Policies that are Implemented and Practised
at ElImstead Nursery

This section of the prospectus informs you of thegticies at ElImstead Nursery.
They have been written to offer the best possiblexperiences for the children and
families in the group. They are regularly reviewedand comments and
suggestions from parents are always welcome
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Settling in to the Nursery — Policy and Practice

We want children to feel safe and happy in the mps®f their parents, to recognise
other adults as a source of authority, help amhétship and be able to share with
their parents afterwards the new learning expeegmenjoyed in the Nursery.

In order to accomplish this, we will:

* Encourage parents to visit the Nursery with thhildren during the weeks before
an admission is planned.

* Introduce flexible admission procedures, if appiater; to meet the needs of
individual families and children.

* Make clear to families from the outset that thell e supported in the Nursery
for as long as it takes to settle their child there

* Reassure parents whose children seem to be takamgaime settling into the
Nursery.

* Introduce new children into the group on a stagtjbwesis.

* Encourage parents, where appropriate, to sepacatetheir children for brief
periods at first, gradually building up to longé&sances.

Children cannot play or learn successfully if tlaeg anxious and unhappy. Our
settling procedures aim to help the children to ¢eenfortable in the Nursery, to
benefit from what it has to offer, and to be coafitithat their parents will return at
the end of the session/day.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Health and Hygiene — Policy and Practice

Our Nursery promotes a healthy lifestyle and a Isigimdard of hygiene in its day-to-
day work with children and adults. This is achewethe following ways:

Health

Food
» All snacks provided will be nutritious and pay dateention to children’s
particular dietary requirements.



When cooking with children as an activity, the aslwill provide healthy,
wholesome food, promoting and extending the childrenderstanding of a

healthy diet.

Outdoor play

Children will have the opportunity to play in thesh air throughout the year in
the Nursery’s own outside play area.

llIness

Parents are asked to keep their children at homheyfhave any infection, and to
inform the Nursery as to the nature of the infetso that the Nursery can alert
other parents, and make careful observations othilg who seems unwell.

Parents are asked not to bring into the Nurserycang who has been vomiting
for at least 24 hourafter the last attack, and any child who has_hadtbeafor
at least 48 hourafter the last attack.

If the children of Nursery staff are unwell, thaldren will not accompany their
parents/carers to work in the Nursery.

Cuts or open sores, whether on adults or childsdhbe covered with a dressing.
If a child is on prescribed medication the follogiprocedures will be followed:

- If possible, the child’s parents will administaedicine. If not, then medication
must be clearly labelled with child’s name, dosagé any instructions. Where
local regulations require it, guidance will be sbufyjom Social Services before
people other than parents agree to administer mnegic

— Written information will be obtained from the pat, giving clear instructions
about the dosage, administration of the medicamhpermission for a member
of staff to administer it.

— All medications will be kept in a lockable cupbdéiling cabinet or in the
fridge in the Nursery kitchen, which is inaccessitd the children.

— A medication book will be available to log in:ma of child receiving
medication; times that the medication should beiatered; date and time when
medication is administered; together with the sigreaof the person who has
administered each dose.

With regard to the administration of life savingdiwtion such as
insulin/adrenalin injections or the use of nebulséhe position will be clarified
by reference to the Nursery’s insurance company.

The Nursery will ensure that the first aid equipinsrkept clean, replenished and
replaced as necessary. Sterile items will be &egled in their packages until
needed.



The Nursery will do its best to provide a safe aadure environment. However,
accidents do occur. The details will be recordethe Accident book. Parents
will be informed at the end of the session and @skesign the book.

The majority of Nursery staff hold a current Fikstl Certificate.

The Nursery is obliged to maintain a Pre-sustaingdies Book. This records any
injuries that a child receives away from the Nuysdong with the cause and
circumstances and must be signed by the parent/care

Information sources
» Parents will have the opportunity to discuss heigkhes with Nursery staff and
will have access to information available to thadéuy.

* The Nursery will maintain links with health visitoand gather health information
and advice from the local health authority inforimatservices and/or other health
agencies.

Hygiene

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

Personal hygiene
* Hands washed after using the toilet.

» Children with pierced ears not allowed to try onsbare each other’s earrings.

* Alarge box of tissues available and children enaged to blow and wipe their
noses when necessary. Soiled tissues disposadjienircally.

» Children encouraged to shield their mouths whergbmg.
* The use of paper towels, which are disposed ofcgately.

* Hygiene rules relating to bodily fluids are follogveith particular care and all
staff and volunteers are aware of how infectionsluiding HIV infection, can be
transmitted.

Cleaning and clearing

* Any spills of blood, vomit or excrement are wipguand flushed away down the
toilet. Rubber gloves always used when cleaningpilts of bodily fluids. Floors
and other affected surfaces disinfected using otdarr iodine bleached diluted
according to the manufacturer’s instructions. kabtontaminated with body
fluids thoroughly washed in hot water.

» Spare laundered pants, and other clothing areadlaiin case of accidents and
polythene bags available in which to wrap soiledvgants.



» All surfaces cleaned daily with an appropriate okra

Food

The Nursery will observe current legislation regagdood hygiene, registration and
training.

In particular, each adult will:

» always wash hands under running water before haméttiod and after using the
toilet.

* not be involved in preparation of food if sufferifrgm any infections/contagious
illness or skin trouble.

* not smoke on the premises.

* never cough or sneeze over food.

» use different cleaning cloths for kitchen and tioéleeas.
» keep food covered and either refrigerated or pipioiy

* ensure waste is disposed of properly and out ahre&the children. Keep a lid
on the dustbin and wash hands after using it.

» wash fresh fruits and vegetables thoroughly befise

Any food or drink that requires heating will be tezhimmediately prior to serving
and not left standing. No food or drink will béneated.

Tea towels will be kept scrupulously clean and vedstegularly.

All utensils will be kept clean and stored in atdinse place, e.g. closed cupboard or
drawer.

Cracked or chipped china will not be used.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Asthma Policy

Elmstead Nursery welcomes all children with Asthma.
We recognise that asthma is an important condaftecting many children.

Children with asthma will be encouraged and helpeghrticipate fully in all
activities.

We aim to ensure the environment is favourablentlolien with asthma.



We will endeavour to create an understanding anmdhgsther children that asthma
can be serious.

When a child with asthma joins the Nursery, parelishe asked to complete a
Health Care Plan. This provides details of symptdmsv to recognise when
their symptoms are getting worse and how to hedmtto take their medicine.
The emergency contact details of parents / carerseaorded here in case the
child has an asthma attack.

Parents / carers will also be asked to sign a RarAgreement for EImstead Nursery
to administer medicine. An agreement signed byNiesery will then be
issued. Below is a sample of the agreement:

Inhalers and spacers will be kept in a lockabladikcabinet in a named container.

To ensure the child’s welfare in the event of arergancy, all staff are given
guidance on what to do if a child has an asthnalt{This training is
regularly updated.

If it is needed, the child will have immediate agséo his / her inhaler, with adult
supervision.

After the medicine has been administered, thisvélfecorded and the parent / carer
asked to sign, showing they have been informed.

We will work with parents / carers of the childnerth asthma to ensure that their
children are in a safe, caring environment.
We will promote action by parents and staff to\aif support this policy at Nursery.

This policy was re-adopted at the Nursery Trustee'$leeting on 14" July 2009.

Safequarding Children — Policy and Procedures

We intend to create in our Nursery an environmenthich children are safe from
abuse. In order to achieve this we will:

Exclude known abusers
It will be made clear to applicants for posts witkiie Nursery that the position is
exempt from the provisions of the RehabilitatiorOffenders Act 1974.

All applicants for work within the Nursery, whethasluntary or paid, will be
interviewed before an appointment is made andheilasked to provide at least one
reference. All such references will be followed up the case of applicants with
unexplained gaps in their employment history, oo\wmave moved rapidly from one
job to another, explanations will be sought.



All appointments, both paid and voluntary, will figbject to a probationary period
and will not be confirmed unless the Nursery isfoant that the applicant can be
safely entrusted with children. All staff will bequired to undertake an enhanced
CRB check.

Seek and supply training

We will seek out training opportunities for all didunvolved in the group to ensure
that they recognise the symptoms of possible phisicuse, neglect, emotional abuse
and sexual abuse.

Prevent abuse by means of good practice

Adults will not be left alone for long periods wiitdividual children or with small
groups. An adult who needs to take a child asitte example, for time out
behaviour, which needs improvement - will leavedber ajar.

Children will be encouraged to develop a senseautifromy and independence
through adult support in making choices and inifigchames for their own feelings
and acceptable ways to express them. This wibblenzhildren to have the self-
confidence and the vocabulary to resist inapprégapproaches.

The layout of the playroom(s) will permit constaapervision of all children.
Allegations of abuse
Procedure to be followed in the event of an allegabeing made against a staff

member or volunteer: -

» The member of staff will be informed and intervielwegarding the alleged
incident by the Nursery Teacher and the Headteacher

* The allegations made will be noted along with ardof the interview.
» Ofsted will be informed
* The staff member will normally be suspended whiigestigations proceed.

Respond appropriately to suspicions of abuse
Changes in children’s behaviour/appearance wilhkestigated.

Parents will normally be the first point of refecenthough suspicions will also be
referred as appropriate to the Social Services Dmgat.

All such suspicions and investigations will be kepifidential, shared only with
those who need to know. The people most commaoniylved will be the member of
staff/key person, the Nursery teacher and the menagt committee chair.

Keep records

Whenever worrying changes are observed in a chilefsviour, physical condition
or appearance, a specific and confidential recolidoe set up, quite separate from
the usual on-going records of children’s progress@evelopment. The record will



include, in addition to the name, address and &geecchild: timed and dated
observations, describing objectively the child’ &aour/appearance, without
comment or interpretation and where possible, ¥aetevords spoken by the child,;
the dated name and signature of the recorder.

Such records will be kept in a separate file anitineit be accessible to people in the
Nursery other than the Nursery teacher, Chair @ydplerson or other member of
staff as appropriate.

Liase with other bodies

The Nursery operates in accordance with local aitthguidelines and the
procedures laid down in the SET handbook will Hefeed. Confidential records
kept on children about whom the Nursery is anxiwoiilsbe shared with the Social
Services Department if the Nursery feels that igadée explanations for changes in
the child’s condition have been provided.

If a report on a child is to be made to the authesj the child’s parents will be
informed at the same time as the report is made.

The group will maintain ongoing contact with thgistering authority, including
names, addresses and telephone numbers of indigdcial workers, to ensure that it
would be easy, in any emergency, for the NursedySurcial Services Department to
work well together.

Records will also be kept of the local NSPCC cantaicother contact(s) as
appropriate.

Support families
The Nursery will take every step in its power taldbup trusting and supportive
relationships between families and staff volunteetiie group.

Where abuse at home is suspected, the Nursergamtinue to welcome the child
and family while investigations proceed.

Confidential records kept on a child will be shavath the child’s parents.
With the proviso that the care and safety of thi&lahust always be paramount, the

Nursery will do all in its power to support and Wavith the child’s family.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Admissions Policy

It is our intention to make our Nursery genuinetgessible to children and families
from all sections of the local community. In orderaccomplish this, we will:



« Arrange our waiting list in order of date of birtin the event of duplicate birth
dates, these will be arranged in application regfisin order.

* Keep a place vacant, if this is financially viableprder to accommodate
emergency admissions.

« Describe the Nursery and its practices in termskviake it clear that it
welcomes both fathers and mothers, other reladodsother carers, including

childminders, and people from all cultural, ethmadigious and social groups,
with and without disabilities.

* Make our equal opportunities policy widely known.

This policy was re-adopted at a meeting held by thérustees of the Nursery on
14" July 20009.

The Policy for Confidentiality

The Nursery’s work with children and families wstbmetimes bring us into contact
with confidential information.

To ensure that all those using and working in tteegzhool can do so with
confidence, we will respect confidentiality in tfedlowing ways:

» Parents will have ready access to the files anordsoof their own children but
will not have access to information about any ottfeld.

» Staff will not discuss individual children, othdrain for purposes of curriculum
planning/group management, with people other tharpairents/carers of that
child.

* Information given by parents/carers to the Nurseagher or key person will not
be passed on to other adults without permission.

* Issues to do with the employment of staff, whethead or unpaid, will remain
confidential to the people directly involved witraking personal decisions.

* Any anxieties/evidence relating to a child’s pemafety will be kept in a
confidential file and will not be shared within tgeup except with the child’s
key person/Nursery teacher and chair/owner.

» Students on Pre-school Learning Alliance or oteepognised courses observing
in the Nursery will be advised of our confidentialpolicy and required to respect
it.
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All the undertakings above are subject to the patarthcommitment of the Nursery,
which is to the safety, and wellbeing of the chilease see also our policy on child
protection.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Photograph Policy

From time to time, photographs will be taken of théddren who attend Nursery, and
used for various purposes.

* When their child first attends Nursery, parentsasieed to sign a form
consenting to staff taking photographs of theitccfor our records.

* A photograph will be taken to put on the child’upb in the entrance area.
No name will be displayed with it. This will be @in to the parent on leaving
the Nursery.

* Photographs will be taken and stored in the chilasvidual assessment
record sheets as evidence they have attained e ctagvelopment. These
will be passed on to the Class R teacher if thiel @itends EImstead Primary
School, or given to parents if they attend anosic@ool.

* Photographs will be taken of some activities, areatain events, and
displayed in the Nursery for parents and childeesde.

* Photographs of certain activities will be takereaslence for Ofsted
inspections.

» If the Nursery is holding an event to which pareasinvited, parents will be
asked for their written consent to agree to otketsng photographs.

» If a photographer from a local newspaper attendsvant, parental consent
will always be requested before any photograplséxiun an external
publication.

» Digital images and negatives will be stored atNlwesery and will not be
given to anyone other than the parents/carerseofhiid.

This policy was adopted at a meeting held by the Tistees of the Nursery on
14" July 20009.

The Behaviour Management Policy

We believe that children and adults flourish basin ordered environment in which
everyone knows what is expected of them and childre free to develop their play
and learning without fear of being hurt or hindebgydanyone else. We aim to work
towards a situation in which children can develelf-discipline and self-esteem in an
atmosphere of mutual respect and encouragememt.Nlirsery Teacher, Sandra
Davison, is responsible for behaviour managemenes

In order to achieve this:

* Rules governing the conduct of the group and ttateur of the children will be
discussed and agreed within the Nursery and exgdaim all newcomers, both

11



children and adults.

» All adults in the Nursery will ensure that the sibre applied consistently, so that
children have the security of knowing what to ex@ed can build up useful
habits of behaviour.

» All adults will try to provide a positive model foine children with regard to
friendliness, care and courtesy.

* Adults in the Nursery will praise and endorse dddeg behaviour such as
kindness and willingness to share.

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

* Children who misbehave will be given one-to-onelislupport in seeing what is
wrong and work towards a better pattern.

* Where appropriate this might be achieved by a gesfd'time out” with an adult.
* In cases of serious misbehaviour, such as raciethar abuse, the unacceptability
of the behaviour and attitudes will be made cleanediately, but by means of

explanations rather than personal blame.

* In any case of misbehaviour, it will always be mab#ar to the child or children
in question that it is the behaviour and not thédahat is unwelcome.

* Adults will not shout, or raise their voices inhadatening way.

* Adults in the Nursery will make themselves awareaof respect, a range of
cultural expectations regarding interactions betwasople.

* Any behaviour problems will be handled in a deveteptally appropriate
fashion, respecting individual children’s levelwfderstanding and maturity.

* Recurring problems will be tackled by the Nurseémypartnership with the child’s
parents, using objective observation records @béish an understanding of the
cause.

* Adults will be aware that some kinds of behavioayrarise from a child’s
special needs.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14" July 20009.

12



Intervention and Physical Restraint — Policy and Pactice

In the unlikely event that the above behaviour nganaent policy failed, and a child’s

behaviour requires physical intervention, the pdace outlined below would be

implemented.

* Whatever the incident, physical punishments otthineat of them, are not used.

* When possible, adults will aim to distract and mect the child’s attention.

* Adults will not use any form of physical intervemti e.g. holding, unless it is
necessary to prevent personal injury to the cbillder children, an adult or

serious damage to property.

Where physical intervention is appropriate, thif e achieved with the minimum
force and for the minimum time.

Any such incident is recorded and the parents/sanéormed of the incident on the
day.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Safety — Policy and Practice

The safety of young children is of paramount imaioce. In order to ensure the
safety of both children and adults, the Nursery @nlsure that:

All children are supervised by adults at all tinaesl will always be within sight
of an adult.

* A book is available at each session for the repomif any accident/incident.

* Regular safety monitoring will include checkingtbé accident and incident
record.

e All adults are aware of the system(s) in operatasrchildren’s arrivals and
departures and an adult will be at the door duttvege periods.

* Children will leave the group only with authorisadults.

» Safety checks on premises, both outdoors and isgdaoe made before every
day/session.

* Outdoor space is securely fenced.
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Equipment is checked regularly and any dangerenssitrepaired/discarded.

The layout and space ratios allow children andtadalmove safely and freely
between activities.

Fire doors are never obstructed.
Fires/heaters/electric points/wires and leads degaately guarded.

All dangerous materials, including medicines argholng materials, are stored
out of reach in the office and kitchen area.

Children do not have unsupervised access to kighmrokers or any cupboards
storing hazardous materials including matches.

Adults do not walk about with hot drinks or plaa# drinks within reach of
children.

Fire drills are held once a term.

A register of both adults and children is compleasgeople arrive so that a
complete record of all those present is availableny emergency.

There is no smoking in the Nursery and in the M&chool.

A correctly stocked first aid box is available Attines.

Fire extinguishers are checked annually and stadf\khow to use them.
Whenever children are on the premises at leasathlts are present.
Large equipment is erected with care and checkgaady.

Activities such as cooking, woodwork and energpliy receive close and
constant supervision.

On outings, the adult:child ratio will be at leasie to two.

If a small group goes out, there will be sufficiadlults to maintain appropriate
ratios for staff and children remaining on the pisas.

Children who are sleeping are checked regularly.

Equipment offered to children is developmentallprapriate, recognising that
materials suitable for an older child may posesk to younger/less mature
children.

Internal safety gates/barriers are used as negessar

14



» The premises are checked before locking up atnibeoéthe day/session.

This policy was re-adopted at a meeting held by thérustees of the Nursery on
14™ July 2009.

Intruder Policy

Elmstead Nursery believes that the safety of thid@m and staff in our setting is of
paramount importance. We make every effort to laepsetting secure from
intruders.

The aim of this policy is to inform practitionenscaparent/carers of the procedures to
take in the event of an intruder being identifiedtloe premises. All practitioners must
be aware that it is their priority to maintain s$efety of any children in their care as
well as their own safety and to protect the Nurseepvironment and equipment.

An intruder is an individual who has not followestablished visitor
procedures and may or may not be a safety hazahe tdursery. This policy
provides a means of dealing with either situation.

Any member of staff who observes an individual loe Wursery premises who
appears suspicious or out-of-place should apprteemdividual (if safe to
do so), ask for their name and purpose, or shakdte Nursery Teacher for
assistance.

The staff member approaching the suspicious indalichust determine if the
person poses a safety hazard or just needs to tbe aveare of the Nursery
visitors’ procedures.

Whilst determining the status of the visitor, eveffport must be made to
ensure children in our care are safe, feeling geand, where possible,
continuing to be engaged in their current actisitié need be, children must
be given reassurances as to their own and othegfietysand well being.

Procedure A: Visitor with legitimate business but o pass

Identify the person and determine their purposeead for being in the
setting.

Escort the person to the Nursery Teacher and dheck in as a visitor.
Ensure they are aware of the Nursery’s procedaregsitors for future
reference.

If safety issues do not permit you to leave yowstpwait until a member of
staff can come to you.

Review security to determine how the intruder gdiastry.

Procedure B: Intruder who may pose a safety hazard

Politely greet the intruder, identify yourself aask the purpose of the visit to
the Nursery.

Ask a colleague to observe your approach to thradet.

Explain that all visitors must report to the Nugs@eacher and escort the
person to her.

15



Depending on the circumstances and the demeanalue aftruder, the
Nursery Teacher will decide if it is appropriatectd! the police and will make
every effort to do so herself to report the inciddime Head Teacher of
Elmstead Primary School should also be informed.

If the intruder appears agitated, irrational ousefs to leave the building in a
peaceful manner, endeavour to calm the personlkipgan a low reassuring
voice whilst also trying to gain the attention abher staff member to call
the police.

If the police are called and the individual leavesttempts to leave prior to
the police arriving, do not attempt to physicalbtain or restrain the person.
Contact the police to inform the responding offsctirat the individual has left
the building, the direction and means of transgafarm the school.

If the individual stays until the police arrivefanm the officers what has
happened that led to the individual being with gouhey can establish
probable cause for arrest for trespassing. WHilstrsthe presence of the
police, ask the person not to return to the Nursery

Review security immediately

Record the incident and action as soon as possible.

Procedure C: Intruder who isarmed or otherwise poses a safety threat

Alert all staff members and the Head Teacher ostimol.

Contact the police as soon as possible to reperinttident. Give the operator
all the information regarding the location of thdruder, a physical and
clothing description and the weapon(s) involvedvidd the operator what
you are doing to ensure the safety of the chil@dned staff members. Remain
on the line until the operator advises you to hapgMonitor the location of
the intruder until the police arrive.

When confronting an intruder, take another memlbestadf with you. Ask a
third member of staff who is not involved to cortdte Nursery Teacher or
school Head Teacher. Determine who will initiatente@t with the intruder
and who will be the back-up person. Both staff merabshould break off
contact and leave when it is safe to do so. Atteimplirect the intruder away
from areas occupied by the children. Use casualearsation or body
language to calmly direct the situation. If theruder refuses to cooperate, do
not escalate the situation. If the intruder showgeapon, assure him/her that
it is not necessary for him/her to consider usindgack away slowly with
both hands up and palms facing the intruder anceléze area.

Remain calm. Do not attempt to disarm the person.

Once the police officers arrive, provide them wiltle following information:
Location of intruder. Description of intruder. Arknown weapons. Any
statements made by the intruder.

Be prepared to keep media, parents and other cotynmaambers out of the
Nursery. The police will secure the building. Cantéoe Pre-school Learning
Alliance press office at national Centre if help needed with a press
statement.

All other staff members and official visitors shduemain in their designated
area with the children unless otherwise directedhigypolice, reassuring and
engaging the children as appropriate.
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In any event, there will be a thorough investigatad the incident, and a report will
be made by all staff involved.

Parents and Ofsted will be informed of the incidemd the subsequent investigation,
with due regard to both data protection and contfidéty policies.

This policy was adopted at a meeting held by the Tistees of the Nursery on

14™ July 2009.

Lost Children Policy

Our Nursery aims to provide a safe and secure @mvient for the children, whereby

it is virtually impossible for a child to go misgjfirom the premises. There is one
high outside gate, which is lockable by padlockerE are three smaller gates leading
out of the outside play area, which are bolted @arthot be accessed by the children.
If a child were to go missing the following actiamould be taken:

A thorough search of the Nursery and outside ptag avould be undertaken.

» This would be followed by a search of the schodlilst alerting the Headteacher.

* The police would be contacted if the child wad stiksing, at the same time as
informing the parents/carers.

* A search would then be launched of the area sudiogrthe school.

* When the incident has been resolved a thorougtsiigation would be carried
out to ascertain how it actually happened. Evéfigriewould then be made to
prevent any repetition.

This policy was re-adopted at a meeting held by thérustees of the Nursery on

14" July 20009.

Uncollected Children Policy

Our Nursery aims to provide a safe and secure @mvient for the children, whereby
a child is looked after in the event that he/sheoiscollected at the end of a session.

If a child is not collected at the appropriate tithe following guidelines are adhered
to:

» Parents/carers are encouraged to collect thedremilpromptly at the end of each
session, to avoid undue anxiety for the child.

» If a child has not been collected, after 15 minuséaft will contact the
parents/carers by telephone to ascertain a reasohef delay.

If no contact can be made, after 30 minutes, thedkdmcher will be informed.
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» After one hour, Social Services will be informediadvice sought as to how best
to proceed. There could be any number of reastiyshey have been left, but
the important rule for the school is to safeguaelchild until they can be handed
over.

» Two members of staff will remain with the child uinhey have been collected.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Selecting Equipment/Toys — Policy and Practice

The toys and equipment in the Nursery provide omities for children, with adult
help, to develop new skills and concepts in thes®of their play and exploration.
The equipment we provide:

* |s appropriate for the ages and stages of therehild

» Offers challenges to developing physical, sociatspnal and intellectual skills.

» Features positive images of people, both male amdlie, from a range of ethnic
and cultural groups, with and without disabilities.

* Includes a range of raw materials which can be usadvariety of ways and
encourages an open-ended approach to creativitpraftem-solving.

* Will enable children, with adult support, to deyeladividual potential and move
towards required learning outcomes.

» Conforms to all relevant safety regulations ansbisnd and well made.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

The Policy for Parental Involvement at the Nursery

Parents are the first educators of their younglohil. The aim of the Nursery is to
support their essential work, not to supplant théffe will:

* Make all new parents aware of the group’s systemispalicies.

» Encourage parents on an individual basis to plagctine part in the management
of the group.
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» Ensure that parents are informed about their chipddgress.

» Ensure that all parents have opportunities to dmuite from their own skills,
knowledge and interests to the activities of thamugr

* Involve parents in shared record keeping about then child, either formally or
informally.

» Ensure that all parents are fully informed abouétimgs, conferences, workshops
and training.

* Inform families about the times of meetings.
* Hold meetings in venues which are accessible aptbapate for all.
* Welcome the contributions of parents, whatever furese may take.

* Make known to all parents the systems for registequeries, complaints or
suggestions.

* Provide opportunities for parents to learn aboatNhirsery Curriculum and about
young children’s learning, in the Nursery and atleo

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14" July 20009.

Non-payment of fees Policy

On receiving an application for a child to attenardeéry, parents are informed of the
costs involved and sign a contract to indicate tmeye read and understood our
payment arrangements. Please see an example obtitract at the end of this
document. Parents are asked to pay monthly in advdihno payment has been
received by the time the next invoice is raised,ftdllowing action will be taken.
* The outstanding amount from the previous month malladded as a reminder
to the next invoice.
* If no payment is then received within a reasonéhbie, the Nursery
Secretary/Bursar will follow this up with a verbaljuest.
*  We will talk with the parent to agree a regular payt until the debt is paid.
*  We will offer a weekly payment system if this iefarred.
* The outstanding debt will be itemised in a letted ¢he agreed payment
system recorded.
* If no payments are received, a final letter willdsat requesting payment,
advising that the Nursery solicitors will be invetVif none is received.
» Each child’s attendance at Nursery is conditiomalrucontinued payment of
any necessary fees.
* A younger sibling of a child will not be able t@stat the Nursery if their
parents have outstanding debt regarding their aldia.

This policy was adopted at a meeting held by the Tistees of the Nursery on
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14" July 20009.

Complaints Procedures

As a member of the Pre-school Learning Allianceaime to provide the highest
quality education and care for all our childrene im to offer a welcome to each
individual child and family and to provide a warmdacaring environment within
which all children can learn and develop as thay pl

We believe children and parents are entitled te@ekpourtesy and prompt, careful
attention to their needs and wishes. Our interisdo work in partnership with
parents and the community generally and we welcsuggestions on how to improve
our group at any time.

Making concerns known
A parent who is uneasy about any aspect of thepggqarovision should first
of all talk over any worries and anxieties with thersery Teacher.

If this does not have a satisfactory outcome withcouple of weeks, or if
the problem reoccurs, the parent should put thearois or complaint in

writing and request a meeting with the Nursery Tieaor the Chair of the

Trustees. Both parents and the teacher should adwend or partner

present if required and an agreed written recoittt@discussion should be
made.

Most complaints should be able to be resolved infarally or
If the matter is still not sorted out to the patlesatisfaction, the parent should
again contact the Chair.

If parent and group cannot reach agreement, it niglnelpful to invite an
external mediator, one who is acceptable to bottigsato listen to both
sides and offer advice. A mediator has no legalgyswut can help to
clarify the situation. Staff or volunteers wittime Pre-school Learning
Alliance will be available to act as mediator ifthgarties wish it.

The mediator will help define the problem, revidw action so far and
suggest further ways in which it might be resolved.

The mediator will keep all discussion confidenttadhe will meet with the group if
requested and will keep an agreed written recomhgfmeetings that are held and of
any advice s/he has given.

The role of the registering authority

In some circumstances, it will be necessary togoimnOfsted, (Office for Standards
in Education), who have a duty to ensure laid dogquirements are adhered to in
order to encourage high standards. Ofsted wouldvmdved if a child appeared to be
at risk or where there seemed to be a possiblebm@aegistration requirements. In
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these cases, both parent and Nursery would bemeidiand Ofsted would ensure a
proper investigation of the complaint followed kppeaopriate action.

Ofsted can be contacted at:
Ofsted
National Business Unit
Royal Exchange Buildings
St Ann’s Square
Manchester, M2 7LA Tel no: 08456 404040

We believe that most complaints are made construetely and can be sorted out
at an early stage. We also believe that it is imé& best interests of the Nursery
and parents that complaints should be taken serioljsand dealt with fairly and
in a way which respects confidentiality.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

Diet & Nutrition — Policy and Practice

The sharing of refreshments can play an importarttip the social life of the
Nursery as well as reinforcing children’s underdiag of the importance of healthy
eating. The Nursery will ensure that:

» All snacks provided mid morning and mid afternooa rautritious, avoiding large
guantities of fat, sugar, salt, additives and coiags.

» Children’s medical and personal dietary requiremané respected. Parents of
children who are on special diets are asked toigecas much information as
possible about suitable foods and in some casedmagked to provide the food
themselves.

* Menus are planned and displayed in advance anddfeikd is fresh, wholesome
and balanced, meeting nutritional guidelines. Rexipill be made available to
parents.

» Atasty, varied diet is offered to ensure thatdareh from all backgrounds
encounter familiar tastes and that all childrenentine opportunity also to try
unfamiliar foods.

» The dietary rules of religious groups and alsoexjetarians/vegans are known
and met in appropriate ways.

» Milk, water or well-diluted fruit drinks are offedeat snack time. Milk provided is
whole and pasteurised. Water is available atrak$.

» Advice is given to parents about suitable foodriadpfrom home in a lunch box.
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» All dairy products are full fat.
» Parents are advised if their child is not eatind) atesnack or lunchtime.

» Staff sit with the children while they eat and pd®sa good role model for
healthy eating.

* Withholding food is not used as a form of punishtnen
» Children are encouraged to develop good eatingssdild table manners and are
given plenty of time to eat.

» Children are encouraged to play outside everydagather permitting. This
ensures that they have an opportunity to be expmssaimmer sunlight, which
helps their bodies make vitamin D.

» Children, where appropriate, are allowed to mak& thwn food choices.

Children are encouraged to eat, or try, the dayaek. If a child dislikes the snack
provided, an alternative is offered.

* Children are allowed to serve themselves and gaair bwn drinks.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on

14™ July 2009.

The Policy for Special Educational Needs

Our Nursery aims to have regard to the DfEE Coderacttice of the Identification
and Assessment of Special Educational Needs, amatide a welcome, and
appropriate learning opportunity, for all children.

» Children with special needs, like all other chilirare admitted to the Nursery
after consultation between parents, nursery tesamkey person.

» Our system of observation and record-keeping, wapdrates in conjunction
with parents, enables us to monitor children’s sest progress on an
individual basis.

» Our Key person system ensures that each adulp&iedly responsible for,
and close to, a small group of children, so eadld caceives plenty of adult
time and attention.

« Ifitis felt that a child’s needs cannot be methia Nursery without the
support of a one-to-one worker, funding will be gouto employ one.

* We work in liaison with staff outside the groupgluding therapists, health

visitors, psychologists, social workers and paedians, to meet children’s
specific needs.
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» Our staff attend whenever possible in-service ingion special needs
arranged by the Pre-school Learning Alliance ahemoprofessional bodies.

* We have an appointed Special Educational Needsr@loator, Louise
Herbert, who is responsible for the operation ef 8N policy.

* We believe in an inclusive approach for all childend we adhere to the
Inclusion Development Programme adopted by Essext@dCouncil.

* There is a full SEN policy held in the Nursery.

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

CPOC Policy

This policy outlines the provision of CPOC Self-pl€lub Activities, as delivered in
their basic form, supporting all Nursery childretopto entering primary school.

Our aim is to prepare children for entry to ClassvRilst identifying any weaknesses
that might require further attention.

* We will deliver a series of CPOC activities to praathe development of skills
in a variety of key areas of learning.

» [Each activity has an expected outcome, in accoslauitt the guidelines and
appropriate skills as identified in the CPOC tnagnpack.

* The exercises will be provided through whole grangd small group activities,
and sometimes on a one-to-one basis.

* The children’s achievements will be recorded onStepping Stones assessment
program.

Staff will receive ongoing training, led by the Hiegeacher.

The Nursery Teacher has overall responsibilityni@nitoring and evaluating the
curriculum, in consultation with other members t@iffls Close contact is
maintained with the Class R Teacher and Head Teadhke Primary School.

* Afull CPOC Policy is held in the Nursery.

This policy was re-adopted at a meeting held by thérustees of the Nursery, on
14th July 20009.

The Policy for Staffing and Employment
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A high adult: child ratio is essential in providiggod quality pre-school care.

In our Nursery:

We have at least one member of staff to eight odrldand more if there are younger
children present.

Our Key person System ensures each child and fdragyone particular staff
member who takes a special interest in them.

Regular staff meetings provide opportunities faffsio undertake curriculum

planning and to discuss the children’s progressaayddifficulties.

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

At least half our staff hold a qualification in Bal¥ears Education.

Regular in-service training is available to allfstboth paid and volunteer members,
through the Pre-school Learning Alliance and offrefessional bodies.

Our Nursery budget includes an allocation towarasing costs.
We support the work of our staff by means of regaianitoring/appraisals.

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

This policy was re-adopted at a meeting held by th&rustees of the Nursery on
14™ July 2009.

The Policy for Student Placement

We recognise that the quality and variety of wotkak goes on in the Nursery
makes it an ideal place for students on work plaa#rfrom school and college
childcare courses as well as those on the Diplonfae-school Practice or Tutor
Fieldworker courses.

Students are welcomed into the Nursery on thevatig conditions:

The needs of the children are paramount. Studetitsot be admitted in numbers
which hinder the essential work of the Nursery.

Students must be confirmed by their tutor as bemgaged in a bona fide childcare

course, which provides necessary background uraaelisig of the children’s
development and activities.
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Students required to conduct child studies willaabivritten permission from the
parents of the child to be studied.

Any information gained by the students about th&lodn, families or other adults in
the Nursery must remain confidential.

Unless registered as fit persons, students wilhaot unrestricted access to children.
A CRB check must be carried out for long-term shigs@s soon as possible.

» Students are requested to follow the Nursery drede, which stipulates that
adults be tidy and smart (no jeans or trainers).

» For the benefit of all concerned, mature studerttss& children attend Nursery
will not be able to attend on the same sessiotisedschild.

* The Nursery reserves the right to terminate a stiuglacement at any time.

This policy was re-adopted at a meeting held by thérustees of the Nursery on
14™ July 2009.

Equal Opportunities Policy

As a member of the Pre-school Learning Alliancengead Nursery is committed to
helping pre-schools provide equality of opporturdyall children and families. As a
member of the Alliance, EImstead Nursery worksdoaedance with all relevant
legislation including:

e Disabled Persons Acts 1958, 1986

* Race Relations Act 1976

* Race Relations (Amendment) Act 2000
» Sex Discrimination Act 1986

e Children Act 1989

» Disability Act 2004

» Childcare Act 2006

* Human Rights Act 1998

We believe that the group’s activities should berofo all children and families, and
to all adults committed to their welfare. We amrensure that all who wish to work
in, or volunteer to help with, our Nursery haveegpual chance to do so.

We have an appointed Equal Opportunities Co-ordm&ue Millist, who is
responsible for the operation of the Equal OppatiesPolicy.

Employment

The Nursery will appoint the best person for eathgnd will treat fairly all
applicants for jobs and all those appointed.
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Commitment to implementing the group’s Equal Oppoityy Policy will form part of
the contract for all workers.

Families
The Nursery recognises that many different typdsaumily successfully love and care
for children.

The Nursery offers a flexible payment system fonifees with differing means.

Festivals

Our aim is to show respectful awareness of alhtlagor events in the lives of the
children and families in the Nursery, and in owisty as a whole, and to welcome
the diversity of backgrounds from which they come.

In order to achieve this, we aim to acknowledgadewange of festivals especially
those, which are celebrated in our area and/ohéyamilies involved in the Nursery.

* Without indoctrination in any specific faith, chih will be made aware of the
festivals which are being celebrated by their oamifies or others, and will be
introduced where appropriate to the stories bethiedestivals.

» Before introducing a festival with which the adutighe Nursery are not
themselves familiar, appropriate advice will begiturom people to whom that
festival is a familiar one.

» Children and families who celebrate at home fefgiwath which the rest of the
Nursery are both familiar will be invited to shadineir festival with the rest of the
group, if they themselves wish to do so.

e Children will be encouraged to welcome a rangeiftér@nt festivals, together
with the stories, celebrations and special food@athing they involve, as part of
the diversity of life.

The Curriculum

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

Resources
These will be chosen to give children a balance#\of the world and an
appreciation of the rich diversity of our multi-ralcsociety.

Materials will be selected to help children to depetheir self-respect and to respect

other people by avoiding stereotypes and deroggtioctyres or messages about any
group of people.
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Special Needs
The Nursery recognises the wide range of Speciatblef children and families in
the community, and will consider what part it cdaypn meeting these needs.

Planning for Nursery meetings and events will tate account the needs of people
with disabilities.

Discriminatory behaviour / remarks
These are unacceptable in the Nursery. Such rerasgksnlawful and we are obliged
to challenge and report discriminatory behaviour.

The response will aim to be sensitive to the fediaf the victim(s) and to help those
responsible to understand and overcome their pogsd

Language
Information, written and spoken, will be clearlynmmunicated in as many languages
as necessary.

Bilingual / multilingual children and adults are asset. They will be valued and their
language recognised and respected in the Nursery.

Food
Medical, cultural and dietary needs will be met.

This Policy was re-adopted at a meeting held by thErustees of the Nursery on
14™ July 2009.

Race Equality Policy

Statement of Intent

Elmstead Nursery is committed to anti-discrimingtoractice for all children and
families. We respect and value the linguistic, wat and religious diversity, which
exists in the wider community. We are committedhallenging attitudes that
promote racial discrimination, ensuring respectaiband preparing all children for
life on a culturally diverse society.

Aim

|[We aim to:

Ensure that all children and adults are encouragedable to achieve their full
potential

Respect and value difference between people

Prepare children for life in a diverse society

Acknowledge the existence of racism and take dtepsevent it

Endeavour to make our environment a place wheng/ene, irrespective of their
race, colour, ethnic or national origin, feels voehed and valued
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Improve our knowledge and understanding of beb&is cultures

Access staff training when the opportunities arise

The legal framework for this policy is:

Race Relations Act 1976

Race Relations (Amendment) Act 2000
Children Act 1989

Childcare Act 2006

Human Rights Act 1998

Methods

Admissions
Our setting is open to all members of the community

We welcome all families equally.

We aim to support families for whom English is aldigional language to
access our provision.

We provide information in clear, concise languagieether in spoken or
written form.

If necessary, we would provide information in laagas of our community.
We do not discriminate against a child on raciaugds.

We ensure that all parents are made aware of aal egportunities, equality
and diversity, English as an additional languagerace equality policies.

Employment
Posts are advertised and all participants are lidgainst explicit and fair criteria.

The applicant who best meets the criteria is offéehe post, subject to references and

checks by the Criminal Records Bureau. This endargsess in the selection
process. All job descriptions include commitmengtiality and diversity as
part of their specifications.

We consider our ethnic make up of staff and thalloommunity when we advertise

vacancies.

Training

We seek out training opportunities for staff antlmteers to enable them to
develop practises, which enable all children tarileh.

We review our practises to ensure that we are faljglementing our policy
for Race Equality.
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. We ensure that all staff have a basic understarahdgknowledge of faiths
and cultures to ensure everyone is catered fdydirgg those of no faith.

General
We have a named member of staff responsible f& egaality, Mrs Sue Millist.

We encourage parents to share skills with staffcmiidren.

We handle questions about race and ethnic honssthgijtively and openly.
We treat everyone with equal concern.

We provide a welcoming atmosphere with approachstalie.

We offer children a secure environment in whiclexplore their own culture and that
of their peers.

We actively seek ways to counter the learning gfatige attitudes and behaviour
towards differences.

We check that our resources reflect cultural ahdietdiversity and do not promote
negative stereotypes.

This policy was re-adopted at the Nursery’s Trustes Meeting on 14" July 2009.

Elmstead Nursery — Parental Contract

Name of child Date of
birth

Start Date

| have read, understood, and accepted the infoomapolicies and procedures as
written down in the Nursery Prosectus, subject ty aecessary & reasonable
amendments agreed by the Trustees. | agree t@apayecessary fees monthly in
advance. | understand that my child’s place isd@émnal upon payment of fees and
that they are payable when a child is absent fatexer reason. | agree to give half a
term’s notice if | remove my child from the Nursery

Name of parent/carer

Signature

Date
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