Shrewton Pre-school

Code of Conduct 

.
Policy Statement
Our setting is committed to promoting family friendly employment practices to help staff balance work and family commitments.  The setting will make every effort to be flexible with staff to promote harmonious working relationships.

The setting will work with staff to ensure that all employment legislation and regulation – including Statutory Maternity Pay, Statutory Paternity Pay, Parental Leave, Statutory Sick Pay, Working Time Regulations, National Minimum Wage and Pension regulations – are adhered to.

In return the setting expects honesty, loyalty and diligence from its staff.  The written detail of employment contracts, including rates and levels of pay and other terms and conditions are the responsibility of the Registered Person.
EYFS Key Commitments

Suitable people – 3.10, 3.11, 3.12, 3.13, 3.14, 3.15 and 3.16 

Staff taking medication/other substances – 3.22
Staff qualifications, training, support and skills – 3.24, 3.25, 3.26 and 3.27
Smoking & Vaping – 3.23
Code of Conduct

All members of staff are expected to conduct themselves at all times in a professional, courteous, helpful, warm and consistent manner.

Members of staff are expected to display knowledge and understanding of safeguarding, multi-cultural issues and a commitment to treating all children as individuals and with equal concern and respect.

Members of staff will have regard for the wearing of appropriate clothes and shoes when working with children and with awareness of health and safety issues.

Mobile phones are allowed on settings premises but must not be used outside the cupboard they are stored in, unless in an emergency or an agreed emergency situation. The Financial Manager is able to access the Mobile Pin Sentry App on her phone for banking. However, when children are taken off school premises for walks etc. then the manager and deputy may take the pre-school mobile phone and a personal phone with them in case of an accident, or the group get seperated.
Under no circumstances should any argument or disagreements between members of staff occur in the presence of children or parents/carers.

No smoking, alcohol or drug use is allowed on the settings premises.

No bullying, swearing, harassment or victimisation will be tolerated on the settings premises.

All staff are expected to treat everyone respectfully at all times. Inappropriate behaviour may lead to disciplinary action.

Confidentiality

Staff have a right to privacy, as do children and their parents/carers.  Personal details should not be discussed except in exceptional circumstances, unless it affects your work.
The manager, staff and volunteers and any other individual associated with the running or management of the setting will respect confidentiality by:

· Not discussing individual incidents, behaviour or information of children in front of parents/carers and other children.
· 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.

· Not disclosing any information from pre-school to any others including friends and family.

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 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 provision of the staff disciplinary procedure.

Valuing staff
The manager will arrange regular staff meetings where all staff are able to discuss and contribute in a positive manner.

The Manager will encourage staff to contribute to the development and quality of activities provided.

All staff will have an annual appraisal and regular supervision meetings and will be encouraged to complete training courses to enhance their skills.

Absences
If staff are unable to attend work due to illness or other medical conditions, they must contact the manager prior to the start of the working day, in case of the manager not being available on that day they must contact the deputy manager prior to the start of the working day.

Staff should indicate why they are unable to attend work and when they expect to return.

The manager will keep records of all sick leave, other absences and lateness.

This policy was adopted at a meeting of the Pre-school held in March 2017.
Reviewed: January 2025               Next review: January 2027
Signed on behalf of the Pre-school:  Emma Brown
Shrewton Pre-school

Admissions Policy

It is our intention to make our Pre-school accessible to all children and families from every section of the community.  To accomplish this, we will:

· Ensure that the existence of the Pre-school is known in the local communities.  We will place notices advertising the pre-school in places where all sections of the community can see them. We also have an online presence with social media and advertise in the local publication.
· Arrange our waiting list in order of date of birth. We will also consider other criteria, such as; siblings in school, age etc
· Where possible keep a place vacant to accommodate emergency admissions.

· Make our Diversity and Ethics (Equal Opportunities) policy known by displaying on the notice board.

· Endeavour to accommodate children with Special Educational Needs using outside agencies and resources if and when necessary.

· Portray the pre-school as a place where we welcome both Mothers and Fathers, other carers and relations, including childminders, and people from all cultural, ethnic, religious and social groups, with or without disabilities.

· Each child will be assigned a key person immediately upon their entry.  This role is to help ensure that every child’s needs are met.  The key person is also there to build relationships with the children’s parents/carers and wider family. 
When you complete the admissions form for your child, you will be added to the waiting list.  We will then notify you of your child’s admission date, when a place becomes available.  This will be by letter, telephone or e-mail during the term before they are due to start.  We will try to organise at least one visit prior to the agreed starting date. 
If your child is not government funded, a security registration fee of 4 weeks will be required in advance of your child starting preschool.

This policy was adopted at a meeting of the Pre-school held on 25th January 2016 

Reviewed: October 2024               Next review: October 2026
Signed on behalf of the Pre-school:  Emma Brown

Shrewton Pre-school
Transition Policy
Shrewton Pre-school is aware that children sometimes become unsettled in times of change.  This could be a change in family circumstances like moving to a new house, a new baby or a move from home to Pre-school and Pre-school to a Primary School.

To enable the children to deal with these changes The Pre-school will offer a range of opportunities for parents and children to access information and guidance for the above.
Entry to Pre-school
· In the run up to the child starting at Pre-school we will contact the parents/carers (see Admissions Policy) to organise a visit.
· We will find out as much information and interests about the child to make it easier for the settling in process. The child will then be allocated a key person at their first visit.
· We will find out any medical needs relevant to the child.

· As stated in The Statutory Framework we will liase with any other setting that the child has attended or still attends.

· We will signpost parents/carers to our website and Wiltshire Council Funding pages.

· We will involve any other outside agencies requested.

Moving to a new home/new sibling: We will support the family by providing,
· A variety of books which parents and children could borrow and look at together.

· Information leaflets

· Contact with outside agencies

· Time and a chance to talk over their worries with key people in Pre-school.

Moving to a new Primary School (for Parents and Child): We will support the family by providing,
· A Transition meeting for parents/carers will be held prior to Summer Term.
· Visits to the school’s reception class.  If it is not the feeder school the Manager or Deputy of Pre-school will try to arrange visits to the school of choice.

· Visits by Reception teacher or Class teaching assistant in to Pre-school to meet the children.

· An introductory meeting with the Headteacher and Reception teacher.  (This would be a good time to ask any questions you may have).

· In the case of school visits not being allowed to take place pre-school will send out information packs with visual aids for the children to see.
This all usually takes place after the Easter break.
The Pre-school will do all it can to make this transition as easy for both the child and the parent by:
· Children due to go to ‘Big School’ in the autumn term, will be offered an extra session, which will enable them to: understand the transition process and what might be expected of them.

· Circle times in Pre-school to see how each individual child is feeling about the next setting and give them time to express themselves.

· Child friendly information booklet that the children can share with their parents.

· Pre-school will organise visits to ‘Big School’ during the summer term with Pre-school practitioners.

Each child is an individual and every child has different ways of dealing with change, you as Parents know your child best.  The Pre-school will work with you the Parent, to make sure the child’s needs and views are valued and met where possible.

The Pre-school practitioners are always available to parents to talk over any concerns or worries regarding the transition process.

This Policy was adopted at a meeting of the Pre-school held on:  25th January 2016 
Reviewed: October 2024

Next review: October 2026
Signed on behalf of the Pre-school: Emma Brown
Linked to:  Diversity & Ethics (Equal Opportunity) Policy.


       Admissions Policy.


Shrewton Pre-school
Confidentiality Policy

The Pre-school’s work with children and families will sometimes bring us into contact with confidential information.

To ensure that all those using and working in the Pre-school can do so with confidence, we will respect confidentiality in the following ways:

· Parents will have ready admittance to the files and records of their own children but will not have access to information about any other child.

· Staff will not discuss individual children, other than for purposes of curriculum planning or group management, with people other than the parents or carer of that child.

· Information given by parent or carer to the pre-school leader or staff will not be passed on to any other adults outside the setting without permission unless for issues relating to safeguarding

· The sharing of personal information about children is governed by the Data Protection Act (2018) GDPR (2018) and its regulations. Such information will be kept and stored in a cabinet that locks.

· Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to the people directly involved with making personnel decisions.

· Any anxieties or evidence relating to a child’s personal safety will be kept in a confidential file and will be shared within the group setting and with other agencies when necessary.

· Students on work experience, or other recognised courses working in the Pre-school will be aware of the confidentiality policy and be required to respect it.

All the undertakings above are subject to the foremost commitment of the Pre-school, which is to the safety and well-being of the CHILD.

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

On: 25th January 2016 
Reviewed: October 2024

Next review: October 2026
Signed on behalf of the Pre-school: Emma Brown
Shrewton Pre-school
Safeguarding and Child Protection Policy and Procedures

We intend to create in Shrewton Pre-school, an environment where children are safe from abuse and in which any suspicion of abuse is promptly and appropriately responded to.  In order to achieve this, we will adhere to the following policy and procedures.

Recruitment and Selection of Staff and Volunteers

· We will take all necessary steps to ensure unsuitable people are prevented from working with young children in the Pre-school.

· It will be made clear to all applicants for posts within the Pre-school that the position is exempt from the provisions of the Rehabilitation of Offenders Act 1974, in that any applicant is required to disclose all convictions, including “spent” ones.

· Any person who possesses a conviction for an offence that will likely place children at risk, will not be considered for appointment as a member of staff or as a volunteer.

· All applicants for paid or voluntary work within the Pre-school will be interviewed prior to an appointment being made and will be subject to three satisfactory references being taken up.  In the case of applicants with unexplained gaps in their employment history, or who have moved rapidly from one job to another, then explanations will be sought.

· All posts with the Pre-school will be subject to DBS (Disclosure and Barring Service) checks, and references.
· All paid or voluntary appointments will be subject to a probationary period of one term and will not be confirmed unless the Pre-school is confident that the applicant can be safely entrusted with the care of children.

Whistleblowing

“Whistleblowing” occurs when an employee or worker raises concerns or worries about wrongdoing or malpractice within the workplace.

The key piece of legislation relating to Whistleblowing is located in the Public Interest Disclosure Act 1998, which protects employees regardless of age and length or employment.  It provides the right for a worker to take a case to an employment tribunal if they have been victimised at work or they have lost their job because they have ‘’Blown the Whistle’’.
A concern could be relating to any of the following areas of conduct if it:

Is against the policies and procedures of Shrewton Pre-school;

· Amounts to improper conduct;
· Is a Health and Safety risk, including risks to the public as well as children, other colleagues, Parents/Carers and others;

· Contributes to a safeguarding risk involving children in our care.

For any Whistleblowing advice contact:  NSPCC Whistleblowing advice line on 08000 724 725.

COVID 19
Symptoms

· a high temperature or shivering (chills) – a high temperature means you feel hot to touch on your chest or back (you do not need to measure your temperature)

· a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing episodes in 24 hours

· a loss or change to your sense of smell or taste

· shortness of breath

· feeling tired or exhausted

· an aching body

· a headache

· a sore throat

· a blocked or runny nose

· loss of appetite

· diarrhoea

· feeling sick or being sick

If any staff or children show or have a high temperature and do not feel well enough to go to work, school, childcare or do your normal activities, then you should try to stay at home and avoid contact with others. You can go back to your normal activities when you feel better or do not have a high temperature.
Child Protection 

· Our Duty to the children is to ensure that yearly training is provided for all paid staff in the recognition of signs and symptoms of physical abuse, emotional abuse, sexual abuse, neglect, extremism and radicalisation, Female Genital Mutilation (FGM), Child Exploitation and Private Fostering.  The same training will also be offered to relevant voluntary staff.

· All paid and voluntary staff will be made aware of how to report any concerns about the care of a child.  This will include concerns about the care of a child whilst in the Pre-school.
· Our Prevent Duty is to understand and recognise the signs of Radicalisation and extremism within family networks and we will notify the relevant authorities immediately.
Prevention by Means of Good Practice

· Members of staff will not be expected to be alone for long periods of time with individual children or with small groups of children.  When it is appropriate for a member of staff to be alone in another room (e.g., such as during ‘time out’) with a child, then a door should be left ajar.

· Only permanent members of staff with a DBS will be allowed to take children unaccompanied to the toilet.

· The layout of the Play Room will permit constant supervision at all times of all children.

Appropriate Responses to Suspicions of Abuse

· Attention will be given to changes in children’s behaviour or appearance and parents will normally be the first point of reference to discuss the reasons for such changes.

· If the concerns are of a serious nature, (for example if the child has an injury that may be the result of abuse, or he/she describes being abused in some way), then it is appropriate that these concerns are initially discussed with the MASH team as seen in appendix A.  Wiltshire Safeguarding Vulnerable People Partnership will be contacted immediately and Ofsted will be notified at the latest within 14 days of the allegations as stated in the statutory framework page 23 paragraph 3.8.

· All staff who have concerns about the care of a child should in the first instance discuss these concerns with the Pre-school. Manager/Safeguarding Officer who will decide on the most appropriate course of action, this will follow our confidentiality policy.

· The allocated Designated Safeguarding Officer is Jane Chapman and Amy Nash is the Deputy Designated Safeguarding Officer.

These will include: -
· Consultation with the Health Visitor or other child care professionals with whom the family has contact, or

· Referral to the Wiltshire Safeguarding Vulnerable People Partnership, for them to respond as necessary.

· When concerns are reported to Social Services Dept. and if the parents have not already been informed of the need to take this action, then agreement will need to be reached with the social worker about when the parents are informed of the referral, and by whom.

Record Keeping

· Whenever there are concerns about a child’s behaviour, physical condition or appearance, that may suggest child protection concerns, then a confidential record will be set up separately from the on-going records of the child’s progress and development.  The record will include timed and dated observations describing objectively the child’s 
behaviour and/or appearance, and when possible, the exact spoken words of the child.  The record will need to be signed and dated when it was completed. 

· Such records will be kept in a separate secure file and will not be accessible to staff in the Pre-school other than the Pre-school Manager, Chair, and Key person or other members of staff as appropriate.

· Records, with the exception of third-party information, will be available to be shared with the parents.

Liase with Other Professional Organisations

· The Pre-school operates in accordance with the Local Authority guidelines and with regard to the Wiltshire Child Protection Procedures.

· The Pre-school will ensure regular contact with the registering Authority and ensure that an up-to-date list of contact details of Social Services locality teams, individual Social Workers and Health Visitors as well as the Emergency Duty Team, Police Child Protection Unit, and other relevant organisations, is maintained.  (See Appendix A) As stated in HM Government Working Together to Safeguard Children May 2014.
Support for Families

· The Pre-school will take every step in its power to build up trusting and supportive relationships between families and staff and volunteers in the group.

· Where abuse within the home is suspected, the Pre-school will continue to welcome the child and family while investigations are proceeding.

· Within the context of the child’s welfare being paramount, the Pre-school will do all in its power to support and work with the child’s family.

This Policy & Procedure was adopted at a meeting of the Pre-school on 3rd December 2015
Reviewed: January 2025

Next review: January 2026
Signed on behalf of the Pre-school: Emma Brown
Links to: 
Diversity and Ethics (Equal opportunities) policy – Child Protection Policy – Confidentiality Policy – Staffing Policy
Shrewton Pre-school

Key person Policy

Each child will be assigned a key person at their first visit.  Their role is to help ensure that every child’s care is tailored to meet their individual needs.  To help the child settle into pre-school routines and to offer a settled relationship for the child and to build a relationship with the parent/carer of the child, and their families.

· The key person will observe, assess and plan for each child’s individual learning and needs.

· The key person will celebrate the child’s achievements through documentation in the Child’s Learning Journal.

· The key person will be the first point of contact for parents/carers and will be available to discuss achievements at home and in the setting.  
· The key person will ensure that the settling in/2 year and final reports will be produced for each child along with their goals and progresses. These will be used to create a Child’s Learning Journal, which will be available to be seen and sent home.
· The key person will be available at parent consultation events twice yearly, in the Autumn and Summer terms. 
This policy was adopted at a meeting of the Pre-school held on 23rd May 2013 
Reviewed: October 2024

Next review: October 2026
Signed on behalf of the Pre-school: Emma Brown
Shrewton Pre-school

Mobile Phone and Social Networking Policy

We believe our staff should be completely attentive during their hours of working, to ensure all children in the pre-school receive good quality care and education.  This is why mobile phones are not to be used during working hours, apart from making contact in times of emergency.
· Staff mobile phones will not be used for photography within the Pre-school, except for the parents only Whats App group, occasionally.
· Financial Manager is able to access the Mobile Pin Sentry App on her phone for mobile banking. Phone locked to airplane mode when not in use for mobile banking.

· We also believe that restrictions need to be placed on staff accessing social networking sites.  The pre-school has a high reputation to upkeep and comments made on sites such as ‘Facebook’ could have an impact on how parents using the pre-school view the staff.

· Mobile phones must not be used unless on an agreed break and then this must be away from children.
· Mobile phones should be stored in a staff handbag in a locked cupboard at all times during the hours of your working day.
· Parent mobile phones must not be used on the school premises.

· Staff must not post anything onto social networking sites such as ‘Facebook’, that could be construed to have any impact on the Pre-school’s or other staff’s professional reputation.
· Staff must not post anything onto social networking sites that could cause offense to any other member of staff or parents using the pre-school.
· If staff choose to allow parents to view their page on social networking sites, then this relationship must remain professional at all times.
· If a member of staff fails to comply with this policy they will face disciplinary action, which could result in dismissal.
· Risk assessments are carried out for the use of the pre-school mobile and Financial Managers phones with cameras.
This policy was adopted at a meeting of the Pre-school held on 25th January 2016
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown 
Linked to:  Safeguarding & Child Protection Policy & Procedures

                  Photographic Policy
Shrewton Pre-school

Staffing and Employment Policy

A high ratio is essential in providing a good quality of Pre-school care.
In our Pre-school:

Staffing Aims
· Our aim is to provide one practitioner to every six children but we guarantee to remain within the Statutory Framework guidelines.
· We will have regular staff meetings to provide opportunities for staff to discuss all aspects that are relevant to pre-school.  Always on the agenda is curriculum planning, children’s progress, SENCo and safeguarding concerns if any.
· All practitioners should have a minimum level 2. It would be desirable to have or be working towards a level 3 qualification in childcare with Managers at graduate level.  All qualifications will be checked against certificates and copies kept in staff files.
· We have regular training available to all staff.  All staff should have regular training in First Aid and Safeguarding, and will also attend training with the Wiltshire Early Years Child Development team and other agencies.
· We support the Practitioners by means of an annual 2-way appraisal and by 6 weekly supervisions by the Pre-school Manager.  
· Annual Appraisals take place in October each year and six weekly Supervision has been put in place to enable staff to disclose any relevant information, and to discuss their CPD and key children.
Employment Aims
· We have an equal opportunities employment policy seeking to offer job opportunities to everyone, with or without disabilities and from all religious, social, ethnic and cultural groups.
· Any person who applies for a position in the Pre-school will have to have two references, these references will be checked before the position is confirmed.
· Shrewton pre school will conform to all Safer Better Recruitment guidelines.

· The applicant will also need to have an enhanced police check made before the position is confirmed.  We will also contact the DBS to check the Vetting and Barring register before a position can be confirmed.  Staff must inform the Pre-school of any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children (whether received before or during their employment at the setting).
· The Pre-school must ensure that staff have sufficient understanding and use of English to ensure the wellbeing of children in their care.  For example, settings must be in a position to keep records in English, to liaise with other agencies in English, to summon emergency help, and      to understand instructions such as those for the safety of medicines or 
food hygiene (welfare requirements).
· Shrewton Pre-school will also meet their responsibilities under the 
Safeguarding Vulnerable Groups Act 2006.
· Where an employer becomes aware of relevant information which may lead to disqualification of an employee, the provider must take appropriate action to ensure the safety of children.  In the event of disqualification of a person employed in early year’s provision, the provider must not continue to employ that person.  Ofsted will be notified immediately or within 14 days to meet the welfare requirements if a member of staff becomes disqualified.
· Details of any order, determination or 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 or court which made the order, determination or conviction, and the sentence (if any) imposed; and, 

· A certified copy of the relevant order (in relation to an order or conviction).
· Practitioners must not be under the influence of alcohol or any other substance which may affect their ability to care for children.  If practitioners are taking medication which may affect their ability to care for children, those practitioners should seek medical advice.  Shrewton Pre-school must ensure that those practitioners only work directly with children if medical advice confirms that the medication is unlikely to impair that staff member’s ability to look after children properly.  Staff medication on the premises must be securely stored, and out of reach of children, at all times.
Staff: child ratios

· Staffing arrangements must meet the needs of all children and ensure their safety, legal requirements are a minimum standard.  Providers must ensure that children are adequately supervised and decide how to deploy staff to ensure children’s needs are met.  Providers must inform parents and/or carers about staff deployment, and, when relevant and practical, aim to involve them in these decisions.  
· Only those aged 17 or over may be included in ratios (and staff under 17 should be supervised at all times).  Students on long term placements and volunteers (aged 17 or over) may be included if the provider is satisfied that they are competent and responsible.
· The ratio and qualification requirements apply to the total number of staff available to work directly with children.  
This policy was adopted at a meeting of the Pre-school held on 8th February 2016

Reviewed: January 2024

Next review: January 2026
Signed on behalf of the Pre-school: Emma Brown

Linked to: Diversity and Ethics (Equal Opportunity) Policy
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Shrewton Pre-school
Risk Assessment Policy
Everybody is responsible for the Safety of themselves and others within the work place.

Shrewton Pre-school has a clear and well understood policy for assessing any risks to children and staff safety and review risk assessments regularly.  The risk assessment officer for the setting is Bethany Chapman.
· The outside play area is assessed each morning before the children arrive.

· Risk assessments should identify aspects of the environment that need to be checked on a regular basis.  When and by whom those aspects will be checked, and how the risk will be removed or minimised.

· Children must be kept safe when taken off site and Pre-school must obtain written parental permission for the children to take part.

· Assessment must include consideration of adult to child ratios.

· When new equipment is purchased, they are risk assessed before use.

· The Pre-school room is assessed annually for Insurance purposes.

· Safety equipment is provided for adults such as step ladders and PPE and high viz jackets.  All are accessible at all times.

· When children are taken off the school premises, they wear high viz tabards when necessary.

· All practitioners report any risks or hazards within the setting to Beth Chapman immediately for her to review.
· All hired premises are risk assessed by us and maintained by the school.

This Policy was adopted at a meeting of the Pre-school held on 8th February 2016
Reviewed: January 2025

Next review: January 2026
Signed on behalf of the Pre-school: Emma Brown
Shrewton Pre-school

Procedures for Managing Allegations against Members of 

Pre-School Staff or Volunteers Working in the Pre-school Setting
This procedure should be used in all circumstances in which it is alleged that a member of the Pre-school staff has:

· Behaved in a way that has harmed 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 they may pose a risk of harm to a child.

The concerns may have arisen as part of an incident within the Pre-school setting, or in respect of circumstances outside Pre-school.

Procedures need to be applied with common sense and judgement.  Some allegations are so serious as to require immediate referral to the Designated Officer or Multi-agency Safeguarding Hub (MASH) See Appendix B.  However, it is important to ensure that even apparently less serious allegations are seen to be followed up and that they are examined objectively.

Any allegation regarding an incident that may have harmed a child, or concern about behaviour towards a child, which relates to a member of Pre-school staff, or volunteer working in the Pre-school setting, must initially be reported to the Pre-school Manager as soon as the concern is known.

The Pre-school Manager should inform the member of staff/volunteer that an allegation has been made and seek initial clarification with the staff member regarding the details of the incident or concerns, and inform them that the matter will need to be investigated.  This should only be done where such discussion would not place a child at increased risk of serious harm.

The Chair of the Pre-school will need to be informed of the concerns as soon as practicable.  When a member of Pre-school staff/volunteer is subject to child protection enquiries, they should be suspended from working or acting

as a volunteer within the Pre-school setting, until any enquiries have been satisfactorily completed.  Advice should also be sought from Children’s Social Care Services on this matter.

If the allegation is substantiated and the person is dismissed or the Pre-school ceases to use the person’s services, or the person resigns, then there will need to be a discussion with the Designated Officer for allegations (DOfA) see flow chart appendix ‘B’ to determine whether a referral to the Protection of Children Act is required, or if any regulatory body (e.g., Ofsted) needs to be informed.

Parents or carers of a child or children involved should be told about the allegation as soon as possible, if they do not already know of it.

Children’s Social Care Services will make a decision whether to undertake enquiries and/or to inform the Police if they consider that a criminal act has been committed.
In the initial consideration at a strategy discussion or joint evaluation, the agencies concerned, including the employer (i.e., Shrewton Pre-school) should share all relevant information they have about the person who is subject of the allegation and about the alleged victim.

The parents/carers should be kept informed about the progress of the case and told the outcome where there is not a criminal prosecution.  This also includes the outcome, but not necessarily the detail, of any subsequent disciplinary process.

The Pre-school Manager should keep the staff member/volunteer who is subject of the allegations/concerns, informed of the progress of the case, and arrange to provide appropriate support to the individual whilst the case is ongoing.  Wherever possible, the person should be given a full opportunity to answer the allegation and make representations about it.  

If the staff member/volunteer is suspended, then the Pre-school Manager should also make arrangements to ensure that the individual is kept informed about developments within the Pre-school setting.

Every effort should be made to maintain confidentiality and guard against publicity while the allegation is being investigated or considered.

The fact that a person tenders their resignation, or ceases to provide their services must not prevent an allegation being followed up in accordance with these procedures, and wherever possible to reach a conclusion.

It is important that the Pre-school Manager keeps a clear and comprehensive summary of any allegations made, details of how the allegations were followed up and resolved and any actions taken or decisions reached.

If it is decided that on the conclusion of a case that a person who has been suspended can return to work, the Pre-school Manager in conjunction with the Chair of Pre-school, should decide how best to facilitate this and to provide appropriate support.  Depending on the individual’s circumstances, a phased return may be appropriate.  There should also be consideration to how the person’s contact with the child or children who were subject to the allegation, can best be managed if they are still in the Pre-school setting.

At the conclusion of a case in which an allegation is substantiated, the Pre-school, via the Pre-school Manager and the Pre-school Chair and Committee, should review the circumstances of the case to determine whether there are any improvements to be made to the Pre-school’s procedures or practice to help prevent similar events in the future.

Note A:
In many instances, the level of concern may not constitute immediate child protection concerns, but indicate that the person may not be suitable to work with children.  In such instances, the Pre-school Manager, in conjunction with the Chair of the Pre-school and ideally with the involvement of an independent person, will make such enquiries as necessary, and may decide that disciplinary action is required, (which may include dismissal or ceasing to use a person’s services), or that advice or additional training is needed to enable the individual to continue in her/his role in the Pre-school setting.  Internal action of this nature should still incorporate the main components of this procedure.

Note B:

If the child protection allegations are made in respect of the Pre-school Manager, then all actions that would normally be taken by that person as laid down in the procedure, will be undertaken by the Chair of the Pre-school. If the manager is the DSL, then the DDSL would fill in.
This Policy & Procedure was adopted at a meeting of the Pre-school on 8th February 2016.
Reviewed: January 2025

Next review: January 2026
Signed on behalf of Shrewton Pre-school: Emma Brown
Linked to: Safeguarding & Child Protection Policy & Procedure


      Complaints Procedure

Shrewton Pre-school

Behaviour Management Policy

We believe that children and adults flourish best in a stable environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else.  We aim to work towards a situation in which children can develop self - discipline and self-esteem in an atmosphere of mutual respect and encouragement.

In order to achieve this:

· Guidelines governing the conduct of the group and the behaviour of the children will be discussed and agreed within the Pre-school and explained to all children and adults.

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

· All practitioners/parent/carers will try to provide a positive role model for the children with regard to friendliness, respect, care and courtesy, without using any form of corporal punishment.

· Adults in Pre-school will praise and endorse desirable behaviour such as kindness and willingness to share.

· Physical intervention will only be used to prevent a child from injuring themselves or others as stated in the Statutory Framework (page 35 paragraph 3.59, 3.60 and 3.61).  Parents/Ofsted will be notified as soon as possible/or the same day and a report of the incident will be kept on the child’s file.
· We will monitor situations where children are displaying unacceptable or negative behaviour and we will discuss strategies accordingly.
When children behave in unacceptable ways:

· Corporal punishment, such as smacking or shaking will neither be used nor threatened by anyone within the setting.  If this happens, then they will be challenged and the incident recorded.  In some cases, the incident will have to be referred to the appropriate agency.
· Techniques intended to single out and humiliate individual children such as the “naughty” chair will not be used.

· Children who don’t conform to agreed boundaries will be given where possible one-to-one adult support in seeing what was wrong and working towards ways of resolving it.

· Where appropriate this may be achieved by a “refocus/reset time out’’ or moved on from the activity to a different activity.
· In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of the behaviour and attitudes will be made clear immediately, but by means of explanation rather than personal blame.

Anti-Bullying

· Bullying behaviour is not acceptable within the pre-school environment.  All children are treated with equal respect. Adult’s role model kind and caring behaviour.

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

· Serious unacceptable behaviour is recorded and filed (incident book) and the children’s Parents are informed that day.

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

· Adults in the group will make themselves aware of, and respect, a range of cultural expectations regarding interaction between people.

· Any problem behaviour will be handled in a developmentally appropriated fashion, respecting individual children’s best level of understanding and maturity.

· Recurring problems will be dealt with by the whole Pre-school, in partnership with parents, using objective observation records to establish an understanding of the cause.

· Adults will be aware that some kinds of behaviour may arise from a child’s special needs and other circumstances.  It is the adults’ responsibility to make all children to feel included.
This policy was adopted at a meeting of the Pre-school held on 3rd December 2015
Reviewed: January 2025 
Next review: January 2026
Signed on behalf of the Pre-school:  Emma Brown 
Shrewton Pre-school

Photograph Policy

Statement of intent
It is our policy to follow this procedure when taking photographs of children within the Pre-school setting or on outings.

Methods
To achieve this, we operate the following procedure:

· All parents are requested to sign a consent form giving permission for their child’s photograph to be taken during play activities and special events, and to be used for publicity e.g. parent’s news feed. We use photographs in setting to monitor a child’s progress.
· The Pre-school I Pad will be used if available or suitable for the activity or event that is being photographed. The I Pad stays on the pre-school premises.
· Only the Pre-school Manager will pass photographs onto a third party i.e., Newspaper, local Parish Magazine and pre-school website.  This is fully explained on entry, if it is the parent’s wish for photographs not to be shared the Manager will ensure their wishes are followed.

· The Pre-school keeps a record of play activities and special events which is kept within the pre-school setting. These can be shared with the children’s parents or carers.
· Parents agree that they will not put ANY Pre-school photographs or other material on the internet, including any social networking sites.

This policy was adopted at a meeting of the Pre-school held on 8th February 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
This Policy links to:  Safeguarding Policy
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Confidentiality
Shrewton Pre-school
Procedures for Fire Drill
1. On the sound of the Fire Bell the children will stop what they are doing then quickly follow the adults to the to the designated fire door.

2. Appointed staff will collect the Register, ticking in sheet, Mobile phone and keys (see emergency procedure below). Check no child is in the toilets or play spaces, that person then shuts the fire door on their way out.

3. The children will walk in crocodile form with staff to the assembly point. Our premises are rented, so there must always be a safe route through the school grounds.Vulnerable children will hold the hands of staff for extra adult support.
4. The children will be counted and accounted for, and the appointed person will raise their hand and confirm all children and staff are present and correct.

5. Once the fire danger is confirmed as a drill the children will be led back inside.  We always explain to the children what will happen so they are aware it is usually a practice.

6. If there is a real fire and the children’s safety is at risk, we follow our emergency procedure shown below.

7. Fire equipment includes CO2 and Foam spray extinguishers, Fire alarm call point next to rear fire door, smoke detectors and sprinkler system.

8. Fire drills take place regularly and are recorded in the fire drill/first aid book which is kept in the lockable filing cabinet.  This is completed by a member of staff and signed as a true account by all practitioners.
Procedure for Emergency Evacuation
In cases of:  Fire or a Chemical type leak or where the children’s safety or welfare is at risk, we have permission to use the Maddington Church Rooms as a place we can safely keep the children until parents and carers are free to collect them.
1. On the fire bell or warning bell staff will ask children to line up by a designated fire door.

2. Appointed staff will make sure all children are gathered together by checking toilets and places in and around the playroom/outside areas collect register, ticking in sheet and mobile phone.
3. The children will walk with staff to the assembly point following the fire drill procedures, as detailed above.
4. Once all the children are accounted for and the danger is serious enough to evacuate the school.  We will:

· Take the children to a place of safety (see above)

· Make sure they are aware of the danger but not frightened

· Contact parents as soon as possible informing them of the situation.

· Wait with the children until they are collected by Parents or Carers.

Procedure for Emergency Shutdown
In case of somebody causing a possible threat to Pre-school children or staff we will:

1. Shout out the code word which is LOCKDOWN.
2. A member of staff will already have dialled 999.

3. Respond to this immediately by gathering the children and taking them into the cloakroom if the threat is from outside, or remain in the classroom if the threat is from inside the school.

4. The appointed person will check that everyone is present.

5. Keep parents informed as necessary.

As the pre-school is based within the school, we will work together to keep all safe.  See Appendix ‘C’ for a copy of Shrewton Schools Protocol.
This procedure was adopted at a meeting of the Pre-school held on 22nd February 2016
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Shrewton Pre-school

Diversity and Ethics (Equal Opportunities) Policy

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

· Disabled Persons Act 1958, 1986

· Race Relations Act 1976

· Sex Discrimination Act 1986

· Children Act 1989 and 2006

· Every Child Matters

· Department for Education Statutory Framework for the Early Years Foundation Stage 2023
· Safeguarding Vulnerable Groups Act 2006
We believe that the group’s activities should be open to all children and families and all adults committed to their welfare.  We aim to ensure that all those that wish to work in, or volunteers to help with, our Pre-school have a chance to do so.

Admissions

The Pre-school is open to every family in the community.  The waiting list is not operated on a first come basis but by a more inclusive.  (See Admission Policy).

Families joining Pre-school can view Policies on our website, there is also a copy on our noticeboard.  A hard copy will be given upon request.
Employment

The Pre-school will appoint the best person for each job.  We will treat fairly all applicants for vacant positions, in line with current legislation.
Commitment to implementing the group’s Diversity & Ethics (Equal Opportunities) policy will form part of the job description of all workers.

Families

The Pre-school recognises that many different types of family successfully love and care for their children in different ways.

Festivities

Our aim is to show respectful awareness of all major events in the lives of the children and families in the Pre-school and in our society as a whole.  We will welcome the diversity of the backgrounds from which they come.

In order to achieve this, we aim to acknowledge all the festivals, which are celebrated in our area and/or by the families involved in the Pre-school.

· Without indoctrination in any faith, children will be made aware of all the festivals, which are being celebrated, by their own families or others.  We will introduce where appropriate stories behind the festivals.
· Before introducing a festival with which the adults in the Pre-school are not themselves familiar, appropriate advice will be sought from people to whom the festival is known.

· Children and families who celebrated festivals at home, which the rest of the Pre-school is not familiar, will be invited to share their festival with the rest of the group, if they wish to do so.

Children will be encouraged to welcome a range of different festivals, together with the stories, celebrations and special food and clothing they involve, as part of the diversity of life.

The curriculum

All children will be respected and their individuality and potential recognised, valued and nurtured.  Activities and the use of play equipment offer the children opportunities to develop in an environment free from prejudice and discrimination.  Appropriate opportunities will be given to the children to explore, acknowledge and value similarities and differences between themselves and others.

Resources

These will be chosen to give children a balanced view of the world and an appreciation of the rich diversity of our multi-racial society.

Materials will be selected to help children develop their self-respect and to respect other people by avoiding stereotypes and derogatory pictures or messages about any group of people.

Special needs

The Pre-school recognises the wide range of special needs of children and families in the community and will consider what part it can play in meeting these needs. However, if the pre-school hasn’t got the resources or staff to support those family’s needs, we will seek to support those families in sourcing other provisions that can meet their needs.
Planning for pre-school meetings and events will take into account the needs of people and disabilities.

Discriminatory/behaviour/remarks

These are unacceptable in Pre-school from either staff or children.
The response will aim to be sensitive to the feelings of the victim and to help those responsible to understand and overcome their prejudices.

Language

Information written and spoken will be clearly communicated. 

Bilingual/multilingual children and adults are an asset.  They will be valued and their languages recognised and respected in the Pre-school.

Food

Cultural, Medicinal and Dietary needs will be met, in line with our Medicine policy.
AGMs

The time, the place and the conduct of the meeting will ensure that all families have an equal opportunity to be involved in the running of the Pre-school.

This policy was adopted at a meeting of the Pre-school held on 22nd February 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school:  Emma Brown
Linked to:  
Admissions policy
Special Needs Policy
Confidentiality Policy and Medicine Policy.
Shrewton Pre-school

Health & Hygiene and First Aid – Policy & Practice

Our Pre-school promotes a healthy life style and high standard of hygiene in its day-to-day work with children and adults.  This is achieved in the following ways:

HEALTH

Food

· All meals and snacks provided will be nutritious and pay due attention to children’s particular requirements.  A range of snacks and drinks are available at allocated times.  Children are encouraged to bring in clearly labelled drink bottles of water, so that they can access a drink whenever they need or want one.
· All children’s allergies and likes/dislikes are recorded on admission forms and are displayed at the food preparation area for all to see. Parents/carers must notify Preschool immediately of any changes to symptoms, handling or new allergies. A medical conditions form will be sent out to parents/carers termly and the chart immediately updated.
Outdoor Play

· Children will have a choice to play in the fresh air in the Pre-school’s own outside play area. 
First Aid
· At Shrewton Pre-school all practitioners are Paediatric trained First Aiders and renew their training every 3 years.
· The first aid box is clearly labelled for all to see and kept in a visible location. The contents are continually being checked to make sure all items are in date.
· In the case of a child having an accident, it is logged in a hardback book which is kept in the top drawer of the filing cabinet, which is locked.  It states the child’s name, the date, what happened, who witnessed the accident, treatment given and who dealt with it and an in-depth description of the injury.  After the parent/carer has read this information, they are then asked to sign this record.
Child bite on child will be recorded in the same way as an accident. Parents/ carers will be called and advised to seek medical advice, especially if the skin is broken. 
· On a child’s entry to pre-school all parents are asked to sign an Emergency Treatment Consent form.
· In the event of notifiable illness or injury Ofsted will be notified within 14 days and Wiltshire Local Safeguarding Vulnerable People Board will be notified immediately.
Illness

· Parents are asked to keep their children at home if they have any infections, and to inform the Pre-school as to the nature of the infections so that the Pre-school can alert other parents and make careful observations of any child who seems unwell.

· Parents are asked not to bring into Pre-school any child who has been vomiting or had diarrhoea until at least 48 hours has elapsed since the last attack.
· If the children of Pre-school staff are unwell, the children will not accompany their parent/carers to work in the Pre-school.

· Cuts or open sores whether on adults or children will be covered with sticking plaster or other dressings.

If a child is on prescribed medication, the following procedures will be followed: -

If possible, the child’s parents will administer medicine, if not then medication must be clearly labelled with the child’s name, dosage and any instructions by Health Professionals.  Written permission will be obtained from the parent, giving

clear instructions about the dosage, administration of the medication and permission for a member of staff to follow the instructions (see Medication Procedure).

A medication book will be available to log in:
· Name of child receiving the medication; times that the medication should be administered; date and time when the medication is administered; together with the signature of the person who has administered each dose.
· All medications will be kept away from the children in a lockable cupboard or out of reach, or refrigerated if required.
Information Sources
· Parents will have the opportunity to discuss health issues at any time with Pre-school staff and will have access to information available to the Pre-school.
· The Pre-school will maintain links with the Health Visitor Team and gain health information and advice from the local health authority information service and/or other health agencies.
Hygiene

· To prevent the spread of all infection, adults in the group will ensure that the following good practices are observed:

Personal Hygiene

· Hands are washed after using the toilet or potty and before mealtimes.
· A large box of tissues is always available and children are encouraged to blow and wipe their own nose when necessary.  Soiled tissues are disposed of hygienically.

· Children are encouraged to shield their mouths when coughing.

· A clean towel and hand sanitiser is supplied every day.
· Hygiene rules related to bodily fluids will be followed with particular care and all staff and volunteers will be made aware of how any infections can be transmitted.

· All soiled nappies will be sent home with the child for disposal.
Cleaning and Clearing
· Any spills of blood, vomit or excrement will be wiped up and flushed away down the toilet.  Rubber gloves will always be used when clearing up spills of body fluids.  Floors and other affected surfaces are disinfected using suitable non-toxic bacterial cleanser.  Fabrics contaminated with body fluids will be put in suitable bags for parents to take home, along with nappies.
· Spare laundered pants and other clothing will be made available in case of accidents.  Parents are asked to leave a suitable change of clothing for their child.  The Pre-school will endeavour to have some extra clothing available in case of accidents.

· All surfaces cleaned daily with appropriate bacterial cleanser.

Food

The Pre-school will observe current legislation regarding food hygiene, food preparation and food storage.

During sessions, staff will:
· There will always be at least one member of staff on site that holds a Food Hygiene certificate. All staff however, will be encouraged to hold a Food Hygiene certificate.
· Always wash hands with soap under running water before handling food and after using the toilet.
· Not be involved with preparation of food if suffering from any infectious/contagious illness. 
· Never cough or sneeze over food.
· Use different cleaning cloths for kitchen and toilet areas.
· Ensure waste is disposed of properly and out of reach of children.  Keep a lid on the dustbin and wash hands after using it.
· Wash fresh fruit and vegetables thoroughly before use.
· Tea towels will be kept scrupulously clean and washed between each session.
· All utensils will be kept clean.

The Pre-school operates a ‘No smoking’ Drug and alcohol Policy in and on the premises at any time (by anyone including staff).

This policy was adopted on behalf of the Pre-school at a meeting held on 22nd February 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Linked to Medication Procedure


      Health & Safety

Shrewton Pre-school
Medication Procedure
If there is a need for a child to have any medication or treatment of any kind during the Pre-school session we will require:

· A signed letter from the parent explaining why the medicine/treatment is required and what dosage we would be required to administer.

· Only medication prescribed by a GP or dentist can be given to a child with written consent.

· Staff training must be provided for Staff where the administration of medicine requires medical or technical knowledge, or serious illness, when needed.

· The medicine should be in a labelled bottle/box or packet with instructions by a health professional and the child’s name on the label.

We will be required to fill out our Medication book where:

· The dosage and particulars will be written in with the times it is needed to be given to the child.

· The Practitioner that administers the treatment or medication will write in the dose or treatment given with the time and date and sign under the written details.

· This will then be signed by the parent when they collect the child at the end of the session.  The medication will be taken home by the parent or carer at the end of the session.

· If specialised training is required to administer the treatment the Pre-school will endeavour to take steps to find the appropriate training.

This procedure was adopted at a meeting of the Pre-school held on 22nd February 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Linked to: Health & Hygiene Policy


      First Aid Policy


Shrewton Pre-school

SEND Policy

Shrewton Pre-school is aware that some children may have additional needs and is proactive in ensuring that appropriate action can be taken when such a child is identified within the Pre-school setting.

The objective of Shrewton Pre-school’s Special Educational Needs (S.E.N.) Policy is:

· To inform, everyone working with the children in the Pre-school setting, about the monitoring and implementation of the S.E.N. Code of Practice dated September 2014, last updated April 2020.
· To record, in the most appropriate way, all the information necessary to fulfil our objectives successfully.

· To work in liaison with parents, carers, staff and other professionals outside the group, to meet our children and their families’ specific needs.

Meetings between S.E.N.Co., Pre-school Manager, key person and Practitioners will take place regularly.  I.E.Ps (Individual Education Plan) will be reviewed and discussed half termly (6 weeks).
It is felt that where a child’s needs cannot be met in the Pre-school funding will be sought to meet the needs of the individual. Where funding is not available, the SENCo, Manager and the child’s key person will support the family to find a suitable alternative for the child.
Every child with identified S.E.N.D should have a confidential, named folder kept in a secure place.  This folder will include, as appropriate:

· Current and past Individual Educational Plans (I.E.P.)

· Liaison records between SENCo, Practitioners and outside agencies.
· Any other relevant information, including multi-agency reports.

· Any informal observation notes.

We anticipate that this will be used as a working document and will then be handed on to the school of their choice when appropriate.

Children with S.E.N will have access, alongside their peers, to the facilities, activities and play opportunities provided wherever reasonable. Extra resources will be sourced if required where applicable to meet those children’s needs.
The SENCo will attend wherever possible, in-service training in special needs arranged by EYIA (Early years Inclusion Advisor) , Learning Alliance and other professional bodies.

This policy was adopted at a meeting of the Pre-school held on 7th March 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Linked to:  Diversity and Ethics Policy
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Shrewton Pre-school

Complaints Procedure
As a member of the Learning Alliance, we aim to provide the highest quality education and care for all our children.  Our aim is to offer a welcome to each individual child and family, to provide a warm and caring environment, where all children can learn and develop at their own pace as they play.

We believe children and parents are entitled to expect courtesy and prompt careful attention to their needs and wishes.  Our intention is to work in partnership with parents, carers and the community and we welcome suggestions on how to improve our group at any time.

Making concerns known:

· A parent who is uneasy about any aspect of the settings provision should first of all talk over any worries and anxieties with the Pre-school Manager.  Ongoing regular discussions between the Pre-school Manager and the parent/carer will continue until the issues have been resolved.
· If this does not have the satisfactory outcome or if the problem recurs, the parent should put the concerns in writing and request a meeting with the Pre-school Manager and the Chair of the Management Committee.  The parents can bring a partner or friend to the meetings and the Pre-school Manager will also be supported by a third party.  An agreed written record of the discussions should be made and given to both parties.
· All providers must investigate written complaints relating to their fulfilment of the EYFS (Early Years Foundation Stage) requirements and notify complainants of the outcome of the investigation within 28 days of having received the complaint. The record of complaints must be made available to Ofsted. (EYFS, Statutory Requirements 3.75)

Most complaints should be resolved informally at this stage.

· If the matter is still not sorted out to the parent’s satisfaction, the parent should again contact the Chair/Manager.

· If the parent and the group cannot reach agreement, it might be helpful to invite an external mediator, one who is acceptable to both parties, to listen to both sides and to offer advice.  A mediator has no legal powers but can help to clarify the situation.  Staff or volunteers within Wiltshire Early Years or the Learning Alliance will be available to act as a mediator if both parties wish it.
· The mediator will help define the problem, review the action so far and suggest further ways in which it might be resolved.
· Confidential records kept on a child will be shared with the child’s parents.

· With the stipulation that the care and safety of the child must always be paramount, the Pre-school will do all in its power to support and work with the child’s family.

Complaints should be sent to:

ARC Team

Ofsted

Piccadilly Gate

Store Street

Manchester

M1 2WD

Telephone: 03001231231

This Policy was adopted at a meeting of the Pre-school held on 7th March 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Linked to Diversity & Ethics (Equal Opportunity) policy

Shrewton Pre-school
Procedure for uncollected children

If a child is not collected the manager/deputy, if not already aware should be informed. The manager/deputy should ring parents’ contact number or mobile.

If the parent cannot be contacted the appointed adult on the registration form should be contacted.

If for any reason the child still remains uncollected the manager/deputy and one other practitioner will remain with the child until the parent or carer is contacted.  The manager will leave a message for the parent on their answer phone to let them know that the child has not been collected and is still at the Pre-school.  Where there is no answer phone, we will endeavour to leave a message at the parents’ home address.

If there is any doubt about the collection of a child, MASH (Multi Agency Safeguarding Hub) should be informed after 1 hour.  The manager/deputy would continue to try and make contact with the parent or next responsible person, or duty social worker.
· An uncollected child incident will be notified to Ofsted and Wiltshire Safeguarding Vulnerable People Board for further guidance as good practice as soon as practicable, or (within 14 days).

Procedure for lost children

If for any reason a child appears to be missing all the staff will be made aware in a calm but urgent way.

1. A search of the property will be made immediately.

2. A member of staff will check the immediate vicinity.  (Also see note 6)
3. If the child is still not found the parent will be contacted.

Whilst this is happening the other children will be brought together by 2 members of staff, depending on the staff ratio for a story or song time. The children should be unaware of the situation.

4. All other staff not with the group will continue to look and check for the child’s whereabouts

5. The committee should be informed and as many as possible come to the setting.  When the parent/s arrive the Manager should inform them of the situation and what has been done.  In the event of Pre-school not being able to contact the parents’, we would contact the police (see note 6).
6. The police should be contacted as soon as a thorough search of the locality has been made.
7. Ofsted will be notified if a child has been lost as soon as practicable or within 14 days.
This procedure was adopted at a meeting of the Pre-school Committee held on 7th March 2016.
Reviewed: January 2025

Next review: January 2027
Signed on behalf of the Pre-school: Emma Brown
Shrewton Pre-school
Code of Practice 
Parents are their children’s first educators, and they are also central to the child’s well being.  We as practitioners feel it is vital to support this relationship, in order to achieve this, we will share information with parents and offer support when needed for extending the children’s learning in the home environment.  It is so important to get to know the children and their families so the children can gain consistency in their learning and this helps them to feel safe and secure in the pre-school environment.  Below there are 5 principles that we aim to adhere to in order to help gain a better relationship with parents and carers.

1. Learning environment:  The aim is to offer a safe and stimulating environment that is welcoming for both parents and children.

2. Review:  To ensure that the policy and procedures are reviewed within their individual time frames, in order to meet the needs of the children.

3. Parent’s involvement:  To encourage parents/carers to be involved in the setting by attending special events and contributing to Learning Journals, Fundraising activities and Committee.
4. Settling in:  The aim is to make the settling in process flexible to meet the individual needs of each family.

5. Communication:  The aim is to keep parents/carers up to date and informed at all time, by termly newsletters, parents’ evenings and the pre-school website.
Reviewed: January 2025

Next review: January 2027
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