged abuser. 

· Contact the parents or carers of the child/young person if advised to do so by the LADO. 

· Consider the rights of the staff member for a fair and equal process of investigation. 

· Advise Ofsted of allegation within 14 days of the allegation 

· Ensure that the appropriate disciplinary procedures are followed including whether suspending a member of staff from work until the outcome of any investigation if this is deemed necessary. 

· Act on any decision made in any strategy meeting. 

· Advise the Disclosure and Barring Service where a member of staff has been disciplined or dismissed as a result of the allegations being founded. 

Procedures for Managing Use of Mobile Phones, iPads and Cameras in the setting

Staff who work with children must never use personal mobile phones, and other electronic devices with image sharing capabilities ,cameras, iPads, Tablets, camcorders and any other equipment  (which includes; technology, computers, e-mail, and the internet) that would enable them to take photos of children.  
All photographic equipment belonging to staff is kept in a locked drawer in the Nursery Office. Staff are strictly prohibited from using personal electronic devices for the purpose of capturing still or moving images, at any time during work hours (both onsite or during trips).

Staff may use the work mobile phone at appropriate times. It is stored in the Safe in the Nursery Office, a space that has been designated by the Manager. Mobile phone calls may only be taken within Lunchtime, in the Main office or off site with the consent of the Manager. 

If a personal emergency should occur, staff must only use Nursery phone or make a personal call from their mobile phone in an area designated by the Manager. This also applies to parents/carers and visitors. If calls must be taken, parents/carers and visitors must return calls away from children. During outings staff will only have access to the setting’s mobile phone. 

Parents, staff or visitors who suspect anyone of taking images of children without consent must report the incident immediately to the Manager or in their absence a Senior member of staff.

All staff should read this policy in conjunction with our ’Photography & Mobile Phones’ policy and ‘Social Media’ policy

.

This policy will cross reference to related policies and procedures including: 
· Promoting positive behaviour 

· Dealing with discriminatory behaviour (Bullying) 

· Confidentiality 

· Drugs and Alcohol (included in arrivals and departures 

· Mobile phone and social networking (E-safety) 

· ICT and Internet Safety Policy 

· Health and Safety 

· Inclusion and Equality 

· Visits and Outings 

· Complaints and compliments 

· Intimate Care 

· Safer Recruitment of staff 

· Staff Behaviour Policy and Code of Conduct

· Information Sharing policy 

· Camera and recording device use 

· Whistle Blowing Policy

Legislation relating to this policy: 

· Children Act 1989, 2004 

· Education Act 1996, 2002 (Section 175) 

· Childcare Act 2006

· Keeping Children Safe in Education 2015 

· Statutory Framework for the Early Years Foundation Stage (Revised 2017) 

· Working Together to Safeguard Children July 2018 

· The Counter Terrorism and Security Act 2015 

· Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 2015)

· Sexual Offences Act 2003

Useful Contacts:  Early Help Hubs
Early Help Hub – Central

· Telephone: 0151 233 6152

· E-mail: EHLHcentral@liverpool.gcsx.gov.uk

Early Help Hub – North

· Telephone: 0151 233 3637

· E-mail: EHLHnorth@liverpool.gcsx.gov.uk

Should anyone believe that any aspects of our policies are not being upheld, it is their duty to report the matter to of one of the staff members listed below:

SAFEGUARDING CHILDREN AT KIDS IN BLOOM –

THE DIFFERENCE COULD BE YOU!
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· Facebook 
· Twitter 
CLEAR DESK POLICY

This policy applies to all employees of Kids in Bloom Nurseries and Out of School Clubs. As an Early Years setting, we have access to children and families personal data.

A clear desk policy is the best way to avoid unauthorised access to physical records which contain sensitive or personal information and will protect physical records from fire and/ or flood damage.

A clear desk policy involves the removal of the physical records which contain sensitive personal information to a cupboard or drawer (lockable where appropriate). It does not mean that the desk has to be cleared of all its contents.

At the end of each day, or if the desk is to be unsupervised for an amount of time, all confidential and personal data must be filed securely away in a locked cupboard, this also applied to any electronic device, including nursery laptops, iPad, tablets and cameras which may hold children, staff and parent personal data.

 

All employees of Kids in Bloom must ensure;

1. All sensitive/confidential information in hardcopy or electronic form is secure in their work area, including the Room Shelves at the end of the day and when they are expected to be gone for an extended period of time.

2. Computers and Laptops must be shut completely down at the end of the day.

3. Confidential or Sensitive information must be removed from desks and and locked in a drawer when unoccupied and at the end of the work day.

4. File cabinets containing Restricted or Sensitive information must be kept closed and locked when not in use or when not attended.

5. Keys used for access to Restricted or Sensitive information must not be left at an unattended desk.

6. Laptop/iPad/tablets must be locked away.

7. Passwords may not be left on sticky notes posted on or under a computer, nor may they be left written down in an accessible location.

8. Printouts containing Restricted or Sensitive information should be immediately removed from the printer.

9. Upon disposal, confidential or Sensitive documents should be shredded in the official shredder bins or placed in the lock confidential disposal bins.

10. Treat mass storage devices such as CDROM, DVD or USB drives as sensitive and secure them in a locked drawer.
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E-Safety Policy

The aim of our Acceptable Use Policy is to ensure that staff and children benefit from the range of technology offered by Kids in Bloom in a safe and effective manner. 

To ensure that staff are fully aware of their responsibilities with respect to the use of the technology used by the setting, they are asked to sign this Acceptable Use Agreement.

Children’s use of digital equipment and ICT resources

· Children will be supported in using the setting computers and tablets independently, and where appropriate will be allowed to independently access learning resources that are age appropriate.
· The use of the Internet and mobile technology is for educational purposes only.
· Firewall and Filtering software is in place in order to minimise the risk of exposure to inappropriate material.
· Virus protection software is used and updated on a regular basis.

· Children will only search the Internet with an adult sitting by them, supervising their actions and responding to any inappropriate material.

· In the case of accidental accessing of inappropriate materials adults will pull out the power cable from the back of the computer and report the inappropriate accessing of material immediately to the Manager and ensure that this is also shared with the child’s parent/carer upon collection.
· Children’s use of the computer will be limited to an appropriate length times in order to minimize any health and safety risks.
· Children will be encourage and supported to participate and share in the taking of any digital images. Any images taken by children will be stored in line with procedures.
· All staff will read, understand, agree to and sign this Policy.
· Staff will not use any ICT system or digital device for private purposes without permission of the Manager. Any use of the computer network or other technologies must be compatible with staff professional roles.
· Staff will not disclose any password or login to anyone, other than where appropriate and where instructed to by a member of the Senior Team.
· Staff will only use approved email accounts and approved websites.
· Uploading and downloading of non-approved software will not be permitted.

· Staff will not send or receive any material that is illegal, obscene, and defamatory or that is intended to annoy or intimidate another person.
· Accessing chat rooms, discussion forums, messaging or other electronic communications will only be used for educational purposes and need the permission of the Nursery Manager.

· Our website will be regularly checked to ensure that there is no content that compromises the safety of the children or staff.
· Staff will be aware that any usage, including distributing or receiving information, work - related or personal, may be monitored for unusual activity, security and/or network management reasons. 

· Staff will obtain parental permission for photographs to taken of their child and ascertain the range of uses and areas in which photographs may be displayed.

· Staff will respect confidentiality and never disclose or publicise a child’s personal information, (eg. Addresses, telephone numbers or pictures).
· Staff will not take any equipment or resources off the premises without permission of the Manager. Where equipment or data is taken off site, staff will endeavour to take all reasonable precautions to ensure it remains safe.
· Staff will report any incidents of concern to the Safeguarding Officer.
· Staff will ensure that any electronic communication with parents and carers is compatible with their professional role and will not be misinterpreted. 

· Staff will respect copyright and intellectual property rights.

Security and CCTV Equipment

· We use CCTV cameras for security purposes and to ensure the safety, protection and welfare of all staff, visitors, children and their families when visiting the setting. 

· All images taken on the CCTV cameras comply with the Data Protection Act and guidance issued by the Police Authority. Access to the hard drive is restricted and images are only transferred to CD if needed as evidence.

· Staff will ensure that security systems are maintained and in operation at all times.  

· The system enables the Manager to monitor the activities within most of the rooms of the nursery from the main office. 
· Only the Manager/Deputy/Directors/Senior staff are authorised to use the system.
Internet Safety

The internet is an incredible resource for children to access, support for their homework, etc, but it can also be a very dangerous place for them. They can be exposed to inappropriate material, harassment and bullying, viruses and hackers and be conned into giving away financial information. They can also be vulnerable to on-line grooming by paedophiles.

We offer children the opportunity to use the computer, I-Pad, Tablet and the internet; however we have introduced a range of procedures to ensure their safety. 

· We have a filter on the computers that block out most inappropriate material

· We do not permit the children to go onto chat rooms 

· We talk to the children about the websites they are using 

· We are always nearby so can keep an eye out on what websites they are visiting

· We can check the history on the computer regularly

· We do discuss with the children about the importance of keeping safe on line, not forwarding on chain letters, not talking to people they don’t know, not giving out personal information that could enable people to identify them, to tell us if they are worried about anything and to never arrange to meet anyone they have spoken to online.

If you would rather your child was not allowed access to the internet then please let us know.  We are also aware of the need to limit the time children spend on computers and will develop strategies to ensure that they spend a balance of time engaged in ICT and other activities. If you have any concerns regarding this policy then please do not hesitate to talk to your child’s key person.

Sanctions

Misuse of the Internet or failure to follow the policy and procedures may result in disciplinary action at the discretion of the Manager. We reserve the right to report any illegal activities to the appropriate authorities
Mobile Phones 

Confidentiality must be maintained at all times, anything heard within the nursery must not be repeated outside.

We believe our staff should be completely attentive during their hours of working to ensure all children in the nursery receive good quality care and education, and for Safeguarding purposes, the use of Mobile Phones and other electronic devices with image sharing capabilities is forbidden on the Premises. 
We also feel that restrictions need to be placed on staff when they access Social Networking sites. We have a good reputation to upkeep and comments made on sites such as ‘Facebook’ could have an impact on how parents using the nursery view the staff. 

To ensure the safety and welfare of our staff and the children in our care we operate a personal mobile phone use policy which stipulates that personal staff mobile phones and other electronic devices with image sharing capabilities cannot be used when in the presence of children, on the premises or on outings.
This policy applies to all staff including those who are not employed to work directly with the children.

Staff must adhere to the following: 

· Mobile phones and other electronic devices with image sharing capabilities are not to be turned on during your working hours, even when they are kept in a locked drawer.
· Mobile phones and other electronic devices with image sharing capabilities can only be used on a designated break or in their own time, ie. before or after a shift, and then this must be off the Premises.

· Mobile phones and other electronic devices with image sharing capabilities should be stored safely in the Locked Office Drawer at all times during the hours of your working day, and be switched off at all times.

· It is the responsibility of all staff to ensure that Managers have up to date contact information and that their own families are aware of emergency work telephone numbers.

· During outings, staff will use mobile phones belonging to the nursery wherever possible. No photographs should be taken of the children on any phones, either personal or nursery-owned

· If any of the above points are not followed then the member of staff involved will face disciplinary action, which could result in dismissal. 

· Staff who have a personal emergency are free to use the settings phone, and will be supported by their manager in using the settings phone in an environment that supports their privacy

· Staff who have concerns about inappropriate use of a mobile phone or other handheld mobile communication device should raise their concerns with the Safeguarding Officer.

· All staff agree to and sign the E-Safety policy. If this Policy is not adhered to, disciplinary procedures will be followed.

Outings

Where children are taken on Outings, and staff require the use of a mobile phone in case of an emergency, we will provide a telephone to ensure that staff are not required to use their own personal telephone.

Visitors

To ensure the safety and welfare of the children in our care we operate a Mobile Phone Policy which stipulates that personal or work mobile phones cannot be used when in the presence of children on our premises.

To ensure this we request that all visitors ensure that:

· All mobile phones and other electronic devices with image sharing capabilities remain switched off and stored away whilst visiting our setting. This includes all contact time with children.  
· Visitors unable to store their mobile phone safely in the designated drawer in the Nursery office, as determined by the Manager and returned at the end of the visit. 
· Visitors who are required to make a call in relation to their work or who have a personal emergency are free to use our phone in the Office.
· All visitors should ensure that their workplace has up to date contact information and that their own families are aware of emergency work telephone numbers. This is the responsibility of all individual visitors.
· Visitors who do not adhere to this policy will be asked to leave the premises.

Parents

To ensure the safety and welfare of the children in our care we operate a personal mobile phone use policy which states that personal mobile phones and other electronic devices with image sharing capabilities cannot be used in the presence of children, on the premises or on outings.

To ensure this we politely request that:

· All mobile phones are switched off when dropping off/collecting your child.
· Mobile phones and other electronic devices with image sharing capabilities are switched off and stored securely out of sight when attending activities, events etc involving the children.  
· Parents and carers can make an appointment to meet with the Nursery Manager to discuss the reasons that the policy is in place.

Social Media

Social Media includes the various types of websites that enable people to interact online: social networking sites like Facebook, blogs, Podcast, Forums, and contact communities for example, YouTube - this is by no means an exhaustive list. 

This policy is in addition to and complements our policies regarding the use of technology, computers, e-mail, photographic equipment and the internet. 

We strictly prohibit all staff from publishing or commenting via any form of Social Media before, during or after work hours or from using work facilities, or in any way that suggests they are doing so in connection with the setting.

In accordance with our duties under The Data Protection Act 1998, we strictly prohibit all staff from disclosing any information regarding children or staff (written or pictorial), and other confidential information regarding the setting, even in private messages between other members of staff. 

If a staff member is required to be engaged in work related social media, the staff member must obtain the permission of the person in charge. 

Staff may not use the setting's name for social media identities, login IDs and user names without prior approval from the person in charge. Our logo and trademark must not appear on internet posting unless staff are speaking on the setting’s behalf and clear permission is granted.

Where staff are allowed to identify themselves as employees of the setting, there is responsibility for representing the setting in a professional manner. Staff are also expected to mention that the opinions and views expressed are solely those of the author and do not necessarily represent the views of the setting management or staff, as everything that is posted reflects on the setting and its image. 

Staff must always exercise good judgement and common sense regardless of whether online comments relate to their job and must respect copyright, privacy, fair use and other applicable laws including the setting own copyright and brands.
In addition:

· Staff must not post anything onto social networking sites such as ‘Facebook’ that could be construed to have any impact on the nursery’s reputation

· Staff must not allow parents to view their page on social networking sites as this relationship must remain professional at all times.

· Staff must not post anything onto social networking sites that would offend any other member of staff or parent using the nursery

·  Staff must not allow parents to view their page on social networking sites as this relationship must remain professional at all times

Staff must not post comments that can be interpreted as:

· Personal attacks

· Defamation

· Bullying and harassment

· Spam

· Offensive comment

· Illegal activities

Any misuse of social networking sites that has a negative impact on Kids in Bloom may be regarded as a disciplinary offence. Instances where the setting is brought into disrepute may constitute misconduct or gross misconduct and disciplinary action will be applied. Please refer to the Staff Disciplinary & Grievance Procedures.

What is published will be around for a long time, so consider the content carefully and also be cautious about disclosing personal details.

Photography

We take the safety and privacy of children and young people extremely seriously as a matter of both legal and moral importance. This Policy aims to minimise the risk of inappropriate use of photographs of children. All staff will be familiarised with this policy as part of their Induction and be expected to act in accordance with them at all times.

In accordance with our duties under The Data Protection Act 2003, we strictly prohibit the use of any photographic equipment (cameras, camcorders, mobile phones or any other medium used to take still or moving images) by staff, parents or visitors on its premises without the consent of the manager and, as a photo of a child is personal data according to the Data Protection Act, formal written parental consent. 

It is likely that there will be occasions during a child’s time at Nursery when we may wish to use the Tablet to photograph or video children as part of the EYFS or to record an achievement to show their parent/carer. Staff are strictly prohibited from using mobile phones and cameras and other electronic devices with image sharing capabilities at any time during work (with the exception of prior permission being given for outings).

We will not use the personal details or name of any child in a photographic image on its website or in any other printed material without consent. Generally, photos of children will not have an accompanying name in the text or a photo caption; if a name is used in the text, the setting will not use a photograph of that individual unless specific permission has been granted. No photographs of children will be released to press or media contacts without the relevant written parental consent.

If permission is granted for parents to take photographs onsite or during trips/outings, parents must only take images (still or moving) of their own children and may not take images of other children unless they have permission from those parents.

Parents, staff or visitors who suspect anyone of taking images of children without consent must report the incident to the manager immediately.
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Acceptable Use Agreement
To ensure that all staff are fully aware of their responsibilities with respect to the use of digital images and Technology, they are asked to read and sign this Acceptable Use Agreement. 

· I understand that all photographs associated with Kids in Bloom Nurseries, both in the building and outside are the property of the Setting.

· All digital images will be taken with our Tablets. I understand I may not use my personal mobile phone and other hand held devices to take digital images.

· Photographs will be stored for one academic year. After this time they will be deleted.

· I understand digital images used for professional development may be used and stored on laptops, computers and pen drives on the premises for a period of 1 year. After this time I agree to be responsible for deleting them. The photographs need to free of any information that would enable identification or tracking of children and cannot be taken off premises.

· I understand and agree that Kids in Bloom may monitor my technology use to ensure the safe use of digital images of children and their families associated with Kids in Bloom.

· I agree to abide by the permissions parent
· s give in the use of photographs and video of their individual children and families

· I understand and agree that any photographs of children used in Nursery promotional materials and displayed on websites or in public areas will not include the names of the children. Any images used will only be published with parental permission. 
· Staff will not publish the first name and last name of individuals in a photograph that is displayed either within the setting or in a public area.

In addition I agree that I will not:
· Post anything on social networking sites such as ‘Facebook’ that could be construed to have any impact on the nursery’s reputation.
· Allow parents to view my page on social networking sites as this relationship must remain professional at all times.

· Post anything onto social networking sites that would offend any other member of staff or parent using the nursery
· Post comments that can be interpreted as: Personal attacks or Defamation, Bullying and harassment, Spam, Offensive or Illegal activities
I have read and understood the attached Policies and by signing below I agree that they are fair and reasonable and I will abide by, and work within them.
Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………

Name of staff member:………………………………………………………………

Date…………………………..……Date of review…………………………………
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Lockdown Policy


The safety of everyone in our Nursery is our highest priority.

There are some occasions when it may be necessary to keep the children inside the Nursery for their own safety.

Kids in Bloom Lockdown Policy aims to ensure that all children, staff, parents and visitors remain in a safe and secure location in the event of a possible threat and that the exposure to danger and possible risk of harm are minimised at all times.

In the event of a critical incident requiring “lock down”, the person witnessing the incident must try to notify the Police to raise the alarm.

The Manager will determine the risk and assess the need for a lock down. The Manager will then notify every room and announce a “Lock down”.

The senior staff and their teams will know immediately what they need to do and act quickly whilst remaining calm and professional at all times.

Depending on the type and severity of the incident, parents may be asked to NOT collect their children as doing so, may put children and parents themselves at risk. Parents may not be able to contact the Nursery by telephone either. Please listen and read local news outlets for further information.

Lockdown Procedure

A member of staff will contact the Emergency Services immediately – 9 then 999 
Another member of staff will ring each room and clearly state “Activate Lockdown Please” to alert them – 

If staff are outside with the children they will go and call them in shouting ACTIVATE LOCKDOWN, and will repeat this several times to alert everyone.

Each adult is to gather up a number of children and run inside as fast as they can. They will try to ensure that any medication is gathered up along with the files containing parent contact details.

Once inside, staff will lock the doors and windows which could permit a stranger access to the room. All lights should remain off. Staff must ensure that children are kept as calm and quiet as possible, and stay away from windows and doors. 

A register/headcount should be taken at this point. If staff feel that they need to move to another space for the safety of the children, then this should happen only when safe to do so and a further headcount carried out at this point.

All children, parents, staff and users must remain in the building, and in the areas that they have designated a “Safe Space” until they are notified that it is safe to move around the building.

The designated Safe Spaces are as follows:

Staff will take the following items:

· Water for the children and themselves

· Medication

· Telephone

· Register

· Key to side gates

The main entrance will be kept locked and not opened to anyone until the All Clear is sounded.

Staff should not attempt to interact with the perpetrator.

If danger enters the building, staff should take the children and run out …………………………………………………………………………………………………………………………………….
If the alarm is raised during home/arrival times, everyone is to be directed to their rooms as long as it is safe to do so.  If children are outside playing, staff are to promptly direct the children into the building, if it is safe to do so.

We will follow directions from the Emergency Services throughout the incident.

We will reassure children throughout to avoid any undue distress. Children must remain under the supervision of staff at all times.

All Clear

The “All Clear” will be signalled by a member of the Senior Leadership Team informing all concerned that danger has passed. The Manager and members of the Senior Leadership Team will notify parents as soon as possible after the All Clear has been sounded by e-mail/telephone etc.

All areas of the Nursery, inside and outside will then be checked by the Manager.

A headcount/register will be taken in each area. Everyone should remain in their own “safe space” as things return to normal in the Nursery.

The Manager and members of the Senior Leadership Team will evaluate the Procedure and amend as necessary to ensure that it works to Safeguard staff, children and parents throughout.
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Safer Recruitment of Staff Policy


At Kids in Bloom Nursery we are vigilant in our recruitment procedures aiming to ensure all people working with children are qualified and suitable to do so. We follow this procedure each and every time we recruit a new member to join our team. 

Advertising 

· We use reputable newspapers, websites and the local job centre to advertise for any vacancies 

· We ensure that all recruitment literature includes details of our Equal Opportunities and Inclusion policy and our Safe Recruitment Procedures; including an enhanced Criminal Records Bureau/Disclosure & Barring Service check, at least two independent references for each new employee. Application forms are completed for all applicants and employment history is checked and questioned at interview.
Interview stage

· We shortlist all suitable candidates against a present specification and ensure all applicants receive correspondence regardless of whether they are successful in reaching the interview stage or not

· All shortlisted candidates will receive a job description, a person specification, an equal opportunities monitoring form and a request for identification, prior to the interview

· Where possible the manager and the deputy will both sit on the interview panel and are both involved in the overall decision making

· At the start of each interview all candidates’ identities will be checked using, for example, their passport and/or photo card driving licence. All candidates will be required to prove they are eligible to work in the UK  

· All candidates reaching the interview stage are asked the same questions. The questions are formulated around specific areas of childcare, including safeguarding the children in their care, planning suitable activities to enhance the child’s development and their understanding of the legal frameworks applied to childcare and used in the nursery. The questions will be value based and will ensure the candidate has the same values as the nursery with regards to the safety and welfare of the children in their care

· The manager and deputy will then select the most suitable person for this position based on their knowledge and understanding of the early years framework as well as the needs of the nursery

· Each candidate will receive communication from the nursery stating whether they have been successful or not.

Starting work

· The successful candidate will be offered the position subject to at least two references from previous employment or in the case of a newly qualified student, their tutor and a personal or professional reference (e.g. their GP). These references will be taken up BEFORE employment commences. 
· This will be verbal initially and then followed up with a written reference which will form part of their personnel file 
· All new starters will be subject to an enhanced Criminal Records Bureau (Disclosure & Barring Service (DBS) check whether they currently hold an enhanced DBS check or not. This will be initiated before the member of staff commences work in the nursery and they will not have unsupervised access to any child or their records before this check comes back clear. Further to this, the taking of photographs of any child, looking at their learning and development log or changing the nappy of any child will not be undertaken by any new member of staff without an up to date enhanced DBS check (whether supervised or not) 
· All qualifications will be checked and copies taken for their personnel files
· All new members of staff will undergo an induction and are requested that they read the nursery policies and procedures, including Emergency Evacuation, Safeguarding, Child Protection, Equality & Inclusion, Health & Safety and Staff Disciplinary procedure. 

· The new member of staff will be on a three month trial and will receive feedback from the manager and their mentor during this period to discuss their progress and suitability for the position.  

On-going support and checks

· All successful candidates will be requested to fill in a health questionnaire this will be updated on an annual basis to ensure management have a good knowledge of any changes that may require support or additional resources to aid them to carry out their day-to-day duties.
· All staff are responsible for notifying the manager in person should any circumstances arise that may affect their suitability to work with children. This will include any incidents occurring outside the nursery. Staff will face disciplinary action should they fail to notify the manager in a reasonable timescale.
· Each member of staff will receive two meetings a year with the manager, a formal appraisal and a more informal review. This will provide an opportunity for the manager and member of staff to discuss training needs for the following six months as well as discuss their performance in the previous six months.
· The manager, deputy and room leaders will be responsible for any support the staff team may have between these reviews. This includes mentor support, one-to-one training sessions, on-going supervision, work based observations and constructive feedback.

Legal requirements 

· Kids in Bloom abide by all its legal requirements relating to Safer Recruitment in accordance with the Early Years Foundation Stage Statutory Framework. 

· Kids in Bloom also abides by the employer’s responsibilities relating to informing the Independent Safeguarding Authority of any changes to the suitability of their staff, whether this member of staff has left the nursery or is still under investigation. Please refer to the Safeguarding policy for further information.  

Policies and procedures will continue to be reviewed annually or as and when needed to take in to account new legislation and guidance.
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Suitability and Supervision of Staff Policy


We understand our responsibilities for ensuring that practitioners looking after children at our Nursery are suitable to fulfil the requirements of their role, including students. 

We do this in a variety of ways, all of which are regularly reviewed and updated as necessary.  For example, through job advertisement, job descriptions, person specifications and application forms. We also ask for two references, one of which must be from their last employer.

 Kids In Bloom also have a robust recruitment policy and procedure. Examples of these are on the next few pages, and can be found in the Nursery office.
Checks are carried out via Enhanced DBS clearance checks and verified by the inspection body, however staff can work in the nursery before these checks are completed as long as they are never left unsupervised by DBS cleared staff at any time. Failure to comply with this requirement, could lead to disciplinary action for all parties concerned.

We further ensure that practitioners and any other person who is likely to have regular contact with children (including those living and working on the premises) are suitable to do so.

We have informed our staff that they are expected to disclose any convictions, cautions, court orders, reprimands or warning that may affect their suitability to work with children (whether received before or during their employment with us), and they do this by completing Annual Safeguarding & Health declarations which are signed and kept in their personal files. They are also provided with a list of items provided by the DBS so that they fully understand what they are signing to say.

We also understand that we must meet our responsibilities under the safeguarding Vulnerable Groups Act 2006, which includes our duty to refer to the Disclosure and barring Service if a member of staff is dismissed (or would have been, had the person not left the setting first) because they have harmed a child or put a child at risk of harm.

We also record information about staff qualifications and identity checks and vetting processes that we have completed (including their CRB/DBS Number, the date the disclosure was obtained and the details of who obtained it) on our Single Central Record which is a live document and updated as necessary.

During the interview process we ask to see evidence of their most recent DBS checks, relevant qualifications and experience, we ask questions with regard to the Early Years Foundation Stage, including Safeguarding, Challenging poor practice etc.

When a new employee starts with Kids In Bloom, or there is any visitors on the premises such as entertainers, supply staff or students, it is our policy that they always accompanied by a member of staff who has been vetted. It is the Manager’s responsibility that all staff have been through the vetting procedure.
All nursery staff will be informed of other staff who may be awaiting Enhanced DBS clearances.

Staff awaiting these checks will never:

· Be left unsupervised whilst caring for children

· Take children for toilet visits unless supervised by registered staff

· Change nappies

· Be left alone in a room or outside with children

· Administer medication

· Administer first aid

· Take photographs of any children

· Look at a child’s learning and development log. 

Whilst ensuring all the above are adhered to, we still recognise that it is vital that the staff member awaiting an enhanced disclosure is made to feel part of the team and participate fully in every other aspect of the nursery day.

We recognise that the enhanced DBS Check is only part of a suitability decision and nursery management will ensure each individual working with a child goes through a vigorous recruitment and induction procedure (as laid out in the safe recruitment policy). We will also ensure they receive continuous support, training and supervision from management in order to provide a safe, secure and healthy environment for all children in the nursery. 

All students will also receive an interview to ensure they are suitable for the nursery, an induction process to ensure they fully understand and are able to implement the nursery procedures, working practices and values and our Policies & Procedures, including, Safeguarding, Child Protection, Equality & Inclusion, Health & Safety and Staff Disciplinary Policies. All students will be fully supervised to ensure they receive the appropriate support, training and information they may require. 
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Supervision of Children Policy

The Nursery Manager is responsible for all staff, including students and relief staff receiving information on health and safety in the Nursery in order to supervise the children in their care suitably.

Supervision

· Whether children are in or out of the building, they must be supervised at all times, without exception.
· Staff must always be aware that children can drown in only a few centimetres of water; children must be fully supervised at all times when using water play/paddling pools

· Special care should be taken when children are using large apparatus e.g. climbing frame, and when walking up or down steps/stairs

· A member of staff must supervise designated areas such as the bike area or mud kitchen at all times, and as directed to do so by a senior practitioner.

· When outdoors, staff must be aware of any dangers relating to bushes, shrubs and plants 

· Children must be supervised at all times when eating, toddlers and babies should be closely monitored. Babies will never be left alone with a bottle and will always be bottle fed by a member of staff. Failure to do so will result in a disciplinary offence.
· Children must be carefully supervised when using scissors.
· Children must be carefully supervised when using knives for cooking activities.

· During outings staff/child ratios will be increased to ensure supervision and safety (please refer to Outings policy)
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Supervision of Visitors Policy


Before a visitor is allowed into the Building, staff must check that they are here for legitimate purposes and not a potential intruder.

They must ask the person who they are and who they are here to see. They must not be left unsupervised at any time.

A member of staff can never simply let a person they do not know into our Nursery. Doing so will immediately lead to a disciplinary offence.

Signing In and Out of the Building

All visitors must sign the Visitor’s Book on arrival and departure. They must state their time of arrival and the purpose of their visit.

Supervision

All visitors should wear a visitors badge to identify themselves to staff and parents within the nursery. A member of staff must accompany visitors in the nursery at all times whilst in the building; at no time should a visitor be left alone with a child unless under specific circumstances arranged previously with the manager. 
Security

· Staff must check the identity of any visitors they do not recognise before allowing them into the main nursery. 
· Visitors to the nursery must be recorded in the Visitor’s Book and accompanied by a member of staff at all times whilst in the building – at all times.
· The Nursery Manager must ensure all external providers working with the children have a current DBS. Contractors must be supervised at all times and should not be left alone in any area that children may use 

· All external doors must be kept locked at all times and external gates closed to prevent any unwanted visitors. 
· All internal doors and gates must be kept closed to ensure children are not able to wander around and come into contact with visitors without staff being aware of this.
· Parents, visitors and students are reminded not to allow entry to any person whether they know this person or not. 
· Staff within the nursery should be the only people allowing external visitors and parents entry to the nursery, with extra precautions being taken at all times.
· The nursery will under no circumstances tolerate any form of harassment from third parties including visitors towards others, including staff members and parents.
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Baby Sitting Policy


It is usually forbidden for any Kids in Bloom Nursery staff members to babysit for the children from the setting in their own time, however, this can be a private arrangement between parents and staff that is completely separate from the nursery and we accept no liability whatsoever for any incidents that occur outside of nursery. 

• The Nursery will not be held responsible for any private arrangements or agreements that are made in contravention of this Policy. 

• This policy must not interfere with the staff members’ employment, practice or conduct at the Nursery. 

• Confidentiality of all aspects of the staff members Employment must be adhered to and respected at all times. 

• Parents/Carers should be aware that, should they choose to proceed with an arrangement in contravention of this Policy, other adults accompanying the babysitter may not have the relevant Criminal Records Bureau/Disclosure & Barring Service clearance, and it may not be appropriate for them to care for children. 

• The Nursery will not be held responsible for any Health and Safety issues, allegations, incidents, accidents or occurrences that may arise from any private arrangements. 

• The Nursery has a duty to Safeguard all children whilst on our Premises and in the care of our staff during Nursery hours, but this duty does not extend to any private arrangements between staff and parents/carers outside Nursery hours. 

•  We would like to make it clear that Staff are bound by a  clear Confidentiality Policy and Contract of Employment that they have all recently read and signed and The Data Protection Act, which states  that they are forbidden to discuss any issues regarding Kids in Bloom Day Nursery, any other staff members, parents or other children. 

Should it be found that any staff member has discussed anything relating to the above, this will result in gross misconduct and the staff member will be instantly dismissed.
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Induction Policy


Induction Procedure

All Kids in Bloom Nurseries follow a details and robust Induction Procedure when a new staff member starts with us. The induction will usually last around 8 weeks but could be longer depending on how the staff member and their senior feels they are settling in. Al, KIB sites follow the same processes and procedures.
Company Introduction: 

For all Kids in Bloom staff please refer to staffing structure located in the front entrance hall. For further details regarding the full company structure please refer to enclosed documents.

Building Security: 

It is the intention of Kids in Bloom and the responsibility of its employees to provide a safe and secure environment for the children at all times. As such all steps shall be taken to ensure that no persons enter the nursery other than parents/ carers and official visitors. All visitors must sign in, in the book provided. Please refer to the enclosed door procedure for further guidance. 

Building Layout: 

A tour will be given to each staff member during their induction to include the location of all Fire Exits and a brief understanding of the fire evacuation procedure.  

Staffing:  

At Kids in Bloom it is important that the children in our care are safe from harm. As required by Ofsted and other regulatory bodies the nursery conducts various checks on staff. When staff apply for a position we request that a Disclosure & Barring Service form be completed and all supporting Identification be provided to enable the form to be sent to the appropriate agency for processing. On waiting for clearance from the agency the staff member must always be supervised by a fully vetted person in the nursery. Two references will also be required; at least one must be from a previous employer. 

It is the responsibility of all staff to ensure that they sign in and out for every shift using the Finger Print Clock System. Failure to do so may affect he staff member’s hours and pay. A timesheet will be completed weekly for staff members to check before the wages are processed. Wages will be paid on or before the last working day of the month and payslips issued a few days prior. Staff rota’s are completed weekly in advance (subject to change) and is the responsibility of each staff member to ensure they have checked what days/ times they are required to work the following week. 

Policies and procedures: 

All staff are required as part of their employment with Kids in Bloom to read and keep up to date with all Kids in Bloom policies and procedures, including sickness reporting, personal appearance, breaks, car parking and personal appointments. All policies and procedures can be found in the front Hall and in the office/staff room. You are required to sign to say you have read and understood our policies.

Additional support and training will be offered to all staff members throughout their employment with Kids in Bloom to ensure they are up to date with all legislation and government guidelines. 

Nursery: 

Each room will have a Model File to include Daily risk assessments, opening and closing, daily routine, snack and meal times, toileting and supervision, EYFS documentation, including planning and assessment, infection control and the location of nursery equipment. 

Parental Wishes: 

All staff must familiarise themselves with the parents’ wishes for each child. This includes the child’s information sheets, Diaries, allergy list and any other additional information given by the parents. 

All children’s personal details are kept in a locked filing cabinet in the office. 
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Key Person Policy


The Statutory Framework for the Early Years Foundation Stage states that:

‘Each child must be assigned a key person.’

And
 ‘Providers must inform parents and/or carers of the name of the key person, and explain their role, when a child starts attending a setting. The key person must help ensure that every child’s learning and care is tailored to meet their individual needs. The key person must seek to engage and support parents and/or carers in guiding their child’s development at home. They should also help families engage with more specialist support if appropriate...
’

With this in mind, we are committed to ensure that the care and learning of every child is tailored to meet their individual needs. 

As a safeguarding and welfare requirement, a key person is required for all children in the Early Years Foundation Stage (EYFS). All children in our care are assigned a key person and a shadow key person who will be the main point of contact with the child and parents/carers and will record their key children’s progress.

Aims of the key person system for parents/carers

· To enable the parent/carer to feel confident that they have made the right decision in placing their child in the setting

· To help the parent/carer know who to ask about their child, and enable them to receive regular and detailed information about their child’s progress – reducing, to some extent, their feelings of having ‘lost’ and ‘missed out’ on being with their child

Aims for the child

· To offer the child a consistent and settled relationship with the key person so that s/he can sense (at the moment of ‘handing over’) it is approved of by parent/carer – aiming to reduce any inexplicable (to the child) feelings of abandonment, in being left in the hands of others

· In receiving care by their key person whenever possible, the child is assured of regular contact with her/him on an intimate basis just as s/he is from parent/carer at home. The aim is to reduce the number of different handlings (touch, smell, voice) by different people, and so limit the number of people a child has to get used to during the day

Aims for the key person

· To create meaningful relationships with a consistent group of children

· To reduce stress levels caused by relating equally to large numbers of children at once

· To enable sensitive observation and developmental record keeping of a small number of children over a period of time

· To encourage good relationships with parents/carers of key children

· To hold parent/carer meetings every six months.

The key person will be assigned before a parent’s/carers initial visit, and spend time with a new child and their parent/carer during introductory visits, so that they will get to know each other in a relaxed, friendly atmosphere. The key person will find out children’s routines, feeding, sleeping patterns, likes and dislikes, and any other information which will help the child settle, etc., and explain setting policies and procedures (eg. medicine forms etc.). They will ‘settle in’ their new child, in partnership with their parents/carers, and review their progress with parents/carers at regular intervals.

Staff are encouraged to ‘pair’ as key person with another member of staff in their room, so that each half of the pair can act as back-up at the beginning or end of the day when the key person is not in, to cover key staff sickness and holidays with each other’s key children, and to act as mutual support.

Every effort is made in a consistent way by senior staff to:

· Support the key person through regular supervision as part of the personal/professional development of each person
· Ensure that ‘cover’ and support staff, students and others, are fully aware of the role and responsibilities of the key person toward her/his ‘key’ children

· Ease the transfer of child (and parent) from one group to another, when necessary, with mutual understanding and preparation
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Maternity Leave & Pay Policy and Special Consideration for Employees Policy


The company follows the statutory guidelines -

A pregnant employee has the right to both 26 weeks of ordinary maternity leave as well as 26 weeks additional maternity leave. To qualify for maternity leave, an employee must tell their employer by the end of the 15th week before the expected week of childbirth:
· That she is pregnant 

· The expected week of childbirth, by means of a medical certificate if requested 

· The date she intends to start maternity leave. This can normally be any date which is no earlier than the beginning of the 11th week before the expected week of childbirth up to the birth. It is best to advise the employer as soon as possible

Once notification has been given to the employer they must then write to her, within 28 days of her notification, setting out her return date. The employee must give eight weeks’ notice if she wishes to change the return date.

All pregnant employees are entitled to time off with pay for antenatal care made on the advice of a registered medical practitioner, reasonable notice is required. Except for the first appointment, employees should show the employer, if requested, an appointment card or other documents showing that an appointment has been made.

Statutory maternity pay (SMP) will be payable if the expectant mother has been employed continuously for at least 26 weeks ending with the 15th week before the expected week of childbirth, and has an average weekly earnings at least equal to the lower earnings limit for National Insurance contributions. SMP is payable for 39 weeks; for the first six weeks it is paid at 90 percent of the average weekly earnings. The following 33 weeks will be paid at the SMP rate or 90 per cent of the average weekly earnings whichever is the lower. 

During maternity leave both employee and employer can agree to have up to ten "keep in touch" days, these days can be used for training days or team events or for any form of work and may make it easier for returning to work after maternity leave.

What rights do I have once my additional maternity leave is over?
At the end of additional maternity leave you are entitled to return to your original job or, if this is not reasonably practicable, to a suitable alternative job. If your employer cannot offer suitable alternative work, you may be entitled to redundancy pay. We recognise that certain employees such as young persons, new and expectant mothers and persons with a disability require special consideration under The Management of Health and Safety at Work Regulations 1992 and the Equality Act 2010. The Health and Safety Policy should have regard to such persons both at the commencement of employment and during the course of it. The following procedure is therefore set down to achieve this aim.

Procedure

Any employee requiring special consideration will be assessed by the nursery manager and in conjunction with the individual on induction to the nursery or when their condition or disablement comes to light. 
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Staff Absence Management Procedure

Kids in Bloom encourages all its employees to maximise their attendance at work while recognising that employees will, from time to time, be unable to come to work due to sickness. By implementing this policy, we aim to strike a reasonable balance between the pursuit of its business needs and the genuine needs of employees to take occasional periods of time off work because of sickness. This policy and procedure establishes a framework to support individuals and the organisation in times of sickness absence, and ensures appropriate and consistent advice, assistance and support is offered to employees and, where necessary, action is taken.

Principles

We aim to provide a healthy working environment and demonstrate commitment to health, safety and the welfare of staff in order to maximise attendance. Management is responsible for regularly monitoring and taking appropriate action in connection with sickness and other unplanned absence. 

Exclusion periods for contagious illnesses

Working with children will mean that you are in contact with illnesses which are highly contagious. We take the health of children and staff very seriously therefore if you have any contagious illness you must adhere to the same exclusion periods as children. This will ensure that this illness is not spread any further. The manager will advise you of any exclusion times required (see the infection and control policy). 

Sickness absence reporting procedure

Reporting of sickness absence should be done using the following guidelines. Failure to follow these guidelines could delay any sick pay due to you and could possibly result in disciplinary action.

1. On your first day of absence, you must:

Telephone the nursery before 7.30 am at the latest. Please Note that Texts are not accepted.

You will be expected to give brief details of your illness.

You should telephone and speak to a Senior member of staff only and not leave a message stating your absence but leave a message and then call back to speak to a Senior only.
Staff must also telephone before 3.00 pm the same say to inform the Manager of their situation for the following day.

2. If you are aware that the illness is likely to last for more than the one day you should indicate the length of absence expected. If you have been unable to determine how long the absence will last.

3. On returning to work you must complete a copy of the Kids in Bloom Return to Work Form. This should be signed by nursery management.

4. For absences of more than seven consecutive days, you must provide a ‘fit note’ completed by a qualified medical practitioner for the period of absence.  

5. After returning to work from any sickness absence leave, a ‘return to work’ interview will be undertaken by the employee and their Manager. This will happen in all circumstances, especially:

· Where the absence has exceeded 14 days

· Where the nature of the illness means that duties on return to work may need to be altered, and clarification and/or consultation is required

· Where a member of staff has had two or more absences in 12 weeks.

During the return to work interview the following will be discussed:

· The reason for absence

· Whether adjustments to the role (on a temporary or more permanent basis) are required, and what they are. These might include adjusted work patterns, start and finish times and changes of duties

· Future requirements and expectations, e.g. improved attendance

· The return to work interview should be recorded and signed by both the duty manager and employee and a copy attached to the employee’s file. 

Where an employee’s attendance record gives cause for concern because of the duration or frequency of absence, this should be brought to the attention of the employee through a discussion with the manager.

Throughout any stage of discussions on sickness absence, employees may be accompanied by a work colleague. 

The abuse of sick leave and pay regulations may be classified as misconduct and will be dealt with through the disciplinary procedure.

Frequent and/or persistent short-term sickness absence
Short-term absence may either be for reasons of sickness, e.g. short periods of one or two days occurring frequently.

Absence of this nature can be identified by one of the following indicators and should be classed as trigger:

· Four self-certified spells of absence in one calendar year

· A total of 10 working days or more of self-certified absence in one calendar year

· Patterns of absence over a period, e.g. an individual regularly taking Mondays or Fridays off

· Where an employee’s attendance record is significantly worse than those of comparable employees, or absence problems have gone on for a considerable length of time.

Long-term sick absence
For the purposes of the policy, long-term sick absence is defined by the nursery as absences lasting over one month.

Where absences have lasted over 14 calendar days or more the Manager should contact the member of staff concerned to obtain an initial assessment of the problem and to offer any further help or assistance. 
This informal contact may be maintained with the employee’s agreement until the ‘trigger point’ of one month’s continuous absence.

At this point and where felt appropriate after further assessment of the problem, the manager will arrange a face-to-face meeting or telephone conference between themselves and the member of staff. The meeting should:

· Seek to confirm the reasons and nature of the absence and its likely duration

· Ensure that the member of staff is aware of the nursery’s concern regarding their health and necessary absence from work

· Consider offering alternative duties or a shorter working week if this would enable a quicker return to work subject to medical advice

· Give consideration to any personal problems being encountered and discuss possible ways of helping the individual resolve these

· Advise the member of staff that in their best interests they may be asked to see a registered medical practitioner or occupational health provider appointed by the nursery to enable a medical report to be prepared

· Alternatively, and if appropriate, gain agreement from the member of staff to contact their doctor or specialist in order to establish the likely length of absence and the long-term effect on capability in relation to job performance and attendance at work.

If all other avenues have been investigated, the absence continues or following return to work, the attendance record does not improve; a subsequent meeting should be arranged.  

At this point unless there are reasonable grounds to believe there will be an improvement in the foreseeable future, the manager should inform the member of staff that long-term sick absence due to ill health may put their employment at risk and the possibility of termination by reason of capability might have to be considered taking into account any medical information available.

The position will be reviewed periodically and ultimately it may become necessary from a business perspective to consider termination of employment. In these circumstances, the nursery will:

Review the employee's absence record to assess whether or not it is sufficient to justify dismissal Consult the employee.

· Obtain up-to-date medical advice through Occupational Health

· Advise the employee in writing as soon as it is established that termination of employment has become a possibility

· Meet with the employee to discuss the options and consider the employee's views on continuing employment

· Review if there are any other jobs that the employee could do prior to taking any decision on whether or not to dismiss

· Allow a right of appeal against any decision to dismiss the employee on grounds of long-term ill health and;

· Arrange a further meeting with the employee to determine any appeal

· Following this meeting, inform the employee of its final decision

· Act reasonably towards the employee at all times.

Any decision to terminate employment will be taken by the company, making sure the capability procedure has been exhausted.

Occupational health
The nursery will engage the services of an independent Occupational Health Advisor in situations where expert medical opinion is required, and work with them to identify the best course of action in circumstances of sickness absence. 

Access to medical records

The Access to Medical Records Act 1988 gives individuals the right of access to medical records relating to themselves which have been prepared by a medical practitioner for employment purposes. The Act provides that:

· Employers must gain the consent of employees before requesting reports from medical practitioners

· Employers must inform employees of their rights in respect of medical reports

· The employee has the right of access to the report before the employer sees it, provided appropriate notification is given

· The employer is responsible for notifying the medical practitioner that the employee wishes to have access

· The employee may ask for a report to be amended or may attach a statement to the report

· Having seen the report, the employee may wish to withhold consent to it being supplied.

Where the nursery requests further medical information about the health of staff from an individual’s General Practitioner or Specialist, or its own occupational health provider, the provisions of the Act will be followed.

Throughout any interviews regarding sick absence, staff are entitled to the support of and/or representation by a colleague or union representative.

The nursery reserves the right to request employees to attend a medical advisor (e.g. consultant, GP or Occupational Health Advisor) during their employment, if it is reasonably deemed necessary due to sickness absence, changes in health or the role, where it is necessary to seek expert medical opinion as to whether or not the employee can fulfil their job role.

Sick Pay

Statutory Sick Pay (SSP) will be paid in accordance with Department for Work and Pensions requirements, and no payment will be made for the first three working days in a period of incapacity for work.
Sickness or injury shortly before a period of planned holiday

If an employee is ill or is injured before the start of a period of planned holiday, we will agree to the employee postponing the holiday dates to another mutually agreed time. Any period of sickness absence will then be treated in accordance with the Employer's normal policy on sickness absence.

The employee must produce a letter from his/her doctor confirming that he/she is unfit to take the holiday.

The employee must submit a written request to postpone the planned holiday and this must be accompanied by a letter from his/her doctor confirming that he/she is unfit, or is still likely to be unfit, to take the holiday.

Replacement holiday dates

Where it is agreed that an employee can take replacement holiday leave at a later time, the employee should nominate replacement holiday dates as soon as possible, with the dates being subject to the agreement of the employee's line manager in the usual way.

Employees should endeavour to take any replacement holiday within the same holiday year as the days lost as a result of sickness or injury. In the event that part or all of the holiday is lost due to incapacity towards the end of the nursery’s holiday year and there is insufficient time left during that year for the replacement holiday leave to be taken, the employee will be permitted to carry over the replacement holiday to the next holiday year. However, this leave must be taken as early in the new holiday year as possible.
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Staff Development and Training Policy


Staff are our most valuable resource, as it is only through their commitment and effort that good quality provision can be both established and maintained. We are therefore committed to providing good training and development opportunities for staff so that they are able to perform their roles both efficiently and effectively.

We recognise that regular training and monitoring of professional development is important for all staff. Staff development and training is vital because it allows staff to keep up to date with current thinking and practice about both play and child development issues. Additionally, with well-trained and motivated staff, a setting is better able
 to meet the diverse and complex needs of children within its local community.

We are committed to providing for staff: 

· A full induction process.

· A regular system of appraisals.

· An up to date record of staff qualifications and training. 

This helps to ensure that staff training needs are being met and that staff training and qualifications are meeting the requirements of the setting and the Early Years Foundation Stage Framework. 

Staff Inductions

New members of staff will be issued with a job description and a copy of the setting’s policies and procedures. Staff will also undergo an induction process during the first month of their employment and be assigned a mentor to help them settle in.

As part of the induction, the mentor will discuss and talk through every day practices of the setting. These will include:

· Showing new staff around the premises, pointing out all fire exits, toilets and areas such as the staff room, kitchen and setting office.

· Explaining staff shifts, breaks and all aspects of the day-to-day management and running of the setting.

· Introducing the new member of staff to their colleagues, children and parents/carers where appropriate.

· Pointing out the practical implications of the setting’s policies and practices, including how they relate to the setting’s obligations under the Early Years Foundation Stage Framework and Childcare Register.

· Support to understand their roles and responsibilities.

· Information about emergency evacuation procedures, safeguarding, child protection, the setting’s equality policy and health and safety issues.  

Staff Appraisal and Supervision

The Manager both undergoes and conducts regular staff appraisals.  The main objective of the appraisal and supervision system is to review employees’ performance and potential, to support, coach, train our staff, to provide and offer mutual support, promote teamwork, and to identify suitable and appropriate training and development needs, to support staff to improve their qualification level wherever possible. 

For staff without a relevant qualification, we always support them to obtain a relevant Level 2 and 3 qualifications. 

Appraisals will take the form of annual meetings between staff and the manager. They will be used to identify current knowledge, skills, areas for future development, any concerns and potential training needs and opportunities. 

Supervisions will take the form of regular bi-monthly discussions between staff and the manager, and will be an opportunity for reflecting on recent professional progress, as well as the targets set and issues raised during appraisals. They will foster a culture of mutual support, teamwork and continuous improvement.

Supervision of staff will also provide support and offer training to promote the interests of the children. The process will provide opportunities for staff to:

· Discuss any confidential or sensitive issues – particularly concerning children’s development or well-being;

· Identify solutions to address issues as they arise

· Receive coaching to improve their personal effectiveness

· Identify training needs 

Supervision is a continuous process to ensure that staff needs are both identified and acted upon as they arise. It is the joint responsibility of both the member of staff and the manager to ensure that the Supervision process is on-going, frequent and meaningful and that all actions are followed through.

The manager and staff member will each keep a copy of Staff Supervision Record.

Staff Meetings

There will be monthly staff meetings for problem solving, information sharing and evaluating progress. These are also opportunities for staff to reflect on their work performance and review any difficulties they may be facing.  

Training Opportunities

We will do we can to support staff who are working towards improving their qualifications and training experience. All staff are encouraged to take up training opportunities to expand their professional development and ensure an up to date knowledge of childcare issues.

It is the responsibility of the manager to identify and promote suitable training courses for staff and strongly encourage them to take advantage of these. Support will be given to help staff overcome any barriers to accessing such training. 

Staff are expected to attend training courses as and when requested by their manager. Staff will not suffer financially for any training that they are required to undertake.

Specific training courses in Paediatric First Aid, Food Hygiene, Safeguarding and Child Protection (including Prevent Duty), and Health and Safety are obligatory and staff must always attend such courses as requested. 
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Staff Grievance Procedures


We will maintain a well-motivated, highly skilled and professional staff team; however, occasionally action will be taken to encourage improvement in individual behaviour and performance. The setting will provide a fair, transparent, effective and consistent method of dealing with grievances and disciplinary incidents. Our aim is always to support and encourage staff while promoting good employment relations. 

Grievance Procedure

The grievance procedure is separate from the disciplinary procedure. The grievance procedure is designed to assist in resolving concerns, problems or complaints staff may have relating to their work, working conditions or relationships with colleagues. The setting aims to resolve most grievances informally as there is an open policy for communication and discussion. This enables problems and concerns to be raised and settled with line managers during the course of everyday activities. 

In some cases, careful and thorough investigation is necessary if concerns are to be satisfactorily resolved. Such investigations may reveal matters requiring action under the disciplinary procedure, or that the grievance is not confined to one individual and it is one which other employees wish to pursue as a collective grievance under this procedure. In such cases, it is still necessary to ensure that grievances are resolved.

For this procedure to operate in practice it is important that all staff read the procedure thoroughly and understand its implications in order to use it effectively and fairly.

Procedure

The procedure for dealing with grievances is similar to that of disciplinary matters. Each stage will be dealt with within ten working days of receipt of the written grievance. A written reply will be given at each stage. For stages 2 and 3 staff may be accompanied by a fellow employee, trade union or other representative.

Stage 1
If it is not possible to resolve a grievance informally, the member of staff should formally put the complaint in writing to the line manager stating the nature of the grievance. 

Stage 2
The line manager or their immediate superior (if appropriate) will hold a meeting with the staff involved to discuss the matter and a written reply detailing the decision will be given to him/her/them, subject to normal availability, within ten working days of the meeting. The employee will have the right to appeal against the decision.

Stage 3
If the member of staff feels that the grievance has not been resolved satisfactorily, they may appeal within ten working days of receiving their decision in writing. They should inform their manager in writing of the reason for appeal. The appeal will be dealt with impartially and, if possible, by a manager who has not previously been involved in the case. Staff will then be invited to a second meeting to discuss the appeal. The final decision will be confirmed in writing to the staff concerned to be despatched within ten working days of the appeal meeting. This decision is final.
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Staff Disciplinary Rules and Procedures


This procedure is designed to assist in resolving issues in relation to discipline and to clarify the rights and responsibilities of management, staff and their representatives. The disciplinary procedure will be used primarily to help and encourage staff to improve rather than imposing punishment and applies to all members of staff irrespective of their length of service or status.

This part of the procedure applies to circumstances where there has been failure to achieve the prescribed standards, such as unsatisfactory job performance, absence from work and behaviour towards other staff which is anti-social and likely to cause offence.

The setting has a duty to advise, counsel and train all staff and may give informal counselling for the purpose of improving conduct or performance when employees commit minor infringements of the established standards. These will be documented by the manager as a record of their discussion. However, if counselling proves unsuccessful, formal warnings will be given.

If it is considered that a member of staff’s conduct has fallen below the standards required, the Person in Charge/manager will follow the five step process outlined below.

1. Establish the facts

The incident will be fully investigated and the facts established. Investigations will be non-discriminatory and apply equally to all staff irrespective of gender, marital status, sexual preference, race or disability. Investigations will be conducted by the Person in Charge/manager.

2. Put in writing
If it is decided that there is a disciplinary case, the relevant staff member will be notified with a written explanation of the conduct, and other circumstances that have led to the decision about taking disciplinary action. If it is necessary, the staff member 

may be suspended on full pay or reassigned to alternative duties. 

3. Meet and discuss
The meeting will be held without delay whilst giving the staff reasonable time to prepare their case. Staff may be accompanied at the disciplinary meeting by a work colleague or trade union representative. The Person in Charge/manager will be accompanied by a member of their local authority, Nursery team or independent advisor. 

The manager will explain the complaint against the member of staff and present evidence. The staff will also be allowed to answer all allegations and present evidence. 

4. Management decision 
After hearing all the evidence, the manager will decide whether disciplinary or other action is required. For misconduct or unsatisfactory performance a first written warning may be given. If the staff member’s first misconduct is sufficiently serious, the staff member may be given a final written warning. If the manager considers that the complaint is of a more serious nature, the meeting will be adjourned and the staff member may be suspended on full pay or reassigned to alternative duties, to enable further investigations. Suspensions will be as brief as possible and are not considered a disciplinary action.

5. Appeal
After the meeting the employee will be informed of the decision and if the member of staff feels that the disciplinary action taken against them is wrong, they may appeal in writing within ten working days. The appeal will be dealt with impartially and, if possible, the Person in Charge/manager, or a senior member of staff who was not involved in the original disciplinary action will hear the appeal and impartially adjudicate the case. The staff will then be invited to a second meeting to discuss the appeal. The member of staff has the right to be accompanied at appeal hearings. The final decision will be confirmed in writing to the staff concerned to be despatched within ten working days of the appeal meeting. 

Special cases
If a member of staff is charged or convicted with a criminal offence, this is not normally a reason for disciplinary action. The offence needs to be considered in terms of whether it affects the staff member’s suitability to do the job or their relationship with colleagues and customers. 

Gross Misconduct

In the case of some acts termed gross misconduct, staff will be dismissed for the first offence. In these cases, immediate suspension with pay followed by dismissal will normally result. However, a fair disciplinary process will be followed before dismissing for gross misconduct. The following are examples of serious offences, which are considered as gross misconduct:

· Theft 
· Fraud or deliberate falsification of the setting’s documents
· Being an unfit person under the terms of the Care Standards Act 2000 or the Childcare Act 2006
· Gross negligence that either causes or might cause injury, loss, or damage to persons or property
· Child abuse (for further details refer to the Safeguarding Children policy)
· Indecent conduct

· Deliberately accessing internet sites containing pornographic, offensive or obscene material

· A criminal offence outside employment which renders the employee unsuitable for work and which is unacceptable to other employees

· Inability to fulfil his/her duties because of intoxication by alcohol or drugs

· Failure to attend an interview arranged under the disciplinary procedure without reasonable explanation

· Physical violence towards a colleague, user of the provision or member of the public

· Deliberate damage or misuse to setting property
· Serious infringement of health and safety rules (for further details refer to the Health and Safety policy)
· Persistent bullying
· Racial or sexual harassment and breaches of the Equality & Diversity, and Race Relations legislation

· Any act of misconduct which is sufficiently serious to destroy the mutual trust and confidence between the setting and the employee concerned.

In the case of gross misconduct the police will be notified. If the police are involved in an investigation, then the suspension deadline will be extended.

While the alleged incident of gross misconduct is being investigated, the individual concerned is likely to be suspended, during which time normal pay levels will prevail. Such suspension is not to be regarded as a form of disciplinary action and will be for as short a period as possible. Any decision to dismiss will be taken only after a full investigation. 
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Staffing Policy


We always place children’s welfare, care and development at the centre of all staffing matters, and in accordance with the Revised Early Years Foundation Stage (2014), we understand that we have a duty to ensure that our staff are suitable to look after children and are able to fulfil the requirements of their roles.  

We do this by ensuring that:

• Our staff team meet every month. Staff can discuss any concerns or issues they may have in their day to day work, they can both offer and receive good peer support. The Manager encourages staff to contribute to the development, implementation and quality of the programme of activities which we provide for our children.

• Our staff will conduct themselves in a professional, helpful, flexible, warm and consistent manner at all times.

• Our staff will display knowledge and understanding of multi-cultural issues and a commitment to treating all adults and children as individuals, with equal concern and respect.

• Our staff will have regard for maintaining appropriate dress and personal appearance for working with children and an awareness of health and safety issues.

Qualifications, Experience and Safety Checks

We have effective systems in place to ensure that our staff, and any other person (over the age of 16), likely to have contact with our children, are suitable to do so. This includes ensuring that:

The Manager and Deputy Manager will be suitably qualified and capable, as stated in the EYFS welfare requirements. They will have at least an NVQ Level 3 qualification appropriate to the post, along with at least 2 years’ experience of working in a Daycare setting. 

They have relevant experience and have undergone enhanced Criminal Records Bureau/Disclosure & Barring Service checks. We will not employ staff or trainees who have been convicted of an offence/have been the subject of an order, which disqualifies them from registration under schedule 9A of the Children’s Act 1989. Disclosure & Barring Service checks are updated every 3 years.

We also understand that it is our responsibility to ensure that staff have sufficient understanding and use of English to ensure the well-being of children in their care.

Safeguarding Vulnerable Groups Act 2006

Our staff understand that they are expected to disclose any convictions, cautions, court orders, reprimands and warning which may affect their suitability to work with children (they understand that they must disclose this information whether they were received before or during their employment with us).

If we become aware of any relevant information which may lead to the disqualification of an employee, we will take appropriate action to ensure the safety of our children at all times. In the event of a disqualification of a person employed at our Setting, we understand that we must not continue to employ that person, as per the Statutory Framework for the Early Years Foundation Stage (2012).

If requested to do so, we understand that we must give Ofsted the following information, when relevant:

· Details of any order, determination, conviction, or other ground for disqualification from registration under regulations made under section 75 of the Childcare Act 2006;

· The date of the order, determination or conviction, or the date when the other ground for disqualification arose;

· The body of the court which made the order, determination or conviction, and the sentence (if any) imposed; and

· A certified copy of the relevant order.

We will provide this information to Ofsted as soon as possible, but at the latest within 14 days of the date we become aware of the information or to have reasonably become aware of it upon making reasonable enquiries.

No person who has not received an Enhanced Criminal Records Bureau/Disclosure & Barring Service check, i.e. a member of staff awaiting clearance, will be left alone or unsupervised with a child.

All of this information will be recorded (including the DBS disclosure, reference number, the date of disclosure and details of who obtained it).

Staff Induction

We will ensure that all staff receive induction training to help them understand their roles and responsibilities. Our Induction training includes information about:

· Emergency Evacuation Procedures

· Safeguarding

· Child Protection

· Our Equality Policy

· Health & Safety Issues

Staff Supervision

We have out appropriate arrangements in place for the regular Supervision of our staff who have contact with children and families.

Effective supervision provides support, coaching and training for Staff and promotes the interests of children. Our Supervision arrangements foster a culture of mutual support, teamwork and continuous improvement which encourages the confidential discussion of sensitive issues.

Our Supervision arrangements p provides opportunities for staff to:

· Discuss any issues – particularly concerning children’s development or well-being;

· Identify solutions to address issues as they arise; and

· Receive coaching to improve personal effectiveness.

· Identify any training needs and secure opportunities for Continued Professional Development.

We will support our staff to improve their qualification levels where possible. For staff without a relevant qualification, we will consider supporting them to obtain a relevant Level 2 qualification.

Standards of Behaviour

Under no circumstances should any arguments or disagreements between members of staff occur in the presence of children or parents/carers.

No smoking, alcohol or drug use is allowed on our premises.

All our staff will treat everyone respectfully at all times and inappropriate behaviour may lead to disciplinary action. 

Staff to Children Ratios

We are conscious of the importance of maintaining adequate staff to child ratios, ensuring that children are cared for safely and given enough attention and support. We will inform parents/carers about staff deployment and, when relevant and practical, aim to involve them in these decisions.  

We understand that the ratio and qualification requirements apply only to those staff working directly with our children.

Only those aged 17 or over may be included in ratios (and staff under 17 should be supervised at all times)  

Children will always be within sight and hearing of staff and certainly always within sight or hearing.

In all cases the minimum staffing ratio for children, as per the Revised Statutory Framework for the Early Years Foundation Stage (2012) are as follows:

0 - 2 years = 1:3 with the following conditions:

· At least one member of staff must hold a full and relevant Level 3 and must be suitably experienced to work with children under 2

· At least half of all other staff must hold a full and relevant Level 2

· At least half of all staff must have received training that specifically addresses the care of babies

· In our Under 2’s room, we will ensure that the member of staff in charge of that room must, in our judgements, have suitable experience of working with under 2’s.

2-3 years = 1:4 with the following conditions:

· At least one member of staff must hold a full and relevant Level 3 qualification

· At least half of all other staff must hold a full and relevant Level 2.

3 and over = 1:8 with the following conditions:

· At least one member of staff must hold a full and relevant Level 3 qualification

· At least half of all other staff must hold a full and relevant Level 2.

The Manager will ensure that there are always at least 2 members of staff on duty on the premises at any given time.

The Manager will ensure that suitable and sufficient contingency plans are in place to cover emergencies, unexpected staff absences, staff breaks, holidays and sickness.

Confidentiality

All Staff have the right to privacy, as do children and their parents/carers. Personal details should not be discussed except in exceptional circumstances. Staff will not talk about individual incidents or the behaviour of children in front of parents/carers and other children.

Under no circumstances will staff provide any information about children to any branch of the media. All media enquires must be passed directly to the Manager/deputy.
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Students and Volunteers Policy


We believe that a placement for a student or volunteer at our setting is a valuable opportunity to build experience while learning about working within a childcare setting. Equally, we appreciate the positive contribution that such committed and enthusiastic people can bring to our setting. 

The manager is responsible for ensuring that all students and volunteers working at the setting are suitable and that they will not detrimentally affect the service provided for children and their parents/carers. We will support 2 students at a time as more than this amount could cause undue stress on our staff. The manager has overall responsibility for supervising and supporting students and volunteers while they are at the setting. 

All students and volunteers must be 16 years old or over, submit two character referees, and have up to date Enhanced DBS checks before they begin their placement at the setting.

The manager will enter into a formal written agreement with students and volunteers at the start of the placement. The manager will ensure they understand the term ‘confidentiality’ and the implications if confidentiality is breached. They will agree hours of work, dress code and expected behaviour within the setting. This agreement will also detail what the student or volunteer can expect from the setting. Students and volunteers must read, understand and sign the conditions of work before accepting or making a commitment to voluntary work.

The manager will ensure that students and volunteers undertake the full induction process given to permanent staff, as set out in the setting’s ‘Staffing’ policy. This includes a detailed explanation of their role within the setting. 

Students will be encouraged to discuss their individual learning needs with the manager and how they will be met when they start and at regular intervals during their placement. 

Students who are required to conduct child studies beyond the setting’s normal activities (ie. conducting a survey or a group-based activity) as part of their course will need to obtain appropriate written consent from the parents/carers of the children concerned. 

Students and volunteers will be allocated a member of staff who will have day to day responsibility for them and their needs while at the setting. Students and volunteers are expected to have a professional manner at all times, and work to our policies and procedures.

While on placement with us, students and volunteers will be allowed and expected, to participate in all aspects of work at the setting, unless otherwise instructed by the Manager. 
However, Students will not be permitted or expected to take children to the Toilet unaccompanied. As part of their initial induction training, they will be accompanied and supported by a qualified member of staff to participate in 3 Nappy changes and toileting episodes, but thereafter, will act to support colleagues within the Rooms and never take children to the bathroom unsupervised for the duration of their training. 

Students and volunteers will attend staff meetings and be encouraged to contribute ideas and share opinions. Regular supervision and appraisal sessions with the manager and the designated member of staff will be established as a means of monitoring progress.

Students and volunteers on placement will not be included in the staff to children ratio. However, students on long term placements and volunteers (aged 17 and over only) may be included if the manager is satisfied that they are competent and responsible. 

Under 17s can also do work experience i.e. Duke of Edinburgh etc. as long as they are supervised at all times and supported as minors.
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Uniform Policy


Kids in Bloom Staff must be smart, clean and presentable with good personal hygiene and appearance at all times and must wear their Kids in Bloom uniform at all times. 
Kids in Bloom will provide you with 2 tops and 1 jacket at the company’s expense. You are required to maintain them in good condition. Kids in Bloom reserves the right to deduct the costs of any uniform that needs replacing or repairing from your wages.

You are required to return your uniform should you leave, or be asked to leave, Kids in Bloom for any reason. The company retains the right to deduct the cost of the uniform from your final wage.  

Our Uniform consists of :  


· 1 pair of smart, clean Black Trousers 
· 1 x Royal Blue Round Neck T Shirt
· Black sensible, non-slip shoes must be worn at all times. 
· No trainers or similar footwear is allowed)
· Royal blue Kids in Bloom fleece (optional
· Kids in Bloom Shell Coat (optional) 

You should be presentable and clean to parents at all times and you hair should be washed and clean and tied back neatly in a smart ponytail (not a messy bun) and pinned back away from the face and any long fringes need to be securely clipped back and not tucked behind your ears. 

Minimum jewellery is permitted (eg, wedding or engagement rings) however this should consist of flat rings (ie. Any stones must be small enough not to pose a risk to the children, eg. Scratch them) and stud earnings only. 
No long nails or long nail extensions can be worn.
All Facial piercings should be removed.

Uniform & Florescent waistcoat should also be worn by staff when on school runs, holiday club, trips and training courses.  

I have read and understood the above Policy and agree to abide by it and that failure to do so may result in Disciplinary Action being taken against you.

Signed by: (Practitioner) ______________________________ Date: ________________
Signed by: (Room Senior) ___________________________ Date: __________________
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Whistle Blowing Policy & Confidential Reporting Policy
Liverpool settings only 

Employees are often the first to realise that there may be something seriously wrong within the Setting. However, they may not express their concerns because they feel that speaking up would be disloyal to their colleagues or to the Setting. They may also fear harassment or victimisation. In these circumstances, it may be easier to ignore the concern rather than report what may just be suspicion of malpractice.

Here at Kids in Bloom Day Nursery we are committed to the highest possible standards of openness, probity and accountability. In line with that commitment we encourage employees and others with serious concerns about any aspect of our work to come forward and voice those concerns. It is recognised that certain cases will have to proceed on a confidential basis. This policy makes it clear that employees can do something without fear of reprisals.

This Policy is intended to encourage and enable employees to raise serious concerns within the Setting rather than overlooking a problem or blowing the whistle outside.

Aims and scope of this Policy

This Policy aims to:

· Provide avenues for you to raise concerns and receive feedback on any action taken;

· Allow you to take the matter further if you are dissatisfied with our response; 

· Reassure you that you will be protected from reprisals or victimisation for Whistleblowing in good faith.

There are existing procedures in place to enable you to lodge a grievance relating to your own employment. This Whistleblowing Policy is intended to cover concerns that fall outside the scope of other procedures.

That concern may be about something that:

· Is unlawful; or

· Is against Financial Regulations or policies; or 

· Falls below Ofsted standards or practice; or

· Amounts to improper conduct.

Kids in Bloom  trained Designated Safeguarding Leads are: 
In the absence of a Designated Safeguarding Lead or if the reporting is about a particular Designated Safeguarding Lead you must report to another Designated Safeguarding Lead immediately. Please also refer to our Safeguarding & Child Protection Policy.
Employees and all users of Kids in Bloom must acknowledge their individual responsibilities to bring matters of concern to the attention of a DSL (named people as above). Although this can be difficult this is particularly important where the welfare of children may be at risk.

Whilst we expect all our colleagues, both internal and external, to be professional at all times and hold the welfare and safety of every child as their paramount objective, there may be occasions where this may not be happening.  It is vital that all team members talk through any concerns they may have with their manager at the earliest opportunity to enable any problems to be ironed out as soon as they arise. 

You may be the first to recognise that something is wrong but may not feel able to express your concerns out of a feeling that this would be disloyal to colleagues or you may fear harassment or victimisation. These feelings, however natural, must never result in a child or young person continuing to be unnecessarily at risk. Remember it is often the most vulnerable children or young people who are targeted. These children need someone like you to safeguard their welfare - Don’t think what if I’m wrong – think what if I’m right.

Reasons for confidential reporting

· Each individual has a responsibility for raising concerns about unacceptable practice or behaviour

· To prevent the problem worsening or widening

· To protect or reduce risks to others

· To prevent becoming implicated yourself

What stops people from reporting

· Starting a chain of event which spirals

· Disrupting the work or project

· Fear of getting it wrong

· Fear of repercussions or damaging careers

· Fear of not being believed

What happens next?

· You should be given information on the nature and progress of any enquires

· Your line manager has a responsibility to protect you from harassment or victimisation

· No action will be taken against you if the concern proves to be unfounded and was raised in good faith

· Malicious allegations may be considered a disciplinary offence

Disclosure procedure

If, in the course of your employment, you become aware of information which you reasonably believe tends to show one or more of the following, you MUST use Kids in Bloom’s disclosure procedure set out below: 

· That a criminal offence has been committed or is being committed or is likely to be committed

· That a person has failed, is failing or is likely to fail to comply with any legal obligation to which they are subject (e.g. the Early Years Foundation Stage Statutory Framework).

· That a miscarriage of justice that has occurred, is occurring, or is likely to occur.

· That the health or safety of any individual has been, is being, or is likely to be, endangered

· That the environment, has been, is being, or is likely to be, damaged.

· That information tending to show any of the above, is being, or is likely to be, deliberately concealed.

· If this information relates to safeguarding then Kids in Bloom’s safeguarding policy should be followed, with particular reference to the staff and volunteering section.

· Where you reasonably believe one or more of the above circumstances listed above has occurred you should promptly disclose this to your designated safeguarding officer (see named people above) so that any appropriate action can be taken. If it is inappropriate to make such a disclosure to your designated safeguarding officer (i.e. because it relates to your designated safeguarding officer) you should speak to the deputy safeguarding officer (named above).
· Employees will suffer no detriment of any sort for making such a disclosure in accordance with this procedure.  For further guidance in the use of the disclosure procedure, employees should speak in confidence to the Manager/Safeguarding and Child Protection Officer.

· Any disclosure or concerns raised will be treated seriously and will be dealt with in a consistent and confidential manner and will be followed through in a detailed and thorough manner.
· Any employee who is involved in victimising employees who make a disclosure, takes any action to deter employees from disclosing information or makes malicious allegations or disclosures in bad faith will be subject to potential disciplinary action which may result in dismissal

· Failure to report serious matters can also be investigated and potentially lead to disciplinary action which may result in dismissal

· Any management employee who inappropriately deals with a whistle blowing issue (e.g. failing to react appropriately by not taking action in a timely manner or disclosing confidential information) may be deemed to have engaged in gross misconduct which could lead to dismissal.

It is recognised that confidential reporting (whistle blowing) can be difficult and stressful. Advice and support is available from your manager and/or designated safeguarding officer in Kids in Bloom and OFSTED.

How to raise a concern

As a first step, you should raise the concerns with the Manager. This depends on the seriousness and sensitivity of the issues involved and who is thought to be involved in the malpractice. For example, if you believe the Manager is involved, you should approach:

Ofsted’s Confidential Whistle Blower Helpline: 03001233155 (Monday-Friday 8.00am-6.00pm.

Or, you can e-mail them on: 
whistleblowing@ofsted.gov.uk
Or, you can write to them:

WBHL






Ofsted






Piccadilly Gate






Store Street






Manchester






M1 2WD

Concerns are better raised in writing. You should set out the background and history of the concern, giving names, dates and places, and the reason why you are particularly concerned about the situation. If you do not feel able to put your concern in writing, you can telephone or ask for a meeting.

The earlier you express the concern, the easier it is to take action. Although you are not 
expected to prove the truth of an allegation, you will need to demonstrate that there are 
sufficient grounds for your concern.

You may invite your Trade Union or Professional Association to raise a matter on your behalf.

If you have any concerns or need further advice or support you can speak to: Stella Arends
If your concerns relate to one of the above named you can speak to Lee and Carrie Johnson (Owners) and/or contact OFSTED and the Safeguarding team on the numbers below:

Contact Telephone Numbers

· Merseyside Police






T: 0151 709 6010
· Monday-Friday, 9am-5pm
· Child Protection Unit






T: 0151 777 6539


Liverpool Local Authority Designated Officer (LADO)




· Mark Goddard, LADO & Risk Manager: 



T: 0771 670 2034 
· Pauline Trubshaw, Deputy LADO: 




T: 0784 172 7309 

All referrals should be sent by email to the LADO at  


lado@liverpool.gov.uk 

LADO referrals should no longer be sent to Careline.
Form to make a referral to LADO: 





LADO Referral Form 
Liverpool Safeguarding Children Board:




T: 0151 233 3700

Email:
www.liverpoolscp.org.uk
How Kids in Bloom Day Nursery will respond:

The action we take will depend on the nature of the concern and may:

· Be investigated internally

· Be referred to the Police

· Be referred to Ofsted

Be the subject of an independent inquiry

In order to protect individuals and Kids in Bloom Day Nursery, initial enquires will be made to decide whether an investigation is appropriate and, if so, what form it should take. Concerns or allegations which fall within the scope of specific procedures will normally be referred for consideration under those procedures. 

Some concerns may be resolved by agreed action without the need for investigation. 

Within 10 working days of a concern being received, the Manager will write to you: 

· Acknowledging that the concern has been received;

· Indicating how it proposes to deal with the matter;

· Giving an estimate of how long it will take to provide a final response;

· Telling you whether any initial enquiries have been made;

· And telling you whether further investigations will take place, and if not, why not.

The amount of contact between the manager and you will depend on the nature of the matters raised potential difficulties involved and the clarity of the information provided. If necessary, further information will be sought from you.

When any meeting is arranged, you have the right, if you so wish, to be accompanied by a Trade Union or professional association representative who is not involved in the area of work to which the concern relates.

We will take steps to minimise any difficulties which you may experience as a result of raising a concern. For instance if you are required to give evidence in criminal or disciplinary proceedings, we will advise you about the procedure. We accept that you need to be assured that the matter has been properly addressed. Thus, subject to legal constraints, you will receive information about the outcomes of any investigations. 

How the matter can be taken further 

We hope you will be satisfied. If you are not, you are always entitled to take the matter up with Ofsted. In addition, if you feel it is right to take the matter outside the Setting, the following are possible contact points.
· Ofsted – 0300 123 1231
· Your solicitor

· The police – 0151 709 6010
If you do take the matter out of the Setting, please ensure that you do not disclose confidential information or that disclosure would be privileged. 

The responsible person

The Manager has overall responsibility for the maintenance and operation of this policy. The Manager maintains a record of concerns raised and the outcomes (but in a form which does not endanger your confidentiality) and will report as necessary to Ofsted. 
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Accident, First Aid and Sickness Policy

 
We are committed to the health and safety of all children and staff who learn, play and work here. We fully understand that it is our joint responsibility with you to promote the good health of all children attending our Nursery. We will take necessary steps to prevent the spread of infection, and take appropriate action if children are ill, as outlined in the Department for Education’s Statutory Framework for the Early Years Foundation Stage.
This is a very brief overview of the sickness policy at the nursery. It is widely recognised that Nursery is not the right place for a child who is unwell. When sending your child to Nursery, please consider whether they can cope with our Nursery day. Remember one-to-one care is not always possible in Nursery.
We have this procedure in place, which we can share with parents when responding to children who are ill or infectious. We take all necessary steps to prevent the spread of infection and always take appropriate action when children become ill. 

1.1
First Aid and Accidents

Accidents can be very distressing for anyone involved so at Kids in Bloom we ensure that we follow this policy and procedure to ensure everyone is supported and cared for.
Recording accidents/incidents at kids in Bloom 

· Parents must inform Nursery of any injuries/marks etc that are sustained at home – however insignificant they may deem them to be. These are called “Accidents/Incidents on Arrival”. An Accident/Incident on Arrival Form must have all details from the accident/incident, and be written by the parent. The form must be signed by both the parent reporting the accident/incident, and the member of staff seeing the child into Nursery. This is to help us support parents and also to be clear about whether medical professionals have been contacted to ensure the safety of each child (eg. a head injury, a fall etc).

· If there is an Accident/Incident in Nursery, the person responsible for recording and reporting accidents or incidents is the member of staff who witnesses the accident/incident. They must record it on the Accident Form and report it to the Nursery Manager and the Accident Auditor. (The Accident Auditor is a member of staff who oversees and logs all accidents across Nursery and feeds this back to the Nursery Manager to enable us to act eg. Remove a piece of equipment, as necessary).

· The form is completed as soon as the accident is dealt with, whilst the details are still clearly remembered. Parents must be shown the Accident Form and asked to sign it as soon as they collect their child on the day the accident happened, if possible. 

· Accident forms will be kept in each child’s individual file in the Nursery Office and audited Monthly to see if there are any patterns e.g., one child having a repeated number of accidents, a particular area in the nursery or a particular time of the day when accidents happen. Any patterns will be investigated by the Nursery Manager. 

· The Nursery Manager will report serious accidents (as defined by Ofsted) to the Registered person for investigation, for further action to be taken if necessary (i.e., report under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR).

· The Accident Form will be kept for at least 21 years and 3 months as defined by GDPR legislation.

· Where medical attention is required, a Senior member of staff will notify the parent(s) as soon as possible whilst caring for the child appropriately. 

· The Nursery Manager will report any accidents of a serious nature to Ofsted as required in the EYFS Statutory Requirements. 

1.2
Transporting children to hospital procedure
· If the illness or injury is severe, we will call an ambulance immediately, (only if deemed absolutely necessary, and with the parents’ permission, will we use a staff members own vehicle to transport the child to hospital).

· We will also immediately contact the parent and arrange to meet them at the nursery or hospital, whichever is quicker.

· A Senior member of staff must accompany the child, collecting Registration forms, relevant medication sheets, medication, their water bottle and the child’s comforter. All members of the management team must also be informed immediately.

· Staff must always remain calm. Children who witness an incident may well be affected by it and may need lots of cuddles and reassurance.

· As required, the Manager will inform the insurance company in writing.
1.3
Head Injuries

· We always call parents/carers to inform of a head bump or head injury, even for the most minor bumps so that they are aware to look out for any signs or symptoms once the child has left our care. We will always complete an Accident and Head injury form and will follow the instructions on these forms when completing them. Children who have had a more serious head injury will wear a red band around their wrist so that all staff know a head injury has occurred.

1.4
First Aid

· First Aid Boxes are located in each of the children’s rooms, the Office, the Kitchen and on our Minibuses. 
· This training is updated every 3 years to ensure this remains current. When children are taken on an outing away from our nursery, we always ensure they are accompanied by at least two members of staff who are trained in First Aid and always take a First Aid kit. 

· All first aid trained staff are listed on our Weekly Staff Rota and all First Aid Boxes are checked and replenished, as necessary each month.
1.5
Personal protective equipment (PPE)

We provide staff with appropriate PPE across the Nursery. Staff must wear PPE to protect themselves and the children during care tasks that involve contact with bodily fluids. If they fail to do so, this may result in disciplinary action being taken. 

PPE is also provided for the handling of chemicals and other tasks. 

This is chosen according to need and will be regularly reviewed to ensure it is suitable and effective. Staff are consulted when choosing PPE to ensure all allergies and individual needs are supported. When dealing with medication of any kind, strict guidelines should be followed.

· 1.6
The procedure for administering medication at Kids in Bloom is as follows:
At Kids in Bloom, we promote the good health of children attending nursery, in line with the EYFS safeguarding and welfare requirements, and take necessary steps to prevent the spread of infection. If a child requires medicine whilst at the nursery setting, we will obtain information and ensure this information is kept up to date. 

We follow strict guidelines and procedures when dealing with medication of any kind in the nursery and these are set out below:

1.7
Medication prescribed by a doctor, dentist, nurse or pharmacist

(Medicines containing aspirin will only be given if prescribed by a doctor).

· Prescription medicine will only be given for the dosage stated to the person named on the bottle/container.

· Medicines must be in their original containers when presented to the setting with the Pharmacy label, written in English, on it.

· Staff members will never administer the first dose of antibiotics to a child. Our policy, therefore, is to exclude children on antibiotics for the first 24 hours of the course to ensure no allergic reaction occurs. Upon returning to Nursery, parents are asked to complete and sign the Medicine Form and state the last time the child was given a dose of antibiotics and the time the next dose should be given.

· Those with parental responsibility must give prior written permission for the administration of each and every medication required for each child. However, we will accept written permission once for a whole course of medication or for the ongoing use of a particular medication under the following circumstances:

1. Written permission is only acceptable for the originally recorded brand name of medication and cannot be used for similar types of medication.

2. The dosage on the medicine form is the only dosage that will be administered by us, and this dosage must match the Prescription label. We will not give a different dose unless a new form is completed by the carer holding parental responsibility and this new dose must be stated on the prescription label.

3. Parents must notify us IMMEDIATELY on arrival of when medicine of any kind has been given to the child at home and when we need to administer the next dose at Nursery, along with any side effects that they may have experienced, rashes, loose soils, vomiting etc. 

· We can only administer medication for the length of time stated on the bottle; staff will not administer medication beyond this timescale.

· It is also the duty of staff to ask parents/carers when the child last received medication before arriving at nursery (if this was within 4 hours of arriving at Nursery, then we are unable to admit the child until the 4 hours has elapsed). Similarly, when the child is collected, parents/carers must be given precise details of the times and dosage given throughout the day. The parent’s signature must be obtained at both times.  This is a legal requirement.
· At the time medicine is required, only a senior member of staff may administer the medicine, it will be offered in a manner appropriate to the development of the child. This process will be observed by another member of staff, with the correct dosage given, at the prescribed time and in the prescribed form. 

· If a child refuses to take medicine, staff will make every attempt to encourage them but cannot force them. In this instance the parent will be contacted immediately to inform them.

· Medicines will be stored in the Explorers Room medicine cupboard or Explorers Room fridge for safe storage, out of reach of any children, with the child’s details and the date prescribed clearly labelled. 
· Medication of any kind can never be left in children’s bags at Kids in Bloom. 

· Where the administration of prescription medicine requires technical/medical knowledge, individual training will be provided for staff from a qualified health professional. The training will be specific to the individual child. Staff must also be familiar with the administration of relevant medication (e.g., Nebulisers and inhalers for asthma, EpiPens, injections etc). Parents/carers will be asked to show staff how to use them and so reduce the stress to adult and child.

1.8
Non-prescription medication (these will not usually be administered)
· If the nursery feels the child would benefit from medical attention rather than non-prescription medication, we will discuss this with the parent/carer and we reserve the right to refuse nursery care until the child is seen by a medical practitioner.

· Any non-prescription medication containing aspirin will not be administered by the Nursery. The nursery will only administer non-prescription medication for a short time only. Following this time medical attention should be sought.

· If a child needs liquid paracetamol or similar medication during their time at nursery, this will be treated as prescription medication and the same procedures will be followed. 

· This medication can only be given if a child has a raised or high temperature of 38C or over, as defined by NHS guidelines, and never just to get them through the day. The onus of responsibility is always on the parent/carer. 

· In their Registration Pack, parents will be asked to give consent for their child to be given a specific type of liquid paracetamol or antihistamine in particular circumstances such as a sudden increase in the child’s temperature or a wasp sting. The page will also include a signed statement to state that a specific type of medication may be administered in an emergency if the nursery CANNOT contact the parent/carer and written consent has been given previously. 

· An emergency nursery supply of fever relief (anything above 38C as defined by the NHS is classed as a fever) and antihistamines (e.g., Piriton for children aged over 1 year) will be stored safely on site. 

· This stock will be checked at regular intervals by a Manager or colleague who is a trained first aider to make sure that it complies with any instructions for storage and is still in date.

· If a child does require emergency medication for which prior consent has been given, we will make every attempt to contact the child’s parents/carers prior to administering the medicine. So, if a child develops a fever whilst at Nursery, we will contact their parents to seek permission to administer fever relief (eg. Calpol) and ask them to collect as soon as possible.

· We will then administer the dose stated on the bottle and monitor the child until parents arrive to collect their child.  

· Where parents cannot be contacted then the Nursery Manager or another Senior Manager will take the decision as to whether the child is safe to have this medication based on several factors including:

1. Whether the parent stated that the child had had medicine prior to arrival at Nursery. If the answer is no, (parents are asked every morning whether their child has had medicine before arriving at Nursery), then we will give the child the medicine. The onus of responsibility to tell us about any medication the child has had prior to arrival at nursery is always on the parent/carer.

· Giving non-prescription medication is a last resort and the Team will use other methods first to try and alleviate the symptoms. As previously stated, the child will be closely monitored until they can be collected from Nursery.

· For any non-prescription cream for skin conditions, prior written permission must be obtained from the parent and the onus is on the parent to provide the cream which should be clearly labelled with the child’s name and stored appropriately. 

· Remember, we DO NOT and cannot administer any medication unless prior written consent is given for each and every medicine.

· Our policy is to exclude children on antibiotics for the first 24 hours of the course, if our records state that they have never had that medicine before, in case of an allergic reaction.

If there is any change in the type of medication – whether regarding dosage or other changes to the information given on the Medication Form – a new form must be completed.

Please remember if your child has had Calpol then they cannot attend Nursery until 4 hours has elapsed from the time they were given Calpol. They will of course be monitored all day to ensure they are well.

Diarrhea and Vomiting

Diarrhea and vomiting are common in adults, children, and babies. You can have them together or on their own. They are usually caused by a stomach bug and should pass in a few days. You can usually treat yourself or your child at home. The most important thing is to have plenty of fluids to avoid dehydration.
Do

· Keep your child at home to help them get plenty of rest

· Give your child lots of fluids, such as water and diluted juice – taking small sips only.

· Carry on giving breast or bottle feeds to your baby – if they are being sick, try giving small feeds more often than usual.

· For babies on formula or solid foods, give small sips of water between feeds

· Let your child eat when able to – you do not need to have or avoid any specific foods.

· Give your child liquid paracetamol if they are in discomfort – always check the leaflet beforehand, however.

Don't

· Give your child fruit juice or fizzy drinks – they can make diarrhea worse

· Make baby formula weaker – use it at its usual strength

· Give young children medicine to stop diarrhea

· Give aspirin to children under 16

How long does diarrhea and vomiting last in adults and children:

· diarrhea usually lasts 5 to 7 days

· vomiting usually lasts 1 to 2 days

Important - Diarrhea and vomiting can spread very easily - If you or your child has a stomach bug, you and they are infectious to others. You are most infectious from when the symptoms start until 48 hours after they've passed. The NHS advises that you stay off nursery or work until the symptoms have stopped.

To avoid spreading an infection:

Do

· wash your hands with soap and water frequently

· wash dirty clothing and bedding separately on a hot wash

· clean toilet seats, flush handles, taps, surfaces, and door handles every day

Don't

· prepare food for other people

· share towels, face cloths, cutlery, or utensils

· use a swimming pool until 2 weeks after the symptoms stop

Media last reviewed: 30/03/2017

Next review due: 30/03/2020

A pharmacist can help if:

· your baby is under 12 months old and has diarrhea or vomiting

· you or your child (over 12 months old) have signs of dehydration – such as dark, smelly urine or urinating less than usual

· your child has more than 5 bouts of diarrhea or vomits more than 3 times in 24 hours

They may recommend:

· oral rehydration sachets that you mix with water and drink

See a GP if you:

· keep vomiting and are unable to keep fluid down

· are still dehydrated despite using oral rehydration sachets

· have bloody diarrhea or bleeding from your bottom

· have green or yellow vomit

· have diarrhea for more than 7 days or vomiting for more than 2 days

Take your child to the GP if they:

· are under 12 months old and have signs of dehydration – such as fewer wet nappies

· are under 3 months old and have a temperature of 38C or higher

· are 3 to 6 months old and have a temperature of 39C or higher

· keep vomiting and are unable to keep fluid down

· have diarrhea for more than 7 days or vomiting for more than 2 days

Check with the GP before going in. They may suggest a phone appointment. Call 111 for advice if you cannot get an appointment.

Take your child to the GP urgently if they:

· still have signs of dehydration despite using oral rehydration sachets 

· have green or yellow vomit

· have blood in their poo or bleeding from their bottom

Go to A&E if you cannot get hold of your GP.

Call 999 or go to A&E if you or your child:

· are vomiting blood or have vomit that looks like ground coffee

· have a stiff neck and pain when looking at bright lights

· have a sudden, severe headache or stomach ache

· may have swallowed something poisonous.

· [image: image46]Severe pain: 

· always there and so bad it’s hard to think or talk

· you can’t sleep

· it’s very hard to move, get out of bed, go to the bathroom, wash or dress

· [image: image47]Moderate pain: 

· always there

· makes it hard to concentrate or sleep

· you can manage to get up, wash or dress

· [image: image48]Mild pain: 

· comes and goes

· is annoying but doesn’t stop you doing things like going to work

Causes of diarrhea and vomiting

You probably won't know exactly what the cause is, but the main causes of diarrhea and vomiting are treated in the same way.

They are usually due to:

· a stomach bug (gastroenteritis)

· norovirus – also called the "vomiting bug"

· food poisoning
As stated above in the guidance from the NHS, it is IMPERATIVE that children DO NOT return to nursery until 48hrs after the last episode of vomiting or diarrhea. At Kids in Bloom, if a child has 3 loose nappies, then we will call you to collect your child. 

If we discover that there is a vomiting or diarrhea bug in the Nursery, we will inform you immediately. 

If parents do not comply with this policy, unfortunately Non-Compliance Procedures may commence, involving a verbal discussion, a first and final written warning and, finally, a notice of termination of the child’s placement at the Nursery. This is because small children are particularly vulnerable to these types of contagious bugs. They can quickly become very ill or re-infected shortly after recovering from a bout of illness if they encounter the disease again. In addition, the ability of the nursery to function would be severely compromised if several of our staff are also affected.

1.10
Injections, pessaries, suppositories

We will not administer injections, pessaries and suppositories without appropriate medical training for every member of staff caring for the child requiring the medication. The training will be specific for each individual child. The nursery will work with parents and other professionals to arrange for appropriate health officials to train staff in administering the medication and do all it can to make any reasonable adjustments necessary.

1.11
Staff medication
All nursery staff have a responsibility to be fit to work and care for the children attending the setting. If any member of the team is infectious or too unwell to meet the children’s needs, they must not attend work. This includes circumstances where any medication prescribed to the staff member affects their ability to care for children. If any staff member believes that their condition, including any condition caused by taking medication, is affecting their ability they must inform their Room Leader and seek medical advice immediately. The nursery manager will complete a risk assessment and decide to ascertain if the staff member is fit to work. 

This procedure may also be required in circumstances where other staff members notice changes in behaviour that may suggest a person may be under the influence of medication. This decision will include any medical advice obtained by the individual or from an occupational health assessment.   

Where staff may occasionally or regularly need medication, this must be kept in the medicine cupboard in Explorers.  
This will be easily accessible in cases where staff may need access to the medication such as an asthma inhaler. In all cases the medication must be stored out of reach of the children. It should be labelled with the name of the member of staff and must not be kept in the first aid box.

1.12
Storage

All medication for children must have the child’s name clearly written on the original container. Emergency medication must also be out of reach of children but will be within easy reach of staff in case of an immediate need. Any antibiotics requiring refrigeration must be kept in Explorers fridge out of reach of all children. 

Where children carry their own medication (asthma pumps or insulin for example), we recommend that staff safely store this type of medication in the child’s room until it is required. This is to minimise possible loss of medication and to ensure the safety of other children. Inhalers should always be labelled with the child’s name. We ask that parents always inform us if they have put any medication in a child’s bag.

Medicines stored in our Medicine Cupboard in Explorers are checked each week and old medicines given to parents to discard. 

1.13
Administering Medicine

The medicine should be administered to the child in such a way that affords them privacy. The child should be in a settled and relaxed frame of mind whilst the medicine is being administered.

Where necessary, medicine must be handed over to the parent/carer to take home at the end of each day.

Each day, a Medicine Form must be completed regardless of whether you have previously consented to your child being given medicine.

We will not administer non-prescribed medication for pain and/or fever relief unless there is written permission from parent/carers in your Parent Pack.  Wherever possible, children who are prescribed medication should receive their doses, especially their first doses, at home. If it is necessary for medication to be taken during time at Nursery, parents/carers and staff should discuss such situations at the earliest possible opportunity and decide together on the best course of action.

1.14
Dealing with blood
Staff must always take precautions when cleaning wounds as some conditions such as Hepatitis or the HIV Virus can be transmitted via blood.  Staff must always wear disposable gloves and aprons and wipe up any blood spillage with disposable cloths and neat sterilising fluid and dispose of soft toys or furnishings if necessary. Such solutions must be carefully disposed of immediately after use. (Kids in Bloom will not necessarily be aware if there is a child carrying Hepatitis or who is HIV Positive on their register).

1.15
Needle puncture and sharps injury

Blood-borne infections may be transmitted to employees and children who injure themselves with needles, broken glass etc.  For this reason, great care must be taken in the collection and disposal of this type of material.  ALL NEEDLES, BROKEN GLASS, ETC, SHOULD BE TREATED AS CONTAMINATED WASTE.  If a needle is found the local authority must be contacted to deal with its disposal (0151 233-3000). 

1.16
Sun Protection

We understand the dangers posed to children and staff by overexposure to the sun. In hot weather, parents/carers must provide sunscreen for their children and apply sunscreen to their child before attending nursery that morning. Parents must always provide a hat for their child to wear when playing outside in the sun.

Parents are requested to administer Sun Cream to their child before they arrive at Nursery each day.

In hot weather, we always encourage children to drink water more frequently. We will also ensure that shaded areas out of the sun are always available to children when playing outside. Staff are aware that ultraviolet rays can still be harmful on breezy or cloudy days and the above precautions need to be taken.

1.17
Children who are Unwell

To re-cap, children should not be brought to or left at nursery if they are unwell. If a child is unwell, they should be at home with their parent(s) rather than at nursery with their peers. We will follow these procedures to ensure the well-being and safety of all children within the nursery:

· It is important that children are not subjected to the rigours of the nursery day, which requires socialising with other children and being part of a group setting, when they have first become ill and/or for the first 24 hours after being given a course of antibiotics. 

· If a child becomes ill during the day, their parent(s) will be contacted and asked to pick their child up as soon as possible. This request must be always respected, please understand that we always have your child’s best interests at heart, so if you receive a call to come and collect your child, we respectfully request that you do so immediately. During this time the child will be cared for in a quiet, calm area, if possible. Rooms are always well ventilated to keep the children as comfortable as possible throughout the year. 

· Should a child have an infectious disease, they should not return to nursery until they have been clear for at least 48 hours as it is vital that we follow the advice given to us by our registering authority and UKHSA. 

· Parents MUST keep their child at home if they have specific contagious conditions, e.g., sickness and diarrhoea, chicken pox, to protect other children and staff in the nursery. 

· Illnesses of this nature are very contagious, and it is very unfair to expose other children and our staff team to the risk of an infection.

· If a child has a contagious infection diagnosed by a medical professional, parents will be informed to enable them to spot the early signs of this illness. 

· All equipment and resources that may have come into contact with a contagious child will be thoroughly cleaned and sterilised immediately to reduce the spread of infection.

· We reserve the right to refuse admission to a child who is unwell. This decision will be taken by the manager on duty and is non-negotiable. Please Note: Our Room Leaders at Kids in Bloom are Managers and can make these decisions on behalf of the Nursery Manager.

· If a parent finds that their child has head lice, we would be grateful if they could inform the nursery so that other parents can be alerted to check their child’s hair. Confidentiality will be always respected.

1.18
Meningitis procedure

If a parent informs the nursery that their child has meningitis, the nursery manager will contact the UKHSA, Ofsted and Early Years, who will give guidance and support in each individual case. We treat our responsibilities in respect to health and safety as a priority and will provide ongoing training to all staff which reflects best practice in line with current Public Health guidelines and legislation.
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Animal Health & Safety Policy


Pets

If a child brings a pet from home to visit the nursery as a planned activity, parents of all children who will be in contact or in the same area as the pet must be informed. Written permission must be obtained from parents to ensure no child has an allergy or phobia. A full documented risk assessment needs to be completed prior to the visit and risks analysed before this type of activity is authorised. You should ensure the pet has had all relevant vaccinations, is registered with vets and is child-friendly

Pets should not be allowed near food, dishes, worktops or food preparation areas. Children should wash their hands with soap and water after handling animals, and should be encouraged to not place their hands in their mouths during the activity. The staff will explain the importance of this to the children to enable them to make healthy choices moving forwards. Children will be encouraged to leave their comforters and dummies away from the animals to ensure cross-contamination is limited  

Checklist for visits to farms

· A site visit must be made by a senior member of staff before an outing to a farm can be arranged. Check that the farm is well managed, that the grounds and public areas are as clean as possible, and that suitable First Aid arrangements are made. 

· Check that the farm has suitable washing facilities, appropriately signposted, with running water, soap and disposable towels or hot air hand dryers. Any portable water taps should be appropriately designed in a suitable area

· Ensure that there is an adequate number of adults to supervise the children, taking into account the age and stage of development of the children

· Explain to the children that they cannot be allowed to eat or drink anything, including crisps and sweets, or place their hands in their mouths, while touring the farm because of the risk of infection, and the children should be given the reasons for this

· Ensure suitable precautions are in place where appropriate e.g. in restricted areas such as near slurry pits or where animals are isolated.

During the visit

· If children are in contact with, or feeding animals, warn them not to place their faces against the animals or put their hands in their own mouths afterwards, and explain why

· Encourage children to leave comforters (e.g. soft toys and blankets) and dummies either at nursery, in the transport used or in a bag carried by a member of staff to ensure cross-contamination is limited

· After contact with animals and particularly before eating and drinking, ensure all children, staff and volunteers wash and dry their hands thoroughly. 
· If young children are in the group, hand washing will need to be supervised. Always explain why the children need to do this

· Meals, breaks or snacks should be taken well away from the areas where animals are kept and children should be warned not to eat anything which has fallen on the ground. Any crops produced on the farm should be thoroughly washed in portable water before consumption

· Ensure children do not consume unpasteurised produce, e.g. milk or cheese, or taste animal foodstuffs, such as silage and concentrates

· Manure or slurry presents a particular risk of infection and children should be warned against touching it. If they do touch it, ensure that they thoroughly wash and dry their hands immediately

· Ensure all children, staff and volunteers wash their hands thoroughly before departure

· Ensure footwear and clothing is as free as possible from faecal materials.
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Care of a Child Recovering from a Bone Fracture


If a child is recovering from a bone fracture and has had the all clear from a Doctor to return to Kids in Bloom with a cast. The type of cast or brace will need to be described clearly to the Team caring for the child. 
Kids in Bloom will only accept the child with confirmation from a medical professional to say that the child can return and a disclaimer must be signed by the Parents/Carers to say they take full responsibility in the event of further damage being caused to the injury. 
The Team will evaluate whether we can fully provide for and meet all of the child’s individual needs, including hygiene, medication, sleeping, high quality care and learning etc.

Kids in Bloom also needs written information on any special requests during the child’s time with us, including medication and/or pain relief.
I have read the information above and hereby give my permission for my child to return to Kids in Bloom Nursery with his/her injury. 
I take full responsibility for my child during his/her time at the setting, in the event that any further damage is caused to the injury in question.

Disclaimer

I ………………………………………………… (Parent/Carer) give my consent for my child

………………………………………………….. (Child’s name) to return to Kids in Bloom Nursery

With his/her injury ……………………………………………………………………….. (injury) and I take full responsibility for any further injury, which may occur while he/she is attending Kids in Bloom.

Parent’s/Carer’s Name …………………………………………………….

Parent’s/Carer’s Signature ……………………………………………….. 
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Control of Substances Hazardous to Health Regulations 1988

The Act
The Control of Substances Hazardous to Health Regulations 1988, or known as COSHH, came into force in October 1989 and requires all employers to:

a)
Assess the risk to health from substances and process at work and determine what precautions are required.

b)
Introduce measures to control or remove any risks to health.

c)
Ensure that control measures are used and that any equipment is properly maintained and procedures followed.

d)
If required, monitor the exposure of employees to harmful substances and carry out health surveillance.

e)
Inform, instruct and train employees about the risks and the precautions to be taken.

Staff must follow the guidelines at all times. Staff, throughout the course of their normal duties need to use specific chemicals. All chemicals are covered under the COSHH regulations. If staff use any chemical incorrectly it could cause risk or harm to themselves or others.

1.
Staff should not use any chemical, unless trained properly in its correct use.

2.
Staff should read and follow the instructions carefully.

3.
Products should not be transferred to any other container.

4.
The correct chemical should be used for the correct job.

5.
Chemicals must be kept in a locked, ventilated cupboard when not in use.

6.
Never mix chemicals.

7.
Staff should always use protective items supplied when using chemicals covered under the COSHH regulations (goggles, gloves, masks, aprons).

8.
Staff should always wash their hands after using chemicals.

9.
Staff should avoid direct contact with their skin at all times.

10.
To control hazardous substances, only approved substances can be used.

11.
Staff must not use a substance that is not on the approved list.

12.
Dangerous substances and their containers must be labelled in accordance with the container, packaging and labelling. The labels contain warning symbols and guidance information. In addition to warning labels further information labels are provided with regard to use, storage and spillage of contents. Staff should read and follow instructions and directions.
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Covid Parent Information Policy

Our setting is aiming to ensure we have processes to manage the following areas.

Children’s arrival at the setting

· Staggered start and collection times, and we will be extremely strict about keeping to this time to stop parents having to cross paths. Once home continue to stay at home at present until virus is less of a threat.

· We have a form to fill in on your arrival at the pre-school, to record your answers when we ask if parents, children or any other member of the household have any symptoms of Covid 19 ( High Temperature or a persistent cough)

· Have you been in contact with anyone who has the virus?

· Have you been using another child - care setting?

· If the answer to these questions is YES, you should not be allowed to leave their child at the pre-school.

· Parents to wash their child’s hands thoroughly on arrival at the setting, at garden gate. Plus, to spray the base of their child’s shoes. These will then be left outside in the garden area.

· We would like a second set of footwear to come with your child, to change into before entering the pre-school building. If possible, can these be left at pre-school for future sessions usage.

· Parents to wipe the child’s lunch box and place it in our lunch box basket. At home lunch boxes need to be again wiped clean. Please put your child’s food and drink in packaging that they can use and open themselves. Or pre-school could provide a drink of water at lunch time for your child.

· A Staff member will take your child into the pre-school building from the garden gate when you hand them over to us. We will be asking parents to leave the gate promptly after dropping off their child. 
· We will remove the child’s outer clothes before entering the building and staff will put them into the bathroom peg area, along with their spare clothing bag. Please name all of your child’s possessions to help our team.

· We will have smaller groups of children with their Key Person and stay in this group for the whole session. 

· All children coming into the pre-school should avoid all non- essential public transport travel and outside of setting hours, minimise social interactions, as per national guidelines.

· If very sunny weather please put 8-hour sun-cream only, as we will not be reapplying during the day.

· We will be implementing social distancing where possible.

Play and Learning

· We will be organising smaller groups of play. Key Person will have 3, 4 or 8 children in their group bubble. We will aim keep in this group for the whole session, but recognise that this may not always be possible. 

· This group will rotate into one of the 3 areas designated for this purpose. 1) Outside play area. 2) half of main room area 3) the other half of main room area.

· During snack and lunchtimes, the group will remain together but the tables will be well spread out to keep social distancing as much as we can. New friendships may be formed across the groups and we will not discourage this as we work on focussing on children’s well-bring at this difficult time.
· Windows remain open all day throughout the Nursery, whatever the weather, to ensure good ventilation at all times.
· We will be minimising the resources available during each session and resources will be rotated throughout the week, to ensure they can be cleaned effectively and also so that the children will still have access to the wide variety of resources we can provide for their individual development needs.

· Children bring in their bags, most of which remain in Nursery (should all?) which contains changes of clothes, comforters etc.

· We will ensure children wash their hands regularly throughout the day, as well as before eating, returning from outdoors, after coughing or sneezing, using the toilet etc.

Staffing

· All staff coming to Nursery should avoid all non-essential public transport travel, whenever possible and, outside of Nursery hours, should minimise social interactions, as per current National Guidelines.

· Staff can travel in their own clothes to work and bring in a change of uniform to wear each session. Uniforms should be washed daily.

· Good Hygiene practice using aprons and disposable gloves at toilet time will continue. 
· We will continue the thorough cleaning of all surfaces at the end of each nappy change and toilet usage.
If a child starts displaying symptoms

· If a child begins displaying a continuous cough or a temperature of 37.8 or above, they will be sent home to isolate as per Government guidelines.

· A child awaiting collection will be moved, if possible and appropriate, to one of our outdoor balconies, where they can be isolated. Both balconies are in an area which is at least 2 metres away from others.
· If they need to go to the bathroom while awaiting to be collected, they should use the closest toilet to them, whilst we ensure that there are no other children there. The bathroom will be cleaned and disinfected using standard cleaning products before being used by anyone else. 
· The staff member who is with the child will wear appropriate PPE until the child has been collected.
· If a member of staff has helped someone who displayed symptoms they do not need to go home unless they develop symptoms themselves. They would wash their hands thoroughly for 20 seconds after any contact with someone who is unwell.

· If clinical advice is needed, our staff, a parent or guardian would go online to NHS111 (or call 111).

Undertake regular cleaning

· We clean and disinfect frequently touched surface throughout the day, including tables, chairs, resources, equipment, door handles, light switches, countertops, handles, toilets, taps, and sinks among others.

· We will wear disposable gloves for cleaning and dispose of them immediately after cleaning.

· Using blue roll, we first clean hard surfaces with an anti bacterial spray, then disinfect these surfaces with the cleaning products we normally use eg. Stericlean.

· We will wash hands regularly with soap and water for 20 seconds, and after removing gloves, aprons and other protection used when cleaning.
Cleaning of electronics

· Regularly clean electronics, such as tablets touch screens, keyboards, and remote controls throughout the day. Plus, staff cameras to be wiped daily.

· Use alcohol-based wipes or sprays containing at least 70% alcohol and dry surface thoroughly.

· Upstairs staff workstation and equipment to be cleaned daily.

Cleaning of clothing, towels, and soft furnishings

· Launder items according to the manufacturer’s instructions. Using the warmest appropriate water setting and dry items completely. Dirty laundry can be washed with other items. Clean and disinfect hampers boxes etc. according to the guidance above for surfaces.

Disposal of potentially contaminated waste.

· Waste from possible cases and cleaning of areas where possible cases have been, should be double bagged and put in a suitable and secure place, marked for storage until:

· The individual tests negative, waste can then be put in with normal waste.

· The individual tests positive or results not known; then store it for at least 72 hours and put in with normal waste.
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Coronavirus Policy (COVID-19)

Introduction

This policy applies to all employee’s and service users including parents, children and  third party users, social care, police and fire rescue services and any other person wishing to gain reasonable access to the setting (this list is not exhaustive of all users defined).

Purpose of the Policy

To protect all employee’s and service users of Kids in Bloom, including parents and children, from encountering Coronavirus (COVID-19).

To maintain the minimum level of staff needed to continue to provide early years education service and to meet the welfare and care needs of the children who attend the setting.

To ensure that the prevention of the spread of Coronavirus (COVID-19) remains at a minimum risk.

Nursery Closure

At anytime that it is felt necessary to prevent the spread of Coronavirus (COVID-19) and to ensure the health and safety welfare of all employee’s, children, parents and service users, we will continually monitor the risk factor of keeping the setting open as a viable option, and may so at any time, revert to a closed status, with no children permitted on site.

Monitoring

We are closely monitoring and gathering information from the Department of Health England, The Department of Education, our Local Authority (Liverpool) and any and all guidelines delivered and updated through official government sources constantly to ensure that we have the most up to date information and work place practises concern the spread and containment of the Coronavirus (COVID-19). 

This includes all training and delivery methods to all employee’s, Directors and any other third party associated with Kids in Bloom.

We reserve the right to make all changes to this document to uphold guidance of safe working practises and delivery methods for the early years education sector.

General

· Employee’s are always advised to practise strict hygiene and cleanliness procedures.

· Employee’s must wash their hands at regular intervals for a minimum of 30 seconds using soap and warm water.

· Employee’s are advised to cough or sneeze into their elbow when a tissue or other vessel cannot be reached in time and are then to always wash their hands afterwards.

· Employee’s are advised to avoid contact with others, such as handshakes and are to maintain a social distance of 2 meters (6ft) 

· Employees are to avoid touching their eyes, nose, and face whilst on the premises and whilst children are in their care.

· Employee’s must wash all their uniform before entering the premises for their next shift.  This must include the cleaning of all appropriate footwear.

· At the end of each day, all employee’s must steam clean and sanitise all surfaces, toys, fabrics, toileting areas, outdoor areas and equipment, ready for the following days usage, this includes all outside toys to be stored away in secure storage containers at the end of every working day and before weekend/holiday period closures or closures for health and safety measures. 
· No prams, scooters, bikes, or any other items are to be left at the setting at any time.

· Please be aware that your children will meet both staff members and other children attending the setting during the session times.  Although every measure will be taken to ensure that your child has minimal contact with others, children of the early years age group will inevitably want to hug and touch others through play or when needing comfort.  Therefore it is vital that not only we will adhere to best practise hygiene policies throughout the day, but that parents can also support this by changing their children into different clothing when they return home and placing that days clothing in the wash.  If your child needs comfort, our staff will comfort them and will do their absolute best to make sure that all their social, emotional and wellbeing is met whilst in attendance.
Hygiene on Arrival

· All parent’s, children, third party associates and service users must adhere to the floor markings outside of Nursery and must not cross over these markings.

· Only the parent(s) of the child may collect the child and one other, in case of work commitments/emergencies.  This will reduce the social contact to help keep the welfare and safety of our staff a top priority.

· Staff will greet parent’s wearing the appropriate PPE equipment, when accepting your child onto the premises.  This may include disposable gloves, face mask and apron.  These will be disposed of after every use.

· All parents, children, third party associates and service users, must use our one-way system when entering the grounds near our building which will be clearly marked, when dropping off and collecting children.

· All parent’s, children, third party associates and service users must not attempt to access the main building.

· Parents are not permitted to bring in any items from home, this also includes toys.  If you require an urgent need for a specific item which is conducive to your child attending the setting, then this must be discussed with the Nursery manager and agreed upon before an item comes onto the premises.  All clothing that the children attend in must have been washed prior to the day of your arrival.  If you are to re-use the same clothing, for example your child’s uniform, then this must be washed daily before the arrival of your child on their next session.

· No bags are to be brought from home into the setting.  Your child must attend every day with the minimum requirement for the weather forecast for that day only. This could be, but not an exhaustive list of, weather sensible footwear, a coat, jumper/cardigan/t-shirt, pants, skirt, or shorts.  Please assess the weather conditions before your child attend the setting each day.  Only the minimum number of belongings will be allowed within the premises to minimise the spread and coming into contact of the coronavirus (COVID-19).

Hygiene during the day

· Children will wash their hands after every activity or after playing in a specific area.  We will use water and hand soap for this with a minimum wash time of 30 seconds per child, demonstrating good modelling behaviours for the children to see best practise when doing this. After an activity has ended, all equipment shall be cleaned after every use.
· Children’s temperatures will be taken upon arrival to the setting and throughout the day.  
· If upon arrival, your child is displaying a temperature of 37.8 degrees, has a new cough, looks generally unwell or is displaying any other signs associated with coronavirus (COVID-19) then your child will be excluded for a period of 10 days for self-isolation following the Department of Health England and the governments guidelines at present.  
· You will be given a date of when your child can attend again.  Your child must not attend Nursery before this date has expired.  This will then help to control the spread of the virus within our setting.  Should your child get tested during this time period, and a negative test comes back before the expiration of the allotted time, then providing you consent to give a copy of this for insurance purposes, your child may then attend sooner.
· Should you or an adult present with symptoms within your household, then you have a duty of care to inform the setting at your first available opportunity and without unreasonable delay.  Should you fail to do this, your place within the setting maybe terminated without notice.
· Children will still be allowed to collect their own snack on their plates using the tongs provided which will be cleaned before each new child uses the equipment.  The same process will be followed when the children access milk and water during snack time.  This will help to promote confidence and motor skills whilst maintaining best practice with hygiene procedures.
· Not more than two employees at any one time, will be permitted into the staff office unless there is a specific reason why this guidance should be changed.  The office will be cleaned during and at the end of every day.
· At snack, nappy changes/toileting help and any other close contact with the children, staff will be required to wear the appropriate PPE equipment.
· All employees will have a designated area to hang belongings, along with a lockable area for high value goods such as purses, phones etc.  Staff leave all belongs at their own risk whilst on the premises and St Chads Pre School accept no liability for loss or damage currently.
· Both the kitchen and toileting/nappy changing areas will be regularly cleaned and sanitised during the day by all employees.
Hygiene upon leaving

· All parents must remain behind the cones until your child arrives outside with a staff member.
· All staff members will be wearing PPE protective equipment when handing over your child at the end of the day.
· If your child comes home in spare clothing from the setting.  Please can you ensure that this is washed and returned to the setting upon your child’s next attend session.
· Once your child has been collected, please leave the premises promptly.  Please do not remain outside of the building for any other reason.
· If you require to talk to the staff regarding your child, a telephone consultation will be arranged for you.
· If you are required to sign an accident/incident form from an occurrence that may have happened that day, a staff member will bring you the relevant form when you collect your child.
· Please bear in mind the social distancing rule of two meters in-between groups of people from outside of your household and to exit swiftly from the setting.  This will also help to minimise contact for all visitors of the setting.
· If you require you child to go home with the use of a pram, can we please ask that you move away from the building, following the designated route, and only when safe to do so by following social distancing rules, then access the desired equipment that you need.
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Hygiene Policy


We recognise the importance of maintaining the highest possible standards of hygiene in and around the Nursery so as to minimise the risks posed to children, staff and other visitors. 

The Team are committed to taking all practicable steps to prevent and control the spread of infectious germs, and to uphold high standards of personal hygiene in order to minimise the risk of catching or spreading infections.

Personal Hygiene

In all circumstances, staff will adhere to the following examples of good personal hygiene:

· Washing hands before and after handling food or drink.

· Washing hands after using the toilet.

· Encouraging children to adopt these same routines.

· Covering cuts and abrasions while at the premises.

· Keeping long hair tied back.

· Taking any other steps that are likely to minimise the spread of infections.

Hygiene in the setting

All staff will be vigilant to any potential threats to good hygiene in the setting. To this end, a generally clean and tidy environment will be maintained at all times. More specifically, the manager will ensure that Daily Opening and Closing checks are carried toilets are cleaned daily and that there is always an adequate supply of soap and hand drying facilities for both staff and children. Staff will also be vigilant to any sharp objects, such as glass, which may be on the premises.

Dealing with Spillages

Spillages of substances likely to result in the spread of infections will be dealt with rapidly and carefully. Blood, vomit, urine and faeces will be cleaned up immediately and disposed of safely and hygienically. Staff will wear disposable plastic gloves and an apron while using bleach or disinfectant solution, and wash themselves thoroughly afterwards. Children will be kept well clear while such substances are being dealt with.

First Aid and Hygiene 

Further to the provisions set out in the Health, Illness and Emergency policy, the designated First Aider will be mindful of the need to observe the highest standards of personal hygiene when administering any treatment to children. As such, they will wash their hands thoroughly both before and after giving first aid, and ensure that any cuts, wounds or skin damage are covered by plasters or disposable gloves.

Kitchen Hygiene
All areas where food and drink are stored, prepared and eaten are prone to the spread of infections. Therefore, staff must be particularly careful to observe high standards of hygiene in such instances. To this end the following steps will be taken:

· Waste will be disposed of safely and all bins will be kept covered. 

· Food storage facilities will be regularly and thoroughly cleaned. 

· Kitchen equipment will be thoroughly cleaned after every use. 

· Staff and children will wash and dry their hands thoroughly before coming into contact with food.

· If cooking is done as an activity, all surfaces and equipment involved will be thoroughly cleaned before and after the session.
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Help and guidance around deciding whether your child should attend Kids in Bloom if under the weather or ill.
Poorly children do not enjoy Nursery, they like cuddles at home.
If your child is unwell during these uncertain times please do not dose them with Calpol or any paracetamol or ibuprofen medication before they attend, this may mask a temperature and put other families at risk.
If your child becomes unwell with any of the 3 key Covid-19 symptoms at Nursery, your child will be sent home and any siblings will be sent home too. Likewise if any siblings are sent home from school you will also be asked to collect your child from preschool.
	SYMPTOM
	ADVICE

	Does your child have a temperature?
37.8˚C or above or feels hot to touch on their chest and back if you do not have a thermometer.
	Keep your child at home.
Your whole family will need to self isolate until a Covid-19 test result is received.
If the test is negative the family can stop self isolating. Your child can return to preschool once they have had a normal temperature for 48 hours and they are well again.
If the test result is positive your family will have to continue to self isolate for the 14 days and your child will need to isolate for 10 days. Your child can return to Nursery once they are well and the 10 days have passed. They may have a continuing cough that persists beyond 10 days, children may return to Nursery with this residual cough if they are well enough to do so.
If you prefer not to get your child tested you may just keep your child at home for 10 days and your child can return once they are well after this 10 day isolation.

	Does your child have a new or persistent cough?
	Keep your child at home.
Your whole family will need to self-isolate until a PCR Covid-19 test result is received.
If the test is negative the family can stop self isolating. Your child can return to preschool once they are well again.
If the test result is positive your family will have to continue to self-isolate for the 10 days and your child will need to isolate for 10 days. Your child can return to Nursery once they are well and the 10 days have passed. They may have a continuing cough that persists beyond 10 days, children may return to preschool with this residual cough if they are well enough to do so.
The NHS describes a new, persistent cough as 
“coughing a lot for more than an hour, or 3 or more coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual)”
If you prefer not to get your child tested you may just keep your child at home for 10 days and your child can return once they are well after this 10 day isolation.

	Runny nose?
	Keep your child at home until you are sure this is just a common cold, and at least for 48 hours. (This is on of the symptoms of the new variants)
If any Covid symptoms are present then you must get a test.
Your child may return to preschool once they feel well again. Some children have a persistent runny nose through the colder months. We are expecting still to see them at preschool as long as there are no accompanying covid symptoms and your child feels well enough to attend.
Generally if the mucus is thick and green/yellow it could suggest an infection of some sort and medical advice should be sought.

	Diarrhoea and/or sickness
	Please keep your child at home until 48 hours have passed since the last episode of sickness or diarrhea.
Your child should only return after this time has passed and when they feel well enough to do so.
If the tummy upset is accompanied by a temperature then you must have a Covid test and your family should self isolate until the test results are confirmed - as for ‘temperature’ section.

	Suspected ear infection/urine infection/tonsillitis
	As all these illnesses are generally accompanied by a temperature, we will expect you to arrange a Covid test for your child.
Until your child tests negative your family will need to self isolate.
Your child will need to be seen by a GP to confirm a diagnosis and to prescribe antibiotics if necessary. After this diagnosis and once 48 hours has passed since their temperature has returned to normal and they are well enough to do so, your child can return to preschool.
If they return to preschool but are still feeling wiped out or unwell we will ask you to come and collect them.

	Rash anywhere on face or body
	See a GP to have the rash diagnosed.
(NOTE: If this rash does not fade/disappear under the pressure of a clear drinking glass you must seek urgent medical advice by calling 999).
If your child is feeling well and 48 hours have passed since the rash appeared and the GP has not been able to diagnose a specific illness your child may return to Nursery.
If your GP diagnoses a specific illness please follow the exclusion times for that illness. 
Please note that if your child has an infectious rash they will need to stay at home until cream is being applied.

	Conjunctivitis
	Children will need to be using prescribed cream before they can return to preschool.
Otherwise they may return once the infection has cleared.

	Generally under the weather / lethargic / tearful and sleepy.
	Keep your child at home if you can.
If you have to go to work then you can bring them to see how they go. But please be prepared to have to come and collect them if we feel they are not coping at Nursery.


Infection Control Policy


Viruses and infections can be easily passed from person to person by breathing in air containing the virus produced when an infected person talks, coughs or sneezes. It can also spread through hand/face contact after touching a person or surface contaminated with viruses.

The best way to prevent a virus or infection from moving around the nursery environment is to maintain the high hygiene standards in the nursery. To do this we will follow the guidance below:

· Ensure all children use tissues when coughing and sneezing to catch all germs

· Ensure all tissues are disposed of in a hygienic way and all children and staff wash their hands/use anti-bacterial gel once the tissue is disposed

· Encourage all children to do the above by discussing the need for good hygiene procedures in helping them to stay healthy 

· Staff will wear all the appropriate Personal Protective Equipment (PPE) when changing nappies, toileting children and dealing with any other bodily fluids. Staff are requested to dispose of these in the appropriate manner and wash hands immediately 

· All potties and changing mats are cleaned and sterilised before and after each use

· Toilets are cleaned at least daily 

· Staff are to remind children to wash their hands after visiting the toilet, playing outside or being in contact with any animal 

· All toys, equipment and resources will be cleaned on a regular basis by following a comprehensive cleaning Rota and using antibacterial cleanser or through washing in the washing machine

· All equipment used by babies and toddlers will be washed or cleaned as and when they need it – this includes when the children have placed it in their mouth 

· Dummies will be stored in individual hygienic dummy boxes labeled with the child’s name to prevent cross-contamination with other children

· If a dummy or bottle falls on the floor or is picked up by another child, this is cleaned immediately and sterilised where necessary 

· Individual bedding will be used by children, changed after each use and washed daily.  

· Parents will be made aware of the need for these procedures in order for them to follow these guidelines whilst in the nursery 

· When children are ill we will follow the sickness and illness policy to prevent the spread of any infection in the nursery. Staff are also requested to stay at home if they are contagious

· The nursery manager retains the right of refusal of all children, parents, staff and visitors who are deemed contagious and may impact on the welfare of the rest of the nursery

· Periodically each room in the nursery will be deep cleaned including carpets and soft furnishings to ensure the spread of infection is limited. This will be implemented earlier if the needs arises

· The nursery will ensure stocks of tissues, hand washing equipment; sterilizing fluid and anti-bacterial gel are maintained at all times and increased during the winter months or when flu and cold germs are circulating. 
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Immunisation Policy


We recognise, where possible, that children are vaccinated in accordance with their age. If children are not vaccinated, it is the responsibility of the parents to inform the nursery to ensure that children/staff/parents are not exposed to any unnecessary risks of any sort. The nursery manager must be aware of any children who are not vaccinated within the nursery in accordance with their age.

Parents need to be aware that some children will not be vaccinated in the nursery. This may be due to their age, medical reasons, or parental choice. Our nursery does not discriminate against children who have not received their immunisations and will not disclose individual details to other parents.   

Information regarding immunisations should be recorded on children’s registration documents and updated as and when necessary, including when the child reaches the age for the appropriate immunisations.

Staff Vaccinations Policy

It is the responsibility of all staff to ensure they keep up-to-date with their vaccinations for:

· Tetanus
   
· Tuberculosis
       
· Rubella       

· Hepatitis
       
· Polio.
If a member of staff is unsure as to whether they are up-to-date, then we recommend that they visit their GP or practice nurse for their own good health.

Emergency Information

Emergency information should be kept for every child and should be updated every six months with regular reminders to parents in newsletters, at parents’ evenings and a reminder notice on the Parent Information Board.
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Infectious and Communicable Diseases Policy


We are committed to the health and safety of all children and staff who play, learn and work here. As such, it will sometimes be necessary to require a sick child to be collected early from a session or be kept at home while they get better. In such cases, the Health, Illness and Emergency policy will be implemented.

In accordance with the procedures set out in the Health, Illness and Emergency policy, parents/carers will be notified immediately if their child has become ill and needs to go home. Poorly children will be comforted, kept safe and under close supervision until they are collected.

If a child has had to go home prematurely due to illness, they should remain at home until they are better for at least 24 hours. If a member of staff becomes ill at work, similar restrictions will apply for their return.

If a child or member of staff becomes ill outside our hours, they should notify us as soon as possible.  The minimum exclusion periods outlined in the table located on Notice Board in the Main Corridor will come into operation. 

If any infectious or communicable disease is detected on the premises, we will inform parents/carers personally in writing as soon as possible. We are committed to sharing as much information as possible about the source of the disease and the steps being taken to remove it. Ofsted will be informed of any infectious or communicable diseases discovered on our premises.

Head lice

When a case of head lice is discovered, the situation will be handled carefully and safely. The child concerned will not be isolated from other children, and there is no need for them to be excluded from activities or sessions at the setting. Only in severe cases, when your child is consistently attending with this problem, then you may be asked to keep them at home, until they are clear. When the child concerned is collected, their parent/carer will be informed in a sensitive manner, including advice and guidance on treating head lice. Staff will check themselves regularly for lice and treat as necessary.

Exclusions
A poster with all infectious and communicable diseases is located in the Main Corridor. This does state the exclusion period that children need to be off, depending on what infection they may have. 
[image: image59.png]KiB




Nutrition, Mealtimes and Healthy Eating Policy


We recognise the importance of healthy eating and a balanced and nutritious diet. At Kids in Bloom we will endeavour to make a variety of healthy foods available including meat, vegetarian and vegan options. We believe that children should be supported and enabled to make healthy choices.

All our fresh produce is sourced locally and our Chef prepares fresh food daily, with all Menus’ being on a 4 week rota. We also ensure that Fresh Drinking water is available and accessible to all children at all times throughout every day.
Children are encouraged to self-serve, under the close supervision of our staff. We provide large utensils in order for them to achieve this safely and effectively. When preparing food and drink, or sterilising equipment for babies’ food, staff will be mindful of the Hygiene policy so as to ensure that the safety of staff and children is paramount. In addition, staff will be careful to ensure both the safety of themselves and children when using sharp or dangerous equipment in food and drink preparation.

The Manager, Chef and staff know of their responsibilities and obligations under the Food Safety Act 1990. We are registered with the Local Authority to provide food. All staff that either handles or prepares food has up to date Food Safety Certificates and are fully trained in food storage, preparation, and cooking and food safety.

As part of a child’s settling in period, we require that the parents and carers complete the Admissions Form, and tell us about any special dietary requirements, health requirements or allergies the child has, along with their food and drink preferences, which we will act upon and record. The Manager and staff will ensure that food and drink offered to children takes account of this information so as to safeguard their health, and meet – as far as possible – their particular preferences. 

No child will ever be forced to eat or drink something against their will and the withholding or granting of food and drink will never be used as either a punishment or reward.

Healthy Eating 

Sandwiches can be made with either brown or white bread, depending on a child’s preference. They will eat off porcelain plates and we will make snack and lunch times a happy, social experience. We recognise that these are very important times of the child’s day and play a big part of the child’s life and development. We will provide plenty of fruit and vegetables and low fat and low sugary food. 
We will not provide sweets for children and will avoid large amounts of fatty or sugary foods. We will provide a choice of non-sugary drinks and ensure that fresh drinking water is always available. 

Cultural and Religious Diversity

We are committed to embracing the cultural and religious diversity of the families who use our services. The Manager and staff will work with parents/carers to ensure that any particular dietary requirements are met. We are also keen to help introduce children to different religious and cultural festivals and events through different types of food and drink. 

Food Poisoning

We understand that we must notify Ofsted of any food poisoning affecting two or more children looked after on the premises. Notification must be made as soon as is reasonably practicable, but in any event within 14 days of the incident. In the first instance, it must be reported to the Manager/Deputy who will report it to the Health Protection Agency Central Office (020 781 1700), Environmental Health and OFSTED 0300 123 123. We understand that a registered provider, who, without reasonable excuse, fails to comply with this requirement, commits an offence.

Mealtimes

Mealtimes should be a happy, social occasion for children and staff alike. Positive interactions should be shared at these times and enjoyed. Kids in Bloom is committed to offering children healthy, nutritious and balanced meals and snacks which meet individual needs and requirements and we will ensure that:

· A balanced midday meal, high tea and two daily snacks are provided for children attending a full day at the nursery.
· Menus will be planned in advance, rotated regularly and reflect cultural diversity and variation. These will be displayed for children and parents to view.
· We provide nutritious food at all snack and meal times, avoiding large quantities of fat, sugar and salt and artificial additives, preservatives and colourings.
· Menus will include at least three servings of fresh fruit and vegetables per day.
· Fresh drinking water will be constantly available and frequently offered to children and babies.
· Individual dietary requirements will be respected. We will gather information from parents regarding their children’s dietary needs including any allergies. Where appropriate we will carry out a risk assessment in the case of allergies and work alongside parents to put into place an individual dietary plan for their child.
· Staff will show sensitivity in providing for children’s diets and allergies. They would not use a child’s diet or allergy as a label for the child, or make a child feel singled out because of her/his diet or allergy.
· Staff will set a good example and eat with the children and show good table manners. Meal and snack times will be organised so that they are social occasions in which children and staff participate in small groups. 
· During meals and snack times children will be encouraged to use their manners and say 'please' and 'thank you' and conversation will be encouraged. 

· Staff will use meal and snack times to help children to develop independence through making choices, serving food and drink, and feeding themselves. Staff will support children to make healthy choices and understand the need for healthy eating.
· We provide foods from the diet of each of the children’s cultural backgrounds, providing children with familiar foods and introducing them to new ones. Cultural differences in eating habits will be respected.
· Any child who shows signs of distress at being faced with a meal he/she does not like will have his/her food removed without any fuss. If a child does not finish his/her first course, he/she will still be given a small helping of dessert. Children not on special diets will be encouraged to eat a small piece of everything.
· Children who refuse to eat at the mealtime will be offered food later in the day.
· Children will be given time to eat at their own pace and not rushed.
· Quantities offered will take account of the ages of the children being catered for.
· We will promote positive attitudes to healthy eating through play opportunities and discussions.
· The nursery will provide parents with daily written records of feeding routines for all children under 2 years old.

· No child is ever left alone when eating/drinking to ensure that there is no risk of choking.
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Smoking, Alcohol and Drugs Policy

We strongly prohibit the use or possession of cigarettes, alcohol and illegal drugs on our premises at any time. If staff, students, volunteers or children are found to have broken the rules in respect of this policy, it will be treated as a very serious disciplinary matter.

All staff will be made aware of this policy during their induction, including the importance of them setting a positive example to children. Any contravention of the provisions of this policy will be dealt with under our Staff Disciplinary & Grievance Procedures.

Drugs

Staff, students or volunteers who arrive at the setting clearly under the influence of illegal drugs, will be asked to leave immediately and disciplinary procedures implemented. If staff are found in possession of illegal drugs, serious disciplinary action will follow.

In cases where staff are taking prescribed medication that may affect their ability to function effectively at work, the manager must be informed as early as possible and staff should seek medical advice. The setting will ensure that staff only work directly with children if medical advice confirms that the medication is unlikely to impair the staff members ability to look after children properly. Staff medication on the property will be securely stored, and out of reach of children at all times.

If a member of staff has good reason to suspect that a parent/carer is under the influence of drugs when they drop off or collect their child, they have a duty to inform both the manager and the safeguarding children officer, according to the safeguarding children policy. In such circumstances, the manager and the safeguarding children officer will then be responsible for deciding upon the appropriate course of action, ensuring that the safety and protection of the child remains paramount at all times.

Staff will make all possible efforts to ensure that children are not allowed to travel in a vehicle driven by someone who is clearly under the influence of illegal drugs. Where an illegal act is suspected to have taken place, the police will be called. 

Alcohol  

Staff, students, volunteers or children who arrive at the setting clearly under the influence of alcohol, will be asked to leave immediately and disciplinary procedures will follow. Staff are strongly advised not to bring alcohol onto the premises. If a member of staff has good reason to suspect that a parent/carer is under the influence of Alcohol when they drop off or collect their child, to the extent that the safety of the child is threatened, they have a duty to inform both the manager and the designated Safeguarding children officer, according to the safeguarding policy.

The manager and the safeguarding children officer will then be responsible for deciding upon the appropriate course for action, ensuring that the safety and protection of the child remains paramount at all times. Staff will make all possible efforts to ensure that children are not allowed to travel in a vehicle driven by someone who is clearly over the legal alcohol limit. Where an illegal act is suspected to have taken place, the police will be called. 

Smoking  

Smoking is not permitted anywhere on the premises, e.g, in rooms or outside play areas, where children are present or about to be present. This rule applies equally to staff, students, volunteers, children, parents/carers or any other visitors.

Staff who are smokers are to go out at the beginning of their lunch break, change their top and have no contact with the children for 15 minutes.

On re-entering the nursery staff should thoroughly wash their hands and change back to their uniform. 

E-Cigarettes and electronic nicotine delivery systems.

Kids in Bloom acknowledges that some employees may wish to make use of electronic cigarettes (E- Cigarettes) in the work place, particularly as an aid to giving up smoking. 

E – Cigarettes are battery powered products that release a visible vapour that contains liquid nicotine that is inhaled by the user.

Although they fall outside the scope of smoke free legislation, Kids in Bloom prohibits the use of E-Cigarettes in the workplace. 

The organisation’s rationale for a ban on E-Cigarettes is that: 

· Although they do not produce smoke, E-Cigarettes produce a vapour that could provide an annoyance or health risk to other employees as there is no peer review evidence to prove they are safe. 

· Some E-Cigarettes models can, particularly from a distance, look like real cigarettes, making a smoking ban difficult to police, and creating an impression for (Visitors/customers/other employees) that is acceptable to smoke.

[image: image61.png]KiB




Sun Care Policy


Kids in Bloom are committed to ensuring that all children are fully protected from the dangers of too much sun. Severe sunburn in childhood can lead to the development of malignant melanoma (the most dangerous type of skin cancer) in later life.

We recognise that all children in our Nursery, regardless of their age, need to be protected against the harmful rays of the sun. We know that the most damage can be done by the sun when the child is in its early years.  

We will do our utmost to protect your children when they are playing and learning outside in hot weather but please be aware that we do spend a lot of time outdoors. To support this aspect of our work, please can we ask you to apply sun screen to your child prior to arrival at Nursery every day.
In long, hot spells, we rotate the amount of time the children spend in the sun and we make sure that they all drink plenty of fluids throughout the day. We also provide large shaded areas for children to play under which further helps to protect the children.

Our staff will make sure there is a fresh supply of drinking water available to children at all times, particularly in hot weather and will offer them drinks regularly. 

We do take this issue very seriously, and feel that we would be unable to allow your child to experience outdoor play if they are not adequately protected. This is not a course of action we would want to take, but we would only do this in order to protect your child from potentially harmful exposure to the sun. Please remember that it is your responsibility to supply sun hats and sun cream.

We do not rely on sunscreen alone to protect children from the sun. Please ensure that your children wear suitable clothing for Nursery during hot weather.  

Please ensure that the sunscreen you provide to Nursery is new and not past its expiry date. Most sunscreens have a shelf life of two to three years, so it is the Parents decision about whether you choose to dispose of the sun cream after 12 months of Nursery use, use it at home or buy a new bottle for Nursery to use during Spring and Summer months.
Sunscreen should be applied by Parents/Carers before the child arrives at Nursery each morning.  Sun screen should be applied to all exposed skin, including the face, neck and ears. Sunscreen will be then be reapplied mid afternoon by our staff, and according to the manufacturer's instructions. 

We do ask all parents to bring in their own sun-protection for their child, a minimum of SPF 30 and again remind you to please apply sun cream before arrival.

Please also send your child in with a clearly labelled Sun Hat, preferably one that covers the back of the child’s neck and their ears too.

Children and sun protection

We will always take extra care to protect babies and children whilst they are at Nursery. Their skin is much more sensitive than adult skin, and damage caused by repeated exposure to sunlight could lead to skin cancer developing in later life. 

Children aged under six months will be kept out of direct strong sunlight.

According to NHS UK, from March to October in the UK, children should: 

· cover up with suitable clothing 

· spend time in the shade – particularly from 11am to 3pm 

· wear at least SPF15 sunscreen 

Clothing and sunglasses

Please ensure that your child wears clothes and sunglasses that provide sun protection, as well as: 

· a wide-brimmed hat that shades the face, neck and ears 

· a long-sleeved top 

· Children must have their own sun cream named and dated with prior written consent for staff to apply mid-afternoon. This enables children to have sun cream suitable for their own individual needs.
· Children need light weight cotton clothing suitable for the sun, with long sleeves and long legs if prone to sunburn.
Staff will make day to day decisions about the length of time spent outside dependant on the strength of the sun.

Children’s safety outside in the sun is very important to us, so staff will work closely with parents to ensure all appropriate cream and clothing is provided.
Staff will talk to the children, as appropriate about the need for sunhats, sun cream and the need to drink more fluids during their time in the sun, as we encourage them to develop their independence. 

Shade will be provided in the form of trees, sun shades, the outdoor balconies/greens etc to ensure children are able to cool down or not be in the sun should they wish or need to.
When applying sun cream to a child the following procedure must be followed by staff:

Staff will:

· explain to the child what they are doing when applying the sun cream (as appropriate), they will not do this without any explanation.
· ensure that the child is facing them so they can talk to them whilst applying the cream.
· rub a small amount of cream into their finger tips and gently rub the cream into the child’s cheeks, forehead and nose avoiding the eye area.
· apply another amount on the child’s ears and on their neck.
· We will then apply cream to any exposed skin e.g. legs and arms.
· If the child is old enough, we will encourage them to apply the cream themselves to support their independence, health and self-care.
Unfortunately, if children are not provided with sun cream, sun hats etc they will be unable to enjoy outdoor play and learning with their peers as their health, safety and well-being is the most important thing to us and we cannot compromise on this.
Thank you so much for your co-operation.
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Waste Management Policy


At Kids in Bloom Nursery we value our environment and in order to keep our earth safe and healthy for our children we closely monitor the management of our waste and its disposal in accordance with local authority requirements. 

Staff are made aware of the need to minimise energy waste and the nursery uses appropriate measures to save energy, including: 

· Energy saving light bulbs

· Turning off lights when not in use 

· Not leaving any equipment on standby

· Unplugging all equipment at the end of its use/the day

· Energy saving wash cycles on the washing machine. 

The nursery recycles paper waste, and ensures that where possible other sources of waste are recycled to reduce the effect on the environment. 

We assess our nursery’s impact on the environment on a regular basis and place procedures in place to counteract this impact. 

This policy is reviewed annually and is carefully considered in the best interests of the children, nursery and the environment.
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Anti-Bullying Policy


We are committed to providing an environment for children that is safe, welcoming and free from bullying. Bullying in any form is unacceptable in our setting, whether the offender is a child or an adult. The victim is never responsible for being the target of bullying.

Everyone involved in the setting including staff, children and parent/carers, will be made aware of our stance towards bullying. Such behaviour will not be tolerated or excused under any circumstances.

We define bullying as the repeated harassment of others through emotional, physical, verbal or psychological abuse. Examples of such behaviour are as follows:

Emotional: Being deliberately unkind, shunning or excluding another person from a group or tormenting them. For example, forcing another person to be ‘left out’ of a game or activity, passing notes about others or making fun of another person.

Physical: Pushing, scratching, spitting, kicking, hitting, biting, taking or damaging belongings, tripping up, punching or using any other sort of violence against another person.

Verbal: Name-calling, put-downs, ridiculing or using words to attack, threaten or insult. For example, spreading rumours or making fun of another person’s appearance. 

Psychological: Behaviour likely to instil a sense of fear or anxiety in another person.

Preventing Bullying Behaviour

The manager and the staff will make every effort to create a tolerant and caring environment in the setting, where bullying behaviour is not acceptable. Staff will discuss the issues surrounding bullying openly, including why bullying behaviour will not be tolerated and what the consequences of bullying behaviour will be. 

Dealing with Bullying Behaviour

Despite all efforts to prevent it, bullying behaviour is likely to occur on occasion and we recognise this fact. In the event of such incidents, the following principles will govern the setting’s response:

· All incidents of bullying will be addressed thoroughly and sensitively. 

· Children will be encouraged to immediately report any incident of bullying that they witness. They will be reassured that what they say will be taken seriously and handled carefully.

· Staff have a duty to inform the manager if they witness an incident of bullying involving children or adults at the setting.

· If a child or a member of staff tells someone that they are being bullied, they will be given the time to explain what has happened and reassured that they were right to tell the staff member.

· The individual who has been the victim of bullying will be helped and supported by the staff team. They will be kept under close supervision and staff will check on their welfare regularly.

· In most cases, bullying behaviour can be addressed according to the strategies set out in the Encouraging Good Behaviour policy. The bully will be encouraged to discuss their behaviour and think through the consequences of their actions. Where appropriate, they will be encouraged to talk through the incident with the other person concerned.

· Where bullying behaviour persists, more serious actions may have to be taken, as laid out in the Suspensions and Exclusions policy.

· A member of staff will inform the parents/carers of all the children involved in a bullying incident at the earliest possible opportunity. If appropriate, staff will facilitate a meeting between the relevant parents/carers. At all times, staff will handle such incidents with care and sensitivity.

· All incidents of bullying will be reported to the manager and will be recorded on an Incident Record Form. In the light of reported incidents, the manager and other relevant staff will review the setting’s procedures in respect of bullying.
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Positive Behaviour Policy


We recognise the importance of positive and effective behaviour management strategies in promoting children’s welfare, learning and enjoyment. 

The aims of our Behaviour Management policy are to help children to: 

• Develop a sense of caring and respect for one another.

• Build caring and co-operative relationships with other children and adults.

• Develop a range of social skills and help them learn what constitutes acceptable behaviour.

• Develop confidence, self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.

We have appointed a Behaviour Management Co-ordinator who has the necessary skills to:

· Advise other staff on Behaviour issues;

· Access expert advice if necessary;

· Undertaken appropriate training.

Behaviour Management Strategies

We will manage behaviour according to clear, consistent and positive strategies. Parents/carers are encouraged to contribute to these strategies, raising any concerns or suggestions.

Behaviour management will be structured around the following principles:

• Staff and children will work together to establish a clear set of ‘ground rules’ governing all behaviour in the Setting. 

• Positive behaviour will be reinforced with praise and encouragement. 

• Negative behaviour will be challenged in a calm but assertive manner. In the first instance, staff will try to re-direct children’s energies by offering them alternative and positive options. Staff will be open in stating and explaining non-negotiable issues.

• Staff will communicate in a clear, calm and positive manner.

• Staff will set a positive example to children by behaving in a friendly and tolerant manner, promoting an atmosphere where children and adults respect and value each other. 

• Staff will not shout at work.

• Staff will facilitate regular and open discussions with children about their behaviour. This will help them to understand the negative aspects of their behaviour and enable them to have their say and be helped to think through the causes and effects of their actions.

• Staff will work as a team by discussing incidents and resolving to act collectively and consistently.

• Staff will try to discuss concerns with parents/carers at the earliest possible opportunity to help identify the causes of negative behaviour and share strategies for dealing with it. Children who experience bullying, racism or other unacceptable behaviour will be given confidence to speak out

• Staff will encourage and facilitate mediation between children to try to resolve conflicts by discussion and negotiation.

• Activities will be varied, well planned and structured, so that children do not become bored or distracted.

Corporal Punishment

Our staff will never threaten or give corporal punishment to a child or use or threaten any punishment which could adversely affect a child’s well-being. We shall take all reasonable steps to ensure that corporal punishment is not given by any person who carers for or is in regular contact with a child, or by any person living or working on our premises. We understand that is we fail to meet these requirements, we are committing an offence.

We further understand that a person will not be deemed to have used corporal punishment (and therefore not committed an offence), where physical intervention was used for the purposes of averting immediate danger or personal injury to any person (including a child) or to manage a child’s behaviour if absolutely necessary.

We will keep a record of any occasion where physical intervention is used, and parents/carers will be informed on the same day or as soon as reasonably practical.

Dealing with Negative Behaviour

When confronted with negative behaviour, staff will be clear to distinguish between ‘disengaged’, ‘disruptive’ and ‘unacceptable’ behaviour.

‘Disengaged’ behaviour may indicate that a child is bored, unsettled or unhappy. With sensitive interventions, staff will often be able to re-engage a child in purposeful activity.

‘Disruptive’ behaviour describes a child whose behaviour prevents other children from enjoying themselves. Staff will collectively discuss incidents and agree on the best way to deal with them.

‘Unacceptable’ behaviour refers to non-negotiable actions and may include discriminatory remarks, violence, bullying or destruction of equipment. Staff will be clear that consequences will follow from such behaviour, including, temporarily removing a child from the activity session.

When an incidence of negative behaviour occurs, staff will listen to the child/children concerned and hear the reasons for their actions. Staff will then explain to the child/children what was negative about their behaviour and that such actions have consequences for themselves and other people. 

Staff will make every attempt to ensure that children understand what is being said to them. Children will always be given the opportunity to make amends for their behaviour and, unless it is judged inappropriate, be able to re-join the activity.

In the event that unacceptable behaviour persists, more serious actions may have to be taken, in accordance with the Suspensions and Exclusions policy. At all times, children will have explained to them the potential consequences of their actions. 

Behaviour Procedure

If you think a child’s is suffering with disengaged behaviour you should:- 

· Get down to the child’s level and talk to them.

If you think a child has disruptive or unacceptable behaviour you should:-

· Listen to what the child has to say

· Use a calm and professional tone with a child, use words like “I am sad that you have done that” or “I am disappointed by your actions.”
· Never raise your voice to a child.

· Explain to them what they have done and discuss with them that it is not positive behaviour.

· Encourage them to apologise if they have hurt anyone else

· Let the child return to the activity that they were doing or one of their choice

· As a last resort, use a time out period, make sure the child understands why this happening.

The Use of Physical Interventions

Staff will use physical interventions only as a last resort  and if it is absolutely necessary, and only then if they have reasonable grounds for believing that immediate action is necessary to prevent a child from significantly injuring themselves or others or to prevent serious damage to property. 

Before reaching this stage, staff will have used all possible non-physical actions, such as dialogue and diversion, to deal with the behaviour. The child or children concerned will be warned verbally that physical intervention will be used if they do not stop.

A dialogue will be maintained with the child or children at all times, so that the member of staff can explain what they are doing and why they are doing it. Staff will make every effort to avoid the use of physical interventions if they are alone with the child or children.

Only the minimum force necessary to prevent injury or damage should be applied. For example, by diverting a child or children by leading them away by a hand or by an arm around their shoulders.

Staff will use physical intervention as an act of care and control and never punishment. Physical interventions will not be used purely to force a child to do what they have been told and when there is no immediate risk to people or property.

As soon as it is safe, the physical intervention should be gradually relaxed to allow the child or children to regain self-control.

The force of the physical intervention will be always appropriate to the age, size and strength of the child or children involved. 

If staff are not confident about their ability to contain a particular situation or type of behaviour, consideration will be given to calling the Manager.

Where a member of staff has had to intervene physically to restrain a child, the Manager will be notified and the incident recorded in the Incident Record Book. The incident will be discussed with the parent/carer on the same day, or as soon as is reasonably practical. 

If a staff member commits any act of violence or abuse towards a child at the Setting, serious disciplinary action will be implemented, according to the provisions of the Staff Disciplinary Procedures Policy.
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Kids in Bloom Positive Behaviour Strategy

Once you have read and understood our Positive Behaviour Policy, and have worked as a Team to identify any triggers to the behaviour in your Room, you may choose to try some of these behaviour management techniques:

· Reward charts/cards – This is useful for all children in an early years setting. You may have a form of traffic light system where the child can visually see when they have received a warning or are displaying unacceptable behaviour. You may choose individual sticker/ hole punch cards. Positive reinforcement often works well.

· Praise – Praise the good and ignore the negative. This cannot be applied to all situations so it is important that you identify the effectiveness of this strategy through observations. Concentrating on positive behaviour will allow a child to focus on what is expected rather then what is not.

· Be positive – Use positive behaviour management techniques and rules by asking for the behaviour you would like to see rather than identifying the behaviour you wouldn’t like to see. For example instead of ‘No running’ ask for ‘walking inside please’

· Use visual sand timers and five minute warnings – This is useful for children who are struggling with transition times. As well as giving the whole group a five minute warning, specifically inform the child with the challenging behaviour that they have five more minutes and place the sand timer where they can see it.

· Remove anything which can cause harm – If you have a child who lashes out, remove any other children from the situation and if they are likely to throw objects calmly remove these from the child’s reach

· Be consistent – Try one approach and stick with it

· Key person – Ensure the child has a key person who they have built a strong relationship with, this may enable the child to go to them to express themselves rather than displaying challenging behaviour

· Use visual timetables – Again another strategy for a child who is struggling with routine or transition times. Show them using visual images what is going to happen throughout the day and next.

· Stay calm – Sometimes when dealing with challenging behaviour the situation can become over whelming, it is okay to find the situation difficult and to ask for support from another member of staff.

· Create behaviour or routine cards – These can be carried around on a key ring in practitioner’s pockets. These can then be showed to a child wherever you are.

· Tune in – Continue observations and tune in to what the child is really trying to tell you through their challenging behaviour.
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Positive Behaviour Practice at Kids in Bloom Nursery


Acceptable standards of behaviour, work and respect depend upon the example of us all at Kids in Bloom.

We all have positive contributions to make!
Good, positive behaviour has to be worked for:

· It does not simply happen

· Set high standards

· Apply rules firmly, fairly and consistently.

Most Important:

· Expect to give and receive RESPECT to children, parents and colleagues.

Everyone at Kids in Bloom Nursery is here for a purpose:

· Respect every person in your Team 
· Treat everyone as an individual.
Relationships are vital:

· Professional relationships between everyone and at every level are encouraged.
Take the initiative:

· Greet and be greeted

· Speak and be spoken to

· Smile 
· Communicate

Problems normally occur when young children are learning and testing the boundaries of acceptable behaviour. 

Don’t react: address the problem:

· Listen

· Establish what happened
· Judge only when certain

In the Nursery:

· Create and sustain a positive, supportive and secure Nursery environment. Well prepared, stimulating activities generate good behaviour and earn respect. 

Expect to:
· Arrive before your shift is due to begin and always start on time.

· Be prepared for ALL activities

· Keep everyone interested and occupied

· ALWAYS extend children’s thinking and learning and motivate their learning
· Comment constructively about children’s development and achievements 
· Always keep an attractive, tidy learning environment

· Maintain interesting wall displays

· Use first names at all times.
Encourage PRIDE at Kids in Bloom Nursery:

· Insist on clean, tidy rooms

· Keep a tidy learning environment (as appropriate)
· Leave furniture in place after activities

· Remove any damaged equipment or resources, if you cannot, please seek help

· Deal fairly and firmly with unwanted behaviours

· Keep displays fresh and attractive, full of children’s work and photographs
· Keep ALL table tops, shelves and cupboards tidy

· Insist on a calm, clutter free Nursery
· Report any damage immediately

· Staff must not sit on any children’s furniture eg. Table tops/cupboards etc.

DO ALL YOU CAN TO AVOID:

· Raising your voice inappropriately… it diminishes you and will result in disciplinary action
If there is a problem, the problem needs a solution, not complicating. SEEK HELP from other practitioners if you need it.

DO ALL YOU CAN TO:

· BE A POSITIVE ROLE MODEL TO OUR CHILDREN

· KEEP CALM …… IT REDUCES TENSION

· LISTEN 

Be positive and build relationships. Know children as individuals. Carry out any threats that you have to make.

BE CONSISTENT & ALWAYS APPLY GOLDEN RULES POSITIVELY.

Maintaining Discipline:

Insist on acceptable standards of behaviour, work and respect. Expect to:

· Apply our rules uniformly

· Work to agreed procedures
· Follow up problems to their conclusion

When children, staff and parents are clear about what we are aiming for, the likelihood of these aims being achieved is increased. We must have a sense of what we wish to achieve in the areas of social behaviour.

Deal with the few who present problems.

Unwanted behaviour by an individual child is often the cause of incidents that disrupt the others. If this happens, the majority of the rest of the group will find it difficult, if not impossible to continue as normal with their activities.

At Kids in Bloom Nursery, we use three basic strategies:

· Preventative: this is where there has been careful planning in terms of rules, room organisation and consequences of disruption.

· Corrective: this is where staff correct the disruptive behaviour in some way.

· Supportive: this is where the corrective side of the process of discipline is supported by follow – up work, so that the supportive relationships are rebuilt and re-established.  

If you are to be successful, you must be able to recognise and use all three methods appropriately.

It is no good just correcting children over and over again without being clear about what is expected of the child.

You have to be seen to be fair to all the children. Children will view your fairness differently. It is important to know your children well.

Staff must actively encourage children to:

· Be Sensible
· Use their Manners
· Have a good Attitude, Attend Nursery
· Respect each other, the Nursery and our Resources
· To meet the individual Targets set for them
Children in our Pre School class have a sticker chart. These are used to collect stickers from staff for following the SMART CODE in everything they do. Smart cards hold 25 stickers to a page and when full can be traded in for a gift from the Prize Box.

This is an excellent working way of positively reinforcing acceptable behaviour and all staff need to ensure that they actively use this code in their work – we must be consistent. We as a staff team must ensure that we too adhere to this work to act as good role models.

We do not remove stickers for unacceptable behaviour.
It may be necessary for children to have some short time alone to reflect on their behaviour. Children must be aware of the reason for them having to think about their actions, and staff should ensure that they are supervised from a distance and not left entirely alone for a long period of time. 
This time should not last for more than one minute for every year of the child’s age.

Children in Nursery have a designated area within their room to have a think and to cool down. 
Non Verbal Tactics:

1. use eye contact

2. Smiling (not at the same time as any of Tactics 2 – 6) to get attention

3. using a calming gesture with your hands at the same time as a smile.

4. nodding at the same time as smiling

Sound as a management tactic:

1. clapping hands

2. musical instrument or sound maker

3. calling someone’s name

4. using a starting signal such as ‘right, everyone ready?’ 
Contact as a management tactic:

1. sitting next to a child

2. standing next to a child

3. using a calming gesture of a hand on the shoulder

4. walking towards a child purposefully

5. removing an object that is causing a problem

6. placing hand on arm and leading the child somewhere else

N.B. There are VERY important issues relating to touching in any kind of way. You must use your own judgement regarding such tactics as a hand on an arm or shoulder. 

OUTDOOR PLAY AND LEARNING
· Practitioners must Lead by Example. If you expect children to walk, not run, share, participate, etc. then staff must do the same.

MOVEMENT AROUND THE NURSERY
· Children must be encouraged at ALL times by ALL staff to move calmly around Nursery.

· Children must be reminded about safe movement around the Nursery and that walking, not running is the safest and best way to walk.

FIRE EVACUATION PROCEDURES

· Children to STOP, LISTEN AND DO as the adult in charge asks them to do.

· Children to leave the building in a CALM and QUIET manner and encouraged to form into an orderly line.

· Children to be lead to their assembly point by the adult in charge and to wait in a QUIET and CALM manner.

· Children to wait at the assembly point until the all clear is given by the Fire Marshall/Senior Manager, and follow the instructions of their adult in charge.

· Children to return to the building under the instruction of adult in charge in a QUIET and CALM manner.

EMERGENCY MANAGEMENT PROCEDURES

· All staff to familiarise themselves with the code words for different emergency procedures, other than fire evacuation. Information, policies and procedures can be found in the Policy Files.
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Suspensions and Exclusions Policy


We are committed to dealing with negative behaviour in a non-confrontational and constructive manner. Wherever possible, disruptive or challenging behaviour will be tackled collectively between staff and children in the setting. Such procedures are outlined in the Encouraging Good Behaviour policy.

There are occasions when such strategies alone will not alter or prevent negative behaviour. In such cases, further action will be necessary, including reviewing a child’s place at the setting, on either a temporary or permanent basis.

Persistent unacceptable behaviour from a child will result in them receiving a formal warning from staff about their actions. Staff will explain to the child why their behaviour is unacceptable and the consequences of any further such incidents. Children will be encouraged to discuss their behaviour, to explain their actions, and helped to develop strategies to avoiding repeat incidents.

Details of all warnings, suspensions and exclusions will be recorded and kept on the setting’s records. Each warning should be discussed with the child concerned and their parent/carer. All staff will be made aware of any warnings given to a child. As a last resort, the setting has the right to temporarily suspend or permanently exclude a child in the event of persistent and irresolvable unacceptable behaviour.

Only in the event of an extremely serious or dangerous incident will a child be suspended from the setting with immediate effect. In such circumstances, the child’s parent/carer will be contacted immediately and asked to collect their child, even if the child normally signs themselves out. Immediately suspended children will not be allowed to leave the premises until a parent/carer arrives to collect them.

After an immediate suspension has taken place, the manager will arrange a meeting with the child concerned and their parents/carers to discuss the incident and decide if it will be possible for them to return to the setting.

Suspensions and exclusions should be seen as consistent, fair and proportionate to the behaviour concerned. In setting such a sanction, consideration should be given to the child’s age and maturity. Any other relevant information about the child and their situation should also be considered.

Children will only be suspended or excluded as a last resort, when there is no alternative action that could be taken, or when it is felt that other children and/or staff are potentially at risk. Wherever possible, the setting will give parents/carers time to make alternative arrangements for childcare during a period of suspension.

Staff should always keep parents/carers informed about behaviour management issues relating to their child and attempt to work with them to tackle the causes of disruptive or unacceptable behaviour. 

No member of staff may impose a suspension from the setting without prior discussion with the manager. Staff will consult the manager as early as possible if they believe that a child’s behaviour is in danger of warranting suspension or exclusion. When a suspension is over and before a child is allowed to return to the setting, there will be a discussion between staff and the child and their parent/carer explaining the conditions of their return.

Right to Appeal

If the parent/carer of staff feels that the disciplinary action taken against them is wrong, they may appeal in writing within ten working days. The appeal will be dealt with impartially and, if possible, the Person in Charge/manager, or a senior member of staff who was not involved in the original disciplinary action will hear the appeal and impartially adjudicate the case. The parent/carer will then be invited to a second meeting to discuss the appeal. The parent/carer has the right to be accompanied at appeal hearings. The final decision will be confirmed in writing to the parent/carer concerned and despatched within ten working days of the appeal meeting. 
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Adverse Weather and Critical Incident Policy


At Kids in Bloom we understand we need to plan for all eventualities to ensure the health, safety and welfare of all the children we care for. With this in mind we have a critical incident policy in place to ensure Kids in Bloom is able to operate effectively in the case of a critical incident. If any of these incidents impact on the ability for the nursery to operate, we will contact parents via phone. These include: 

· Flood

· Heat wave

· Snow

· Fire

· Burglary

· Abduction or threatened abduction of a child 

· Bomb threat/terrorism attack  

· Any other incident that may affect the care of the children in Kids in Bloom. 

If any of these incidents impact on the ability for Kids in Bloom to operate, we will contact parents via telephone at the earliest opportunity. 

Flood

There is always a danger of flooding from adverse weather conditions or through the water/central heating systems. We cannot anticipate adverse weather; however we can ensure that we take care of all our water and heating systems through regular maintenance and checks to reduce the option of flooding in this way. Our central heating systems are checked and serviced annually by a registered gas engineer and they conform to all appropriate guidelines and legislation. 

If flooding occurs during the day, the manager will make a decision based on the severity and location of this flooding, and it may be deemed necessary to follow the fire evacuation procedure. In this instance children will be kept safe and parents will be notified in the same way as the fire procedure. 

Should Kids in Bloom be assessed as unsafe through flooding, fire or any other incident we will follow our operational plan and provide care in sister nurseries.

Heat wave 

Please refer to sun care policy

Snow 

We are committed to providing uninterrupted care throughout the year and have the highest regard for the safety of the children in our care. This is a matter of both legal and moral importance; therefore we aim to provide this service in all weather conditions including periods when there may be snow and ice. 

With the recent changes in winter weather we have adapted our policies to include procedures for dealing with bad snow. If high snow fall is threatened during the day then the manager will take the decision as to whether to close the setting. This decision will take into account the safety of the children, their parents and carers and the staff team. In the event of a planned closure the setting will contact all parents to arrange collection for their child.

In the event of staff shortage due to snow and travelling to the work place we will contact all available off duty staff and/or agency staff and group the children differently until they are able to arrive. If we are unable to maintain statutory ratio requirements after all avenues are explored we will contact Ofsted to inform them of the situation and issue, recording all details in our incident file. If we feel the safety, health or welfare of the children is compromised then we will take the decision to close the setting

All staff will be familiarised with this policy as part of their induction and be expected to act in accordance with them at all times.

The safety of staff and children is the priority of the setting as snow and ice presents health and safety risks. 

Due to the high risk for slips, trips and falls, the setting advises staff and children to:

· Walk, do not run 

· Wear footwear with a non-slip sole, for example, wellington boots 

· Try where possible to leave hands free to aid balance and or to minimise the effects of a fall 

During the months of November to April the manager will:

· Maintain a rolling 5-day weather forecast 

· Check and maintain stock levels of salt regularly and ensure that the salt stock levels are adequate for the weather conditions

In the event of snow and/or freezing conditions:

· The Setting will not normally close, unless the School decides to close, then we must close.

· All staff should attempt to get to work if it is possible and safe to do so

· Paths, entrances to buildings, steps and exits will be cleared and/or salted daily before the children arrive and depart

Despite the high level of safety measures in place, in exceptional severe weather conditions (heavy snow or freezing conditions that result in a lack of safe travel), the setting will contact all parents with information regarding setting closure.

Parents will be kept informed as to when the setting reopens.

Fire

Please refer to the fire safety policy.  

Burglary

The management of Kids in Bloom follow a lock up procedure which ensures all doors and windows are closed and locked before vacating the premises. Alarm systems are used and in operation during all hours Kids in Bloom is closed. The duty Manager will always check the premises as they arrive in the morning. Should they discover that Kids in Bloom has been broken into they will follow the procedure below: 

· Dial 999 with as many details as possible, i.e. name and location, details of what you have found and emphasise this is a nursery and children will be arriving soon 

· Contain the area to ensure no-one enters until the police arrive. The staff will direct parents and children to a separate area as they arrive. If all areas have been disturbed staff will follow police advice, including following the relocation procedure under flood wherever necessary to ensure the safety of the children

· The manager on duty will help the police with the enquiries, e.g. by identifying items missing, areas of entry etc. 

· A duty manager will be available at all times during this time to speak to parents, reassure children and direct enquires

· Management will assess the situation following a theft and ensure parents are kept up-to-date with developments relating to the operation of the nursery. 

Abduction or threatened abduction of a child

At Kids in Bloom we take the safety and welfare of the children in our care extremely seriously. As such we have secure safety procedures in place to ensure children are safe whilst within our care, this includes safety from abduction. Staff must be vigilant at all times and report any persons lingering on nursery property immediately. All doors and gates to the nursery are locked and unable to be accessed unless staff members allow individuals in. Parents are reminded on a regular basis not to allow anyone into the building whether they are known to them or not. Visitors and general security are covered in more detail in a separate policy. 

Children will only be released into the care of a designated adult, see the arrivals and departures policy for more details. Parents are requested to inform the nursery of any potential custody battles or family concerns as soon as they arise so the nursery is able to support the child. The nursery will not enter into any custody battle and will remain neutral for the child.  

If an absent parent arrives to collect their child, the nursery will not restrict access unless a court order is in place. Parents are requested to issue the nursery with a copy of these documents should they be in place. We will consult our legal helpline with regards to any concerns over custody and relay any information back to the parties involved. 

If a member of staff witnesses an actual or potential abduction from nursery the following procedure will be followed:

· The police must be called immediately 

· The staff member will notify management immediately and the manager will take control

· The parent(s) will be contacted

· All other children will be kept safe and secure and calmed down where necessary 

· The police will be given as many details as possible including details of the child, description of the abductor, car registration number if used, time and direction of travel if seen and any family situations that may impact on this abduction. 

Bomb threat/terrorism attack

If a bomb threat is received at the nursery, the person taking the call will record all details given over the phone as soon as possible and raise the alarm as soon as the phone call is terminated. The management will follow the fire evacuation procedure to ensure the safety of all on the premises and will provide as much detail to the emergency services as possible.

Other incidents
All incidents will be managed by the manager on duty and all staff will co-operate with any emergency services on the scene. Any other incident that requires evacuation will follow the fire plan. Other incidents will be dealt with on an individual basis taking into account the effect on the safety, health and welfare of the children and staff in the nursery. 
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Fire Evacuation Procedure


If you discover a fire or one is reported to you, you should sound the alarm by using the nearest break glass point.

a) Evacuate all children and staff using the nearest fire exit, carrying out a sweep search as they go.

b) The person in charge is to dial 999 on hearing the fire alarm after checking the panel and establishing an actual fire, stating clearly the address and telephone number below.

c) Staff and children should meet at the official meeting point

d) Check the register to ensure that everyone is present

NB IN THE EVENT OF A FIRE IT IS THE FIRST DUTY OF ALL CONCERNED TO PREVENT INJURY OR LOSS OF LIFE. FOR THIS PURPOSE YOU SHOULD MAKE CERTAIN THAT YOU ARE FAMILIAR WITH ALL MEANS OF ESCAPE AND USE OF FIRE EXTINGUISHERS.
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Fire Safety Policy


We understand the importance of vigilance regarding fire safety hazards. We have notices explaining the fire procedures positioned next to every fire exit. All staff, students, volunteers and children are aware of the fire safety procedures set out in this policy. 

The Registered Person will ensure there is in place a clearly defined procedure for the emergency evacuation of the premises in the case of a fire.

All staff understand their roles and responsibilities in the event of a fire and are aware of the location of all fire exits, the fire assembly point and where fire safety equipment is stored. We have appropriate fire detection and control equipment (for example, fire alarms, smoke detectors and fire extinguishers) which are in working order.
Children will be made aware of the fire safety procedures during their settling in period and on regular occasion from then on. All children will be made aware of the location of fire exits and the fire assembly point.

Fire doors and fire exits are clearly marked, are not obstructed at any times, and are easily opened from the inside. 

Fire exits are kept closed at all times but never locked. Fire extinguishers and fire alarm systems are regularly tested in accordance with manufacturer’s guidance.

The manager will appoint designated Fire Marshalls who, once they have received appropriate training, will be responsible for arranging fire drills and tests. Fire drills will take place periodically and staff will not be informed of when these will occur.

All fire drills, fire incidents and equipment checks will be recorded in the Incident Record book.

Fire Prevention

The setting will take all steps possible to prevent fires occurring. Checklists are in place to ensure all fire exits are kept clear and unlocked. All staff are required to participate in fire safety training and are aware of all fire procedures. 

As such, the manager and the staff team are responsible for:

· Ensuring that power points are not overloaded with adaptors. 

· Ensuring that the setting’s No Smoking policy is always observed.

· Checking for frayed or trailing wires.

· Checking that fuses are replaced safely.

· Unplugging all equipment before leaving the premises.

· Storing any potentially flammable materials safely.

The manager will explain fire safety procedures to new staff, students and volunteers as part of the induction process. 

Risk Assessments

The Manager will ensure that risk assessments as required under the Management of Health and Safety at Work Regulations and the Fire Precautions (Workplace) Regulations are carried out daily for the Setting’s activities and operations and for Setting related issues. The assessments will be used to identify health and safety hazards and ensure that where they cannot be eliminated the associated risks are reduced or otherwise adequately controlled.

Fire Procedures

Procedures in the event of fire will be prepared and circulated to all staff. Fire risk assessment is a requirement under the Fire Precautions (Workplace) Regulations 1999. Notices giving instructions in the event of fire are displayed by all Fire Alarm Call Points and in each room. The main fire evacuation route is indicated using red spots. 
Fire Drills
A fire drill will be held at least every month and all relevant details recorded in the Fire Log. 
· The designated Fire Marshalls are responsible for arranging fire drills and tests

· Fire drills will take place at least every two months at a time that is not notified in advance to staff

· Twice per year a fire drill will take place without warning through School.
· The fire alarms will be tested weekly, from a different fire point each week.

· Fire extinguishers and fire alarm systems are tested by a properly authorised firm in accordance with statutory requirements

· Fire exits are clearly identifiable and will not be obstructed; all fire exits will be checked daily

Near each fire exit there is a notice explaining the fire procedures

In the event of a fire

A member of staff will raise the alarm immediately and the emergency services will be called at the earliest possible opportunity.

All children will immediately be escorted out of the building and to the assembly point using the nearest marked exit. No attempt will be made to collect personal belongings, or to re-enter the building after evacuation.

The entire premises will be checked by the Fire Marshalls and the register will be collected, providing that this does not put anyone at risk. On exiting the building, the Fire Marshalls will close all accessible doors and windows to prevent the spread of fire. 

The register will be taken and all children and staff accounted for. If any person is missing from the register, the emergency services will be informed immediately. If for any reason the register is not to hand, the manager should access the emergency contacts list that is kept off the premises.

If for any reason the designated fire safety officer is absent at the time of an incident, the manager will assume responsibility or nominate a replacement member of staff.
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Health & Safety Policy


We take the maintenance of health and safety extremely seriously as a matter of both legal and moral importance. All staff will be familiarised with this policy as part of their induction and be expected to act in accordance with them at all times.

We aim to ensure the health, safety and welfare of all staff, children, visitors and other individuals who may be affected by our activities and actual existence. The Health and Safety at Work Act 1974 and the Workplace (Health, Safety and Welfare) Regulations 1992 and their associated Approved Code of Practice (ACoP) and guidance will be complied with at all times. The Manager and staff will always go beyond the minimum statutory standards to ensure that health and safety remains the first priority.

The steps below will be actioned as a matter of course:

• Create an environment that is safe and without risk to health.

• Prevent accidents and cases of work-related ill health.

• Use, maintain and store equipment safely.

• Ensure that all staff are competent in the work in which they are engaged.

Responsibilities of the Registered Person, the Manager and Staff 

The identification, assessment, controls and reporting of hazards, accidents and faulty equipment within the Setting is vital, in reducing accidents and incidents. Both the Manager and one other designated member of staff are responsible health and safety arising out of our activities and introducing suitable steps to eliminate or control any such risk identified. 

It is vital to ensure that health and safety matters are taken seriously by all members of staff and other persons who are affected by our activities. Any member of staff that is found to have disregarded safety instructions or recognised safe practices will be subject to the procedures laid out in the Staff Disciplinary Procedures policy. 

The Registered Person holds ultimate responsibility and liability for ensuring that we operate in a safe and hazard free manner. The Registered Person, along with the Manager is responsible for ensuring that staff understand and accept their responsibilities for health and safety procedures. 

The Registered Person will ensure that adequate arrangements exist for the following:

• Monitoring the effectiveness of the Health and Safety policy and authorising any revisions to it.

• Providing adequate resources, including financial, as necessary to meet our responsibilities.

• Providing adequate health and safety training for all staff.

• Ensuring that all accidents, incidents and dangerous occurrences are adequately reported and recorded (including informing the Health and Safety Executive, and Ofsted, where appropriate).

• Reviewing all reported accidents, hazards, incidents, accidents, faulty equipment and dangerous occurrences, and our response, to enable corrective measures to be implemented.

• Ensuring that all staff, students, volunteers and any other adult who come into contact with children at the Setting has an appropriate and up to date Criminal Record Bureau checks.

The Manager is responsible for the day to day implementation, management and monitoring of the Health & Safety policy. The Manager is required to report any matter of concern regarding the Health & Safety policy to the Registered Person.

The Manager will ensure that:

• An additional designated member of staff is made jointly responsible with them for the health & safety and risk assessment, as set out in this and other policies.

• Regular safety inspections are carried out and the reports accurately logged.

• Any action required as a result of a health and safety inspection is taken as rapidly as possible.

• Information received on health and safety matters is distributed to the Registered Person and all members of staff.

• An investigation is carried out on all reported accidents, incidents and dangerous occurrences.

• Staff are trained to fulfil their role within the Health & Safety policy.

Staff will be responsible for ensuring that the provisions of the Health & Safety policy are adhered to at all times. As such, they are required to:

• Have regard for the Health & Safety policy and their responsibilities under it.

• Have regard for any health and safety guidance issued by the Manager or designated member of staff, and act upon it when appropriate.

• Take reasonable care for their own health and safety as well as of other persons who may be affected by their acts or omissions at work.

• Take all reasonable care to see that the equipment and premises that are used by children, and the activities that are carried out, are safe.

• Report any accidents, incidents or dangerous occurrences that have led to, or may in the future be likely to lead to, injury or damage, and assist in the investigation of any such events.

• Undergo relevant health and safety training when instructed to do so by the Manager.

Communication

All staff are made aware of communication channels within the Setting for health and safety. The Manager will ensure that all health and safety guidance and advice is kept together in the safety file in a place that is easily accessible to all staff. All such advice is communicated to staff where relevant and incorporated into the Setting procedures.

Risk Assessments

The Manager will ensure that risk assessments as required under the Management of Health and Safety at Work Regulations and the Fire Precautions (Workplace) Regulations are carried out daily for the setting’s activities and operations and for setting related issues. The assessments will be used to identify health and safety hazards and ensure that where they cannot be eliminated the associated risks are reduced or otherwise adequately controlled.

Fire Precautions

We will take steps to ensure the safety of children, staff and others on the premises in the case of fire or any other emergency. There is an emergency evacuation procedure. There are appropriate fire detection and control equipment (for example, fire alarms, smoke detectors and fire extinguishers) which are in working order

Checklists are in place to ensure all fire exits are kept clear and unlocked. All staff are required to participate in fire safety training and are aware of all fire procedures. 

Fire Procedures

Procedures in the event of fire will be prepared and circulated to all staff. Fire risk assessment is a requirement under the Fire Precautions (Workplace) Regulations 1999. Notices giving instructions in the event of fire are displayed by all Fire Alarm Call Points. The main fire evacuation route is indicated using red spots (refer to Fire Safety policy). 

Fire Drills

A fire drill will be held at least monthly without warning and relevant details recorded in the Fire Log. 
The designated Fire Officer is responsible for arranging fire drills and tests

Fire drills will take place at least every two months at a time notified in advance to staff

The fire alarms will be tested weekly, from a different fire point each week.

Fire extinguishers and fire alarm systems are tested by a properly authorised firm in accordance with statutory requirements

Fire exits are clearly identifiable and will not be obstructed; all fire exits will be checked daily

Located near each Fire Exit, there is a notice explaining the fire procedures.

Insurance

The Children Act 2006 and the Health and Safety at Work Act 1974, place a number of legal responsibilities on the setting. Therefore, the setting has insurance cover appropriate to its duties under this legislation, including Employer’ Liability Insurance. 
Responsibility will, in most cases, rest with the setting, but staff will take reasonable care, both for themselves and other people who may be affected by their acts or omissions at work. If the setting is held responsible for any incident that may occur, our public liability insurance will cover compensation.

Liability

Under provisions contained in the Occupiers Liability Act 1957, the setting has a duty to ensure that both children and any visitors are kept reasonably safe. The parties named in the wording of the premises contract are responsible for this duty.
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Healthy Workplace Policy


The Nursery is committed to providing a workplace which supports and encourages a healthy staff team through sharing information, training and family friendly issues.

Dress code

Staff must follow our dress code at all times. The dress code is detailed below

Uniform

In line with company policy, a permanent staff member is required to purchase a uniform consisting of:

Smart Black Trousers, no Tracksuit bottoms or leisure wear

Polo Shirt or a T-shirt

Royal Blue Hoodie

Shoes

Smart, comfortable non-slip black shoes preferably to be worn only within Nursery

Jewellery

Minimum jewellery is permitted however this should only consist of flat rings (i.e. unable to scratch children) and stud earrings. Children can wear earrings but not necklaces.

Hair/Nails

Hair should be tied back neatly in a smart ponytail. Any long fringes need to be securely clipped back and not just tucked behind ears. Short nails, no nail varnish or false nails or false eyelashes to be worn at work.

Staff breaks

It is the responsibility of the nursery manager/ deputy to ensure that all staff working 6 hours or more take a break of 15minutes, dependant on hours worked and all staff have 30 minutes lunch break (unpaid). 

Personal hygiene

Staff must follow the personal hygiene code at all times, and encourage children to adopt the same good personal hygiene code themselves.  All hands must be washed before handling food, after using the toilet or toileting children, after playing outside and after contact with animals. If lip salve is used by staff members it must be stick form so fingers are not touching children after application.

After noses have been wiped the tissue must be disposed of hygienically and hands should be washed or cleaned with anti-bacterial gel provided in the rooms. 

Cleaning 
The nursery is committed to providing a safe, happy and healthy environment for children to play, grow and learn. Cleanliness is a vital step to ensure this. The nursery will be cleaned every morning and regular checks will be made in the bathrooms - these will be cleaned at least daily (more if necessary). 

The nappy changing facility will be cleaned after every use. Any mess caused throughout the day will be cleaned up as necessary to ensure that a hygienic environment is provided for the children in our care.

We use a Green Mop to clean the Kitchen Area, a Red Mop to clear the Bathrooms and a Blue Mop to clean all other areas.

Kitchen

Staff need to be aware of the basic food hygiene standards through appropriate training and this will be carried out every three years.

· Fridge and freezer temperatures must be recorded first thing by a staff member/cook once a day.

· All food to be covered at all times in and out of the fridge and dated to show when each product was opened

· Fridges to be cleaned out weekly

· Microwave to be cleaned after each use

· Oven to be cleaned out regularly

· Freezers to be cleaned out regularly

· Care must be taken to ensure that food is correctly stored in fridges

· When re-heating food it should be done until over 75°C, checked with the probe thermometer and recorded, then cooled down before serving. Food prepared on the premises must be checked with the probe thermometer before serving and recorded

· All opened packets to be dated when opened and placed in an airtight container e.g. baby food, raisins, cereal etc.

· Blended food should be placed in suitable airtight containers, named and dated

· Surfaces to be cleaned with anti-bacterial spray  

· Only appropriate coloured kitchen cloths and mops to be used (Green Mop for the kitchen area)

· Windows protected by fly guards to be opened as often as possible along with the vents

· All plugs to be pulled out of their sockets at the end of each day and switches switched off where practicable (with the exception of the fridge and freezer)

· Children must NOT enter the kitchen except for supervised cooking activities

· All cupboards to be cleaned out monthly

· Food served but not used immediately should be appropriately covered and placed in the fridge/freezer within 60 minutes. If this is not followed, food should be discarded immediately.

Baby room 

· Bottles of formula milk will only be made up as and when the child needs them. These should be cooled to below 21(C and tested with a sterilised thermometer to ensure they are an appropriate temperature for the child to drink safely 

· Following the Department of Health guidelines, we will only use recently boiled water to make formula bottles (left for no longer than 30 minutes to cool). We will not use cooled boiled water and reheat 

· Bottles and teats will be rinsed out with water and given to the parents to take home daily to sterilise. Bottles will be disposed of after one hour

· A designated area will be available for mother who wish to breast feed their babies

· Labelled mother’s breast milk will be stored in the fridge

· If dummies are used they will be cleaned and sterilised. This also applies to dummies which have been dropped

· All dummies will be stored in separate labelled containers to ensure no cross-contamination occurs

· Dummy containers will be sterilised weekly

Nursery

· Staff must be aware of general hygiene in the nursery and ensure that high standards are kept at all times

· Regular toy washing rotas must be established in all rooms and recorded. Toys should be washed with sanitising fluid/Anti-Bacterial spray. 

· Floors should be cleaned during the day when necessary. Vacuum cleaner bags (where used) should be changed frequently 

· Staff are requested to use the appropriate coloured mop for the task or area (yellow for general areas, blue for bathrooms and toilets, red for kitchens).

· Face cloths should be washed on a hot wash after every use

· High chairs must be cleaned thoroughly after each use. Straps and reins must be washed weekly or when necessary.

· All surfaces should be kept clean and clutter free.

· Each child should have its own cot sheet which should be washed daily after each use.

· Children must always be reminded to wash their hands after using the bathroom and before meals. Staff should always encourage good hygiene standards.

· Children should learn about good hygiene routines and why they need to wash their hands, wipe their noses and cover their mouths when coughing.
Staff rooms

· It is the responsibility of each member of staff to ensure that the staff room is kept clean and tidy

· Fridges must be cleaned out weekly by the Room stated on the rota.

· Microwave to be cleaned after each use – as above.

· Surfaces to be wiped down daily – this is everyone’s responsibility.

· All implements used for lunch or break to be washed and tidied away immediately.
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Manual Handling Policy


As it is not possible to eliminate manual handling altogether, correct handling techniques must be followed to minimise the risks of injury. A variety of injuries may result from poor manual handling and staff must all be aware and adhere to the nursery’s manual handling policy. 

Remember - lifting and carrying children is different to carrying static loads and therefore manual handling training should reflect this. All staff will receive training in manual handling within their first year of employment and will receive on-going training as appropriate.

Preventing injuries

As with other health and safety issues, the most effective method of prevention is to eliminate the hazard – in this case, to remove the need to carry out hazardous manual handling. For example, it may be possible to re-design the workplace so that items do not need to be moved from one area to another. 

However this is not possible for lifting children. Where manual handling tasks cannot be avoided, they must be assessed as part of the risk assessment. This involves examining the tasks and deciding what the risks associated with them are, and how these can be removed or reduced by adding control measures.

As part of a manual handling assessment the following should be considered:

· The tasks to be carried out

· The load to be moved (remember to think about the children moving at this point) 

· The environment in which handling takes place

· The capability of the individual involved in the manual handling.

A number of factors increase the risk of manual handling injuries, and these should be considered and controlled. The following paragraphs offer a number of suggestions.

Correct lifting procedure

Planning and procedure

· Think about the task to be performed and plan the lift

· Consider what you will be lifting, where you will put it, how far you are going to move it  and how you are going to get there

· Never attempt manual handling unless you have read the correct techniques and understood how to use them

· Ensure that you are capable of undertaking the task – people with health problems and pregnant women may be particularly at risk of injury

· Assess the size, weight and centre of gravity of the load to make sure that you can maintain a firm grip and see where you are going

· Assess whether you can lift the load safely without help. If not, get help or use specialist moving equipment e.g. a trolley. Bear in mind that it may be too dangerous to attempt to lift some loads

· If more than one person is involved, plan the lift first and agree who will lead and give instructions

· Plan your route and remove any obstructions. Check for any hazards such as uneven/slippery flooring

· Lighting should be adequate

· Control harmful loads – for instance, by covering sharp edges or by insulating hot containers 

· Check whether you need any Personal Protective Equipment (PPE) and obtain the necessary items, if appropriate. Check the equipment before use and check that it fits you

· Ensure that you are wearing the correct clothing, avoiding tight clothing and unsuitable footwear

· Consider a resting point before moving a heavy load or carrying something any distance.

Carrying children

· If the child is old enough, ask them to move to a position that is easy to pick up, and ask them to hold onto you as this will support you and the child when lifting 

· Do not place the child on your hip, carry them directly in front of you in order to balance their weight equally

· Wherever possible, avoid carrying the child 

· Where a child is young and is unable to hold onto you, ensure you support them fully within your arms

· Avoid carrying anything else when carrying a child. Make two journeys or ask a colleague to assist you

· If a child is struggling or fidgeting whilst you are carrying them, stop, place them back down and use reassuring words to calm the child before continuing 

· Students and pregnant staff members will not carry children. 

Position

· Stand in front of the load with your feet apart and your leading leg forward. Your weight should be even over both feet. Position yourself (or turn the load around) so that the heaviest part is next to you. If the load is too far away, move toward it or bring it nearer before starting the lift. Do not twist your body to pick it up.

Lifting

Always lift using the correct posture: 

· Bend the knees slowly, keeping the back straight

· Tuck the chin in on the way down

· Lean slightly forward if necessary and get a good grip

· Keep the shoulders level, without twisting or turning from the hips

· Try to grip with the hands around the base of the load

· Bring the load to waist height, keeping the lift as smooth as possible.

Moving the child or load

· Move the feet, keeping the child or load close to the body

· Proceed carefully, making sure that you can see where you are going

· Lower the child or load, reversing the procedure for lifting

· Avoid crushing fingers or toes as you put the child or load down

· If you are carrying a load, position and secure it after putting it down 

· Make sure that the child or load is rested on a stable base and in the case of the child ensure their safety in this new position

· Report any problems immediately, for example, strains and sprains. Where there are changes, for example to the activity or the load, the task must be reassessed.

The task

· Carry children or loads close to the body, lifting and carrying the load at arm’s length increases the risk of injury

· Avoid awkward movements such as stooping, reaching or twisting

· Ensure that the task is well designed and that procedures are followed

· Try never to lift loads from the floor or to above shoulder height. Limit the distances for carrying

· Minimise repetitive actions by re-designing and rotating tasks

· Ensure that there are adequate rest periods and breaks between tasks

· Plan ahead – use teamwork where the load is too heavy for one person.

The Environment

· Ensure that the surroundings are safe. Flooring should be even and not slippery, lighting should be adequate, and the temperature and humidity should be suitable

· Remove obstructions and ensure that the correct equipment is available.

The Individual

· Never attempt manual handling unless you have been trained and given permission to do so

· Ensure that you are capable of undertaking the task – people with health problems and pregnant women may be particularly at risk of injury.
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Physical Environment – Premises Policy


We are committed to providing children with a stimulating and safe environment. We will do all we can to make our premises, including Outdoor Spaces welcoming, fit for purpose, safe for children to use, organised in a way that meets the needs of all children, (including as far as is reasonable, the facilities, equipment and the access to the premises, are suitable for children with disabilities), and that they are secure and friendly to children, their parents/carers and any other visitors.

Our premises are safe, secure and adequately spacious for its purpose. The environment is organised in a way that meets the needs of children and meet the following indoor space requirements:

· Children under 2 years: 3.5 m2 per child

· 2 years: 2.5 m2 per child

· 3-5 years: 2.3 m2 per child

This is in line with the Statutory Framework for the Early Years Foundation Stage (Revised 2012). The atmosphere in our Setting is warm and welcoming to all children and offers access to a wide range of facilities and a broad and varied programme of activities.

We are committed to taking every step to ensure that children have equal access to all facilities and Indoor and Outdoor play opportunities; including children with special educational needs and/or disabilities.

As per the requirements of the Statutory Framework for the Early Years Foundation Stage (Revised 2012), we have a separate Baby Room for children under the age of 2, although we do ensure that the children in our Baby Room have contact with older children and are moved into the older age group when appropriate.

Our premises comply with all the requirements of the Disability Discrimination Act 1995 and all other relevant regulations and guidance. 

The Manager is responsible for ensuring that our premises are clean, well lit, adequately ventilated and maintained at an appropriate temperature. Daily risk assessments are carried out, to ensure that the facilities are maintained in a suitable state of repair and decoration.

We maintain an open room layout, allowing children to choose from a variety of play opportunities. All children will have adequate space to play and interact freely. 
Children, who wish to relax, play quietly or sleep can do so and we always ensure that these areas are equipped with appropriate furniture. Children who are sleeping will be frequently checked, in line with our Sleeping & Monitoring Policy.

There is adequate space for storing all our equipment safely and securely. 


Under normal circumstances, staff will ensure there is one toilet and one wash basin with hot and cold water for every 10 children, ensuring an adequate balance between male and female resources and facilities. 

No child will ever be left unsupervised in the kitchen area

Staff will have access to a telephone in Nursery at all times.

There are an adequate number of Toilets and Hand Basins available (at least one toilet and one hand basin for every 10 children over the age of two) and separate toilets for adults. We also have suitable and hygienic changing facilities for changing any children who are in nappies and we also have an adequate supply of clean bedding, towels, spare clothes and any other necessary items.

We also have several areas where staff may wish to talk to parents/carers confidentially as well as a Staff Room to enable our staff to be able to take breaks away from areas being used by the children.

Outdoor Play

The outdoor play and learning activities take place in safe secure and well-supervised spaces. Before any outdoor activities start, a thorough safety check and risk assessment will take place.

We ensure our Outdoor areas are well maintained and free from holes, bumps or uneven surface areas. Drains or any unnatural water will be made safe or inaccessible to children.

If there is any snow or ice on walkways, staff will ensure that this is regularly cleared and kept safe.

Staff will ensure that there is always a supply of fresh drinking water available for all children, particularly during warmer weather. This water is changed frequently through the day.
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Risk Assessment Policy


We follow advice and guidance from Wirehouse, our Health & Safety advisors on all aspects of Health & Safety and understand the importance of ensuring that systems are in place for checking that we run a safe and secure place for children, staff and other visitors. (Due to the current Covid-19 Pandemic, we have a robust Risk Assessment in place across all our settings which is reviewed and revised periodically, as the situation, and guidance changes). Our risk assessment procedures are part of a continuous process to prevent any dangerous incident taking place, and are reviewed regularly. 
Risk Assessments, whether visual or written, are the responsibility of all staff as part of their daily duties, including opening up and closing the Setting. They identify aspects of our environment that need to be checked on a regular basis, when and by whom they will be checked, and how the risk will be removed or minimised.
In accordance with our duties under the Management of Health & Safety at Work Regulations 1999, we are required to undertake regular risk assessments and take any necessary action arising from these according to provisions set out in the Health and Safety policy and elsewhere and share with parents/carers and/or Inspectors, if required to do so. 

The Manager is responsible for making sure that risk assessments are completed, logged and effectively monitored. Reviews are conducted when there is any change to equipment or resources, any change to our premises, or when the needs of a child or visitor necessitate this. 

The Manager is further responsible for conducting any necessary reviews or making changes to our policies or procedures in the light of any potential risks that they or other members of staff discover. A visual inspection of both the equipment and the entire premises both indoor and outdoor will be carried out daily. This will be carried out by a designated member of staff on arrival at work and should be completed before any children arrive.

During the day, our staff will be vigilant and continuously aware of any potential risks to health and safety arising from:

On discovering a hazard, staff will take all steps necessary to making themselves and any other people potentially affected, safe. They will then notify the Manager and ensure that a record is made in the Incident Record Book. The Manager is then responsible for ensuring that any necessary action is taken.

Recording Accidents, Incidents and Dangerous Occurrences 

All accidents, incidents and dangerous occurrences will be recorded in either the Incident Record Book or the Accident Record Book on the same day as the event took place.

Records must contain:

• The time, date and nature of the incident, accident or dangerous occurrence.

• Details of the people involved.

• The type, nature and location of any injury sustained.

• The action taken and by whom.

• The signature of the member of staff who dealt with the event, any witnesses and, if deemed necessary, a countersignature by the parents/carers of the child or children involved.

Staff should inform the parents/carers of the child or children concerned at the end of the session in which the incident, accident or dangerous occurrence took place. Where this is not possible, the information will be passed on at the earliest possible opportunity.
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Security Procedure


We are committed to providing care and learning for children in a safe and secure environment. All staff will have an individual and collective responsibility to ensure that they have continuous regard for the safety and security of all children here. 

Parents/carers are encouraged to talk to their children about the importance of remaining safe and not leaving our premises during the session. These messages will be reinforced by us and our staff. 

Safety and security procedures will be regularly reviewed by the Manager in consultation with staff and parents/carers.

On hearing the doorbell a member of staff must first establish the identification of the person/persons via our Security System. 

Parents/Carers: The staff member opening the door must confirm that the parent is who they say they are and if it is to collect a child, that they possess the relevant passwords before they are allowed to gain access to the child’s room.

Visitors: All visitors must: sign in the visitor’s book, wear a visitors badge and be escorted at all times by a vetted member of staff. Where appropriate the visitors DBS disclosure must be seen and the disclosure number noted with the office. If it is found that the person wanting to enter the building has not got a valid reason to enter, the staff member must explain that we cannot let them in due to the reasons given at the time. If the person persists or becomes violent the police must be called immediately. 

Supervision: Children will not be left unsupervised at any time during activity sessions. In the event of staff shortages, available space will be restricted to ensure that children are adequately supervised, in accordance with the staff ratio provisions set out in the Staffing policy.
The Manager will allocate responsibility to individual members of staff for observing and supervising the main entrance and exit points at the beginning and end of the session. 

Visitors: We have a Visitors Book in which visitors must sign on arrival, alongside giving the following information:

• Their name.

• The date and time of their arrival/departure.

• The reason for their visit. 

Visitors will not be left unsupervised with children at any time. If the visitor has no suitable reason to be on the premises, then they will be asked to leave immediately and escorted from the premises. 

If the visitor repeatedly refuses to leave, the police will be telephoned immediately.

A record will be made of any such incidents in the Incident Record Book, and the Manager will be immediately notified.
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Visits and Outings Policy


We believe that visits and outings play an important and enriching role in providing our children with Cultural capital at Kids in Bloom. As always, during such events, the safety of children remains paramount. With this in mind, we will avoid Nursery trips during busy school holiday periods.
Prior to a visit or outing, if possible, a member of staff will carry out an exploratory visit of the proposed destination so as to pre-empt any potential difficulties and to assess the risks or hazards which may arise for the children, and identify the steps we will take to remove, minimise and manage those risks and hazards. The risk assessment will always include consideration of adult to child ratios.

It is a requirement that all children who are on a trip wear Kids in Bloom hi-visibility jackets.

The Manager will ensure that a risk assessment is carried out and reviewed every year. 
Staff will ensure that children are given instructions on road safety.

If a child is absent without prior warning, we will check to see if they attended school that day, they will not simply accept the word of other children. If the whereabouts of the child is not clear, staff will immediately inform the designated contact at school and parents/carers. 

Transport

Where possible, the setting will use one of our own Kids in Bloom minibus’s when escorting children longer distances. When escorting children by minibus, staff will ensure that the following rules are always adhered to:

· All adults, who are involved in the transportation of children, will have appropriate and up to date enhanced Disclosure & Barring Service checks.
· All vehicles are suitably insured, well maintained and all children are wearing seat belts.  
· We will ensure that the driver of those vehicles, is adequately licenced and insured.  

We will also ensure that a thorough risk assessment has been carried out prior to the visit or outing, including the identification of steps taken to remove, minimise, and manage Risks.

This should include consideration of the journey and any transportation involved. If a prior visit is not possible, the Manager will write to the venue requesting all relevant information and a risk assessment statement, as well as our recently revised Visits & Outings Planning form. 

We will make every effort to involve children in the planning of a visit or outing. Staff will explain to children the aims and objectives of the event, along with what is expected of them in terms of their behaviour and contribution. Children will be talked through any potential hazards and told to remain with staff at all times, and explain what to do in an emergency, including designating a suitable meeting point. 

Parental Consent

A week before a proposed visit or outing, we will notify Parents/Carers giving them information about the proposed event, the programme of activities, any cost, outline of the journey, mode of transport and approximate arrival and departure times. Parental consent is needed for all off-site visits and outings. The Manager will photocopy the signed Visits & Outings Forms, and give a copy to the Group Leader. The original will be kept on site. Parents/carers have the right to withhold consent for a visit or outing. Unfortunately, a child who does not have a signed consent form will not be allowed to participate. 

During visits and outings

Children will only be taken out of Nursery with the consent of the parent/carer and will only be taken out on trips with a purpose, which will be discussed prior to the outing. Any accidents or incidents that should happen while on the trip will be logged and reported to the Manager/deputy, no matter how trivial. They will be logged on an Accident/Incident Form, which will then be shown to their parents to read and sign.

On visits or outings, the staff to child ratio will be increased.
· Children will remain under close supervision at all times.

· The Manager will ensure that a full First Aid kit is on hand. 

· One member of staff will have a mobile for the Nursery to contact in case of emergency.

· A register will be taken at the beginning, middle and end of the visit or outing. Additionally, regular head counts will be taken by staff.

· A list of all staff and children participating in the outing and relevant mobile phone numbers will be left with staff left on duty on the premises (if staff numbers allow for such a provision).

· All children attending an outing away from the premises will be given an identity bracelet to wear, in case they get lost, this will have the child’s name on it along with a contact number.

· Any Child being carried as a passenger in a vehicle on a trip or visit off the premises, the manager will ensure that approved child restraints carrying the BS. Kite mark, are properly fitted, maintained and used. A photocopy of the drivers licence and insurance policy/certificate must be obtained before the trip/outing or visit commences.
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Equal Opportunities and Inclusion Policy


We are committed to taking positive and proactive steps to ensure that we provide a safe and caring environment, free from discrimination, for everyone in our community. We promote and value diversity and difference and with our Equal Opportunities and Inclusion procedures aim to help everyone involved with us to counteract and eliminate both direct and indirect discrimination in decision making, employment practices and service provision and to ensure that our services strive to achieve equality of opportunity for all, including providing support for children with special educational needs or disabilities, and we will endeavour to make any reasonable adjustments for children.
Every child is an individual and unique. We will work with parents and families to ensure their individual needs and interests are met and that they are able to achieve their full potential. We will ensure that all children feel included, valued and supported and that they are seen as a person first and not their special or additional need. Any inappropriate words, attitudes or practices will be challenged immediately.

We will offer a flexible approach where possible to the children’s care and learning and this may involve treating children differently, according to their abilities etc. If a child has a physical disability we will endeavour to reduce physical barriers to their participation in all activities where possible.

In our setting all children will be taught from an early age, to value and respect diversity in others to enable them to grow up making a positive contribution to society.

We aim to provide a welcoming and caring environment that promotes and reflects cultural and social diversity and is equally accessible to all. We will endeavour to challenge any offensive behaviour, language or attitudes with regards to race, ethnicity, nationality, class, religion, culture, gender, language, sexual orientation and disability.

We will facilitate regular opportunities for consultation with parents/carers about the service that we provide, as a means of monitoring the effectiveness of the Equal Opportunities and Inclusion Policy. 

We will make reasonable adjustments for our children, wherever possible, to ensure that the individual needs of all children will be met.

Equal Opportunities Procedures

To realise our objective of creating an environment free from discrimination and welcoming to all, we will:

• Ensure its services are open/available to all parents/carers and children in the community.

• Ensure that issues of race, ethnicity, nationality, class, religion, culture, gender, language, sexual orientation and disability do not inhibit a child from accessing our services.

• Treat all children and their parents/carers with equal concern and value.

• Have regard for promoting understanding, respect and awareness of diversity and equal opportunities issues in planning and implementing the programme of activities. 

• Help all children to celebrate and express their cultural and religious identity by providing a wide range of appropriate resources and activities. 

• Ensure that our recruitment policies and procedures are open, fair and non-discriminatory.

• Endeavour to recruit a staff team that reflects the make-up of our local community.

• Ensure that all members of staff are aware of, and understand, the Equal Opportunities and Inclusion policy as it relates to all aspects of its work.

• Encourage and support staff to act as positive role models to children by displaying and promoting tolerant and respectful behaviour, language and attitudes and challenging any discriminatory incident, according to the Staff Disciplinary Procedures, the Behaviour Management, and Dealing with Racial Harassment policies.

• Treat seriously any member of staff found to be acting, or have been acting, in a discriminatory way, according to the provisions of the Staff Disciplinary Procedures policy.

• Work to fulfil all legal requirements of the Sex Discrimination Act 1975, the Disability Discrimination Act 1995, the Human Rights Act 1998, and the Race Relations (Amendment) Act 2000. 

The Manager and Special Education Needs Co-Ordinator will be responsible for ensuring that the Equal Opportunities and Inclusion policy is implemented and that its effectiveness, and that of our staff team, is regularly monitored. They will be responsible for ensuring that:

• Staff receive appropriate and relevant training.

• Inappropriate attitudes are challenged.
• The Equal Opportunities and Inclusion policy is consistent with current legislation and guidance.

• Appropriate action is taken if discriminatory behaviour, language or attitudes become apparent.

Our policies and procedures will be kept under review; they will also be monitored and evaluated to ensure that they are effective.

That we continue to not operate in a discriminatory manner or in any way against our public commitment to equal opportunities and Inclusion and that we continue to promote and value diversity and difference.
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Special Educational Needs and Disability Policy 2022-2023

At Kids in Bloom Nursery  , our ethos is to endeavour to offer all of our children, without exception, the broadest range of exciting, challenging and motivating opportunities, experiences and positives influences whilst acknowledge and respecting their individual character, interests, culture and beliefs.

Statement
We are committed to providing an inclusive and high-quality broad and balanced curriculum that respects children’s individual differences and encourages their unique selves.

We ensure our curriculum allows all children to achieve their full potential and celebrate their strengths. 

We believe that all children have the right to be cared for and educated alongside each other through positive experiences, enabling them to share opportunities and experiences and to develop and learn from each other.

We provide a positive and welcoming environment where children are supported according to their individual needs. We offer personalised provision for all children and make reasonable adjustments where a need is identified. 

The staff regularly consider inclusive adjustments and adaptations within the setting to ensure that every child can access, participate, and make full use of the nursery’s facilities. 
This ensures and promotes equality of opportunity and improves outcomes. 

We feel it is paramount to learn as much as possible about a child’s individual needs so that timely and effective personalised provision can be put in place to ensure the child’s individual learning and/or care needs are met and to ensure reasonable adjustments can be made. 

We do this through:

· Ensuring the child’s voice is central when planning provision 

· Ensuring all children are given a full settling in period when joining the nursery, according to their individual needs

· Listening to and taking note of the views and needs of the child’s parents/carers at the time of induction, baseline and at regular and suitable times throughout the child’s attendance at Kids in Bloom

· Utilising this knowledge and collaboration with parents/carers when planning and reviewing provision

· Offering high quality teaching and learning that prioritises the individual needs of children 

· Following The Graduated Approach (an Assess, Plan, Do and Review cycle) to ensure any child with potential SEND is identified early and their progress is regularly monitored, reviewed and discussed with parents/carers. 

After discussion with parents, and with verbal and/or written consent. We may also see fit to:

· Read any reports that have been prepared 

· Collaborate with professional outside agencies

· Attend any review meetings with the local authority/professionals 

Roles and Responsibilities
Those responsible for overseeing SEND provision for children at Kids in Bloom  are:

Our Special Education Needs and Disability Co-ordinators (SENDCos) work closely with all staff to make sure there are systems in place to plan, implement, monitor, review and evaluate the SEND policy of the nursery.

It is noted that all staff are responsible for the wellbeing, learning and development of all children.

Aims

We will: 

· Include all children and their families in our provision
· Ensure that all children are treated and celebrated as equals and are encouraged to take part in every aspect of the nursery day according to their individual needs and abilities
· Ensure a celebratory approach when completing assessment and planning
· Celebrate diversity and promote inclusion in all aspects of play and learning. 

· Promote positive images and role models during play experiences of those with additional needs wherever possible
· Recognise each child’s individual needs and ensure all staff are aware of, and have regard for, the Special Educational Needs Code of Practice on identification and assessment 
· Provide well informed and suitably trained practitioners to help support parents and children with emerging needs, learning difficulties and/or disabilities 

· Develop and maintain a core team of staff who are experienced in the care of children with additional needs and employ a Special Educational Needs and Disability Co-ordinator (SENDCO) who is experienced in the care and assessment of children with additional needs. Staff will be provided with specific training relating to Special Educational Needs and Disabilities (SEND), the SEND Code of Practice and other relevant policies
· Identify the specific needs of children with emerging needs, learning difficulties and/or disabilities and meet those needs through a range of strategies
· Work in partnership with parents and other agencies in order to meet individual children's needs, including the health and education authorities, and seek advice, support and training where required
· Monitor and review our practice and provision using the Graduate Approach and, if necessary, make reasonable adjustments, and with parental permission seek specialist equipment and services if needed

Methods

We will:

· Designate a member of staff to be the Special Educational Needs and Disability Co-ordinator (SENDCO) and notify the parents.

· Provide a statement showing how we provide for children with emerging needs, learning difficulties and/or disabilities and share this with staff, parents and other professionals 

· Ensure that the provision for SEND children is the responsibility of all members of staff in the nursery 

· Provide in-service training for practitioners and volunteers

· Ensure a broad and balanced learning environment and curriculum for all children, taking account of any needs

· Provide resources (human and financial) to implement our SEND Policy

· Raise awareness of any specialism the setting has to offer, e.g. Makaton trained staff

· Ensure that our inclusive admissions practice includes equality of access and opportunity

· Ensure that our physical environment is as far as possible suitable for children and adults with emerging needs, learning difficulties and/or disabilities

· Ensure the privacy of all children when intimate care is being provided

· Use the graduated approach system to assess, plan, do and review 

· Provide differentiated activities to meet all individual needs and abilities

· Ensure that children are consulted at all stages of the graduated approach, considering the child’s voice

· Work collaboratively with children and their parents to create and maintain positive relationships 

· Ensure that parents are informed and able to voice their opinion at all stages of the assessment, planning, provision and review of their child's education

· Use a Common Assessment Framework (CAF) where needed

· Use a system for keeping records of the assessment, planning, provision and review for all children.

· Review Individual Plans regularly and hold review meetings with parents 

· Provide parents with information on sources of independent advice and support.

· With parental permission, liaise and work collaboratively with other professionals and/or outside agencies to best support the child and family

· Engage in discussion with other professionals, including discussions relating to transfer arrangements to other settings and schools. To work closely with the next care setting and meet with them to discuss the child’s needs to ensure information exchange and continuity of care 

· Ensure the effectiveness of our SEN/disability provision by collecting information from a range of sources e.g. Individual Plan reviews, staff and management meetings, parental and external agencies’ views, inspections and complaints. This information is collated, evaluated and reviewed annually

· Provide a complaints procedure and make available to all parents in a format that meets their needs e.g. Braille, audio, large print, additional languages

· Monitor and review our policy annually.

Special educational needs code of practice
It is the duty of the nursery to carry out our statutory duties to identify, assess and make provision for children’s special educational needs. The Code of Practice recommends that our nursery should adopt a graduated approach to assessment through Early Years Action and Early Years Action Plus. Good practice of working together with parents, and the observation and monitoring of children’s individual progress, will help identify any child with special educational needs. 
Our nursery has identified several SENDCo’s who will work alongside parents to assess the child’s strengths and plan for future support. The SENDCo will ensure that appropriate records are kept according to the Code of Practice. 
How children with SEN are identified:

The nursery is committed to working alongside parents to enable us to help the child to develop to their full potential. 

Each child’s needs are unique, therefore any attempt to categorise children is inappropriate.

Early Years Action 

The child is identified with special educational needs. The SENDCO, working alongside colleagues and parents, will assess and record the child’s needs and provide a Play Plan providing future support. This plan will be continually under review in consultation with the child and his/her parent(s).

Early Years Action Plus 

Is characterised by the involvement of external support services, usually requested by the SENDCO and colleagues in consultation with the child’s parents. If the help given through Early Years Action Plus is not sufficient to enable the child to progress satisfactorily, it may be necessary for the nursery, in consultation with the parents and any external agencies already involved, to request a statutory assessment towards a statement of special educational needs.

In any circumstance where a child’s progress is not as expected staff will discuss the area of need with the child’s parents/carers and seek their knowledge and experience. 
Any concerns expressed by parents/carers will always be taken seriously and staff will keep a dated record of the concern.  
Should staff feel that a child needs additional support they will first identify the need. They will then consider the provision that will be most effective in meeting the need. In the case of SEND, this refers to the child’s primary area of need.
As a setting, we follow the “Waves Model” as recommended by Liverpool City Council (Liverpool’s SEND Graduated Approach Handbook April 2022). 
The Waves Model is as follows:
· Wave 1 - High quality differentiated teaching, targeted for individual needs (all children)
· Wave 2 - Targeted provision or intervention programmes 
· Wave 3 – Highly individualised intervention
More information about the Waves model and the Broad Areas of Special Education Need can be found in our SEND policy above.
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Access and Storage of Information Policy


Any information known or held on the child attending Kids in Bloom is considered to be confidential between the child’s parents/guardians, the Manager, Deputy and staff concerned with that child.

We believe that an open access policy is the best way of encouraging participation.

Parents are welcome to view the policies and procedures file, which governs the way in which the nursery operates. These can be viewed at any time when the nursery is open, simply by asking the nursery manager or by accessing the file in front hall; the child’s developmental files will be stored in the nursery rooms for parents/guardians to access and contribute to at any time.
Parents are also welcome to see and contribute to all the records that are kept on their child; however the nursery will adhere to Data Protection laws. All parent, child and staff information is stored securely in locked filing cabinets in Kids in Bloom office.

The nursery’s records and documentation are kept and stored in accordance to the minimum legislative archiving time. We currently archive records for at least 21 years and three months.   

This will be reviewed annually and amended according to any change in law/legislation.
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Admissions and Fees Policy


We are committed to providing a fair admissions system that offers a competitively priced and good value service. As a provider of registered childcare, we encourage and actively support eligible parents/carers.

Admissions

When a parent/carer contact us enquires about a place for their child, they will be given all the relevant information they require, and informed of whether there is currently a suitable place available for their child or not.

If a suitable place is available the parent/carer and the child will be invited to visit us and speak to members of the team for the room that the child will start in. If the parent/carer agrees to abide by all the terms and conditions of admission, including the level of fees and arrangements for payment, they will be asked to complete and sign the Parent Pack, including the Contract to confirm their child’s place and a non-refundable deposit of two weeks fees will be payable before your child starts.   

Parents/carers should also complete and sign all required documentation at this point.

Once the admission is secure, the Manager, or a designated member of staff, will contact the parent/carer concerned to arrange a date for the child’s first session. At this stage, the Settling In policy will come into operation.

Waiting List

To ensure that admissions are offered on a fair and transparent basis, the following procedure will apply to the management of waiting lists:

· If, on making an enquiry about a place for their child, a parent/carer is informed that there is not currently a suitable one available, our waiting list procedure will be explained and then activated on the parent/carer’s behalf.
· Parents/carers are encouraged to submit their request for a place in writing. The details of this request will be placed on the waiting list, in the order that they are submitted.
· The waiting list will be kept and updated regularly. We will advise the parent/carer of how long they are likely to have to wait before a suitable place becomes available. This information will only be an estimate and will not constitute a binding guarantee from us.
· When a vacancy becomes available, the Manager will contact the parent/carer whose child is suitable for the place and is highest up on the waiting list.
· If that parent/carer still wishes to take up the place for their child, they will be asked to complete the Admissions Form and follow the remaining steps of the admissions procedure outlined above.
· If the parent/carer concerned no longer wishes to take up a place, the parent/carer of the next suitable child on the list will be contacted.

· The Managers discretion applies on how best to operate the waiting list and their decision is final.

Fees

We understand that the cost of registered childcare may seem expensive to a parent/carer. 
However, providing a high quality, safe and stimulating service for children is not cheap and to ensure the continued high standards and sustainability of the Setting, it must ask that parents/carers respect its policy in respect of fees.

· The level of fees will be set by the Registered Person and reviewed annually in the light of our financial position, future strategic plans and any other broader economic or social considerations deemed relevant. 
· Payment of fees must be paid immediately upon receipt of your monthly invoice, certainly by your child’s first day attending nursery/out of school club. These are to be paid by bank transfer, voucher or standing order, (cheques cannot 
· be used for payment, if this has been discussed with management prior to your child starting). 
· Any cheques that are returned to us from the bank or any missed payments via bank transfer or standing order will incur a charge of £20.00, and a late payment of fees will incur a charge of £20.00.
· Parents/carers are encouraged to speak to the Manager if they have any query about the fees policy, or if, for any reason, they are likely to have difficulty in making a payment on time. Parents/carers are strongly advised to arrange a meeting at the earliest possible opportunity, to avoid jeopardising their child’s place.

Bad Debt
• If the fees are not paid on time (your child’s first day of attending each week), we will notify the parent/carer via telephone/letter, requesting payment immediately.

• The Manager has the right to issue a formal warning to the parent/carer and inform them that continued late payment will result in their child’s place being forfeited.

• If fees are paid persistently late, we will be forced to suspend/terminate that child’s place. Under exceptional circumstances, we may allow the child to continue attending for the remainder of that week.

• If you decide to leave the nursery and you have an outstanding debt with us, we will pass your information on to our debt collecting agency. We will also add an extra 20% on to your outstanding fees, to cover the cost of this. 

If the situation continues, unfortunately, your child’s place will be terminated.
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Confidentiality Policy

The Manager, staff, volunteers and any other individual associated with the running or management of the setting will respect confidentiality by:

• Not discussing confidential matters about children with other parents/carers. 

• Not discussing confidential matters about parents/carers with children or other parents/carers. 

• Not discussing confidential information about other staff members.

• Only passing sensitive information, in written or oral form, to relevant people.

In circumstances where staff have good reason to believe that a child is at risk, or likely to be at risk of child abuse or neglect, the Safeguarding policy will override confidentiality on a ‘need to know’ basis. 

Staff failing to show due regard for confidentiality will be liable to disciplinary action under the provisions of the Staff Disciplinary Procedures policy.
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Data Protection Policy

We work hard to ensure that all staff understand the need to protect the privacy of children in their care as well as the legal requirements that exist to ensure that information relating to the child is handled in a way that ensures confidentiality.

We further understand that Parents/Carers must be given access to all records about their child, provided that no relevant exemptions apply to their disclosure under GDPR and that records relating to individual children must be retained for a reasonable period after they have left our setting.

“It is clear that the role of information in our society makes it increasingly important to develop respect…. for the private lives of individuals and to ensure good information handling practice”

The Information Commissioner; Data Protection Act 1998 Legal Guidance

What do you need to know about Data Protection? 

Childcare settings may collect and use information about employees and/or children and need to take action to ensure compliance with the Act. 

Personal data

The Act covers any data which can be used to identify a living person. This includes names, birthday and anniversary dates, addresses, telephone numbers, email addresses, bank details, opinions expressed about an individual etc. It only applies to that data which is held, or intended to be held, on a computer or in a manual (paper) filing system. Individual consent to the collection of information is one of several conditions which must be met by a setting. 

The Act also classifies some personal information as sensitive, such as information relating to racial or ethnic origin, religious or other beliefs, trade union membership, health, and criminal activity. Stricter rules apply in these instances and where such information is being collected and processed, the individual has to give explicit consent.

Data protection principles

The Act requires that any setting which processes people’s personal information must comply with eight principles (or rules) of good information handling. Settings must make sure that personal information is:

1 collected and used fairly and within the law

2 held and used for the reasons originally identified

3 adequate (enough), relevant and not excessive

4 accurate and up to date

5 kept for no longer than necessary for the purpose for which it is being used

6 processed in line with people’s rights

7 kept safe and secure

8 not transferred to other countries without adequate protection

Individual rights

The Act gives rights to those who have their data stored, and responsibilities for settings. The person who has their data processed has the right to:

· view the data held about them (sometimes for a small fee)

· Request that incorrect information is corrected. If the setting ignores the request, a court can order the data to be corrected or destroyed, and in some cases compensation can be awarded

· require that data is not used in a way which causes damage or distress

· require that their data is not used for direct marketing

If an individual (or organisation) feels they are being denied access to personal information they are entitled to, or thinks their information has not been handled according to the eight principles, they can contact the Information Commissioner’s Office (ICO) for help.

Notification

The Act applies to most businesses, organisations and public bodies and requires them to tell the ICO what they use personal information for. They must register with (the official word is ‘notify’) the ICO, if they:

· hold information about living individuals on computer

· hold information about living individuals in a structured manual (paper) filing system (with files ordered in such a way that it is possible to retrieve specific records easily)

There are exemptions from notification, which apply to organisations which only process personal information, subject to certain conditions, for the following purposes:

· staff administration (including payroll)

· advertising, marketing and public relations for their own business / organisation

· accounts and records

Even if an organisation is exempt from notification, it must still comply with other provisions in the Data Protection Act, including the eight principles. 

What do you need to do about data protection?

There are practical steps which can be taken to ensure your setting complies with the Data Protection 

Act:

· Make sure one person is identified to have responsibility for all aspects of information (usually called a ‘data controller’)

· Audit all information systems to find out who holds what data, in what format (computer or paper), and why

· Consider why information is collected, how it is used and check the security of information stored

· Decide whether the setting needs to notify the ICO or is exempt. Details of the notification criteria and process are available to download from the ICO website

· Use your Data Protection / Confidentiality policy to set out what we do to comply with the Act. 

We:

· Make sure people we keep records about (staff and parents / carers of children) are aware of this, and that they know why the information is being kept. If information about a person needs to be passed on to a third party, (such as when a child transfers to school), the person (parent / carer) should be made aware of this. We only collect and hold personal information when there is a legitimate reason for doing so.

· Are honest and open about why personal information is needed

· Make sure that appropriate information is collected only, to ensure that records/files are fit for purpose 

· make sure that personal information is accurate; ensure that errors are corrected promptly

· hold personal information for only as long as is necessary to serve the purpose for which it is being held. Ensure systems are in place for the timely removal of personal information when appropriate, such as when an employee leaves or when a child moves to another setting or school

· make sure that information about people is stored securely. Only authorised personnel should have access to personal information; ensure systems for access are in place 

Further information 

· The Information Commissioner’s Office is responsible for raising awareness, promoting compliance and enforcing the 1998 Data Protection Act. Their website is www.ico.gov.uk. Tel: Information Line 01625 545745.

Commitment to the Protection of Personal Information

We need to collect and use certain types of information about people with whom it deals in order to operate effectively. These include pupils, parents, guardians, staff, governors, suppliers and others with whom it communicates. It is required by law to collect and use certain types of information to comply with the requirements of government departments.

This personal information must be dealt with properly and securely regardless of what method is used for its collection, recording or use – whether this is paper, a computer system or any other material. There are safeguards to ensure that the processing of such information is carried out in a proper fashion and these are contained in the General Data Protection Act.

We regard the lawful and correct treatment of personal information as very important to the successful and efficient performance of its functions and to maintaining confidence between those with whom we deal and ourselves.  

GDPR

The General Data Protection Regulation (GDPR) is a new EU law that came into effect on 25 May 2018. It replaces the current Data Protection Act 1998 and the changes remain in place even after the UK leaves the EU in 2019. GDPR gives individuals greater control over their own personal data.

We already have a data protection policy in place but GDPR introduces some significant changes in what is needed so we understand that we need to be aware of these changes and make changes in order to be compliant. 

GDPR principles

GDPR condenses the Data Protection Principles into six areas, referred to as the Privacy Principles. 
They are:

· You must have a lawful reason for collecting personal data and must do it in a fair and transparent way.
· You must only use the data for the reason it is initially obtained.
· You must not collect any more data than is necessary.
· It has to be accurate and there must be mechanisms in place to keep it up to date.
· You cannot keep it any longer than needed.
· You must protect the personal data.

These privacy principles are supported by a further principle – accountability. This means that we must not only do the right thing with data but must also show that all the correct measures are in place to demonstrate how compliance is achieved. There is also an expectation that staff will be trained on data protection. Documentation on policies, procedures and training is going to be a key part of any effective compliance programme.

Areas to consider

· We will aim to appoint a data protection officer — For most settings, appointing an individual who takes the lead on data compliance will be enough, although for larger early years provider chains may need to appoint a data protection officer.
· Privacy notices — When you collect any data you must tell people exactly how you are going to use it, who might you share it with, how long you will keep it as well as information on consent and complaint.
· Individual rights — People now have new and enhanced rights on the collection, access and deletion of their data so you must ensure your setting has mechanisms to allow individuals to exercise these rights.
· Consent — GDPR requires early years providers to have a legitimate reason for processing any personal data. Where you rely on consent for processing data you must be able to demonstrate that the consent was freely given. Pre-ticked boxes or inactivity will no longer suffice. People have to actively opt-in.
· Data agreements — Early years providers are now obliged to have written arrangements with anybody processing data for them. Providers must make sure that anyone processing data meet GDPR requirements.
· New projects — Data protection must be incorporated into new projects and services at the development stage — not simply as an after-thought.
· Breach notification — You are obligated to notify the Information Commissioner's Office (ICO) of a data breach within 72 hours of becoming aware of the breach. 
· Fines — One of the key drivers of compliance is that organisations can be fined significant amounts if they are not. However you should focus on the benefits of ensuring you are handling your data properly.

GDPR – Privacy

We will: 

· Make a list of all the personal information that you store on parents, children and staff in your setting.
· Check that the personal information and data you hold on people is:
· Up to date and accurate
· Kept secure
· Adequate, relevant and not excessive
· Lawfully processed (see below)
· Only kept for as long as necessary
· If you have staff, make sure that they are also aware of your processes regarding personal information.
Confidentiality and Privacy Policy
Here at Kids in Bloom, we are legally obliged to collect certain information about you and your child(ren) to comply with the requirements of the EYFS and to maintain accurate records. Other information that we collect is not a legal requirement but helps us to provide high quality early years teaching and learning. We will need to process information such as: personal details, family details, life style and social circumstances, financial details, GP contact details, inoculation details, allergy details and digital photographs. 
We also process sensitive information that may include racial or ethnic origin, religious or other beliefs, and physical or mental health details. We have a legal requirement to collect and process some of this personal information about you and your child. I need you to sign to say that you are happy for me to collect and process the non-statutory information I need to best look after your child.  

All information on children and families is kept securely and treated in confidence. We are registered with the Information Commissioner’s Office (ICO) and we are aware of our responsibilities under General Data Protection Regulations (GDPR). In general, the confidential information we have on file will only be shared if you give permission or there appears to be a child protection issue. We will only share information about your child with you or your child’s other carers, other professionals working with your child, or with the police, social services, local or central government including Ofsted.  All details will be kept confidential and records are kept secure. You have a right to access any of the information that we hold on you or your child at any time. 

If your child attends another setting while in our care, or arrives from school or another setting, then we will need to be able to share appropriate information between each other. This two way flow of information will help your child to make the transition between carers. It will also keep you informed about anything you need to know that you weren’t there to hear yourself. You will need to sign to say you are happy for me to share information about your child in this way, and to pass along any information we learn to you. 

When your child leaves our setting, we will only store information on you or your child for as long as is necessary. Anything we don’t need to keep, we will delete or shred. Your child’s learning journey will be sent home with you on your last day. 

If you have any complaints with the way you feel we have handled any of your personal data, please speak to us in the first instance so that we can resolve the complaint. You have the right to complain to the Information Commissioners Officer (ICO) if you feel we have not resolved the complaint to your satisfaction.

Please read your contract in our Parent Pack to ensure that you have read and understood how we work in relation to data.

I give permission for Kids in Bloom to collect and process non-statutory information about my child such as the name of my child’s GP, interests, likes and dislikes etc, as well as sensitive classes of information including your child’s racial or ethnic origin, religious or other beliefs, and physical or mental health details. This information will be kept confidential.  

The Information Commissioners Office (ICO)
The GDPR requires “every organisation that processes personal information must register with the ICO”.  We MUST register with the ICO because we MUST legally record and store personal information as a requirement of the EYFS statutory framework.  

For general information from the ICO about GDPR read Preparing for the GDPR: 12 steps to take now. 
· Facebook 
· Twitter 
General Data Protection Regulations (GDPR) Policy 
The General Data Protection Regulation (GDPR) is a new EU law that came into effect on 25th May 2018 replacing the current Data Protection Act 1998. It will give individuals greater control over their own personal data. As a nursery it is necessary for us to collect personal information about the children who attend as well as staff and parents/carers.

Kids in Bloom Nursery is registered with the Information Commissions Office, ICO, under registration reference: Z2390392 and has been registered since 23rd September 2010 the certificate can be viewed on the parent display.

GDPR principle
GDPR condenses the Data Protection Principles into 8 areas, which are referred to as the Privacy Principles. They are:

1. You must have a lawful reason for collecting personal data and must do it in a fair and transparent way.

2. You must only use the data for the reason it is initially obtained.

3. You must not collect any more data than is necessary.

4. It must be accurate and there must be mechanisms in place to keep it up to date.

5. You cannot keep it any longer than needed.

6. You must protect the personal data.

7. You must have appropriate measures against unauthorised or unlawful processing or personal data and against accidental loss or destruction/damage to personal Data.

8. Personal Data shall not be transferred to any outside agency or country within the EU that does not comply with the new General data protection regulations.

The GDPR provides the following rights for individuals:

· The right to be informed.

· The right of access.

· The right to rectification.

· The right to erase.

· The right to restrict processing.

· The right to data portability.

· The right to object.

· Rights in relation to automated decision-making and profiling.

There are two main roles under the GDPR; the data controller and the data processor. As a childcare provider, we are the data controller. The data is our data that we have collected about the children and their families. We have contracts with other companies to process data, which makes them the data processor. The two roles have some differences but the principles of GDPR apply to both. We have a responsibility to ensure that other companies we work with are also GDPR compliant.

Lawful basis for processing personal data
We must have a lawful basis for processing all personal data within our organisation and this is recorded on our Information audit for all the different information we collect. The six reasons as follows:

(a) Consent: the individual has given clear consent for you to process their personal data for a specific purpose.

(b) Contract: the processing is necessary for a contract you have with the individual, or because they have asked you to take specific steps before entering into a contract.

(c) Legal obligation: the processing is necessary for you to comply with the law (not including contractual obligations).

(d) Vital interests: the processing is necessary to protect someone’s life.

(e) Public task: the processing is necessary for you to perform a task in the public interest or for your official functions, and the task or function has a clear basis in law.

(f) Legitimate interests: the processing is necessary for your legitimate interests or the legitimate interests of a third party unless there is a good reason to protect the individual’s personal data which overrides those legitimate interests.

For the majority of data we collect, the lawful basis for doing so falls under the category of ‘legal obligation’ such as names, date of birth and addresses as we have a legal requirement to obtain this data as part of the Statutory Framework for the Early Years Foundation Stage.

Some data we collect, for example, photographs, requires parents to give consent for us to do so. Where this is the case, parents will be required to sign a consent form to ‘opt in’ and are made aware that they have the right to withdraw their consent at any time.

We may also be required to collect data as part of parent’s contract with the setting or local authority, for example, for us to claim government funding.

Data retention
We will hold information about individuals only for as long as the law says and no longer than necessary. After this, we will dispose of it securely. Please see a copy of the Retention periods for records.
Security
We keep data about all individuals secure and aim to protect data against unauthorised change, damage, loss or theft. All data collected is only accessed by authorised individuals. All paper forms are kept locked away and all computers and tablets are password protected.

Privacy notices 
All parents and staff are provided with privacy notices which inform them of our procedures around how and why we collect data, information sharing, security, data retention, access to their records and our commitment to compliance with the GDPR act 2018.

Ensuring compliance
The member of staff responsible for ensuring that the setting is compliant is Patricia Trew, Hayley Marsh and Brittany Vant. Their main duties are:

· Ensure that the provision is compliant with GDPR.

· Audit all personal data held.

· Ensure all staff are aware of their responsibilities under the law, this may include delivering staff training.

· Undertake investigations when there is a breach of personal data and report to the Information Commissions Office, ICO.

· Keep up to date with the legislation.

Legal framework
· The General Data Protection Regulation (2018)

· Human Rights Act 1998

This policy applies to all employees of Kids in Bloom Nursery and its affiliates.

As an Early Years childcare provider setting, we have access to children and families personal data.

A clear desk policy is the best way to avoid unauthorised access to physical records which contain sensitive or personal information and will protect physical records from fire and/ or flood damage.

A clear desk policy involves the removal of the physical records which contain sensitive personal information to a cupboard or drawer (lockable where appropriate). It does not mean that the desk has to be cleared of all its contents.

At the end of each day, or if the desk or said workspace is to be unsupervised at and given time, all confidential and personal data must be filed securely away in a locked cupboard, this also applied to any electronic device, including nursery laptops, iPads and cameras which may hold children, staff and parent personal data.
All employees must ensure;

1. All sensitive/confidential information in hardcopy or electronic form is secure in their work area at the end of the day and when they are expected to be gone for an extended period.

2. Computer workstations must be locked when workspace is unoccupied.

3. Computer workstations must be shut completely down at the end of the work day.

4. Any Restricted or Sensitive information must be removed from the desk and locked in a drawer when the desk is unoccupied and at the end of the work day.

5. File cabinets containing Restricted or Sensitive information must be kept closed and locked when not in use or when not attended.

6. Keys used for access to Restricted or Sensitive information must not be left at an unattended desk.

7. Laptop/iPad/nursery cameras must be either locked with a locking cable or locked away in a drawer.

8. Passwords may not be left on sticky notes posted on or under a computer, nor may they be left written down in an accessible location.

9. Printouts containing Restricted or Sensitive information should be immediately removed from the printer.

10. Upon disposal Restricted and/or Sensitive documents should be shredded in the official shredder bins or placed in the lock confidential disposal bins.

11. Whiteboards containing Restricted and/or Sensitive information should be erased.

12. Lock away portable computing devices such as laptops and tablets.

13. Treat mass storage devices such as CDROM, DVD or USB drives as sensitive and secure them in a locked drawer
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Documentation and Information Policy


We recognise the importance of maintaining up to date, accurate, available and easily accessible records, policies and procedures necessary to operate safely, efficiently and to promote the welfare, care and learning of children in accordance with the law. As required in the Revised Statutory Guidance for the Early Years Foundation Stage 2012, all our records are in English.

We will also engage in a regular two way flow of information with parents/carers and ourselves and other providers, should the child attend more than one setting. We also actively encourage all parents/carers to incorporate their comments and feedback into their children’s records on a regular basis.
We are also aware of our obligations with regard to the storing and sharing of information under the Data Protection Act 1998, and are committed to complying with its regulations and guidance. We understand that we are required to share information with parents/carers, other professionals working with the child, and the Police, Social Services and Ofsted, appropriate, to ensure the safe and efficient management of our setting and to help ensure that the needs of all children are met.

The manager and staff are aware of our responsibilities and the implications of the Data Protection Act 1998 and the Freedom of Information Act 2000 in so far as it affects their roles and responsibilities within the setting, as well as the need to protect the privacy of children in our care as well as the legal requirements that exist to ensure that information relating to the child is handled in a way that ensures confidentiality. Information on the Act can be found at http://www.ico.gov.uk/.

This policy aims to minimise the risk of inappropriate use and distribution of personal data relating to those children, parents and families that use the setting.

We are committed to a policy of openness with parents/carers with regard to its policies and procedures and the information that the setting holds on their child. Records and information will be made available to parents/carers on written request unless subject to an exemption. If for any reason a request is going to be refused, then this decision, and an explanation, will be communicated in writing.

We will also provide parents/carers with access to all records about their child, (provided that no exemptions apply to their disclosure under the Data Protection Act).  

Confidential information and records about staff and children must be held securely and only accessible to those who have a right or professional need to see them.

Records are shared with the child’s parents/carers, and always available for inspection by OFSTED. 

All accident, RIDDOR and child protection records are kept and archived. Our certificate of registration or any notice of suspension of registration will be displayed on the premises at all times.

Definitions

The following definitions will be used:

Personal data:

General Information relating to Parents / Carers and Children that access services at our setting.  Personal data is information which relates to living individuals and by which that individual can be identified.

Personal information, for the purpose of this policy also includes photographic images (see below).

Sensitive information:

Some information initially collected may include sensitive personal data.  Information that is collected and used by Childcare Provisions that falls into this category includes:

· Ethnic origin

· Employment status

· Details of any special health issues (including special educational needs or physical disability statement)

· Appropriate records of children’s progress and achievements 

· Any other information relating to the child, deemed by staff or parents / carers, to be relevant and significant

Staff & Childcare Information

Details relating to employees are also kept on record, in addition to up to date records of all the staff and volunteers who work at the setting, (including anyone else of will regularly be in unsupervised contact with the children attending the setting, including their name, home address, their position and Criminal Records Bureau/Disclosure & Barring Service check.

Other information (such as Personal Development Plans for staff), accrued during their time spent working at the setting, will also be stored in accordance with this policy.

Additionally, the following records and information will be stored and maintained by the setting:

· An accurate daily staff, students and volunteers attendance registers and visitors logs, including signing in and out times;

· Records of the activities planned and implemented, including any off-site visits and outings;

· A record of the risk assessments on buildings, sessions, activities and visits clearly stating, when they were carried out, by whom, date of review, and any action following;

· Inventory Records of all equipment owned or used by the provision including safety checks and repairs carried out;

· Completed Accident, Medicine and Incident forms

Data & Image Management & Processing

In the spirit of the Information Commissioner’s Office’s principle of ‘Fair Processing’ and under Schedule 2 of The Act, we only collect personal information for which there is a legitimate use and do not use the information in any way that has unjustifiable adverse effects upon the individuals concerned or use the data in any way that is unlawful.  

We expect all of our staff to be open and honest about the intended use of the information we collect and handle the information in ways that they would reasonably expect.

Data Cleansing

The Manager has overall responsibility for the maintenance and updating of children’s records and ensuring that these are accurate.

Retention period

All required records relating to individual children are maintained and retained for three years after children last attended the setting. This does not apply to the retention of photographic images, which should be kept for no longer than 12 months (see ‘Photographs and Digital Photographic Images’ below).

Record Keeping

Ordinarily, the following information that we will keep on a child will include: 

· Full Birth name (along with any other name the child is known by).

· Date of birth

· Gender

· School attended

· Ethnic origin*
· Religion

· Languages spoken

· Home address and telephone number(s) of every parent/carer who is known to us 

· Information about any person who has parental responsibility for the child.

· Parents’ and carers’ names and addresses as well as details of which parent/carer the child normally lives with.

· Parents’ or carers’ name and place of work and contact number(s) 

· Any other emergency contact details, including full names and up to date telephone numbers

· Family doctor’s name, address and telephone number

· Health visitor’s name, address and telephone number (if applicable)

· Details of any special health issues (including a special educational needs or physical disability statement)

· Details of any special dietary requirements, allergies, and food and drink preferences 

· Record of immunisation

· Appropriate records of the child’s progress and achievements 

· Names of people authorised by parents/carers to collect the child, along with recent photographs

· Any other information relating to the child deemed by staff or parents/carers to be relevant and significant

Other records kept 

· Name, home address and telephone number of any individuals who live and/or reside at, or regularly visit/spend time at the setting and/or have regular unsupervised contact with the children, including their contact details.

· The daily attendance registers, of children being cared for on our Premises, including hours of attendance and the names of the child’s key person, as set out in the Arrivals and Departures policy.

· An up to date waiting list with details of all children waiting for a place at the setting, as set out in the Documentation and Information policy.

· Records of any medication being held by staff on behalf of children, along with the signed Administration of Medication Form, in the Medication Record Book (in accordance with the Accident, Illness and Emergency policy). 

· Records of any medication administered to any child, including dates, circumstances and who administered it - this includes self-administered medication.  

· Records of signed Emergency Medical Treatment Forms, giving parental authorisation for staff to consent to emergency treatment for children (in accordance with the Accident, Illness and Emergency policy).

· An Inventory Record of all equipment owned or used by the setting, including safety checks and repairs carried out (in accordance with the Equipment policy).

· Additionally, a regularly updated version of the admissions list will be kept off the premises, but close by, in case of an emergency, such as a fire.

Data & Image Security

Information and records held on children will be kept in a secure locked location.

Restricted documents must not be taken from the setting without agreement for transport and storage. They must not be left unattended in cars or opened on public transport. 

All paper based files containing personal and or sensitive information that have exceeded their retention period should be shredded on site.

All electronic personal and / or sensitive information including still and moving images will be held on a password protected computer. When not in use, the computer must be stored in a safe or locked cabinet or cupboard. The computer must not leave the setting’s premises. Images will be stored directly on the computer and immediately deleted from the device that captured or recorded them originally.

Still and Moving Images 

Still and moving images (i.e. photographs and video footage) within the setting will only be taken by the setting’s staff and only following written parental consent for the child/ren being photographed.

It is likely that there will be occasions during a child’s time at the setting when staff may wish to photograph or video children as part of an observation or to record an achievement to show their parent / carer.

The setting will not use the personal details or full name (first name and/or surname) of any child in a photographic image on its website or in any other printed material without consent. Generally, images of children will not have an accompanying name in the text or caption; if a name is used in the text, the setting will not use an image of that individual unless specific permission has been granted. No images of children will be released to press or media contacts without the relevant written parental consent.

No photographs of children will be released to press or media contacts or used in any of the setting’s marketing, externally or internally, without the formal consent, in writing, from the parent or carer of the child/ren being photographed.  

All written consents relating to the use of photographic images of children will be filed at the setting for the life of the image or images to which it relates.

Photographic Displays

We will not use the personal details or full name (first name and/or surname) of any child in an image on its display, website or in any other printed material without having gained the consent, in writing, from the parent or carer of the child(ren).

Where the images are used in mounted displays, either at the setting or elsewhere, reference to the written consent to display the image(s) must be clearly indicated on the reverse of the image.

Notification of Changes

We recognise our responsibilities in keeping children, parents/carers, staff and Ofsted informed of any changes to the running or management of the setting that will directly affect them. 

Wherever possible, if changes are to be made, affected parties will be given as much warning as possible. In the case of proposed changes that are of considerable scope or importance, the setting will facilitate consultation with the affected groups or individuals. 

In the following cases, it is mandatory for the setting to inform Ofsted of any of the following changes at the earliest possible opportunity – within 14 days after the change occurs: 

· Any change to the address of the premises

· Any change to the premises which may affect the space available to the children and the quality of childcare available to them;

· Any change to the name or address of the provider

· Any change to the providers other contact information

· Any change to the person who is managing the early years provision

· any proposals to change the hours during which childcare is provided, or to provide overnight care;

· any significant event which is likely to affect the suitability of the early years provider or any person who cares for, or is in regular contact with, children on the premises to look after children;

· where the early years provision is provided by a company, any change in the name or registered number of the company;

· where the childcare is provided by a partnership, body corporate or unincorporated association, any change to the ‘nominated individual’

And

· where the childcare is provided by a partnership, body corporate or unincorporated association whose sole or main purpose is the provision of childcare, any change to the individuals who are partners in, or a director, secretary or other officer or members of its governing body.

We understand that where providers are required to notify Ofsted about a change of person, except for Managers, as specified above, providers must give Ofsted the new person’s name, any former names or aliases, date of birth and home address.

If there is a change of manager, providers must notify Ofsted that a new Manager has been appointed. Where it is reasonably practicable to do so, notification must be made in advance.

In other cases, notification must be made as soon as is reasonably practicable, but always within 14 days. A registered provider who, without reasonable excuse, fails to comply with these requirements, commits and offence.

Confidentiality

The manager, staff, volunteers and any other individual associated with the running or management of the setting will respect confidentiality by:

· Not discussing confidential matters about children with other parents/carers. 

· Not discussing confidential matters about parents/carers with children or other parents/carers. 

· Not discussing confidential information about other staff members.

· Only passing sensitive information, in written or oral form, to relevant people.

In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at risk, of child abuse or neglect, the Safeguarding Children/Child Protection policy will override confidentiality on a ‘need to know’ basis. 

Parents/carers/carers/staff have the right to trust that information given to the setting is given in confidence and will be used only for the purposes for which it was given and will not be released without their consent.

The setting recognises the right of users to have information about them held in private and secure files.

Parents/carers/carers will have access to their own files at all times

Staff Confidentiality

Personal information about members of staff must be regarded as confidential at all times. This includes information such as:

· Staff sickness

· HIV or related illness status

· Current or previous disciplinary procedures

· Employment references

· Personal living arrangements such as family life and sexuality

· Address and home telephone number

· Any other information that has been given in confidence

Staff failing to show due regard for confidentiality will be liable to disciplinary action under the provisions of the Staff Disciplinary & Grievance Procedures policy.

Other legislation informing this policy:

The Children Act 1989 

The Children Act 2000

Local Government Act 2000

Crime and Disorder Act 1998

Freedom of Information Act 2000
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Late Collection of Children Policy


We have the highest regard for the safety of the children in our care – from the moment they arrive to the moment that they leave.

It is the responsibility of all parents/carers to ensure that their child is collected 
at the agreed time by an authorised person over 16 years of age (parent, carer or designated adult), in accordance with the Arrivals and Departures policy. If for some reason a child is not collected at the end of a session, the following procedures will be activated. 

· If a child is not collected at the agreed time, staff will try to contact the parent/carer by telephone to find out why they are late. If unsuccessful, the emergency contact will be telephoned and asked to collect. 

· If a parent, carer or designated adult is more than 10 minutes late in collecting their child, the manager will be informed. 

· While waiting to be collected, the child will be supervised by at least two members of staff who will offer them as much support and reassurance as is necessary. 

· If, after repeated attempts, no contact is made with the parent, carer or designated adult, as a very last resort, the manager will call the local social services department for advice after 8pm – ie. 2 hours after setting closes.

· In the event of the social services being called and responsibility for the child being passed to a child protection agency, the manager will attempt to leave a further telephone message with the parent/carer or designated adults’ answerphone. Furthermore, a note will be left on the door of the setting’s premises informing the parent, carer or designated adult of what has happened. The note will reassure them of their child’s safety and instruct them to contact the local social services department.

· The child will remain in the care of the Nursery until they are collected by the parent, carer, designated adult, or alternatively placed in the care of social services.

· Action will be taken if a child is not collected and no prior arrangement has been made. 

· Incidents of late collection and repeated lateness will be recorded by the manager and discussed with parents/carers at the earliest opportunity as this can sometimes become a safeguarding concern. 
· Parents and carers will be informed that late collection may result in the imposition of a £20.00 late collection fee per child or the loss of their child’s place at the setting.

Contact Numbers:

Liverpool Careline



T: 0151 233 3700 - 24 hours a day, 7 days a week

Merseyside Police 



T: 0151 709 6010 or 999
Ofsted:




T: 0300 1231231

Collection of child

We hold a list of people who are authorised to collect each child. Under no circumstances can children leave the premises with any other person unless prior arrangements have been made and the manager has knowledge of this. This can be either through photographs of intended people to collect child or the use of a password.
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Lost or Missing Child Policy


We have the highest regard for the safety of the children in our care. Staff will always be extremely vigilant around the potential for children to go missing at Nursery.

Even when all precautions are properly observed, emergencies can still arise. Therefore, we will undertake regular headcounts, especially at daily transition points. If for any reason a member of staff cannot account for a child’s whereabouts, the following procedure will be activated:

Lost or Missing child – from Nursery 
• The member of staff in question will inform the Manager/Deputy and the rest of the team that the child is missing and a thorough search of the entire premises will begin. The team will be careful not to create an atmosphere of panic and ensure that the other children remain safe and adequately supervised.

• The Manager/Deputy will nominate 2 members of staff to search the area surrounding the premises. All staff will be extra vigilant to any potentially suspicious behaviour or persons in and around the premises.
• University security will be informed and a description of the child/children given.

• If after 5 minutes of thorough searching the child is still missing, the Manager/Deputy will inform the police and then the child’s parent/carer.

• While waiting for the police and the parent/carer to arrive, searches for the child will continue. During this period, other members of staff will maintain as normal a routine as is possible for the rest of the children at Nursery.

• The Manager/Deputy will be responsible for meeting the police and the missing child’s parent/carer. The Manager/Deputy will co-ordinate any actions instructed by the police, and we will do all we can to comfort and reassure the parents/carers.

• Once the incident is resolved, the Manager/Deputy and the staff team will review relevant policies and procedures and implement any necessary changes. (paying particular note to the relevant provisions of our Site Security and Risk Assessment policies).

• Any incidents of children going missing from Nursery will be recorded in the Safeguarding File. In cases where either the police or Careline have been informed, Ofsted will also be informed, as soon as possible.

Lost or Missing child – outings

· Regular head counts are carried out on children throughout the outing. Wrist straps will be used if a child is not in a pram. Kids in Bloom High Vis Jackets will also be worn by all children at all times.

· Staff must have hold of a child’s wrist straps and be able to always see all of the children in their group at all times. Failure to do so will result in a disciplinary matter.

· In the unlikely event of a child going missing whilst on an outing the following procedure will be implemented immediately:
· All staff present will be informed and an immediate thorough search of the area will be made, ensuring that all other children remain supervised throughout. 
· Staff will give a detailed description to as many members of the public as possible that they encounter to help spread the word, for example “I’m looking for a boy, aged 5, in an orange high vis jacket, wearing brown shorts and a blue top with short brown hair”.

· In the event of a child not being found, the designated person in charge will immediately inform the police on 999.

· The designated person in charge will then inform the setting, who will contact the child’s parents/carers, who will give details of what has happened.

· Staff from the setting will be sent to assist the safe return of the other children if necessary.
· At least one member of staff will remain at the scene, whilst the others will return to the setting with the children. This staff member will continue searching for the child.
· The remaining member of staff will meet the police and parents/carers when they arrive at a designated point.
· The registered person will inform Ofsted of any serious incidents.

Contact Numbers:

· Liverpool Careline





T: 0151 233 3700

24 hours a day, 7 days a week

· Merseyside Police 





T: 999
· Ofsted:






T: 0300 1231231

Please Note: We will never conduct a Lost or Missing child drill in the Nursery, it is not our policy to do so. If any staff member instigates a Lost or Missing child drill, disciplinary action will follow. If any Lost or Missing child incidents arise, they are not a drill and must be treated as an emergency situation.
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Our Complaints Procedure


We are committed to providing a safe, stimulating, consistent and accessible service to children and their parents/carers. We always aim to provide high quality services for everyone, but accept that sometimes things do not always go to plan. In such circumstances, we want to know so that we can put them right and learn from our mistakes.  

This policy constitutes our formal Complaints Procedure. It is displayed on the premises at all times.

Under normal circumstances, the Manager will be responsible for managing complaints. If a complaint is made against the Manager, the Registered Person will conduct the investigation. All complaints and their outcome that are made to staff will be recorded in detail in the complaints log.  

Stage 1

If a parent/carer has a complaint about some aspect of our activities, or about the conduct of an individual member of staff, it will often be possible to resolve the problem by simply speaking to the individual concerned and/or to the Manager. As per the Partnership with Parents/Carers policy, we are committed to open and regular dialogue with parents/carers and we welcome all comments on our services, regardless of whether they are positive or negative. 

In the first instance, parents/carers are encouraged to speak directly to the relevant member of staff, if deemed appropriate. If not, the Manager should be approached and they will try to resolve the problem. If a satisfactory resolution cannot be found, then Stage Two of the procedure will formally come into operation.

Stage 2

If informal discussions of a complaint or problem have not produced a satisfactory resolution to the situation, parents/carers should put their complaint in detail and in writing to the Manager. Relevant names, dates, evidence and any important information on the nature of the complaint should be included. 

We will notify complainants of the outcome of the investigation within 28 days of having received the complaints.

If the Manager has good reason to believe that the situation has safeguarding implications, they should inform the designated Child Protection Officer and ensure that the local social services department is contacted, according to the procedure set out in the Safeguarding policy. If any party involved in the complaint has good reason to believe that a criminal offence has been committed, then they will contact the police.

The formal response to the complaint from us will be sent to the parent/carer concerned and copied to all relevant members of staff if appropriate. The response will include recommendations for dealing with the complaint and any amendments to our policies/procedures emerging from the investigation. 

The Manager will arrange a time to meet the parent/carer concerned and any other relevant individuals, such as staff, to discuss the complaint and our response to it. The Manager will judge if it is best for all parties to meet together or if individual meetings are more appropriate. 

If at the conclusion of this process parents/carers remain dissatisfied with the response they have received, the original complaint along with our response will be passed to the Registered Person who will adjudicate the case. 

The Registered Person will communicate a detailed response, including any actions to be taken, to both the Manager and the parents/carers concerned within 15 working days. All complaints made will be kept for a minimum of 3 years.

We will always investigate written complaints relating to our fulfilment of the Early Years Foundation Stage requirements and again, will notify the complainant(s) of the outcome of the investigation within 28 days of having received the complaint. The record of complaints will always be made available to Ofsted on request.
If we become aware that we are to be inspected, we will notify parents/carers. After an inspection we will supply a copy of the report to parents/carers of children attending on a regular basis/

Making a Complaint to Ofsted

Any parent/carer can, at any time, submit a complaint to Ofsted about any aspect of registered childcare provision. Ofsted will consider and investigate all complaints received.  

Ofsted National Business Unit
Piccadilly Gate
Store Street
Manchester
M1 2WD

Helpline: 0300 123 1231

Website: www.ofsted.gov.uk 

Our Record of Complaints and their outcome will be made available to Ofsted upon request.
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Partnership with Parents and Carers Policy


We recognise that parents/carers play the fundamental role in a child’s development and this should be acknowledged as the basis for a partnership between ourselves and parents/carers. We will also inform parents/carers how the Early Years Foundation Stage is being developed and delivered at our setting, and also inform them how they can access more information, (for example from the Department for Education website.
We are committed to working in partnership
 with parent/carers to provide high quality, safe and stimulating care, learning and play opportunities for children. We aim to do this by:

• Ensuring that parents/carers are made to feel welcome and valued in all dealings with us.

• Ensuring that parents’/carers’ concerns are always listened to by us whenever they are raised. The Manager will ensure that parents/carers receive a prompt response from us.

• Developing a pledge to parents/carers, this outlines what they can expect from us. This pledge will be given to every parent/carer when their child starts with us. 

• Making all information and records held by us on a child available to their parents/carers, unless it is subject to investigation by the police or other statutory agencies.

• Ensuring that information about the range and type of activities and experiences we provide for children, our daily routines at the setting, how parents/carers can share learning at home, our policies and procedures are all made available to parents/carers on request.

• Encouraging parents/carers to comment on our policies and procedures (including our Missing and Uncollected Child Policies), and consulting them on a regular basis about the activities and experiences that are planned and provided for their children.

• Ensuring that there are regular opportunities for parents/carers to meet with staff and discuss their child’s progress and any problems that they might be encountering.

• Ensuring that any complaints from parents/carers are dealt with swiftly and effectively in accordance with the Complaints Procedure policy.

• Encouraging parents/carers to undertake supportive roles, eg. taking part in activities, visits or outings.

• Ensuring that parents/carers know about all the staff working in our setting, particularly their child’s key person, and the role of the key person, as well as our emergency telephone number.

• Providing parents/carers with formal and, if necessary, confidential means to comment on our work. This will include an annual satisfaction survey.

• Keeping parents/carers up to date with how we operate our Setting, such as alterations to the opening times or fee levels, daily routines, how parents can share learning at home, how we support children with special educational needs and disabilities, the food and drink we provide for their children, Staff in our setting, including the name of their key person and an Emergency telephone number, as per the Statutory Requirements of the EYFS 2014. We will provide a copy of our Inspection Report to parents/carers after we have been inspected and are in receipt of our report.
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Uncollected Children Policy

15th August 2022

We have the highest regard for the safety of the children in our care from the moment they arrive at Nursery, to the moment that they leave.

At the end of every session, we will ensure that all children are collected by a parent, carer or designated adult. If for some reason a child is not collected at the end of a session, the following procedures will be activated:
If a parent, carer or designated adult is more than 15 minutes late in collecting their child, the Manager/Deputy will be informed. 

• The Manager/Deputy will call the parent, carer or designated adult, and use any other emergency contact details available in order to try to ascertain the cause for the delay, that the parent is well, and how long they will take to arrive. Messages will always be left on any answer phone requesting a prompt reply.

• While waiting to be collected, the child will be supervised by at least two members of staff who will offer them as much support and reassurance as is necessary. 

• If, after repeated attempts, no contact is made with the parent, carer or designated adult, and a further period of 30 minutes has elapsed, the Manager/Deputy will call Careline for advice:

 0151-233-3700.
• In the event of Careline being called and responsibility for the child being passed to them, the Manager/Deputy will leave a further telephone message on the parent/carer or designated adults’ answer phone. After a further period of 30 minutes, a note will then be left on the Nursery entrance door informing the parent/carer or designated adult what has happened. The note will reassure them of their child’s safety and instruct them to contact Careline on 0151-233-3700.
• Under no circumstances will a child be taken to the home of a member of staff, or away from the Nursery unless instructed by Careline. Staff will not be left alone with the child whilst awaiting collection.

• The child will remain in the care of the Nursery until they are collected by the parent, carer or designated adult, or alternatively placed in the care of social services.

• Incidents of late collection will be recorded by the Manager and discussed with parents/carers at the earliest opportunity. Parents and carers will be informed that persistent late collection will result in the imposition of the loss of their child’s place.

Para 146.


Behaved in a way that has harmed a child, or may have harmed a child;


Possibly committed a criminal offence against or related to a child; or


Behaved towards a child or children in a way that indicates he or she would pose a risk of harm to children.


Keeping Children Safe in Education, September 2020








Para 151.


Substantiated: there is sufficient evidence to prove the allegation;


Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate act to deceive;


False: there is sufficient evidence to disprove the allegation;


Unsubstantiated: there is insufficient evidence to either to prove or disprove the allegation. The term, therefore, does not imply guilt or innocence.


Keeping Children Safe in Education, September 2016











Statutory Framework for the EYFS, 2012, 1.11


* This data can be collected on a voluntary basis. The ethnicity of a child should only be recorded if parents have given ethnicity.
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