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Policies & Procedures Rationale

Beckermet Nursery 6 spolicies and procedures aim to explicitly define
structure and to materialise its philosophies and vision; they are defined
guidelines to be followed and to be referred back to when necessary.

Nonetheless, it is paramount to understand that they are not exhaustive

and there are implicit expectations of a common sense nature which m ay
not be mentioned, but they are expected from all staff, students, parents

and community in general.

In trying to organise the policies by sections, we aim to facilitate its reading

flow, but it is important to understand that the area that each policy c overs
might be appropriate and common to other sections as well. Thus, they are

to be understood within a flexible reasoning.

In order to keep these policies and procedures relevant, they are reviewed
annually by management , or earlier if necessary.

The tr iggers for a new policy and/or procedures may include:

1 Changes to the external operating environment;

1 Changes to government policy or legislation;

1 Review of the strategic directions of Beckermet Nursery ;

1 New initiatives within or across pedagogical/educat ional or management
areas;

1 Need for consistency across areas of service delivery.

These policie s do not affect your  statutory rights.

Careful consideration is given to the parents and carers who use this
nursery and their input is vital to the organisation and development of it.
Policy documents are always available for parents and carers to look at;
comments, opinions and explanations are always received and given with
interest and respect.

Beckermet Nursery  will notify Ofsted of any changes:

1 Inthe address of the nursery, to the premises which may affect the
space available to children and the quality of childcare available to
them, in the name or address of the provider, or any of the providers
other contact i nformation or the person who is managing the early
years provision.
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1 Any proposal to change the hours during when childcare is provided;
or to provide overnight care

1 Any significant event which is likely to affect the suitability of the
early years provide r or any person who cares for, or is in regular
contact with, children on the premises to look after children

1 Where the early years provision is provided by a company, any
change in the name or registered number of the company

1 Where the early years provi sion is provided by a charity, any change
in the name or registration number of the charity

1 Where the childcare is provided by a partnership, body corporate or
uni ncorporated association, any change to

1 Where the childcare is pr  ovided by a partnership, body corporate or
unincorporated association whose sole or main purpose is the
provision of childcare, any change to the individuals who are
partners in, or a  Trustee , secretary or other officer or members of
its governing body

Where we are required to notify Ofsted about a change of person except

for managers we wil/l give Ofsted the new p
aliases, date of birth and home address. If we have a change of manager
we will notify Ofsted that a new man ager has been appointed. We will do

so in advance if reasonably practicable. If it is not reasonably practicable
we will do it within 14 days.
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Prospectus

Dear Parents/Carers

Welcome to Beckermet Nursery. We have been established since 1976, are
registered with OFSTED to provide nursery Educare and members of the
pre -school learning alliance.

Our nursery aims to:

1. Provide a safe and stimulating environment in which children f eel
happy and secure;

2. Encourage the emotional, social, physical, creative and intellect ual
development of the children;

3. Encourage positive attitudes to self and others and deve lop
confidence and self -esteem;

4. Create opportunities for play both indoors and o utdoors ;

5. Encourage children to explore the world ;

6. Provide opportunities to stimulate interest and imagination ;

7. Extend the childrends abilities to commun

variety of ways

How do we achieve our aims?

We have a highly commi  tted nursery team comprising of Manager (BSc

Hons Child and Family Studies) together with several fully qualified and

experienced nursery nurses (Level 2 & 3) who are responsible for the

welfare of th e children during each session. The nursery team work

to gether to plan activities for your child. Observations are made on a

regul ar basis and through these we can asses
your child.

Playing

When children are asked, AWhat were you doil
t he repl y playingfi That s a&sactly what the children have been

doing. However, there is more to play than meets the eye! Play is natural

to the children and is the means by which they learn. Through play, children

learn new skills, develop new interests and encou nter new experiences.

In nursery, we provide a secure, caring, happy and structured environment
where the children learn through meaningful and constructive play using
materials and equipment, which have been carefully selected by the staff.
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Each of the activities in the nursery provides a learning experience for
children, e.g. they are preparing for reading by becoming used to seeing

their names on painting and drawings. This, and other types of labelling,
together with books in the book corner and stor ytelling enable the children
to become familiar with the printed word and encourage an interest in
books.

The children are preparing for writing by expressing ideas through drawings
and learning how to hold and control pens and pencils.

There is preparat ion for mathematics by sorting, matching, selecting and
ordering as they play with materials such as sand, water and construction
toys. Jigsaws, games, painting, drawing, and computer programs all
encourage recognit ion of colour and shape.

The children acquire knowledge about the world and participate in physical
education and outdoor play. They sing songs and rhymes daily, and also
have opportunities to play musical instruments.

A

The chil dr en 0 s entionspareisacatéred dor bath individually and

in groups. Opportunities are provided for discussing, describing,
guestioning, |listening and recalling so that
increased. Many practical skills are taught and encouraged du ring the daily

nursery routine e.g. washing and drying dishes, going to the toilet (and

washing hands!) and tidying.

In nursery, the children make new friends and learn to respect and care for
each other. They learn to share and take turns and they bec ome more
independent.

They also learn to follow routines and obey rules and instructions which
helps prepare them for school.

As there are so many activities in the nursery, your child may not always
take home evidence of his/her play (e.g. paintings, dr awings or gluing).
However, whatever they do take home is always their own work.

We firmly believe that children learn more when they are allowed to create
their own pictures, models etc. but they do need encouragement and
praise. What looks like scrib bles to us could be a work of art to a child and
we must value their efforts.

So when your <child tells you he/she has beer
bear in mind that they have been very busy participating in numerous
activities and learning many ne w skills through their play.
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Special Educational Needs

If children attending the nursery have special educational needs. Where
necessary they will receive additional support from a qualified member of
staff.

Assessment

All children are individual and progress at different rates. Our assessment
involves establishing what each child can do and planning the next step
through the keyworker system. We observe all the children regularly and,
throughout the year we build up a profile for each child. Thi s is presented
to you at the end of each full term, to include a 0 -2 or 3+ progress check
and ECAT (Every Child a Talker) assessment. A summary is passed on to

the relevant reception teacher to ensure continuity of learning and
progression. Any concernsa  bout your child would be raised with you during

the term. However, each keyworker is available for a chat on a daily basis.

The Management of our Nursery
A voluntary parent management committee T whose members are elected
by the parents of the children who attend th e nursery - manage the
nursery. The elections take place at our Annual General Meeting. The
committee is responsible for:

1 Managing the nurse ries finances;

1 Employing and managing the staff;

1 Making sure that the nursery has T and works to 1 policies that help
to provide a high quality service (these can be found on the main
notice board or website  www.beckermetnursery.co.uk );

f Making sure that the nursery worKks
parents and maintains a safe and healthy nursery

The Annual General Meeting is open to all parents of the children who
attendthe nu rsery and includes relatives and friends who may be inter ested
in joining our committee. It is our shared forum for looking back over the
previous yearodés activities and shaping

Starting at our Nursery

We want your child to feel happy and safe with us. To make sure the
transition from home to nursery is a smooth process the staff will work with

you to decide on howt 0o help your child to settle in. All children are dealt
with on an individual basis to ensure the best transition po  ssible.
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Clothing
We provide protective aprons for the children when playing with messy

activities, although we reserve the right to change children into dry/clean

clothes if during the course of an activity etc . they need cha nging - to do
this we follow our safeguarding procedures. We encourage children to gain
the skills that help them to be indepen dent and look after themselves.

These include taking themselves to the toilet and taking off and putting on

outdoor clothes. Clo thing that is easy for them to manage will help them

to do this. A sweatshirt and polo shirt embroidered with our nursery logo

is available at a small cost, and is worn by ALL ch ildren in their preschool
year. For reasons of health and safety , it is the policy of the nursery that
no jewellery should by worn by ch ildren during the school day. When you
child starts with us we ask you to provide slippers, wellies and a waterproof

suit which will stay in nursery. These are laundered on a regular basis.

Baby Unit at Beckermet Nursery

The Baby Unit has a homely atmosphere with comfortable cots and lots of

soft cushions. Itisa self-contained area providing dedicated care for babies

from 3 mont hs to approx. 18/20 months old. They will then move to the

0tiddler aread specifical |l yontHsdor30 mdnthd. dr en ag
After this they wild/ mo v e i nforehildrem Bsingg3mai n ar e

and over. All children will transition from each area based on stage of

devel opment rather than their age. The areas are brightly decorated with

colourful displays; there are mirrors on the walls and mobiles. The baby

unit, tiddler area and main area are resourced with age -appropriate play
equipment which includes soft play toys, multi -activity centres, push -
around toys, heuristic and sensory equipment.

There is a basic daily routine, but it is very flexible and always takes into

account each babyodés familiar feeding and sl
providing physical care for your baby, time is also devoted to playing

actively with the babies to encourage them to explore and discover new

experiences for themselves. Babybs day includes activities
sticky activities, messy play, playing action games, singing nurs ery rhymes

and imaginary play.

In the Baby Unit we provide a safe, stimulating environment to encourage
babydés senses, giving them the freedom and s
opportunity to explore their environment and encourage their development.

The unit has its own Senior Nursery Nurse who is fully qualified with a great
deal of experience in the running of a day nursery, assisted by nursery
assistants who specialise in the care of babies. The children in the Baby
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Unit are usually cared for on a ratio of one member of st aff to a maximum
of three babies. This ensures excellent quality care in a stimulating
environment

Each child has a baby information sheet which is given to the parents/carers

for them to write i n thei anyactieninfodnatontdeai |y r ou
baby unit staff might need to know from time to time. Each day staff

complete a log for the individual child to inform parents/carers as to how

their childdés day has gone, including their
they have consumed, and times of nappy changes. This helps ensure good

communication between staff and parents/carers. The partnership between

parents/ carers and staff i s-being, developarhentt o t he
and progress. We aim to foster a trusting and mutually -supportive

partnership, in which individuals feel welcome.

We also have a separate area where you can gather information regarding
different issues e.g. child development and a room for which to have any
confidential discussions with staff. The babies have their own separate
quiet sleeping room and their sleep is monitored every 10 minutes. A sleep

chart is signed when the children have been checked and records of nappy
changes are also kept during the day.

When the children are fully wean ed on to adult food they have the option
of having nursery meals, which can be blended to the right consistency.
Sample menus are displayed in the Nursery entrance for parents to see.

Hyagiene

We make the baby area as sterile and hygienic an environment as possible

to help keep your child healthy. All feeding items are sterilised each session

and stored in your c hildodaner. iWedecommahdithtat ut ens
all feeding bottles supplied are sterilised until your child isayearold. The

Baby Unit toys and equipment are steam cleaned at the end of each week
(or earlier if necessary) and recorded.

Sleep
Each baby will have their own separate bed linen which will be washed at

the end of thei r week or earlier if necessary. The sleep r oom temperature
is maintained at a comfortable level and regularly checked via a wall
thermometer.  Sleeping babies are checked every ten minutes, monitored

and this is then recorded via wall chart.

Nappy changing
We have three routine nappy changes each day, plus extra if needed.
Sometimes bottoms become sore, so please provide a tub of cream (e.g.
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Sudocreme ) | abell ed with your c¢chil dds name (see
notice -board).

Feeding
During the first few weeks of weftinwiBabyods t

his/her own daily routine, however we hope that gradually he/she will move

on to our regular Nursery routine, where the children al | eat at the same

time. All fe eding matters will be discussed with parents, we recommend
thatyoung babiesare  able to accept a cup or bottle prior to starting Nursery

to aid settling and help maintain their feeding routine. At lunch times we

aim to have all the nursery children ea ting together with the staff. If bottle -
feeding, you will need to provide ready meas ured formulae or  prepared
formula milk in your baby o0 sstoedimtheb dridgeloe whi c h
carton bought.  Breast fed babies are also catered for i.e. expressed bottle

mothers milk can  be stored in our baby fridge. Parents are more than

welcome to come into Nursery to bottle or breast -feed their baby if they

are able to. All bottles should be provided daily and any excess will be

returned at the end of each day. We have cooled boiled water available for

the babies to drink in compliance with the Statutory Framework for the

EYFS specificlegalre qui r ement f or O f Dilotdd juicesdof atiy i n k 6 .
kind, are not recommended.

Dietary requirements

We also cater for most dietary requirements. The staff are made well aware

of all the babies in  dividual needs with any allergies clearly displayed in the
kitchen.

Development through play

We communicate with the babies as much as possible, to develop early
listening/language skills and play with them using a variety of toys to
encourage them to develop control over their body and to be alert and
interested. We regularly play with water, paint, dough and whenever we

can we go for walks in the fresh air. The children have regular access to
the outside play area.

Daily Record books

We provide all babies wi th a record book until age two. Messages are

written by the Baby Unit staff ie. Any relevant information that they feel

you would |Iike to know about your babybés da\)
you need to let us know about can also be passed this way e.g. times of

their last feed and nappy change or any problems that would be useful for

us to know about. This information exchange ensures that parent/carers

receive all relevant information regarding th eir child. After children leave
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the tiddl er area , daily information is recorded on the main notice board in
the cloakroom. If you require detailed information ie: length of sleeps etc

then this can be requested from your <chi

a Awhat | did todawtt information she

Multicultural awareness

We are a multicultural nursery. Each child is treated as an individual and

we make ourselves aware of and share each ot herds festival
We are always keen for parents to help develop our own knowledge in this

area, by talking to us of any activities they may be celebrating at home

which we could continue in our Baby Unit and throughout the nursery. We

feel it is important for each child to be aware of cultural differences and
preferences and to respect the belief s of others in a friendly and fun way.

An example of items required:
1 Milk feeds (already made up)

Food (if baby food)

Change of clothes x 2

Nappies

Nappy cream

Baby wipes

Nappy Sacks

High Factor Sun cream

Wellies

Waterproof suit

= =4 4 4 8 8 5 2 -9

Al l items should come clearly | abelled

Sickness

Any child suffering from infectious illnesses such as chicken pox should be

kept at home. For illnesses such as sickness, diarrhoea, ¢ onjunctivitis and
hand foot and mouth  the child shou Id be kept at home for at least 48 hours.

If you need advice on the incubation period of infectious disea ses you
should contact your GP.  Should a child become ill, efforts will be made to
contact the parents or nominated carer.

We hope that you and your ¢ hild will enjoy being involved with our nursery

and that you find taking part in our activities and events interesting and
stimulating. Staff are always ready and willing to talk with you about you r
ideas, views or questions.

These policiesgoi ntoagre atamount of detail so continue reading for more
information.
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Overarching Principles
We use four guiding principles to shape our settings practice.

These are:

1 Every child is a unique child, who is constantly learning and can be
resilient, capable, confid entand self-assured ;

1 Children learn to be strong and independent through positive
relationships;

1 Children learn and develop well in enabling environments, in which
their experiences respond to their individual needs and there is a
strong partnership between practitioners and parents and/or carers;

1 Children develop and learn in different ways and at d ifferent rates.
The framework covers the education and care of all children in early
year6s provision, including children wi

and disabilities.
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Charter of Partnership with Parents:

Our commitment to you:

We be lieve that children benefit the most when parents and staff work
together in partnership to ensure quality care and learning development.

The nursery welcomes parents as partners and this relationship needs to

be bui It on trust and understanding. Itis imp ortant that we, as carers, are
able to support parents in an open and sensitive manner. A two way sharing

of information is key to this.

If we become aware that we are going to be inspected by Ofsted, we will

notify parents and/or carers. After an inspect ion by Ofsted we will supply a
copy of the report to parents and/or carers of the children attending on a
regular basis.

Each child has a key worker and significant other . Thiswill benefit the child,
parent/carer and Beckermet Nursery  since the child has  one particular
person that they can relate to where possible; this provides a stable and
consistent relationship for the child. At the same time, a high standard of

individual quality care and play is achieved, fulfilling in this way, Beckermet
Nursery ethos.

We will :
9 Recognise and support parents as their chi
educators, and to welcome them into the life of the nursery ;

1 Generate confidence and encourage parents to trust their own instincts
and judgement regarding their own child;

T Involve parents in shared record keeping about their own child/ren, both
formally and informally, ensuring that parents have access to all written
records on their own child/ren. They will also become familiar with and
work with the key worker and significant other assigned to their child.

1 Ensure that parents are given information on a regular basis about their

child/ renbs progress and have an opportun
chil dbés ke yothwmstafkween appropriate. The nursery will hold
parent consultation evenings at yearly (occasionally more often if

necessary) intervals.

1 Ensure that all new parents are aware of and can contribute to the
nursery 6s systemdgcieand pol

T Encourage parents and carers to actively
develop ment profile and other planning.

Date Issued: August 2018 © Emplaw Solutions 2018



Q"dezhef
Beckermet Nursery Mirge)

1 Emphasise and demonstrate to parents and carers the importance of

play to children and how they are
learnin g both within the setting and at home

1 Ensure that all parents are fully informed about meetings which are he Id
in venues which are accessible and appropriate for all.

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

1 Provide opportunities for parents/carers to contribute to the nursery 0 s
curriculum and the learning of young children

1 Provide support and guidance, signposting where necessary to ensure
parents feel ablet o improve their own lives and their fami | Wwéss

1 Be discreet about information obtained when discussing issues and
family circumstances. Confidentiality will be maintained unless we feel
that the welfare of the child is at risk.

T Ask your permission for outings and special events.

T Provide a written contract between the parent(s) and the nursery
regarding conditions of acceptance and arrangements for payment;

T Respect t he fami |l yods religious and
accommodate any special requirements wherever possible and
practicablet o do so;

1 ldentify any special educational needs, to monitor and record these,
liaising with parents/carers are outside specialists if needed.

1 Find out the needs and expectations of parents. We will do this through
regular feedback via questionnaires and en couraging parents to review
working practices. We will evaluate any responses and use these to
promote nursery practice, policy and staff development.

Your commitment to us

1 Book and pay for childcare in advance

T Notify us as soon as possible if your child will not be attending.

T I'nform us of any i mportant events and

1 Read all letters sent home and sign forms where appropriate.
1 Pick up your child from the nursery no later than the arranged time.

1 Provide notice of one month if you are reducing sessions or withdrawing
your child from the nursery .
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Open Door Policy

At Beckermet Nursery  we aim to involve parents as much as possible as we
believe , asthe maincarers ,t hey are of extreme i mportanc
well -being and de velopment. To do this we aim to develop an effective

partnership with each family that uses the nursery. Within the nursery we

promote positive relationships between parents/carers and practitioners.

6Parents and practitioner s sthogphdrebfnutoad k t oget
respect within which children can have secut
in the early years guidance.

Parents/carers are free to visit at any time that the child is in attendance,
other times need to be arranged with management so that we can ensure
all childrendés needs are met.

Parents can stay and join in with the activities when they drop off or return
early to play with their child or simply stay for the whole session.

Security is obviously a very high priority to us so all parents who are staying
or visiting must sign in the Vi si tbaok.b s

The open door policy allows parents:

9 To see the child has made friends and settled :

1 To see how the children learn through play an d what the dearly
foundati on staged means to ;see what we do

1 Work closely with staff and build up the relationship

Whilst parents are in the nursery on visits they are expectedto  follow these
simple rules. Parents must not:

1 Intervene ond isputes between children ;
1 Be left alone with the children or used as part of the ratios ;

1 Have or been given access to information about other children
including profiles or individual planning ;

1 Take photos during their time in nursery ;

i Have access tot h e staff room, of fice and chil
(without being accompanied by a staff member).

All parents/carers must be briefed on any health and safety issues i.e. fire
exits, wet floor signs and cleaning things. All parents/carers must be
reminded abou t the importance of confidentiality and that anything you
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hear or see regarding other children must remain confidential and must not
be discussed with any parents.

During the session we try to use the skills that all parents have from doing

music with the  children, pla ying on the computer or cooking; children love
to do anything different and with different people so new ideas are greatly
appreciated.

Abusive Parents

Here at Beckermet Nursery we believe that we  have a strong partnership
with our parents  and an open door policy  to discuss any matters arising. In
the unlik ely event that a parent starts to act in an aggressive or abusive

way at the nursery, our policy is as follows:

1 Direct the parent away from the children and into a private area such
as the office;

1 Ensure that a second member of staff be in attendance, where
possible , whilst ensuring the safe supervision of the children ;

1 Actin acalm and professional way, ask the parent to calm down and
make it clear that we do not tolerate aggressive o r abusive language
or behaviour ;

1 Contact the police if the behaviour does not diffuse ;

1 Once the parent calms down, the member of staff will then listen to
their concerns and respond appropriately ;

1 An incident form will be completed detailing the time, r eason and
action taken ;

9 With incidents like this staff may require support and reassurance
following the experience, management will provide this and seek
further support where necessary ;

1 Management will also signpost parents to further support if
applic able .
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Zero Tolerance Behaviour Policy:

Harassment takes many forms ranging from tasteless jokes, abusive
remarks, threatening behaviour, intimidation and actual physical abuse.
Whatever form it takes, personal harassment from parents/clients is always
taken seriously and is totally unacceptable.

Har assment can seriously affect empl oyeeobs
with their job performance or by creating a stressful, intimidating and
unpleasant working environment.

As mentio ned personal harassment takes many forms and people may not
always realise that their behaviour constitutes harassment. Personal

harassment is unwanted behaviour by one person towards another and

examples of this include:

1 Insensitive jokes and pranks

T Lewd or abusive comments about appearance

1 Deliberate exclusion from conversations

1 Displaying abusive or offensive writing or material
1 Unwelcome touching

T Intimidating or aggressive behaviour

T Verbal abuse (e.g. raised voices, aggressive tones)

NB: These examples are not exhaustive

Any parent/client displaying examples of the above behaviour will be asked

to calm down, and once calm the situation will be dealt with. Any
parent/client who refuses to calm down will be asked to leave the premises

and will be told the  y can make an appointment with the Manager or Trustee
to continue the discussion so long as they do not display any more of the
mentioned types of behaviour. If the parents refuse to leave then the

member of staff is well within their rights to call the po lice. The parent will
be informed of this. The parent may be asked to remove their child from

the nursery if management feel this is the most appropriate course of

action.

This similarly applies to any other individual and cours e of actions will be
circumstant ial.
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Key Person Policy:

At Beckermet Nursery  we recognise that parent/carers are by far the most
important people in the lives of their children. We see that it is of vital
importance that there is an identified member of staf f that both the child
and parent/carer can develop a close professional relationship with, which

allows warm attachments to develop and gain continuity, security and
significance to their present lives.

The key person is the first person that the child lea rns to relate to in the
setting. In time they build relationships with other staff members working

in the nursery . The role of the key worker is to develop with both the child

and parent/carer a trusting, caring and sensitive relationship.

The key worker w ill build an emotional attachment with each child in their
group. They will know their individual routine as well as their likes and
dislikes.

The key person takes on many important functions such as easing
separation from parent/carer, meeting the individ ual needs of the child,
relaying information to parents, assessment and record keeping.

Your chil dés key person is also there
you may have alongside senior staff.
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Complaints & Compliments Policy:

The a im of this policy is to make parents and carers fully aware of what to

do if they have a complaint or compli ment and what steps management
will take to ensure th  at a complaint is managed. We believe children and
their families are entitled to expect courte sy and prompt, careful attention

to their needs and wishes. Our intention is to work in partnership with
parents and the community generally and we welcome suggestions on how
to improve our services.

Comments

We welcome comments from parents about our setting and recognise that

parents are the prime educators of their child and that comments, whether

negative or positive, about our settisg are
at heart. Positive comments are a go od way for parents to let settings know

their work is valued and appreciated, give everyone concerned the chance

to build on good practice which promotes chi

are encouraged to praise where appropriate.

Procedures

Many concerns can be resolved quickly by an informal approach to the
Manager . However if this approach does not achieve the desired result the
following procedures should be used.

How to Complain

A parent who is unhappy about any aspect of the nursery s pr ovi si on
conce rns should first be raised with the Supervisor on duty at the time . At

this stage the following information will be recorded:

1 The nature of the complaint including date and time
T Action taken initially
1 The subsequent action

Everyone involved with the discus sion and outcome of a complaint will be
expected to treat information as confidential and will not discuss the
situation with anyone else.

If the issue remains unresolved or parents feel they have received an

unsatisfactory outcome, then they must present their concerns in writing

as a formal complaint to the nursery manager. The manager will then

investigate the complaint and report back to the parent within 28 days. The

manager will document the complaint fully and the actions taken in relation

to it in the Complaints Summary Record as well as kept
personal file . If parents prefer, there is a template form for recording
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complaints held in the office which may be completed by the nursery
manager and signed by the parent.

| f t he problem 1is stil |l not resol ved
parent/carer should again contact the manager . A formal meeting will be
arranged and t he nursery will make a record of the meeting and document

any actions. All parties present at the m eeting will be asked torev  iew the
accuracy of the record, sign to agree itand  will receive a copy.

If the nursery feels necessary , an external mediator may be appointed who
is agreeable to both parties, to listen to both sides and offer advice. A

mediat or has no legal powers but can help to define the problem, review

the action that has already been taken and suggest further ways in which

the issue might be resolved. The mediator will keep all discuss ions
confidential. They  will keep an agreed written re cord of any meetings that
are held and any advice which may be given. The involvement of the
mediator represents the final stage in the complaints procedure.

The role of the registering authority (Ofsted)
Details of how to contact OFSTED are available fro mthe nursery office and
displayed in our reception area.

OFSTED Contact Details:

Piccadilly Gate

Store Street

Manchester

M1 2WD
Registration Number;  EY382153
Telephone Number; 0300 123 1231

We ensure thatour Complaints Summary Record is available to Ofsted.

In some circumstances, it will be necessary to contact the registering body
regarding a complaint. Ofsted has a duty to ensure legislation and
requirements are adhered to in order to encourage high standards.

We believe that most ¢ omplaints are made constructively and can be
resolved at an early stage. We also believe that it is in the best interests of

the parents and the nursery , that complaints are taken ser iously and dealt
with fairly, in a way which respects confidentiality.
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Confidentiality Policy:

It is a legal requirement for the nursery to hold information regarding the
children and staff using the setting. All confidential information regarding
staff, parents/carers and children is stored in a locked cu pboard inside the

nursery office

Beckermet Nursery  will seek to ensure that confidentiality is maintained.
However, we may disclose information where necessary for the discharge
of duties/as required by law.

Disclosure of Information Relating to a Member of Staff

In all but defined cases (e.g. disciplinary procedures), the ultimate
reference point for deciding who should be informed of a piece of
confidential information is the individual to whom it applies.

It is important, however, that where consent is given that it is informed
consent. For this to be the case it is necessary to tell the person concerned

why there is a need to disclose information and to whom. The person should

also be told of the likely consequences of their agreeing or not agreeing to
this (in some instances, for example, non -disclosure could mean that the
persons need for a service could not be identified).

Disclosure of confidential information may require written authorisation by

the individual concerned. This should be dated and specify to whom
disclosure is authorised; for example if you are requesting information from

one per s o@néescon&eRthas been obtained, it is the responsibility of

the person passing on any information to ensure that this is only done on

the terms a greed.

Safeguarding

In cases where there are concerns relating to suspected abuse or neglect

of children , Beckermet Nursery 6 $afeguarding Policy will apply. Where itis

possible to involve the other parent in addressing concerns around their
childrenbés welfare every effort wildl be made

Confidentiality between Clients

Beckermet Nursery  cannot guarantee that other clients will maintain each
o t h e corfidentiality but we will take every reasonable step to ensure that

they do so.

Whe n clients meet each other in group settings the issue of confidentiality
will be discussed with them and clients will be asked to maintai n each
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ot her 6 s c¢ on fThafachthat aBeckdrnget Nursery cannot guarantee
confidentiality will be raised.

Infor mation about Staff

A request for an employeebs home address a
always be referred to the individual concerned before any information is

disclosed. This is done via the manager.

There are some agencies who may have an automatic righ t of access to
certain parts of personnel information e.g. inland revenue or tax queries.
The manager will notify any staff member of any legal requirements
whereby Beckermet Nursery is obliged to provide  such information.

Staff should never divulge a col |l eagueds personal cCircumst an
their address, future work place etc without permission of the worker.

Information  within Beckermet Nursery

This section gives guidance where staff are discuss ing clients amongst
themselves, discussing a client w ith another agency on the telephone or
when clients visit  Beckermet Nursery 0 ®ffice:

1 Make sure any discussion happens in an appropriate place, e.g. not in
an office where other staff are working or where people are coming in
and out of the place ;

1 Do not gossip about clients with other clients, staff or members of your
management . Information shared should be on a need to know basis;

1 Do not discuss personal facts about one client with another client or in
the presence of another client ;

1 Do not write  derogatory comments about clients in their files (or
anywhere else) ;

1 Do not leave information lying around or on screen but replace it in the
appropriat e place (locked filing cabinet).

Personnel Records

1 All staff will be given a copy of the confidentiali ty procedure as part of
their induction. The implications of the procedure for th eir work will be
explained.

1 Access to personnel files can be arranged with the line manager who
should make clear the following:

0 Who has access to files and procedure for gain ing access
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o How the information is stored, e.g. Locked cabinet

1 Application forms, interview records, medical information and
monitoring forms are confidential to Beckermet Nursery

1 Equal opportunity monitoring forms will be detached from application
form s on receipt and kept separate from application forms

1 Unsuccessful applicants 17 we may wish to monitor applications and keep
information about applicants. Only relevant information shoul d be kept,
e.g. race, sexuality, sex and the rest destroyed.

1 Refere nces 1 when seeking references for a new employee it is made
clear to the referees that information is sought in confidence

1 Probationary reviews and appraisals. The line manager should make
clear who receives information on the review

1 Medical records w ill be held on personnel files in a sealed envelope.
Copies of medical certificates and self - certification forms will be placed
on personnel files after action for payroll purposes

1 Breaches of confidentiality by staff will normally be treated within the
remit of Beckermet Nursery 6 slisciplinary and grievance procedure. The
nature of any breaches of this procedure will determine the level of
disciplinary action, e.g. disclosure of unauthorised staff details would be
gross misconduct

Chil drFées 6s
We keep two kinds of records on children attending Nursery:

Developmental records
These include observations of children in the Nursery, samples of their
work, summary developmental reports and records of achievement.

Personal records:

These include registration and admission forms, signed consents, and
correspondence concerning the child from other agencies, an ongoing
record of relevant contact with parents, and observations by employees on

any confidential matter involving the child, such as develo pmental concerns
or child protection matters

The information recorded will be factual and where an opinion is recorded

it will be clear that this is opinion and what this is based on. This information
should be kept in a filing cabinet, which is kept loc ked. All files must be
returned to the cabinet after use. (This cabinet is kept in the office/staff
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room and locked when not in use) . All clients are protected under the
General Data Protection Regulation 2018 . Information will be kept for six
years once the child has left Beckermet Nursery . It will then be destroyed
or archived. Where records refer to children, this information will be kept
until the child is 21.

Parents may request access to any records held on their child and family
following the procedu re below:

1 Anyrequest to see the child's personal file by a parent or person with
parental responsibility must be made in wr iting to the Nursery
Manager.

1 The Nursery Manager informs the chairperson of the management
committee and sen  ds a written acknowled  gement.

1 The Nursery commits to providing access within 14 days - although
this may be extended.

1 The Nursery Manager and Committee Chairperson prepare the file for
viewing.

1 All third parties are written to, stating that a request for disclosure
has been re ceived and asking for their permission to disclose to the
person requesting it. A copy of these let ters is retained on the file.

1 'Third parties' include all family members who may be referred to in
the records. It also includes workers from any other agenc y, including
social services, the health authority, etc. It is usual for agencies to
refuse consent to disclose, preferring the indiv idual to go directly to
them.

1 When all the consents/refusals to disclose have been received these
are attached toth e copy of the request letter.

1 A photocopy o fthe complete file is taken.

1 The Nursery Manager and Committee Chairperson go through the file
and remove any information which a third party has refused consent
to disclose. This is best done with a thick black marker , to score
through every reference to the third party and information they have
added to the file.

1 What remains is the information recorded by the Nursery, detailing
the work initiated and followed by them in relation to confidential
matters. Thi s is calle d the 'clean copy'.
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1 The ‘clean copy' is photocopied for the parents who are then invited
in to discuss the contents. The file should never be given straight
over, but should be gone through by Nursery Manager, so that it can
be explained.

1 Legal advice may be sought before sharing a file, especially where
the parent has possible grounds for litigation against the Nursery or
another (third party) agency.

All computer records will be password protected and compliant with
Beckermet Nursery 6 $T security procedures.

We use the parents provided e -mail addresses for nursery related
communication and for administration purposes only. The e -mails' contents
are used for internal training and service improvement where/when
applicable and when confide  ntiality is not specifically requested. However,
e-mail addresses and/or contents are not passed or/and published on to

third parties or used for marketing purposes, unless there is a written

consent from the sender.

Chi | d rdeveldpmsental records mustb e easily accessible and available
to those with permission to view them, but stored securely otherwise; only

with prior agreement from Ofsted may these be kept securely off the
premises.

Partnerships with other Organisations
Beckermet Nursery may be worki ngin partnership with other bodies. Where

specific information sharing protocols exist that affect a particular client , all
agencies should be aware of this. Beckermet Nursery will give all
partnership agencies a copy of the confidentiality procedure and will explain
the requirements it places on the partnership organisation that will have

access to information and in what circumstances. Management agreements
will state that breaches of confidentiality by either party will be treated as
a breach of the agr eement.
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Data Protection Policy & Procedure:

The Nursery is committed to protecting personal data and ensuring that we
comply with the data protection principles as listed below:

1 Personal data shall be processed fairly and lawfully;

1 Personal data shall be obtained for one or more specified and lawful
purposes, and shall not be further processed in any manner
incompatible with that purpose or those purposes;

1 Personal data shall be adequate, relevant and not excessive in
relation to the  purpose or purposes for which they are processed,

1 Personal data shall be accurate and, where necessary, kept up to
date;

1 Personal data processed for any purpose or purposes shall not be
kept for longer than is necessary for that purpose or those purposes;

1 Personal data shall be processed in accordance with the rights of data
subjects under the General Data Protection Regulation 2018 :
appropriate technical and organisational measures shall be taken
against unauthorised and unlawful processing of personal da ta and
against accidental loss or destruction of, or damage to, personal data;

91 Personal data shall not be transferred to a country or territory outside
the European Economic Area unless that country or territory ensures
an adequate level of protection for the rights and freedoms of data
subjects in relation to the processing of perso nal data.

In addition the Nursery will meet their legal obligations as laid down by the
General Data Protection Regulation 2018 by:

1 Ensuring that any data is collected is used fairly and lawfully;

1 Processing personal data only in order to meet our op erational needs
or fulfil legal requirements;

Taking steps to ensure that personal data is up to date and accurate;
Establishing appropriate retention periods for personal data;

Ensuring that data subjects’ rights can be appropriately exercised,;

= = =2 =

Providing adequate security measures to protect personal data;
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1 Ensuring that a named Nursery employee is responsible for data
protection compliance and provides a point of contact for all data
protection issues;

1 Ensuring that all employees are made aware of good pra ctice in data
protection;

1 Providing adequate training for all employees responsible for personal
data;

1 Ensuring that everyone handling personal data knows where to find
further guidance,;

1 Ensuring that queries about data protection, internal and external to
the Nursery, are dealt with effectively and promptly;

1 Regularly reviewing data protection procedures and guidelines within
the Nursery.

Information recorded on paper format such as staff det ai |l s, childr
details, child protection and special needs fo rms are stored in a locked filing

cabinet in the office and only management have access to these, to protect

confidentiality. On the computer, data is password pro tected and only

Managers, Deputy Managers and Trustee s are entitled to access it.

All informa tion on staff and children is updated regularly by way of data
collection sheets . All children have individual personal record and
development files, stored in the children's respective rooms.

Staff memberso files

Members of staff are allowed to have acces s to all personal data about them
held under the  General Data Protection Regulation 2018 . This Act requires
the provider to respond to requests for access to personal data within one
month (this can be extended to two months if the request is complex). We

will aim to provide such data electronically . Members of staff are required

to read this information carefully and inform head office at the earliest
opportunity if they believe that any of their personal data is inaccurate or
untrue, or if they are dissat isfied with the information in any way. The data
will be rectified and if it is not rectified for any reason, we will explain to
the individual why  we have not done so and inform them of their right to
complain to the supervisory authority or judicial remedy

The General Data Protection Regulation 2018 gives data subjects the right
to have access to their personal data , free of charge, at reasonable
intervals, with some exceptions, such as certain information relating to job
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applications . In certain circumstances, such as if the requests for personal

data are unfounded, excessive or repetitive; we may charge a reasonable

fee or refuse t o0 provide the data. The fee will be based on administrative

costs. The member of staff will be informed whether or not the request is

to be granted. If it is, the information will be provided within one month  of
the date of the reque  st.

Inthe eventofad isagreement betweena  member of staff and  Beckermet
Nursery regarding personal data, the matter should be taken up under our
formal grievance procedure.
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Access and Storage of Information Policy:

We believe that an open access policy is t he best way of encouraging
parent/carers and nursery partnerships. Parents/carers are welcome to
view th e policies and procedures file which govern s the way in which the
nursery works. These can be viewed at any time when the nursery is open,

simply by ask ing the nursery staff or by accessing the file situated at the
nursery entrance.

Parents are also welcome to see and contribute to all the records that are
kept on their child; however the nursery will adhere to the Data Protection
laws.

The nursery ensures that it is registered in regard to data protection and

all parent, child and staff information is stored securely according to the

data protection registration ensuring confidentiality is maintained at all

times. This includes all contact details, permissions, certificates and
photographic images.

Thenursery 6s records and documentation are kept
to the minimum legislative archiving time. This will be reviewed and

amended according to any change in legislation . Records relat ing to

individual children are retained for a reasonable period of time after they

have left the provision.

Record Keeping
The record keeping systems employed by this nursery are comprehensive
and are up -dated regularly, and consist of the following:

Regi ster 1 The daily register is taken on the arrival of the children where
all attendances are noted with the time. Any children who arrive late will

be marked in and the time of arrival indicated on the register, any child

leaving early will also be noted.

Registration forms i Are comp leted by the parents/carers and contain
details of home address, date of birth, contact telephone numbers, allergies
and |l ong term medical conditions, heal th p

telephone number, immunisatio n record and previous early year s
experience e.g. parents and toddler groups.

Accident forms i These detail all the accidents that occur during the
nursery session and describe i the name of the casualty, the date , time
and place of the accident.  Also the circumstance s in which it occurred, the
nature of the injury, treatment given, medical aid sought (if any), the name
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of the person treating the accident (must hold a current First Aid
gualification). The information will also contain the name of any witness,

the signa ture of the parent or carer on collecting the child from the group,
and layout of the accident if it is of a serious nature.

I f the child receives a bumpteto tlse gheaad,
parent/ carer explaining that the child must continue to be observed for a
period of 24 hours, and that any concerns
The nature of the accident will also be noted in the accident form.

Incident forms T This is a two part form which is completed when a child

is hurt by another child whilst at the nursery . Its purpose is to identify how
the incident occurred and how we can prevent futur e incidents occurring.
Parents/c arers are asked to sign the form to say they have been informed
of the incident. The form is then kept in the office and monitored on a
monthly basis to identify any behaviour patterns.

Medication record I Details administration (with a letter of parental
consent) of any li  fe saving/maintainin g medicines. The report also contains

the childds name, name of the childds G. P,
circumstances of administration, parentaos

member of staff administering the medication (must hold a current First
Aid certificate).

Functional medicat ions can be given to the children , providing the
parent/car er has given consent and that it has been prescribed by the
doctor ( with the exception of calpol) . Parents/Carers must sign the
medication book, with the name of the medicine and the dosage and time

to be given. If the name of the medication and/or dosage on the bottle does

not match that which is written in the medication book, staff will not
administer the medicine.

Cause for Concern F orm i Ifamember of staff h  ave any concerns about
a child attending nursery  , this form will be completed and returned to the
manager. A cause for concern may be any of the following:

Deterioration in their general well being
Unexplained br uising, marks or signs of possible abuse

Signs of neglect

= =2 =4 4 -2

Comments children make which give cause for concern
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Pre 1 existing injury form T will be completed if a child comes into the
nursery with an injury which has occurred at home or on the way to
nurser y. The form should be completed and signed by the parent when
signing the child in at the beginning of the session.

Staff appraisals (Annual and more often if necessary) i Regular
monitoring by the manager of staff training records for the past year, and

future training planning, with the wishes of the member of staff and the
organisation taken into consideration.

Staff training records I are completed by the individual staff member
undertaking the training . They must provide a brief evaluation of t he
course, and must always feed back to the other members of staff once
training is completed.
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Equal Opportunities:

At Beckermet Nursery  we follow the guidance under the Equality Act 2010
and we are committed to:

1 Promoting equal opportunitie S;

1 Promoting good relations between members of different racial, cultural
and religious groups and communities;

T Eliminating unlawful discrimination which includes any discrimination
towards: Age, Disability, Gender reassignment, Marria ge and civil
partner ship, Race, Religion/ belief, Sex, Sexual orientation ,
Pregnancy/maternity

Guiding Principles
In fulfilling these duties listed above, we are guided by three essential
principles:

T Every child should have opportunities to achieve the highest possible
standa rds and the best possible experiences for the next stages of their
development and education.

T Every child should be helped to develop a sense of personal and cultural
identity that is confident and open to change, and that is receptive and
respectful towar ds other identities.

1 Every child should develop the knowledge, understanding and skills that
they need in order to par tetheidspcety adin n
the wider context of an interdependent world.

Addressing racism and xenophobia
The nurse ry is opposed to all forms of racism and xenophobia, including
those forms that are directed towards religions and communities.

Responsibilities

The management is responsible for ensuring that the nursery complies with
legislation and that this policy and its related procedures and strategies are
implemented continuously.

The managers are responsible for implementing the policy, for ensuring

that all staff are aware of their responsibilities and are given appropriate
training and support and for taking appr opriate action in any cases of
unlawful discrimination.

All staff are expected to deal with racist incidents that occur and to be
aware of how to identify and challenge racial and cultural bias and
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stereotyping, to support children in their nursery for who m English is an
additional language and to incorporate principles of equality and diversity
into all aspects of their work.

Information and Resources

We ensure that the content of this policy is known to all staff and
appropriate to all children and parent s. All staff have access to a selection
of resources which discuss and explain concepts of race equality cultural
diversity in appropriate detail. All children will have access to a diverse
range of cultural resources.

Religious Observance

We respect the b  eliefs and practice of all staff, children and parents/carers
and comply with all reasonable requests to religious observance and
practice.

Breaches of the Policy

Breaches of this policy will be dealt with in the same ways that breaches of
other nursery policies are dealt with , as determined by the management.
The severity of the breach may determine the outcome.

Monitoring and Evaluating
We collect information using quantitative and qualitative data relating to
the implementation of this policy making adjustments where appropriate.
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Equality & Diversity:

Beckermet Nursery is committed to promoting equality for all. This is

reflected throughout all our policies and the nursery works in accordance
with current legislation. Policies and p ractice s are regularly reviewed to
ensure that children, families, staff members, visitors and nursery users
are treated with respect and included in all aspects of nursery life.

The nursery will encourage recognition of the value of each individual and
will not discriminate on grounds of nationality, gender, ethnicity, colour,
sexual orientation, disability culture, language, religion, marital or parental
status or age. This applies to children, parents, employees, visitors and
during the process of recru  itment of new staff.

All forms of discrimination will be treated seriously and it will be made clear

to any offenders that such behaviour is unacceptable. Contracts  of
employment set out procedures to be followed when discriminatory
language or behaviouri s used.

We aim to develop a non -judgmental, easily accessible , safe learning
environment where difference is celebrated and all children and adults are
valued as individuals.

All children will be given opportunities to develop their full potential and a

positive identity. We bel i eve that the childrenbés act
should be open to all children and families and to all adults who are

committed to their care.

We recognise that:

il

Very young children may imitate a label and its associated emotion
without even knowing the group referred to by the label.

As the child develops s/he begins to understand what group the label
refers to, the <chil doés negative emoti on |
negative attitude toward that group.

That attitude becomes ingr  ained with their whole personality and
becomes stabilised and hard to change.

That child has developed prejudice toward a whole group of people
without ever knowing an individual associ a

As Early Years Practitioners, we have a profess ilonal responsibility to
unpick that process.
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T All children are harmed through prejudice and discrimination.

We are aware of the impact adults behavi
as they form opinions of the world around them and we therefore use the
following guidelines:

Training
Professional Development of all staff members is encouraged with the aim
to raise awareness of equality for all and the role we play in developing an

approach to life -long learning.

We organise annual training events for all staff members around equal
opportunities and use reflective practice to evaluate the nursery 0 s
performance through staff meetings.

Staff

All staff vacancies are advertised widely. Beckermet Nursery  will appoint
the best person for each position and will treat all applicants fairly and with

respect. In this respect, the nursery will ensure that no job applicant or
employee receives less favourable treatment because of age, sex, gender
reassignment, d isability, marriage or civil partnership, race, religion or
belief, sexual orientation, pregnancy or maternity which cannot be justified

as being necessary for the safe and effective performance of their work or

training.

Staff are encouraged to be mindful of their behaviour and conduct within
the nursery and actin a way that is non -judgemental and does not stereo
type individuals.

We enco urage staff to challenge stereo -typical and judgemental behaviour
in a sensitive but  pro -active way. This includes attitudes which may be held
by other colleagues, children and adults who use the setting.

The Curriculum
All children will be respected and their individuality and potential
re cogni sed, valued and nurtured.

Activities and t he use of resources offer children opportunities to develop
in an environment free from prejudice and discrimination.

Management of resources within the nursery will ensure that both girls and
boys have full access to all kinds of activities and equipment and are equally
encouraged to enjoy and learn from them.
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Appropriate opportunities will be given to children to explore, acknowledge
and value similarities and differences between themselves and o thers.

Activities and resources

Children have access to a wide range of resources and we display non -
stereo typical, positive images of groups and individuals throughout the

nursery . Resources will be chosen to give children a balanced view of the

world and an appreciation of the rich d iversit y of our multi racial society.
Materials will be selected to help children develop their self respect and to

respect other people by avoiding stereotyping and using images and words,

which reflect the contribut ion of all members of society.

We read stories from a range of different cultures to celebrate diversity and

listen to music form all around the world. We use long, medium and short
term planning to explore the diversity in cultures, dance, music and
communications.

Additional Needs

Beckermet Nursery recognises that children have a wide range of needs
which differ from time to time and will consider what part the nursery can
play in mee ting these needs as they arise.

Children with additional needs are recogni sed as enrichi ng the nursery
enviro nment and we actively encourage the ir inclusion in the provision.

We aim to provide a childcare place, wherever possible, for children who

may have learning difficulties and/or disabilities or are deemed

disadvantaged taking into account  their individual circumstances, and the
nurseryos ability to provide theVNemakeessary
neccessary reasonable adjustments for all children with special educational

needs and disabilities

Language
Basic information, written and spoken, will be clearly communicated in  as

many languages as possible.

Bilingual and multi  -lingual children and adults are an asset to the whole
group. Parents will be encouraged to speak to children in their first
language at home, and children will be encouraged to use their f irst

language within the setting.
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Food

Working in partnership with parents, childre
needs will be respected and met throughout the nursery .

Family Diversity

The nursery recognises that many different types of family gro up can, and
do successfully love and care for children. We aim to offer support to all
families. The nursery offers a flexible payment system f or families with

different means

We offer information in a range of languages to ensure all families are kept
informed and updated.

Festivals
Our aim is to show respectful awareness of all major events in the lives of
the children and families who attend the nursery and in society as a whole,

and welcome the diversity of backgrounds from which they come.
In order to achieve this we:

1 Aim to acknowledge all  of the festivals which are celebrated in our area
and/or by families who use our nursery .

1 Provide information without indoctrination of faiths and festivals which

are being celebrated by their own families and th e families of others.
Children will be introduced, where appropriate , to the stories behind the
festivals.

1 Before introducing a festival with which the adults in the nursery are not

familiar, appropriate advice will be sought from parents and other people
who are familiar with that festival.

1 Children and families who celebrate festivals at home which the rest of
the children in the  nursery is not familiar, the family will be invited to
share their festival with the rest of the children if they wish to do so

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

Here at Beckermet Nursery  we do not tolerate discriminatory behaviour and

take action to tackle discrimination. We believe that parents have a right

to know if discrimination occurs and what actions the nursery will take to

tackle it. We will follow our legal duties in relation to discrimination and

record all incidents , perceived or actual , relating to discrimination on any

grounds and report these , whererelevant ,t o chi |l drends parents
registering authority.

Types of discrimination
M Direct discriminat ion 1 occurs when someone is treated less
favourably than another person because of a protected characteristic

1 Discrimination by association - occurs when there is a direct
discrimination against a person who m is associated with as person
who has protect ed characteristic

1 Discrimination by perception - occurs when there is a direct
discrimination against a person because they are perceived to have
a protected characteristic.

1 Indirect discrimination - can occur where a provision or criterion is in
place w hich applies to everyone in the organisation but particularly
disadvantages people who s  hare a protected characteristic.

1 Harassment -i s defined as o6unwanted conduct r
protected characteristic, which has the purpose or effect of violati ng
an individual 6s dignity or creating an 1in
humiliating or offensivee nvi r onment for that iindividu
1 Victimisation 1 occurs when an employee is treated less favourably
or put to detriment because they have made or supported a complaint
or raised a grievance under the Equality Act 2010 or have been

suspected of doing so.

Protected Characteristics
The nine protected characteristics under the Equality Act 2010 are:

1 Age

1 Disability

1 Gender reassignment
1 Race

1 Religion or belief

1 Sex

1 Sexual orientation
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1 Marriage and civil partnership
1 Pregnancy or maternity

Incidents may involve a small or large number of persons. They may vary

in their degree of offence and may not even recognise the incident has
discriminatory implications; or at the other extreme their behaviour may

be quite deliberate and blatant.

Examples of discriminatory behaviour are:

Physical assault against a person or group of people
Derogatory name calling, in sults and discriminatory jokes

Graffiti and other written insults

= =4 =4 =4

Provocative behaviour such as wearing badges and insignia and the
distribution of discriminatory literature

1 Threats against a person or group of people relating to of the nine
protected ¢ haracteristics listed above

9 Discriminatory comments including ridicule made in the course of
discussions

1 Patronising words or actions

Our procedures
We tackle discrimination by:

1 Expecting all staff in the nursery to be aware of and alert to any
discrim inatory beh aviour or bullying taking place;

1 Expecting all staff to intervene firmly and quickly to prevent any
discr iminatory behaviour or bullying. T his may include behaviour
from parents and other staff members;

1 Expecting all staff to treat any allegatio n seriously and report it to the
nursery manager. Investigating and recording each incident in detalil
as accurately as possible and making this record available for
inspection by staff, inspectors and parents where appropriate, on
request. The nursery mana  ger is responsible for ensuring incidents
are handled appropriately and sensitively and entered in the record
book. Any pattern of behaviour s hould be indicated.

Perpetrator 6 /gictim & initials may be used in the record book as
information on individuals i s confidential to the nursery ;
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1 Informing the parents of the child(ren) who are perpetrators and/or
victims of the incident and of the outcome, where an allegation IS
substantiated following an investigation X

1 Excluding or dismissing any individuals who di splay continued
discriminatory behaviour or bullying but such steps will only be taken
when other strategies have failed to modify behaviour. This includes
any employees , where any substantiated allegation , after
investigation , will instigate our disciplin ary procedures

We record any incidents of discriminatory behaviour or bullying to ensure
that:

Strategies are developed to prevent future incidents ;
Patterns of behaviour are identified ;

Persistent offenders are identified ;

The behaviour has been  addressed and dealt with appropriately;

Effectiveness of nursery policies are monitored ;

A =/ =_ 4 -4 -2

A secure information base is provided to enable the nursery to
respond to any discriminatory behaviour or bullying

Nursery Staff

We expect all staff to be alert an d seek to overcome any ignorant or
offensive behaviour based on fear or dislike of distinctions that children,

staff or parents may express in the nursery.

We aim to create an atmosphere where the victims of any form of
discrimination have confidence to re port such behaviour, and that
subsequently they feel positively supported by the staff and management

of the nursery.

Itis incumbent upon all members of staff to ensure that they do not express

any views or comments that are discriminatory; or appear to e ndorse such
views by failing to coun  ter behaviour which is prejudicial in a direct manner.

We expect all staff to use a sensitive and informed approach to counter any
harassment perpetrated out of ignorance.
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Mental Health and Wellbeing Policy:

Mental ill health and stress are associated with many of the leading causes
of disease and disability in our society. Promoting and protecting the mental
wellbeing of staff and children here at Beckermet Nursery is important for
the physi cal health, social wellbeing and development of each individual.
Addressing workplace mental wellbeing can help promote the employment
of people who have experienced mental health problems, and support them
once they are at work. Important aspects of menta | health and wellbeing
include providing information, raising awareness, developing management

skills, providinga  supportive environment and offering advice and support.

Our Aims

1 To create a workplace environment that promotes and supports the
mental well being of all employees  and children

1 To help children and staff to feel happier, more confident and more
motivated

1 To contribute positively to priorities such as enhancing teaching and
learning, raising standards, promoting social inclusion and improving
behaviour .

1 To involv e children and staff in the operation of the nursery
1 To help everybody to achiev e their full potential

1 To hold good recruitment and retention levels

Policy Actions:

1 Reduce discrimination and stigma by increasing awareness and
understanding

1 Give information on and increase awareness of mental wellbeing.

1 Give non -judgemental and proactive support to individuals who
ex perience mental health problems.

1 Provide opportunities for employees and children to look after their
mental well being, for example through physical activity, stress reducing
activities and social events.

1 Offer employees flexible working arrangements where practicable
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1 Manage conflict effectively and ensure Beckermet Nursery is free from
bullying and harass ment, discrimination and racism by p utting into
action our anti  -bullying policy and our dealing with discrimination policy

1 Ensure individuals suffering from mental health problems are treated
fairly and consistently.

1 Incases of long -term sickness absence, put in place, where possible, a
graduated return to work.

1 Treat all matters relating to individual mental health problems in the
strictest confidence andkmshwd eb adxni sa
consen t from the individual concerned or their parent/carer.

1 Ensure all line managers have information and training about managing
mental health in the setting.

1 Employees participating in any of the mental wellbeing activities will be
regularly asked for feedback.

1 Ensure that every child has a key worker and follows a well planned
settling -in procedure . The key worker and the parent will have regular,
ongoing consultations to discuss any concerns.

1 Encourage children to create daily diaries
1 Develop a strong outdoor learning environment

1 Recognising the background of individual children and their physical,
social and emotional needs

1 Establish clear rules, routines and expectations about behaviour for
learning and social cohesion

Good quality nursery and pre -school education helps prepare children for
school and assi sts with their cognitive and social development so
Beckermet Nursery  will ensure that this policy is fulfilled to the best of our

ability to help give children the best possible start in life. If any staff
member or parent/carer has any concerns, they are advised to contact the
manger to enable us to help provide effective support when necessary.

Admissions Policy:

Beckermet Nursery opened in 1976 and is Ofsted registered for no more
than 33 children at any one time . Our unigue Ofsted registration number
is: EY382153 . The certificate of registration is displayed in the nursery
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A £50 no n-refundable registration fee is payable to guarantee a place.

Opening times
1 Nursery - 7.30am to 5.30pm. (Except Fri 5.00pm closure).

1 Breakfast Club 1 7.30am 1 9.00pm (children escorted to school via
walking bus, minimum of two sessions required per week).

9 Lunchtime meals are nutritious and well balanced, charged at £1.5 0
and cooked on site. Snacks charged at 50p per day.

1 After School Club i 3.00pm 71 5.30pm (children collected from school
via walking bus, minimum of two sessions required per week).

1 We also run a summer programme 7.30am i 5.30pm (numbers
permitting).

9 Hours to suit individual needs can be catered for.

1 Weareopen50we eksperyear,c losingfor Christmas, BankHolid ays,
trip day (end of term in July) and staff x 2 inset days (August usually)
Planned closures are usually posted on the annual planner which is
found in the cloakroom. We reserve the right to implement
unexp ected closures, if circumstances warrant.

We aim to ensure that all sections of our community have access to the
setting through open, fair and clearly communicated procedures.

We ensure that the existence of our setting is widely advertised and
accessible to all sections of the community through our website, open days

which are advertised in the free local newspaper, prospectus of the nursery

and an open door policy for perspective parents to look around.

The nursery operates an open door policy which prov ides opportunities for
families to visit the nursery at a time that is convenient. However for the
comfort of the children who already attend the nursery we ask that families
do not visit at lunch time (11.30 am i 1.00 pm) when children are eating
and rest ing.

Parents and carers are provided with information about the services the
nursery offers. We also have access to translation services as and when it
iS necessary.

Parents are required to complete a Nursery Registration Form before being
allocated a pla c e . A copy of the <chil doés birth ce
provided to keep in the childbds file. The Nu
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a copy of the terms and conditions which must be signed and dated. The

following information must also be provided on the Nursery Registration
Form:

T Chi | fdllh@me and date of birth
1 Address and telephone number of family

T Immunisation history

T Medical details including allergies, die tary requirements or medication
1 Details of all individuals who have permission to collect the child from
nursery

1 Emergency contact details

1 Details of any special education al needs the child may have
1 Ethnicity

T Name and address of doctor & dentist

T Details of sessions re quired and preferred start date

Parental rights are given to the indi viduals stated on
certificate. If a parent has been relinquished of their parental rights, we
require official written notice such as a court order or similar.

We will always strive to provide a place for a child at the nursery; however
th ere are additional factors to be taken into account. These include:

T Availability of spaces, taking into account the staff/child ratios, the age
of the child and the registration requirements;

T When the application is received,;

1 The nursery 6 s a b i provideyadaptohe facilities for the welfare of the
child;

1 In the instance of a child requiring a full -time place, they may have
preference over a child requiring a part -time place. This is dependent
upon work commitments, occupancy and room availability;

1 Extenuating circumstances affecting the child's welfare or the welfare of
his/her family;

T Children who have siblings who already attend the nursery .
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We operate an equality and diversity policy and ensure that all children
have access to nursery places and services irrespective of their gender,
nationality , disability, religion or belief or sexual orientation of parents.

Free Early Education Entitlement (FEEE)

FEEEpl| aces are available from the term after
criteria are met 1 the family living on benefits, in receipt of Child Tax
Credits, child with SE N, and uni versally after a chil
providing children with up to the possibility of 30 hours free chil dcare per
week term time only. These sessions can be booked asfo  llows:
2-year FEEE
Termtime only T 15 hours FEEE
T Between hours of 9.00 am T 3.00 pm
3-year FEEE
Termtime only T possibility of 30 hours
T Between hours of 9.00 am T 3.00 pm
30-hour FEEE sessions are available for 3 and 4 year olds whose parents

meet the ¢ riteria specified . Parents must apply for this online via the digital
childcare service on the government website and produce the code given
to Beckermet Nursery . We will check the validity of the code and secure a
place fort he child. No session on this scheme is to be longer than 10 hours
and only a maximum of two sites can be used in a single day. Up to 30

hours per week will be made available term time only (38 weeks per year)
Places are allocated on a first come first serv ed basis with the exception of
children attending the pre -school for FEEE sessions. When the nursery

reaches maximum capacity children are placed on a waiting list which is
reviewed periodically. Parents will be contacted when a place becomes
available.

The nursery has two priorities when allocating 3 year old FEEE only places: -

1. Priority is given to children already attending and paying for childcare
withinthe nursery as we rely on this income to function as a childcare
provider.

2. Vulnerable, at risk  and looked after children as well as children with

Special Educational Needs.
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Once all places have been allocated, children will be placed on a waiting list
which will again be in birth order. Children on the waiting list may be given
priority in the foll  owing year.

Attendance patterns of children accessing the nursery for FEEE places will
be monitored. Any sessions which are not being used regularly will be re -
allocated to children on the waiting list.

Further information about FEEE funding is available throughthechild r en o6 s
nursery office.

Nursery Fees:
The fees are payable monthly on or about the 15th of each month. Invoices
submitted must be paid within 7 days of receipt.

Parents/carers  will be entitled to four weeks holiday per academic yea r (full
day care only T min 16 hours per week all year) when they will not be
charged. Two of these weeks are to be taken at Christmas, when the
nursery is closed, and the other two weeks can be taken when they choose.
These weeks are deducted from an invoice , usually in October. At least one
mont hoés muost lhecgeren, in writing, of any planned holidays or
changes. Unfortunately we cannot make any reductions for unplanned
absences.

Those children using Breakfast and Afterschool Clubs who wish to
guarantee a holiday place must book throughout the year. Entitlements will
then be one week FDC and one week BC/AS. To reserve a place for your
child a £50.00 administration fee is payable and non -refundable.

For a child to keep his/her place the parents/carers  must pay the fees. If
they experience difficulties paying their c hi | d 6 sheyfstoalds speak to
the nursery manager as soon as possible as we aim to find a solution to

any problem they may be incurring.

We are in receipt of free entitlement nursery funding for two, three and
four year olds, where funding is not received then fees apply.

1 The hourly rate is £5.40 (charged thereafter half hourly)

i Babies under 2 years i our staff ratio is 1 adult: 3 children. Ofsted
legal requirements are 1 adult: 3 children . Therefore we ensure
excellent quality care. (  In the case of exceptional circumstances this
may be reduced but all legal ratio requirements will still be

maintained ).
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1 The m inimum charge for breakfast and after school clubis £5.40 per

hour . Thereisa 10% reduction for second and subsequent children.

1 Any late collections or drop offs (not during nursery opening hours)
will be charged at one full hour extra.

1 We accept several different childcare vouchers.

1 Standing Orders are preferred , please ask for ba nk details.
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Loss or Damage to Property Policy:

Beckermet Nursery  accepts that on occasion, children and staff members
may bring personal belongings into the setting. The purpose of this policy

is to inform parents/carers and staff of the level of responsibility that
Beckermet Nursery  accepts when personal belongings are brought into the
setting.

Staff Member Personal Belongings

All staff members have a responsibility to ensure that any personal
possessions brought into the setting are kept safe. Beckermet Nursery  will
take as much care of these items as is reasonably pos sible and will provide

a lockable area for such belongings but it is the responsibility of the staff

member to ensure that their belongings are placed appropriately in the

locked area.

All members of staff will be asked to sign an agreement stating that
Beckermet Nursery  accepts no responsibility for their belongings if they
have not been locked away in the designated place. If belongings have been
stored securely and an incident occurs where they have gone missing,
Beckermet Nursery  will investigate and, in certain circumstances, replace
the missing items on completion of a claim form. An example of such a
circumstance would be if the possessions were stolen by a child or another

staff member.

Childrendés Personal Bel ongi ngs

Beckermet Nursery  would prefer t hat children did not bring their own toys
and games into the setting but we accept that this is sometimes inevitable

and unavoidable. Beckermet Nursery will take as much care as is
reasonably possible with the belongings but parents and children are
ultima tely responsible for the possessions that they bring into the setting

and parents/carers send these items in at their own risk.

All parents/carers will be asked to sign an agreement when registering a
child stating that Beckermet Nursery acceptsnorespons i bi I ity for chi
belongings. A sign will also be displayed on the setting notice board.

Staff members and children should avoid bringing expensive or
irreplaceable items to the setting.

Settlingi nto the Nursery

Here at Beckermet Nursery  we strive to ensure all children are given the
same opportunity to settle into our nursery environment . We aim to make
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the Nursery a welcoming place where children settle quickly and easily
because consideration has been given to individual needs and
circu mstances of children and their families.

Once a family has returned t he&iegistrationifee d,6 s r eg
a letter will be sent confirming the place and providing the following
information:

1 Times of booked sessions and start date
1 Settlingin procedure
T Invoice procedure

We have a 6 week settling in period. The first session will be for one hour
when other dates and times will be decided on an individual basis . This will
give the child time to become familiar with the nursery environment before

being left for the first time. The length, number and timing o f settling in
sessions is left flexible to ensure we meet the needs of individual children
and their families.

During these visits parents will be informed of:

The key person system and who the ir childds key person is
EYFS profiles and daily record sheets

Meal time routines and menus

What to bring to nursery

Medication and first aid practices

The contact number for nursery

Drop off and collection procedure

What to do if they have a complaint or compliment

Details of childds |likes/dislikes and rout|

=A =4 =4 4 4 -4 A -4
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Before a childbdés first session, parents wil/|
information sheets (starting point) which will inform key workers of
childrenodés dai | gwillvarpydepemdmgon thaageofthe child.

Written permission will be sought from pa rents on the following

Permission to give emergency treatment

1 Permission to take children on short trips outside of the nursery setting.
Permission to take photogra  phs of child to be used for EFYS profiles and
occasionally promotion.

1 Permission to administer ~ Sudocreme if necessary.
Permission to provide plasters if necessary

1 Permission to apply sun cream.
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1 Permission to administer medicatio n as and when required. ( prescribed
medicine only)

The parent/carer is also given the opportunity to raise any comments with
the staff which would benefit their child

o
2}

We judge a child to be settled when they have formed a relationship with

their key worker; for example the child looks for the key person when
he/she arrives, goes to them for comfort, and seems pleased to be with
them. The child is also familiar where thi ngs are and is pleased to see other
children and participate in activities. When parents leave we ask them to

say goodbye to their child and explain that they will be coming back, and
when. We also recognise that some parents do not want to say goodbye

the refore we adapt the situation to the individual.

It is recognised that some children take longer to settle than others :
especially younger children . We work with parents on an individual basis to
ensure their child copes well with the change and parents f eel supported
throughout the settling in process . If a child is finding it very difficult to
settle we work with parents to identify if there is anything else which can

be done , such as:

1 Bringinga favourite toyfromhomeor setup activities that we know the
child particularly likes.
1 Developing a star chart for either coming in smiling or small
achievements the child achieves whilst in nursery.
T Attempt ing to have the same member of staff meet the child and work
alongside them and their parent/carer.
1 Encourage parents to phone throughout the day to reassure them and
I et them speak t o t he chil dés own key p
parent/carer to collect their child a little earlier so as to observe the child

playing.

If a child continues to be distressed after attending nursery for some time,

a review with parents/carers would be arranged to see how they feel and

what everyone agrees to be the best next step for the child. We reserve
the right not to accept a child into the nursery without a parent or carer if
the child finds it distressing to be left.

During the settling in time, the childbés key
observations in the childbs profile about t
Formal assessments will take place approximately six week s after the child

has started to give them time to fully settle in.

Date Issued: August 2018 © Emplaw Solutions 2018






Q”deiz"@f
Beckermet Nursery Yursest

Transition Policy:

As a general rule , children move rooms at ages 2 and 3 . However this is

depende n t on the childés | evel of devel opment .
ready to move up sooner or later than peers and this decision will be made
on an individual basis after a discussion between the parents and the key

person has taken place.

The transition p rocess
A meeting between  key persons take s place to share information about the

child and their needs. keyl pmeeson gshrespodsible forc ur r e n't
introducing the Parents/carers to the new key person who will then

introduce the new room and routine. Parents and the current key person

will provide information to the chil dés new key person to
key person is familiar with the childbs 1i ke
A celebration of this stage 1is recorded i

information about the childbés achievements to dat
learning and development.

Settling in visits are organised between rooms ; the number of visits
depends on the progress made when settling into the new routine. The
chil dés key p e rthstlerchildwon thése igital vigits to enable a
familiar person to be present at all times

Wherever possible groups of friends will be moved together to enable these
friendships to be kept intact and support the children with the peers they
know .

Parents will be kept informed of all visits and the outcomes of these
sessions e.g. through photographs, discussions or diary entries

Only when the child has settled in through these taster sessions will the
permanent room move take place. If a child requires mo re support this will
be discussed between the key person, parent, manager and room leader of

the new room to agree how and when this will happen.

Starting school or moving to another setting

Starting school is an important transition and some children may feel
anxious or distressed. We will do all we can to facilitate a smooth move and

minimise any potential stresses. This process is also applied where children
move to another setting.

We work very closely with Beckermet School to enable an easy transition
from nursery to the reception class. Nursery practitioners are also able to
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take the pre -school child ren to Beckermet C of E S  chool in the summer
term before they start in September, providing that they are attending that

school and p a r e nconsemt to th is. This enables the children to become
familiar with their new surroundings and makes the transition process much

easier for the child. This does nhot ensur e a
E School. For further information about the school and their int ake

procedure please contact Mrs L Thomson 01946 841221. If your child will

be attending another school we would wel com

reception teacher.

Where possible we plan visits to the school with the key person. Each key

person will talk  about the school with their key children who are due to

move to school and discuss what they think may be different and what may

be the same. They will talk through any concerns the child m ay have and
initiate activities or group discussions relating to a ny issues to help children
overcome these

We produce a comprehensive report on every child starting school to enable
teachers to have a good understanding of every child received. This will
include their interests, strengths and level of understanding and
development in key areas. This will support continuity of care and early
learning.
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Children/Sibling Interaction Policy:

All the children in the nursery are actively encouraged to interact with each
other during the day. The children play together in their groups within their
areas during the play sessions; they are also given the opportunity to
interact with the other children who are not in their groups on a regular
basis.

The children come together at outdoor play times and spend some t ime
socialising and interacting with each other. Siblings who are not in the same

groups at nursery regularly interact with each other during the day at
specific times and are also given the opportunity during the play sessions

to play with or comfort each other if upset.

If a child is new to the nursery , but has a sibling who already attends it,
then arrangements will be made in order for the children to be together for
however long needed on their settling in week.
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Arrivals and Departur es Policy:

It is our policy at Beckermet Nursery that every child and parent will be
welcomed in a pleasant and professional manner on their arrival.

On arrival to the  nursery the parents/ car er s wi | | l'i ai se with t|
person where anyissues  regarding the child will be discussed. On departure

from the n ursery the relevant key person will liaise with the parent/ carer

and discuss the childds day and any probl ems
All children within the building have a communication diary, which has
details recorded regarding t himescsleaptime$,s day i
nappies etc. The communication diary will be relayed to the parent/ carer

at the end of each session.

Al | childrenés daily activities are record:¢
childrendés individual routines are evident W |
Reqisters:

All children attending the nursery and groups are signed in and out on the
daily register. Daily registers are kept in each room and kept up to date by

the room leader and as  sistant room leader. Staff, visitors, students and
volunteers are asked to sign in and out in the main entrance.

Registration Forms:

Every child who attends the nursery for childcare has their own file which

includes a registration form. This form is complet ed by t he chil
parent/ carer and includes the following information:

1 Home address and telephone number. If the parents do not have a
telephone, an alternative number must be given where we can
contact them.

1 We ask for the contact details of at least another 3 adults who may
be contacted if the parents are unavailable.

A copy of the registration form is kept in the office to ensure all staff are
aware of who is allowed to collect each child. If the staff are in any doubt,
th ey are advised to seek advic e from the manager.

On occasions when parents are aware that they will not be at home or in
their usual place of work, they must inform a senior member of nursery
staff before they leave their child at the nursery .
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Parents/ carers are asked to complete a n ew registration form every year
to ensure we have up to date information. |If
throughout the year, a new registration form will be completed.

If any information regarding the collection of a child changes, this is passed
on to the childdés key person who will ma k e
registration form.

For reasons of health and safety and in line with Local Education Authority
recommenda tions, it is the policy of the nursery that children should not
wear jewellery during the nursery day. There are two exceptions:

1 Fornewly pierced ears, studs may be worn. These should be removed
for P.E sessions.

1 Jewellery may be worn in exceptional cir cumstances, e.g. where they
have areligious/ cultural significance or are worn for medical reasons.
Parents should discuss this with the nursery manager.

Collection:

Children can only be collected from the nursery by the persons named on

the childdéds registrati otoprbvade na passweordalick par ent
is known only to the individuals authorised to collect the child, so we can

identify them upon arrival.

If a member of staff has any concerns about who has arrived to collect a
child the following procedure will be adhered to:

1 The manager will be informed of their concerns.

1 The registration form will be checked for the names of those authori sed
to collect the child.

1 Parental responsibility rights will also be verified by referring to the
childés birth certificate or court papers
which are kept within the childés file.

1 The parents will be contacted to confirm the arrival of the person
collecting the child and gain a physical descr iption if necessary.

T If we are unable to contact the parents to confirm the identity of the
individual the child will remain in the nursery until contact is made.

If a parent is unable to collect their child, parents are asked to contact the
nursery and inform the manager of the alternative arrangements which
have been made.
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Collection by an unknown adult

On occasions when parents or a person authorised to collect the child are
not able to collect the child the following procedure will be followed:

1 The parents will contact the nursery to give details of who will be
collecting the child.

1 The name and relationship to the child of the person collecting the child
is noted.

T A way of identifying the individual is agreed with parents such as a
password or form  of identification.

T When the named individual arrives this information is checked and
parents may be contacted if any discrepancies occur.

¢ Under no circumstances will a child be allowed to leave with an adult
who is not known by the nursery .

T If an unknown adult arrives to collec t a child without the parent/ carer
contacting the  nursery first they will be asked to wait in the reception
area until we have contacted the parents to confirm their identity.

1 If the parent cannot be contacted then the child will r emain in nursery
until we are able to contact the parent/carer.

1 If the parent/carer cannot be contacted then we will telephone the
emergency contacts on the registration form to seek advice on the
location of the parent/carer and ask for one of them to come and collect
the child.

¢ The unknown adult will be advised on t he situation and reminded of our
duty to safeguard all the children in our care.

Young people collecting siblings from nursery
We do not allow any child to leave the nursery with any young adult under
the age of 16 years.

Other Matters on Collection
1 All medication will be signed for by parents/carers before leaving the
building.

1 Soiled clothes will be given to the parent/carer to be taken home.

1 Any newsletters, invoices, fee reminders and parent/carer information
will be distributed efficiently.
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Late /Non -Collection Procedure:

Parents /c arers are informed that if they are unable to collect the child as

planned, they must inform a member of nursery staff on our contact

telephone number  provided so that we can initiate back up pro cedures. If

it happens without genuine reason more than 3 times in two weeks parents

wi || be advised they ri sk (Seeshermargvalg dne i r c hil
departures policy for the process to be followed to permit another person

to collect the child)

Parents are informed that in the event that their child is not collected from
the nursery by an authorised adult and the staff can no longer supervise
the child in our premises then we apply our child protection procedures as
follows:

1 Information is chec  ked about changes to normal collection routines

1 If no information is available parents/carers are contacted at home
or at work

9 If this is unsuccessful, the adults who are authorised by the parents
to collect their child from the nursery 1 andwhosetelep hone numbers
are recorded on the registration form I are contacted.

1 All reasonable attempts are made to contact the parents/carers or
emergency contacts  on the registration form. This will be done as
often as every 10 minutes.

The child will remain at the nursery in the care of two staff until the child is
safely collected. The child will not leave the premises with anyone other
than those named on the registration form unless contact has been made
with parents and alternative arrangements are made.

If the child is still on the premises one hour after the end of the session  we
contact our local authority safeguarding hubon 0333 240 1727 and inform
Ofsted on 0300 1231231 . OQur Chi | dr e n 0 sk ABuwsor mayalss L i
be informed on 07812972966

A full writt en report is recorded and depending on the circumstances we

reserve the right to charge parents for the additional hours worked by our

staff . An extra charge is applicable for the late collection of a child. W e
charge i n half hour slots for late pick -ups d uring normal nursery hours but

one full hour out of hours i .e. after 5.30 pm/ 5.00pm on Fridays
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Attendance & Punctuality Policy:

Attendance at pre -school is an important pre  -requisite for children to be
successful at school and achieve their full potential. Irregular attendance
and punctuality can serve to undermine educational achievement and
disadvantage children in the long term.

Attendance and punctuality will be monitored and supported for every child

in nursery regardless of race, religion, ability, ethnicity or gender. Action
will be taken to support attendance but ultimately responsibility lies with
parents to ensure that their children atten

can be withdrawn an  d reallocated to another child.

What should you do?
1 Make sure your child attends agreed nursery sessions

1 Ifyour chi Id will not be attending their agreed nursery session(s) you
should inform the nursery on the first da
prior to their first day of absence if this is appropriate

1 Ensure you inform the nursery of any changes to your contact details
specified on your parent/carer contract to ensure we can contact you
regarding any absences

What we will do:
T Record and monitor your chil.dés attendanc

1 Record notifications of absence of a child

1 Where notification of absence of a child is not received we will follow
the Attendance Procedure

Procedure:
For when children are absent from their nursery session

1 If a call is received informing the nurseryof a chil dés absenc
person taking the call from parent/carer will inform the room where
the child is based, the staff in that room will make a note of the
absence on the register ;

1 Nursery staff will also record absence of a child where no phone has
been received, and inform the Deputy or Manager ;

T I f the child has missed ten sessions and
been in contact with the nursery then the nursery manager/deputy
will attempt to contact the parent/carer by phone or letter . | f there
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iS no response, the nursery m anager/ deputy will phone emergency
contact details | isted; on the childds con

1 Ifthe nursery manager/ deputy is unable to contact the parent/ carers
and the emergency contacts by phone to establish the reason for
absence, they will complete a Cause for Concern Form with all details
of attempted contact and pass immediately to the Designated
Safeguarding Co -ordinator ;

1 The Designated Safeguarding Co -ordinator will determine the next
course of action and record it on the Cause fo r Concern Form in
accordance with the Cause for Concern Policy and Procedure ;

1 The Designated Safeguarding Co  -ordinator or Manager must arrange
for a wellbeing visit to be made to the
appropriate to the circumstances but within 10 working days of no
contact being made.

The purpose of the home visit will be to:
Establish the reason for the chil dbés abse

Agree with parents/carers a date for return to nursery sessions;

Establish whether further support is required;

= =4 =2 =2

Establish whether the nursery place is not required. If the place is not
required, the family will be asked to provide written notice in
accordance withthe  Admissions Policy and the Parent/Carer Contract

Following the home visit we will ensure that:
1 The person making the home visit will complete the Cause for
Concern Form with details of the reasons
pass immediately to the Designated Safeguarding Co  -ordinator ;

1 The person making the home visit will inform nursery staff of the
reason for the childds absence and inforn
is expected to  return to their nursery session;

1 If the nursery place is no longer required the nursery manager is

informed ;
1 Ifthe funded nursery place is no longer required by the family we will
complete relevant paperwork and s ubmit it to the Local Authority.
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If the home visit is unsuccessful
If the nursery is unable to make contact and see the child to establish their
well -being, the Cause for Concern Policy and Procedure will be followed
which may result in:

1 Attempting further visits ;
1 Contacting other professionals ;
1 Referring to Social Care

Identification

Initial stages of identifying poor class attendance or patterns of absence or

lateness will be identified through the d aily class registers.  This will be
undertaken initially by the room staff who will then inform the nursery
manager /deputy. Families will always be contacted to find out the reasons

for non -attendance.

If a child is absent for any reason parents and carers should notify the
nursery on the first day of absence. The circumstances which the nursery
will accept as constituting acceptable absences are: illness, medical
appointments which must be taken in term time and bereavement.

Holidays in term time

Parents a nd carers with children in school will know th at attendance polic ies
require parents and carers to book family holidays during the school
holidays. We follow the same policy and request that notice is always given

to the nursery of any impending time awa vy from nursery within term time

and if holidays overrun |, thatthe nursery is informed.

Monitoring attendance and punctuality patterns

|t i s now essenti al tnlrsety nbohiters attdndahcd r e n 6 s
throughout the  nursery but most importantly in the pre -school room (3 -4
year olds) for reasons described above . Our target attendance figure for

each week during term time is 95% (national average), which is in line with
school attendance target  s.

An overall attendance figure for the year will be added to the s ummative
report produced when a pre  -school aged child leaves nursery to attend
school.

Celebration

Good attendance, punctuality and improved attendance will be rewarded
with praise and certificates and reflected i
previously described.
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Cause for Concern

The nursery has a key role in ensuring priorit y is given at all times to
safeguarding children in our care. The Cause for Concern Policy and
Procedure states what action will be taken by nursery employees to ensure

all concerns are addressed and action taken immediately.

The Cause for Concern Form must be completed if a concern is raised
regarding a child, (no matter how minor the concern may be). This form

must be completed immediately and the concern raised with the Designated
Safeguarding Co-ordinator whilst the child i s still on site. If support is
required regarding completion of the Cause for Concern Form, this can be
obtained from the Designated Safeguarding Co-ordinator . The Designated
Safeguarding Co-ordinator will then act upon the concern appropriately,
giving fe edback to the member of staff. If the staff member is not happy

with the feedback received, they are advised to contact the Local
Safeguarding Arrangements Team themselves if this was not already the
action taken by the Designated Safeguarding Co-ordinator .
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Child Protection (Safequarding Policy):

Our nursery wants to work with children, parents and the community to

ensure the safety of children and to give them the very best start in life.

Beckemet Nursery recognises that safe guarding means protecting children

from mal treat ment , preventing i mpair ment
development, and ensuring children are growing up in circumstances

consistent with the provision of safe and effective care, modelled through

nursery practic es. Child protection is a part of safeguarding and welfare

promotion, but is an activity undertaken to protect specific children who

are suffering or likely to suffer harm.

Beckermet Nursery  recognises its moral and statutory responsibility to
safeguard a nd promote the welfare of all children. It endeavours to provide
a safe and welcoming environment where children are respected and
valued. The nursery is committed to providing an environment which

ensures children are safe from potential abuse and will re spond to any
suspicion of abuse in a way that protects t
the adultés responsibilities to the children

Children learn best when they feel healthy, safe and secure, when their
individual needs are met and when they have posit ive relationships  with
the adults caring for them. H ere at Beckermet Nursery  we take all
necessary steps to keep all children in our care safe and well. We make
sure that all practitioners who have contact with the children in our care

promote good health, manage behaviour , maintain records accurately and
abide by all of our poli cies and procedures.

Safeguarding is a much wider subject than the elements covered within this
single policy, therefore this policy should be used in conjunction with the
nurseryos ot her pol i cantaisedwithidthempoconer d u.r e s

Safeguarding and promoting the welfare of ct
Together to Saf eguard Children2018 6 a s :

1 Protecting children from maltreatment
T Preventing the i mpairment of childrends he.

1 Ensuring that children are growing up in circumstances consistent with
the provision of safe and effective care

i Taking actionto enable all children to have the best outcomes.
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Beckamet Nursery  will always be on alert to any issues that may be of
concern in a <c¢hil do ®Isewheré. eNe have pblicieseando r
procedures that we implement to safeguard all children in our care. Th ese
are in line with the guidance and procedures of the Local Safeguarding
Arrangements Team

We have regard to the governmentoés ®themt utory

to Safeguard Children 2018 06 . | f we have any concerns a
safety or welfare,w e will notify agencies that have statutory responsibilities

without delay. These include: Local Safeguarding Arrangements Team ,

| ocal childrends s oc,iinemergercies , theepolivei ces and

We will contact the LADO if we have a concern or allegation regarding any

professional who works with a child including foster carers or volunteers.
This must be done within one working day.

We will inform Ofsted of any allegations of serious harm or abuse by any
person living, working or looking after c hildren at the nursery. We will also
inform Ofsted of the action taken in respect of the allegations; these
notifications will be made as soon as reasonably practicable, but at the
latest within 14 days of the allegations being made

Important Contact Deta ils
Local Safeguarding Arrangements Team T
Safeguarding Hub: 0333 240 1727

Local A uthority Designated Officer (LADO) |
Multi-agency Business Support Team  : 01768 812267

Emergency Duty Team (Out of hours): 0333 240 1727
Ofsted Telephone: 0300 123 1231

Aim s
1 To ensure that the welfare of children is given paramount consideration
when developing and delivering all activities.

1 To ensure that all children, regardless of age, gender, dis ability, culture,
race, language, religion or sexual identity have equal rig hts to
protection.

1 To encourage the children in our care to develop a positive self -image

and a sense of autonomy and independance through adult support in
making choices and in finding names for their own feelings and
acceptable ways to express them.
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1 To work with children, staff, parents/carers and the community to
ensure the safety of children and to create a safe environment for all.

1 To ensure staff are trained to understand safeguarding and child
protection training and procedures; are alert to identify possible signs of
abuse; understand what is meant by child protection; and are aware of
the different ways in which children can be h armed, including by other
children through bullying or discriminatory behaviour. Staff will be
provided with a copy of this policy and will be given refresher training
on this annually.

1 To provide an environment where practitioners are confident to identify
where children and families may need intervention and seek the help
they need.

1 To make any referrals in a timely way, sharing relevant information as
necessary in line with procedures set out by the Local Safeguarding
Arrangements Team

1 To ensure that information is shared only with those people who need
to know in order to protect the child and act in their best interest.

1 To ensure parents are fully aware and provided with a copy of child
protection policies and procedures when they register with the nursery
and are kept informed of all updates when they occur.

1 To regularly review policies, especially where an incident or new
legislation/guidance suggests the need for a review to be undertaken.

Good Practice Guidelines
To meet and maintain our resp onsibilities towards <chil dr
staff agree to adhere to the following standards of good practice:

1 Treat all children with respect;

1 Set a good example by conducting ourselves appropriately and being a
positive role model;

1 Involve children in d ecision -making which affects them and equip
children with the skills they need to keep themselves safe (taking age
and development of children into account);

1 Encourage positive and safe behaviour among children;
1 Always listen to children;

1 Bealerttochang es i n a childés behaviour;
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1 Recognise that challenging behaviour may be an indicator of abuse;

T Ask the chil ddéds permission before doing an
physical nature, such as assisting with dressing or administering first aid
(where age app ropriate) ;

1 Maintain appropriate standards of conversation and interaction with and
between children and avoid the use of sexualised or derogatory
language;

1 Be aware that the personal and family circumstances and lifestyles of
some children lead to an incre ased risk of neglect and or abuse;

1 Raise awareness of child protection issues in a timely manner.

Designated Safeguarding Co - Ordinator

We have a named person within the nursery who takes lead responsibility

for safeguarding and co -ordinates child protection and welfare issues,
known as the Designated Safeguarding Co -ordinator (DSCO). The
Designated Safeguarding Co -ordinator (DSCO) at the nursery is Patricia
Gallagher .

The nursery DSCO liaises with the Local Safeguarding Arrangements Team

and t he | ocal aut hority c hi; lurdertakesd schild oc i al
protection training every 2 years and ensures their skills and knowledge

are up to d ate at least annually, which shows them how to identify,

understand and respond appropriately to signs of possible abuse and
neglect; and receives regular updates to developments within this field.
They also:

1 Provide advice, support and guidance to other staff on an ongoing basis
and on any specific safeguarding issue . They must be available for staff
to discuss concerns at all times during operating hours, or an
appropriately trained deputy Safeguarding Co -ordinator available
instead ;

1 Share information ab out child protection and good practice with
pare nt/carers, staff and volunteers;

1 Keep written records of all concerns when noted and reported by staff
or when disclosed by a child, ensuring that such records are stored
securely and reported onward in accordance with this policy guidance,
but kept separately from, the childbés gener .
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T Refercases of suspected neglect and/ or,
the Local Safeguarding Arrangements Team or police in accordance with
this guidance and local procedure

Types of Abuse

To ensure that our children are protected from harm, we need to
understand what types of behaviour constitute abuse and neglect. We will
ensure all staff understand their responsibilities in being alert to indicators
of abuse and their responsibility for referring any concerns to the
designated person responsible for ¢ hild protection.

There are four categories of abuse: physical abuse, emotional abuse, sexual
abuse and neglect.

1. Physical abuse
Action needs to be taken if staff have reason to believe that there has been
a physical injury to a child, including deliberate p oisoning, where there is
definite knowledge, or reasonable suspicion that the injury was inflicted or
knowingly not prevented. These symptoms may include bruising or injuries
in an area that is not usual for a child, e.g. fleshy parts of the arms and
legs, back, wrists, ankles and face.

Many children will have cuts and grazes from normal childhood injuries.
These should also be logged and discussed with the nursery manager or
room leader

Female Genital Mutilation - This type of physical abuse is practised as a
cultural ritual by certain ethnic groups and there is now more awareness of

its prevalence in some communities in England including its effect on the

child and any other siblings involved. Symptoms may include bleeding,

painful areas, and acute urina ry retention, urinary infection, wound
infection, septicaemia, and incontinence, vaginal and pelvic infections with
depression and post  -traumatic stress disorder as physiological concerns. If

abuse

you have concerns about a child in this area, you should contact chil drenos

social care team in the same way as other types of physical abuse.

Fabricated/induced illness is also a type of physical abuse. This is where a

child is presented with an illness that is fabricated by the adult carer. The

carer may seek out unn  ecessary medical treatment or investigation. The

signs may include a carer exaggerating a real illness or symptoms,
complete fabrication of symptoms or inducing physical iliness, e.g. through
poisoning, starvation, inappropriate diet. This may also be pres ented
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through false allegations of abuse or encouraging the child to appear
disabled or ill to obtain unnecessary treatment or specialist support.

2. Emotional abuse
Action should be taken under this heading if the staff member has reason
to believe that ther e is a severe, adverse effect on the behaviour and
emotional development of a child, caused by persistent or severe ill
treatment or rejection.

This may include extremes of discipline where a child is shouted at or put

down on a consistent basis, lack of e motional attachment by a pa rent, or it
may include parents  or carers placing inappropriate age or developmental
expectations upon them. Emotional abuse may also be imposed through

the child witnessing domestic abuse and alcohol and drug misuse by adults

caring for them.

The child is likely to show extremes of emotion with this type of abuse. This
may include shying away from an adult who is abusing them, becoming
withdrawn, aggressive or clingy in order to receive their love and attention.
This type of abus e is harder to identify as the child is not likely to show any
physical signs.

3. Sexual abuse
Action needs be taken under this heading if the staff member has witnessed
occasion(s) where a child indicated sexual activity through words, play,
drawing, had an  excessive pre -occupation with sexual matters, or had an
inappropriate knowledge of adult sexual behaviour or language. This may
include acting out sexual activity on dolls/toys or in the role play area with
their peers, drawing pictures that are inappropri ate for a child, talking
about sexual activities or using sexual language or words. The child may
become worried when their clothes are removed, e.g. for nappy changes.

The physical symptoms may include genital trauma, discharge, and bruises
between the le gs or signs of a sexually transmitted disease (STD).

Emotional symptoms could include a distinct
They may be withdrawn or overly extroverted and outgoing. They may
withdraw away from a particular adult and become distressed i f they reach

out for them, but they may also be particularly clingy to a potential abuser
so all symptoms and signs should be looked at together and assessed as a
whole.
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Child sexual exploitation (CSE)

Working Together to Safeguard Children 201 8 defhres CSE as fAéa form
child sexual abuse. It occurs where an individual or group takes advantage

of an imbalance of power to coerce, manipulate or deceive a child or young

person under the age of 18 into sexual activity (a) in exchange for

something the vict im needs or wants, and/or (b) for the financial advantage

or increased status of the perpetrator or facilitator. The victim may have

been sexually exploited even if the sexual activity appears consensual.

Child sexual exploitation does not always involve p hysical contact; it can

also occur through the use of technology. o

We will be aware of the possibility of CSE and the signs and symptoms this

may manifest as. If we have concerns , we will follow the same procedures
as for other concerns and we will record and refer as appropriate

4. Neglect
Negl ect i's the persistent failure to meet z
psychol ogi cal needs, |ikely to result in the
health or development. Action should be taken under this heading if t he

staff member has reason to believe that there has been persistent or severe
neglect of a child (for example, by exposure to any kind of danger, including
cold, starvation or failure to seek medical treatment when required on
behalf of the child), which results in serious impairment of the child's health
or development, including failure to thrive.

Signs may include a child persistently arriving at nursery unwashed or
unkempt, wearing clothes that are too small (especially shoes that may
restrictthe chi Il dés growth or hurt them), arrivin
nappy they went home in or a child having an illness that is not being
addressed by the parent. A child may also be persistently hungry if a parent

is withholding food or not providing enough fo rr-a childds needs.
Neglect may also be shown th rough emotional signs, e.g. a child may not
be receiving the attention they need at hom e and may crave love and

support at nursery. They may be clingy and emotional. In addition, neglect
may occur through pregnancy as a result of maternal substance abuse.

Peer Abuse:

Practitioners should be alert for signs of children being abused (physically,
emotionally or sexually) by o ther children. This may not necessarily be from
a child attending the nursery; it may be by an older sibling for example.
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Where peer to peer abuse occurs it can also be an indication of abuse that
the perpetrator has experienced previously and practitioner s should be
wary of this.

Should any behaviour occur between children at nursery that may indicate

peer abuse, the behaviour management procedures and anti -bullying
procedures should be followed initially. Where it is felt that there are

greater concerns  of a more serious nature the matter should be referred to

the DSCO and the normal child protection (safeguarding) procedures

foll owed. This may be the case for both the
the perpetrator may well also be a victim of abuse.

Indicators of abuse and what you might see

Beckermet Nursery trains all staff to understand their safeguarding policies

and procedures, and  make sure that all our staff has up to date knowledge

of safeguarding issues. Training that we provide to our staff enables them
to identify signs of possible abuse and neglect at the earliest opportunity,

and how to respond in a timely and appropriate way. They are aware that
it is their responsibility to report concerns. It is not an employees
responsibility to  invest igate or decide whether a child has been abused.
Signs may include:

1 Children whose behaviour changes i they may become aggressive,
challenging, disruptive, withdrawn or clingy, or they might have
difficulty sleeping or start wetting the bed;

1 Children wit h clothes which are ill  -fitting and/or dirty;
1 Children with consistently poor hygiene;

1 Children who make strong efforts to avoid specific family members or
friends, without an obvious reason;

T Children wh o donot want t o changeorcl ot he
participate in physical activities;

1 Children who are having problems at nursery, for example, a sudden
lack of concentration and learning or they appear to be tired and hungry;

1 Children who talk about being left home alone, with inappropriate carers
or with strangers;

1 Children who reach developmental milestones, such as learning to speak
or walk, late, with no medical reason;

1 Children who are reluctant to go home after nursery;
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1 Children with poor attendance and punctuality, or who are consistently

late being picked up;

1 Parents who are dismissive and non -responsi ve t o pract.i
concerns;

1 Parents who collect their children from school when drunk, or under the
influence of drugs;

1 Children who are concerned for younger siblings without explaining why;
1 Children who talk about running away; and

1 Children who shy away from being touched or flinch at sudden
movements.

Individual indicators will rarely, in isolation, provide conclusive evidence of

abuse. They will be viewed as part of a jigsaw, and ea ch small piece of

information will help the Designated Safeguarding Co-Ordinator to decide

how to proceed. It is very important that concerns are reported iFdabsol ut e
proofé that the child is at risk is not need
Children who may be particularly vulnerable

To ensure that all of children receive equal protection, we will give special
consideration and attention to children who are:

1 Disabled or have special educational needs (they may have difficulty in
communicating what is happening, may have an impaired capacity to
resist or avoid abuse, or may not understand what is unacceptable) ;

T Living in a known domestic abuse situation ;

1 Affected by known parental substance misuse ;

T Asylum seekers ;

T Living in temporary accommodation ;

T Living transient lifestyles

T Living in chaotic, neglectful and unsupportive home situations ;

T Vulnerable to discrimination and maltreatment on the grounds of race,
ethnicity, religion or sexuality ;

1 Do not hav e English as a first language
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Support for those involved in a child protection issue

Child neglect and abuse is devastating for the child and can also result in
distress and anxiety for staff who become involved.

We will support the children and their families and staff by:

T Taking all suspicions and disclosures seriously;

T Responding sympathetically to any request from a member of staff for
time out to deal with distress or anxiety;

T Maintaining confidentiality and sharing information on a need -to -know
basis only with relevant individuals and agencies;

1 Storing records securely;

1 Offering details of help lines, counselling or other avenues of external
support;

71 Following the procedures laid down in our whistle blowing, complaints
and disciplinary procedures;

1 Co-operating fully with relevant statutory agencies.

Procedure to follow

If a member of staff notices something which indicates that a child may be

suffering from abuse or neglect, they should report this to the Desig nated
Safeguarding Co -ordinator. If they  feel that a child is in immediate danger

or is at risk of harm, they should refer to
police.

They should then complete a Cause for Concern Form , Supported by the
nursery manager or Designated Safeguarding Co -ordinator (DS CO). This
record should include:

A Child's name

A Child's address  ;

A Age of the child and date of birth ,

A Date and time of the observation or the disclosure ;

A Exact words spoken by the child . (If a child starts to talk to an
adult about potential abuse itis important not to promise the child

complete confidentiality as t his promise cannot be kept. It is vital
that the child is allowed to talk openly and disclosure is not forced
or words put into )the childbés mouth
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A Exact position and type of any injuries or m arks seen ;

A Exact observation of any incident including any other withesses ;

A Name of the person to whom any concern was reported, with date
and time;

A The names of any other person present at the time ;

A Any discussion held with the paren t(s) (where deemed
app ropriate);

A Any other action taken.

These records should be signed by the person reporting this and the
Manager / Designated Safeguarding Co -ordinator, dated and kept in a
separate confidential file.

Itis important that confidentiality is maintained and th atinformation is only
shared with those t hSaff mdéshnetenake angcorknmentsv 6 .
either publicly or in private about a parent

behaviour. The member of staff should only discuss this with the

Designated Safeguarding Co  -ordinator and/or nursery manager. From this

point the information will continue to only
basis. This may include the Local Safeguarding Arrangemen ts Team , Local

Authority Chil dren6s Soci al (Gadthe paftestg mifthiside pol i
deemed appropriate.

Where the concern is about suspected harm or risk of harm to a child, the

referral should be made to the local authority for the area where th e child
lives. Where the concern is an allegation about a member of staff in a

setting, or another type of safeguarding issue affecting children and young

people in a setting, the matter should be referred to the local authority in

which the setting is loc  ated.

The Designated Safeguarding Person will follow the referral procedures set
out by the Local Safeguarding Arrangements Team if it is believed that a
child is suffering or is at risk of suffering significant harm. When seeking

advice the Safeguarding Officer will note the name of the individual they
speak to, record exactly what advice is given and the date and time.

The child (subject to their age and understanding) and the parents will be
told that a referral is being made, unless to do so would incr ease the risk
to the child.
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We will involve parents and carers wherever possible and ensure they have
an understanding of the responsibilities placed on the setting for

safeguarding children by setting out its statutory duty in
and procedures, prospectus and notice board.

the nursery policy

Parents must notify the nursery regarding any concerns they may have
about their child and any accidents, incidents or injuries affecting the child,

which will be recorded.

Where a safeguardin g issue arises, p arents are normally the first point of
contact. If a suspicion of abuse is recorded, parents are informed at the
same time as the report is made, except where the guidance of the Local

Safeguarding Arrangements Team /local authority childre

nos SsoCI

team/ police do not allow this. This will usually be the case where the parent
or family member is the likely abuser, or where a child may be endangered
by this disclosure. In these cases the investigating officers will inform

parents.

The n ursery continues to welcome the child and the family whilst enquiries

are being made in relation to abuse in the home situation. Parents and
families will be treated with respectina non -judgmental manner whilst any
external investigations are carried out in the best interests of the child.

Confidential records kept on a child are shared with the child's parents or

those who have parental responsibility for the child, only if appropri ate, in
line with guidance of the Local Safeguarding Arrangements Team with the
proviso that the care and safety of the child is paramount. We will do all in

our power to support and work with the child's family.

Allegations against Employees, students or volunteers of the

nursery or any other person living or
premises
The EY FS statutory framework states:

working on the nursery

fiRegistered providers must inform Ofsted of any allegations of serious harm

or abuse by any person living, working, or looking aft

er children at the

premises (whether the allegations relate to harm or abuse committed on
the premises or elsewhere). Registered providers must also notify Ofsted

of the action taken in respect of the allegations.

These notifications must be made as soon as is reasonably practicable, but
at the latest within 14 days of the allegations being made. A registered
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provider who, without reasonable excuse, fails to comply with this
requi rement, commits an offence. o

When to refer:

T When an employee has harmed a child through their actions or inactions
(relevant conduct) or,

T If the employee has received a caution, conviction or police warning for
criminal offence against or related to a child

T Represent a risk of harm to a ch ild (satisfied the harm test)

Harm Test

The harm test is when someone has not actually harmed but poses a risk
of harm or they  may ;

T Harm a child

1 Cause a child to be harmed
1 Put a child at risk of harm

T Attempt to harm or a child

1 Incite another to harm a child

If a concern is raised or an allegation made, it must be reported

immediately to the Designated Safeguarding Co  -ordinator and the nursery

manager. Staff are reminded that this is to be kept confidential and only

shared with  those who need to know. Staff must not make any comments

either publicly or in private about a parent
behaviour.

The nursery manager or the most senior member of staff available will
determine whether it is necessary for the person whom the allegation is
against needs to be suspended and removed from the premises while the

matter is investigated. The nursery will support and treat with respect the
member of staff who is suspended. Suspension is not an indication of guilt.

No disciplinary action will be taken until the outcome of the investigation is
concluded.

The DSCO/manager will promptly contact Ofsted (within 14 days) , Local
Authority Designated Officer (LADO) /Multi - Agency Business Support Team
(within 1 working day), and the Local Safeguarding Arrangements Team
(Safeguarding Hub 0333240 1727 ), providing details of the allegation, any
further information and any action taken at that point. They will also record
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the name of the person and the advice obtained . LADO must be contact ed
via the M ulti-agency Business Support Team on 01768 812267 for
allegations against any professional who works with a child. Out side LADOOGSs
working hours (Monday i Thursday 9am - 5pm, Friday - 4.30pm), the
Emergency Duty Team should be contacted on 0333 240 1727.

The parents/carers of the child/children concerned will be informed initially
and informed as to the outcome of any investigation.

The external agencies (LADO, Ofsted, Local Safeguarding Arrangements
Team) will investigate and the nursery will co -operate and provide
assistance where necessary. The nursery will carry out thorough
investigations which will be well documented and stored securely,
maintaining confidentiality.

The nursery will co -operate fully with the process of any Local Childrens
Social Care and /or Police investigations. However, if the Police, Social
Services or Local Authority indicate that they do not feel that there is any

need to investigate further but the setting feels there is a strong case
against the i ndividual based on witness statements or CCTV evidence, we

will thank the authorities for their advice and continue with our in -house
investigation.

If the allegations are unfounded, the individual will be reinstated into the
nursery setting.

If the conce rnsoralleg ations ag ainst the individual are found to be true on

the balance of probabilities, disciplinary action will be taken against that

individual which may result in dismissal. If the individual is dismissed , the
Designated Safeguarding Co -ordinato r will com plete a Disclosure and
Barring Referral form; a copy may be found in the appendix.

Once referred the individual will be subject to the DBS 5 Stage barring
process ; details may be found in the appendix.

Whistle Blowing
Pl ease refer t oBl @mwri n@d WHiod ti lcey 0, and consi de
context of the safeguarding children policy.

Safeguarding covers  broader issues than those covered in this policy. The
policies contained throughout this document should be read in line with
safeguarding and promoting the welfare of the children of the nursery.
Specifically regard should be had in relation to the mobile phone and
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camera policy, intimate care and nappy changing policy, preventing

extremism and radicalisation policy.
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Social _Contact Outside of the W orkplace _ Policy:

Here at Beckermet Nursery, we understand that staff may have genuine
friendships with parents of p upils outside of the workplace and could be
involved in social contact with them independent from a professional
relationship. However, it is important that staff are aware that professionals

who seek to sexually harm or ogrooonfacta chi l
outside of the setting with the child or with the parents of the child in order

to create opportunities. Grooming can also be associated with purposes
such as exploitation of a sexual nature but also for radicalisation. Staff must
recognise that soc ial contact outside of the workplace with children or their
parents can be perceived as harmful and may bring the setting into
disrepute. In the interest of complete openness, the following steps should

be used by staff to minimise any perception of intend ing harmful behaviour

1 Inform senior management of a relationship with a parent which
extends beyond a standard professional relationship;

1 Always approve social contact outside of the workplace with senior
management;

1 Advise senior management of regular so cial contact outside of the
workplace;

1 Agree with senior management prior to sending personal
communication outside of the workplace; and

1 Advise senior management if you are concerned that a child may be
becoming infatuated with you.

If a child or parent t ries to establish contact further than that of a

professional nature, or if this happens coincidentally, staff should exercise

their own professional judgement cautiously. This can apply to contact

made through external interests or even through the staff member 6s own
family. As part of their role, some staff may be required to support a

parent/carer. If that person comes to depend upon the staff member or

asks for further help outside of the workplace, senior management should

be informed of this and where necessary, referrals made to the appropriate

support agency.
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Preventing Extremism and Radicalisation Policy

Introduction
This Preventing Extremism and Radicalisation Policy is just one element of
our overall arrangements to Safeguard and Promote the Welfare of all

children in line with our statutory duties.

From July 1 st 2015 all schools, registered early years childcare providers
and registered later years childcare providers are subject to duty under

section 26 of the Counter - Terrorism and Security Act 2015, in the exercise
of their functions, t oeheaidMeprevedtpadplerfreng ar d
being drawn into terrorismob.

Our Promises:
Here at Beckermet Nursery  we take safeguarding very seriously, therefore
to ensure that we adhere to the Prevent Duty we will:

1 Provide appropriate training for staff as soon as possib le. Part of this
training will enable staff to identify children who may be at risk of
radicalisation

T Buil d t he chil drenos resilience t o
Fundamental British Values and by enabling them to challenge
extremist views.

1 Assess the risk, by doing a formal risk assessment of children being
drawn into terrorism including support for extremist ideas that are
part of terrorist ideology.

1 Ensure that all our staff fully understands the risks so that they can
respond in an approp riate and proportionate way.

1 Manage our other safeguarding risks by making sure all our staff are
alert to changes in childrends behavi
may be in need of help or protection. The key person approach we
use means that we al  ready know our key children well which makes
it easier to notice any changes in behaviour, demeanour or
personality quickly. Also by keeping in mind that children at risk of
radicalisation may display different signs or seek to hide their views.

1 Not carry out unnecessary intrusion into family life but we will take
action when we observe behaviour of concern. The key person
approach means that we already have a rapport with our families so
we will notice any changes in their behaviour, demeanour and
persona lity.
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1 Work in partnership with our Local Safeguarding Arrangements Team
for guidance and support.

1 Build up an effective engagement with parents/carers and families.

1 Assist and advise families who raise concerns with us, to get them
the right support mechan  isms.

T Ensur e t hat our designed safeguarding (
prevent awareness training so that they can offer advice and support
to other staff members.

1 Ensure resources in the nursery are age appropriate for the children
in our care and that the staff have the confidence and knowledge to
use the resources effectively.

Staff Responsibilities
All of our staff members must be able to identify children who may be

vulnerable to radicalisation . There is no single way of identifying an
individual who s likely to be susceptible to a terrorist ideology, but staff
should be alert to changes in childrends b

young children, which could indicate they may be in need of help or
protection.

These behaviours may be evident during c ircle time, role  -play activities and
quiet times. The best time for children to make disclosures is a time when
they are closest to their key person.

Any people from any walk of life can be drawn into radicalisation it is not
necessarily connected to thei r religion or ethnicity. Terrorism is not
promoted by any religion or ethnicity.

Staff mu s t have regard for the O6Prevent Dut
Wal es 201560.

This policy does not require childcare providers to carry out unnecessary
intrusions into f amily life but we are required to take action when we
observe behaviour which causes concern.

Risk Assessments
The entire nursery staff, particularly the staff that work directly with the

children are expected to assess the risk of children being drawn in to
terrorism, including support for extremist ideas that are part of terrorist
ideology.
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This means being able to demonstrate both a general understanding of the
risks affecting children and young people in the area and a specific
understanding of how to identify individual children who may be at risk of
radicalisation and how to support them.

Staff should use their professional judgement in identifying children who
may be at risk of radicalisation and act proportionately, which may include
making a refer ral to the Channel Program.

Fundamental British Values

The best way of helping children resist extremist views or challenge views

is to teach them to think critically and become independent learners, which

is fundamental to the Characteristics of Effecti ve Learning and Teaching
embedded in the EYFS.

We will support our children through the EYFS by providing playful learning
opportunities to help them develop positive, diverse and communal
identities, as well as their well -being, empathy and emotional lit eracy all
the while continuing to take action to eradicate inequalities, bullying,
discrimination, exclusion, aggression and violence; all of which fosters and
secur es c hi lsddakebenasourg responsible citizenship and real
sense of belonging.

The Fundamental British Values of democracy, rule of law, individual liberty,
mutual respect and tolerance for those with different faiths and beliefs are
already implicitly embedded in the 2014 Early Years Foundation Stage.

Here are some examples based on the statutory guidance to demonstrate
these values in practice that will hopefully be useful to you:

Democracy: making decisions together
As part of the focus on self  -confidence and self - awareness as cited in
Personal, Social and Emotional Development;

1 Staff can support the decisions that children make and provide
activities that involve turn -taking, sharing and collaboration.
Children should be given opportunities to develop enquiring minds
in an atmosphere where questions are valued.

1 Managers and staf f can encourage children to see their role in the
bigger picture, encouraging children to know that their views count,
value each otheroés views and opinions an
For example, children sharing views on what the theme of their role -
play area could be with a show of hands.
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Rule of Law: understanding rules matter as cited in Personal, Social and

Emotional development
As part of the focus on managing feelings and behaviour:

T Staff can ensure children under sdviaund t hei
and its consequences, and learn to distinguish between right and
wrong.

1 Staff can collaborate with children to create the rules and the codes
of behaviour, for example, to agree the rules about tidying up and
ensure that all children understand tha t rules apply to everyone.

Individual Liberty: freedom for all

As part of the focus on self -confidence & self - awareness and people
&communities as cited in Personal, Social and Emotional Development and
Understanding the World:

1 Children should develop a positive sense of themselves. Staff can

provide opportunities for children to develop their self -knowledge,
self-esteem and increase their confidence in their own abilities, for
example through allowing children to take risks on a n obstacle

course, mixing colours, talking about their experiences and learning.

i Staff should encourage a range of experiences that allow children to
explore the language of feelings and responsibility, reflect on their
differences and understand that we are free to have different
opinions; for example in a small group discuss what they feel about
transferring into reception class.

Mutual Respect and Tolerance: treat others as you want to be treated

As part of the focus on people & communities, managing f eelings &
behaviour and making relationships as cited in Personal, Social and
Emotional development and Understanding the World:

1 Managers and leaders should create an ethos of inclusivity and
tolerance where views, faiths, cultures and races are valued and
children are engaged with the wider community.

1 Children should acquire a tolerance and appreciation of and respect
for their own and other cultures; know about similarities and
differences between themselves and others and among families,
faiths, communit ies, cultures and traditions and share and discuss
practices, celebrations and experiences.

9 Staff should encourage and explain the importance of tolerant
behaviours such as sharing and respecting
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i Staff should promote diverse attitudes and challenge stereotypes; for
example, sharing stories that reflect and value the diversity of
childrends experiences and providing res

challenge gender, cultural and racial stereotyping.

A minimal approach, for example, having noti ces on the walls or multi
books on the shelf will fall short

What is not acceptable is:
1 Actively promoting intolerance of other faiths, cultures and races

1 Failing to challenge gender stereotypes and routinely segregating
girls and boys

1 Isolating children from their wider community

1 Failing to challenge behaviours (whether staff, children or parents)
that are not in line with the Fundamental British Values of democracy,

-faith
6activel

rule of law, individual liberty, mutual respect and tolerance for those

with different faiths and beliefs.

What to do if you suspect that children are at risk of radicalisation?
Follow the normal Safeguarding Procedures including discussing with the

nursery Designated Safeguarding  Co-ordinator , and where de emed

necessary, with childrends soci al
authority will have a prevent lead who can also provide support.

car e. I n

The Designated Safeguarding Co-ordinator can also contact the local police
force or call 101 (the non -emergenc y number); they will then talk in

confidence about the concerns and help them access support and advice.

The Department for Education has dedicated a telephone helpline (020
7340 7264) to enable staff to raise concerns relating to extremism directly.
Concerns can also be raised by email

to

counter.extremism@education.gsi.gov.uk . Please note that the helpline is

not meant for use in emergency situations, such as a child being at
immediate risk of  harm or a security incident, in which case the normal
emergency procedures should be followed.

Radicalism
Radicalisation refers to the process by which a person comes to support
terrorism and forms of extremism.

Protecting children from the risk of rad icalisation is seen as part of
Beckermet Nursery 6 s wi der safeguarding duties and
protecting children from other forms of harm and abuse. During the process
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of radicalisation it is possible to intervene to prevent vulnerable people
bein g radicalised.

There is no single way of identifying an individual who is likely to be
susceptible to an extremist ideology. It can happen in many different ways

and settings. Specific background factors may contribute to vulnerability

which are often com  bined with specific influences such as family, friends or
online and with specific needs for which an extremist or terrorist group may

appear to provide an answer. The internet and the use of social media in
particular has become a major factor in the radi calisation of young people.

Extremism

Extremism is vocal or active opposition to Fundamental British Values,
including democracy, the rule of law, individual liberty and mutual respect

and tolerance of different faiths and beliefs. We also include in our definition
of extremism; calls for the death of members of our armed forces, whether

in this country or overseas.

Channel
Channel is a programme which focuses on providing support at an early
stage to people who are identified as being vulnerable to being drawn into

terrorism. It provides a mechanism for schools to make referrals if they are

concerned that an individual might be vulnerable to radicalisation. An
individual 6s engagement with the programme
stages.

Local authoritie s have a duty to ensure Channel panels are in place. The
panel must be chaired by the local authority and include the police for the

relevant local authority area. Following a referral the panel will assess the

extent to which identified individuals are vu Inerable to being drawn into
terrorism and, where consid ered appropriate and necessary , consent is
obtained and arrangements are made for support to be provided to those
individuals. Channel is available at:

https://www.gov.uk/government/publications/channel -guidance
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Alcohol & Drugs:

Alcohol

The bringing of alcohol onto the premises, without the prior written
permission of the  Trustee , is strictly forbidden. We would ask that if you
have purchased alcohol, maybe at the supermarket, you leave it in your

car, or, give it to someone for safe keeping prior to entering the premises.

Ifit is not possible, please inform the BeckemetNursery manager or deputy
on arrival that you have alcohol and they will make arrangements for its

safe keeping until you depatrt.

The consumption of alcohol is not permitted in the nursery premises or on

the area surrounding the nursery building. The management ha s the right
to offer alcohol at certain social functions providing that an appropriate

license is sought beforehand.

Anyone found to be under the influence of alcohol within the nursery will
be asked to leave the nursery immediately. This will only be don e if deemed
safe to do so. If it unsafe to do so the police will be contacted for assistance.

If they are a member of staff, the nursery will investigate the matter and
will initiate the disciplinary process as a result of which action may be taken,
inclu ding dismissal.

If they are a parent , the nursery will judge if the parent is suitable to care

for the chil d. The nursery may call t he
registration form to collect them. If a child is thought to be at risk the

nursery will fo  llow the safeguarding children/child protection procedure and

the police/childrenés social services may
nursery in a car under the influence of alcohol the police will be contacted.
All incidents of this manner will be r ecorded and monitored and dealt with

on an individual family basis.

Drugs

Providing that medication is prescribed, or has been obtained over the
counter from the pharmacy or similar establishment, in a sealed package

or container and the medication is retained on your person, or in a handbag

or similar whilst you are visiting Beckermet Nursery  purely to pick up or
drop off a child, then we would all accept that the risks involved are low

and acceptable. However, on all other occasions, where you are staying on

the premises for any period of time, then you must inform the Beckemet
Nursery manager or deputy of the drugs you are carrying. You can then
jointly agree any precautionary measures that need to be taken to ensure
the safety of the children. Should you be taking medication which you are
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aware could have an adverse effect the n you must inform the manager on
arrival.
It is strictly forbidden to bring non T prescription drugs onto the premises.

The use of illicit drugs and solvents is not permitted on the premises or in
the area surrounding the building.

Any drugs found in the nursery will be stored in the office and the police
will be informed. Any drug taking paraphernalia will be collected using a

dust pan and brush which is swept away from the body and transferred into

a metal or thick plastic container. The person doing the removal must wear
heavy duty gloves and keep at arms length at all times. The local council

will then be contacted where a collection time will be arranged.

Every parent/carer who arrives at the nursery is visually vetted by staff
members to check they ar e suitable to collect the child. If a member of staff

has concerns about the parent/carers ability to care for the child i.e . ifthey
are heavily under the influence of alcohol, drugs or both ; the ir concerns will
be raised with the duty manager before the child leaves the building. Where
safe to do so this issue will be raised with the parent/carer and an
alternative adult wil!|l bseregistratiorgform to tome m

and collect the child. In the event of a parent/carer becoming aggressive
we w ill follow our zero tolerance policy and contact the police for support.

All incidents of this manner will be recorded and monitored and dealt with
on an individual family basis.

In the event of a staff member arriving at the nursery under the influence
of illegal drugs , they will be sent home immediately and we will follow the
procedures set out in the disciplin ary policy outlined in  the Employee
Handbook which may result in dismissal . If they are prescribed medication
that may affect their ability to ca re for the children or to carry out their role
effectively then they are expected to inform the manager to discuss this

and be risk assessed.
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CCTV Palicy

Beckermet Nursery is securely monitored by a CCTV surveillance system.
The nurse ry managers are responsible for the operation of the system for
ensuring compliance with this policy.

Purpose of CCTV:

CCTV has been installed to assist in ensuring a safe and secure environment

for the benefit of children in our care, staff, parents/care rs and visitors.
These purposes will be achieved by monitoring the system to:

1 Ensure high standards of care are maintained
1 Assist in the overall security of individuals, premises and equipment

1 Act as an effective deterrent against criminal activity, such as
vandalism

1 Facilitate the identification of any incident which may necessitate
disciplinary action being taken against a staff member and assist in
providing evidence to the nursery manager

1 Increase learning opportunities for staff

CCTV System

Camer as are located internally and externally at strategic points,
essentially:  Front door, sides of building, rear of building, front entrance,
cloakroom, internal cloakroom, main area, baby room

These do not cover nappy changing areas or bathrooms.

The plan ning and placement of CCTV cameras has sought to ensure that
the system will give maximum effectiveness and efficiency for its registered
purposes, but it is not possible to guarantee that the system will cover or
detect every single incident taking place in the areas of coverage.

Digital recordings will be kept for a maximum of 7 days, unless specific
incidents have been recorded subject to further investigation. Sighage
stating the use of CCTV, as required by the Code of Practice of the
Information Commi  ssioner has been placed at all access points.

The nursery will comply with the terms of the General Data Protection
Regulation 2018 and any subsequent legislation to ensure that the data is
treated in a manner that is fair and lawful.

The system operates  on digital recording technology and consists of both
fixed mount and directional day cameras.
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The system is operated by the managers and senior staff.

Images may only be viewed by the nursery manager and the committee
chairperson, except where it is necessary for a member of staff to view it
during disciplinary proceedings

Images may be disclosed to law enforcement agencies where a crime needs

to be investigated. Details of such disclosure will be noted by the member

of the Leadership team allowing the disclosure. Once an image has been
disclosed to the law enforcement agenc y, they become the data controller
for their copy of that image and it is their responsibility to comply with the
General Data Protection Regulation 2018 in relation to any further
disclosures.

Images will not be disclosed to the media or for internet pur poses.
Images will not be disclosed to individuals.

The equipment will be maintained annually to a standard as recommended
by the original equipment supplier.
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Mobile Phones, Cameras . Computers & Social Media Policy:

Mobile Phones

We b elieve our staff should be completely attentive during their hours of
working, to ensure all children in the nursery receive good quality care and
education. This is why mobile phones and smart devices such as
Smartwatches and FitBits are not to be used du ring work hours.

To protect and safeguard the children and all staff in their professional role,

mobile phones and other similar equipment are to be locked in the office
on arrivalto nursery . Mobile phones can be collected at lunch time and then
returned after. They must only be used in areas away from the children on
designated lunch breaks.

It is the responsibility of the staff member to safeguard themselves by

ensuring their mobile phone(s) is locked away in t he office throughout the
day . Management w ill not accept any liability if a safeguarding issue is

raised regarding any use of a mobile phone. Random checks on mobile
phones will be carried out to ensure this policy is being adhered to. Any
staff member known or seen to be using a mobile phone will be disciplined.

Parents and visitors are asked to either to turn their mobile phones off or
not use them while in the nursery, collecting or dropping off children

During outings, staff will use mobile phones belonging to the nursery
wherever p ossible. Photographs must not be taken of the children on any
phones, either personal or nursery owned

|l f staff need to contact a childbds parent or
outing, they will phone the nursery that will make the necessary

arrangements.

Cameras

To ensure the safety and welf  are of children in our care we operate a digital
camera usage policy which stipulates that digital cameras cannot be used

when in the presence of children, on the premises or when on outings with
the exception of the named persons. Our named persons are the Nursery
Manager and the Senior Nursery Nurse

The vast majority of people who take or view photographs or videos of

children do so for entirely innocent, understandable and acceptable
reasons. Sadly, some people abuse children through taking or using
images, so we must ensure that we have some safeguards in place. To

protect children we will:
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1 Only take photos for use within  Beckermet Nursery  for displays and
c hi |l dr e nidgjoulnasaanchwe have prior written consent from
parents to do this. We will not use the photographs for any other reason,
such as newspaper articles, website or other advertising materials,

without seeking further consent. Consent is obtained when each child is

registered and we update it on a regular basis to ensure that this

permission still stands. If a parent is not happy about one or more of

these uses we will respect their wishes and find alternative ways of

recording their chiggdds play or | earnin
T Use only the childds fiaoxst name with an i m
T Ensure that children are appropriately dressed . Under no circumstances

will the cameras be allowed into the bathroom areas.

T We ensure that parents understand that where their child is also on

anotherchild 6 s photograph, but not as the primar
used in another childdéds | earning journey.
T Only take photos of children on the Beckermet Nursery camera whichis

stored in the office ; should its use be required then permission will be
sought from the  manager and will be signed out when in use. Cameras
will be checked upon return to ensure it has been used appropriately.

T Ensure that if photographs or videos of children are to be taken in the
setting, t he setting6s own e Ynderphde n t Wi
circumstances does anyone have the right to take photos of children on
their personal mobile phones or cameras

1 Ensure parents and carers are not permitted to take photographs of the
childr en in the setting unless prior consent has been obtained by the
manager for example for a special event, such as a parties and shows.

1 Gain individual permission for each child before events such as
Christmas or leaving parties in order to produce group pho tographs to
distribute to parents on request . This will ensure that all photographs

taken are in line with parental choice. We ask that photos of events such

as Christmas parties are not posted on any social media websites/areas
without permission from par ents of all the children included in the
picture.

1 Ensure all cameras used are open to scrutiny.

T Not email images taken on the settingds canmn
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1 Download all photos/videos on to the Beckermet Nursery  hardware and
delete them after they are no longer required so it complies with General
Data Protection Regulation 2018 guidelines. Anyone wishing to view

these will again have to seek permission.

Computers & Social Media Policy:

The expansion of social me  dia on the in ternet has transformed the ways in
which we interact with each other and represent ourselves in fundamental
ways.

However, it is important that employees are aware of the association with

Beckermet Nursery inonline social networks. Employees should ensure that

their entire online content is consistent with nursery policies and

procedures and how you would wish to be perceived in your work

environment. It is important that employees do not discuss their place of

work, work colleagues, managers , children or the chil dr
carers.

If employees are asked to write, comment on, or respond to any content

on the behalf of Beckermet Nursery the employee should obtain written
permission from their manager, clearly stating the business justifica tion for
this approach.

Any form of personalised social media that is found to reveal confidential
business information, attacks or abuse s colleagues , constitutes a conflict of
interest, or brings the nursery into disrepute will be investigated and the
responsible employee may be subject to disciplinary action, up to and
including dismissal.

Acceptable Internet Policy

Use of the internet and email by identified employees of Beckermet Nursery
is permitted and encouraged for business purposes and supporting the

goals and objectives of the company.

The purpose of this policy is to outline the responsibilities of team members

when using the internet or email. They must ensure that they:

1 Comply with current legislation;
1 Use the internet and email in an acceptable way;

1 Do not create unnecessary risk to the company by their misuse of the
internet.

The company does not allow access to social networking sites from its
computers at any time. The com pany respects a team member
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private life. However, the company must also ensure that confidentiality

and its reputation are protected as well as ensuring other team members

are not exposed to any form of discrimination or bullying; it therefor e
requires team members using social networking sites (outside of working

hours) to:

o Refrain from identifying themselves as working for the company;

o Ensure that they do not conduct themselves in a way that is
detrimental to the company and take care not t o allow their
interaction of these websites to damage working relationships
between team members or parents/carers;

0 Be aware that they could be subject to disciplinary action if it is
felt by the company that behaviour displayed on social networking
websi tes could form claims of discrimination or bullying or bring
the company into disrepute.

The following is considered unacceptable use or behaviour by employees:

0 Visiting internet sites that contain obscene, hateful, pornographic
or otherwise illegal materi al;

o Distributing or storing images, text or materials that might be
considered indecent, pornographic, obscene or illegal ;

0 Using the internet to send offensive or harassing material to other
users ;

0 Broadcasting unsolicited personal views on social, political,
religious or other non  -business related matters

o Downloading commercial software or any copyrighted materials
belonging to third parties, unless this download is covered or
permitted under a commercial agreement or other such license ;

0 Using a computer to commit any form of fraud or software, file or
music piracy ;

0 Publishing defamatory and/or knowingly false material about
Beckermet Nursery , your colleagues and/or our customers on
social networking sites, Oblogsodo;and an:

0 Undertaking deliberate activities that waste staff effort or
resources ;

0 Use of company communications systems to set up personal
businesses or send chain letters ;
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o Inviting parents/carers or students to contact them via social
media at anytime

Becker met Nursery accepts that the use of the internet and email is a
valuable business tool. However, misuse of this facility can have a negative
impact on employee productivity and the reputation of the businesses

The company énernaet relatedmesour  ces are provided for business
purposes. The company maintains the right to monitor the volume of
internet and network use together with the internet sites visited. The
specific content of any internet sites visited will not be monitored unless

there is a s uspicion of improper use.

Any unacceptable use of the internet or email could result in disciplinary
action.

Safety procedures
1 Manager or Deputy to act as administrator on all computers within
the setting ;

1 One laptop used by tea m members for internal u se only - team
members individual account with password access ;

1 Main office computer individual accounts with pa ssword access - only
team leaders access to internet and email ;

9 Clerical support access to individ ual account and personal email -
monitored a ccess;

1 SENCO laptop for external use w ith time limit controls applied - no
access to internet without verbal permission of team leader under
internal direction ;

1 All computers will be checked each term (history check applied) to
ensure the team is following the required policies and procedures

We promote the safety and welfare of all staff and children and therefore

ask parents and visitors not to post publically or privately information about

any child on social media sites such as Facebook and Tw itter. We ask all
parents and visitors to follow this policy to ensure that information about
children, images and information do not fall into the wrong hands.

Parents/visitors are invited to share any concerns regarding inappropriate
use of social media  through the official procedures
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E- Safety for Children Policy:

Beckermet Nursery is committed to keeping children safe at nursery. This
includes during internet based activities. The internet is now regarded as

an essential resourcetos  upport teaching and learning. Computer skills are
vital to accessing life  -long learning and employment.

It is important for children to learn from an early age to be safe when using

the internet and the nursery can play a vital part in starting this proce SS.
In line with other nursery policies that protect children from other dangers,

there is also a requirement to provide children with as safe an internet
environment as possible and a need to begin to teach them to be aware of

and respond responsibly top  ossible risks.

The following steps will be taken to ensure that children remain safe when
using the internet at nursery:

T Activities will be carefully planned and
and understanding and will only be for educational purposes.
1 When planning the internet activities, the planned websites content will

be thoroughly checked and its suitability as sessed.
T Staff will supervise childrends internet
using the websites that are part of the planned activity.
91 Appropriate filters and pop  -up blockers will be in place to reduce the risk
of children accessing websites that contain inappropriate information or
materials.

1 Children are taught to know to ask for help if they do come across any
material that they are uncomfortable with or that is not part of their
planned activity.
1 If any unsuitable sites have been accessed by children this must be
reported to management responsible for applying filters so that they can
review the filters that are in place.
1 Children will not have access to emails or social media.
1 We make parents/carers aware of our policy in relation to E -safety and

t e

U S

ask that they share with wus their own rul

internet usage at home and how they monitor this. If they have any
concerns regarding internet usage in the nursery they should follow the
complaints procedure.

Date Issued: August 2018 © Emplaw Solutions 2018






Q”deiz"@f
Beckermet Nursery Yursest

Lost Child Procedure:

Losing a child from the nursery should never happen. Preventative
measures within the  nursery will include:

1 Key workers of new children always take extra care to be aware of their
whereabouts. Parents /carers are a dvised of our security procedures and
will be given every opportunity to discuss any concerns, particularly if
their child has an adventurous nature or a tendency.Alstaffé wander
would then be made aware of this.

1 Staff are required to register the c hil dbés arrival Hkveryd depar
member of staff has a responsibility to be aware of how many children
are present and head counts take pl ace regularly during the sessions.
Children are always counted before going out to play and again when
they come ba ck indoors, goingt o the toilet to wash hands etc. At least
one member of staff will always double check that no child has been left
behind outdoors or in the toilets.

1 DoorHandles are above the average childds height.

T All visitors to the  nursery must si gn in and wear identification. Delivery
people should carry formal identification. If the person needs access to
the building they would be supervised.

1 Parents /carers should close all the doors and gates behind them and
should not hold doors open within t he nursery that could allow children
to leave an area without the knowledge of the staff. When parents/carers
are collecting children they should discou
out of the area they are in.

Should a child go missing there are procedures in place detailing actions to
be undertaken and all staff are fully aware of these procedures.

Our missing child procedure is as follows:

1 The manager or most senior member of staff present arranges for the
other children to be suitably supervised. They will also take an
immediate roll call of all children.

1 The manager will direct team members to search specific room and play
areas, then the rest of the nursery. Once searched and checked they will
reportbackt otheco -ordinating manager.  The search would be thorough
and entail looking in places like cupboards, including areas which the
children do not have normal acces s such as the staff room.
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1 Enquiries are made of any other adults in the vicinity of the settin g, and
they will also be asked to assist in the search

Should the child be found hiding then they are spoken to in a calm manner

and have it explained that what has happened is not acceptable. The

parents of the child must be informed of the incident at the end of the day
and a note made in the incident book.

Should a child not be found in the search, then the manager will:

1 Prepare a full description of the child , including details of
events and what action has already been taken

1 Callthe police. They have resources to conduct a swift search of the area
as speed is now important. The L ocal Safeguarding Arrangements Team,
including Ofsted , will be informed also and will investigate.

1 Inform the parents/carers , explaining that the child may be attempting
to go home.
T Staff will not make any comment s to the media.

T Once resolved , an internal investigation will take place and immediate

measures put i n place t o thappenagan .t doesndod
T In the unlikely event that the child is not found , the nursery will follow
local authority and police procedur es.

Should a child go missing while on an outing the same procedure will be
followed but varied in the following ways:

1 The organiser and all staff present will be informed. Some staff will start
an immediate , thorough search of the area, ensuring that all other
children remain supervised, calm and supported throughout L f

appropriate, on -site security will be informed and a description given

1 The designated person in charge will immediately infor m the nursery
who will contact the childés parents. | f th
all contact details will be taken on the trip by the person in charge . The

police will also be informed.

T The designated person i n c Wwikhenguee thatthetehe mana
are adequate staff to care for the other children and get them back safe,
a member of staff to meet the police and someone to continue the
search.
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Suffocation Policy and Procedure:

At Beckermet Nursery , we carry out assessmen ts in order to minimise the
risk of suffocation. Daily checks are carried out to ensure there is nothing
for babies/children to suffocate on such as:

1 Mattresses are safe ;

1 There are no plastic bags accessible to children ;

1 There are no pillows, teddies or other toys in cots  ;
1 Children are checked regularly when sleeping ;

1 Smoke detectors are checked regularly to reduce the risk of smoke

suffocation .
In the event of a baby/child suffocating whilst at the nursery , staff would
remove the obstruction. If the chil d is conscious and breathing, we will

contact the parent immediately to come and collect the child. However, if
the child is unconscious but breathing normally, we would put in the
recovery position and telephone for an ambulance then contact the parents
and askthemtomeet  nursery staff atthe hospital. If breathing has stopped
or is difficult, resuscitation would be given until the child begins to breathe
normally or the ambulance arrives.

Most staff are trained in first aid and health and safety and are urged to be
vigilant in recognising the risks of suffocation.
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Cover Staff/Student/Volunteer Policy:

This nursery recognises that qualifications and training make an important
contribution to the quality of the care and education provided by nursery
settings. As part of our commitment to quality, we offer placements to

students undertaking early years' qualifications and training, for example
those studying for the CACHE level 2 /3 Certificate in Pre -school Practice,
CACHE level 3 Diploma in Pre  -school Practice, and Play work Level 1 & 2,

or any other relevant school, college or university course.

We also recognise th e importance of encouraging individuals to gain

experience i n narseryhin b dotusteerdrele. This can help to
encourage individuals back into work and/or training and provide the
nursery with a wealth of experience from different cultures and pr ofessions.

T We require students to meet the 'suitable person' requirements of
Ofsted.

T We require schools placing students under the age of 17 years to vouch
for their good character

T We require written evidence from schools, colleges and universities to
confirm that the student has a valid DBS check and any other checks
that have been undertaken before the placement begins. We expect
them to be open and share any information that is appropriate and
relevant in assessing the st dhdkkldrdns 6 sui t abi

T We supervise students under the age of 17 years at all times and do not
allow them to have unsupervised access to children.

T Students who are placed in our nursery on a short -term basis are not
counted in our staffing ratios. Students who are p laced for longer periods
- for example, a year - may be counted in our staffing ratios and be

allowed unsupervised access to children provided we consider them to
be competent, are 18 years of age or over and have a valid DBS check
which was obtained by us

T  We take out employers' liability insurance and public liability insurance
which covers both trainees and voluntary helpers.

1 We require students to keep strictly to our confidentiality policy.

1 Before commencing a placement, s tudents and volunteers are req uired
to complete a written agreement outlining working hours, length of
placement and contact details.
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1 We provide a student handbook which outlines the dress code, expected
behaviour etc.

1 Students and volunteers are encouraged to discuss their needs, wha t
they intend to gain from the placement and what support they will
require to achieve what is expected.

1 A thorough induction process is completed before the placement begins
which will include information regarding our policies and procedures,
emergency evacuation procedures etc. This is signed by both the
student/volunteer a  nd the member of staff conducti ng the induction.

1 Regular supervisions will be organised depending on the level of
gualification being undertaken and the level of supervision needed. Itis
expected that students take responsibility of their own learning and ask
for help if necessary.

1 Attendance and conduct is monitored on a weekly basis and where there
is a problem, contact will be made with the training provider if
necessary.

T We make the needs of the children paramount by not admitting students
and volunteers in numbers, which hinder the essential work of the
nursery .

T Room supervisors will assess when a student/volunteer is ready to
undertake specific duties i.e . leading an activity. T his will be dependent
on the level of experience and once the student/volunteer has fully
settled into the nursery routine and knows the children and their
capabilities well.

Where possible we wild.l endeavour to assist
studies. Ho wever before they begin any studies involving children , they

should seek permission from management and all correspondence intended

for parents should be authorised before being distributed. Any work by the

students may be viewed at any time by management and should they deem

necessary copies may be retained. No photographs are to be taken without

prior consent. Detailsregarding nursery routine must not be quoted without

discussion with management or senior staff.

Any problems or difficulties arising regar ding a student placement must be
brought to the attention of nursery management immediately.
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Visitors Policy:

All visitors must sign the v i s i tbook 6om arrival to acknowledge they
accept the rules for visitors posted in the book. A copy of rules for visitors
can be found in the appendix . All visitors must also sign the book on their
departure.

On arrival at the  nursery the person meeting the visitor will point out that
in case of fire the visitor must leave the building by the nearest exit and
proceed to the fire assembly point and remain there until staff have
recorded that they are out of the building.

A member of staff must accompany visitors in the nursery atall times whilst

in the building. The manager must ensure that all contra ctors accessing the
nursery , whilst children are present , are not left alone in any area that
children may use. Contractors do not have to be DBS checked ; therefore it
is our policy that work is carried out when children are not on the premises ,
where poss ible.

Security
Staff will check the identity of any visitors they do not recognise before

allowing them into the nursery . Visitorstothe  nursery must be recorded in
the vi s i tbaok énsl accompanied by a member of staff at all times whilst
in the building.

All external doors and gates must be kept locked at all times. All internal
doors and gates must be kept closed to ensure children are not able to
wander.
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Staff Allocation Policy:

Beckermet Nursery  employs a high adult to child ratio, which complies with
EYFS Welfare Requirements  ratios, which is essential to the provision of
good quality care.

There is always a minimum of:

1  One member of staff to every two childr en under the age of two. We
reserve the right to use the statutory minimum 1:3 adult to child ratio
under certain circumstances)

T One member of staff to every four children aged two
1 One member of staff to every eight children aged 3 and over

A minim um of two employees/adults are on duty at any one time and will
never be below the ratios as set out above.

We have a number of staff who take on extra responsibilities within the
nursery to ensure that we continue to deliver high quality services to the
families using the  nursery .

Staff holding EYE qualifications must also hold a level 2 qualification in
English and Maths to be counted in level 3 ratios.

Regular staff meetings provide opportunities for staff to undertake
curriculum and other planning. Meetings will be held at regular intervals to
produce short and medium play plans for that particular period, and themes

and topics covering the early learning goals will be utilised within the play
plans produced. Long -term goals will be covered within all the activities
undertaken by the children attending the setting.

Regular room supervisor/  nursery manager and inter -room staff meetings
will be held to deal with matters arising from planned curricula activities,

and/or other matters concerning the children , parents, carers and staff
within the setting.
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Babysitting Policy:

This policy has been implemented to provide clarification of some points
regarding private babysitting arrangements between staff at  Beckermet
Nursery and parents/carers.

No member of staff will be allowed to enter into private babysitting
arrangements with any parent/carer/child of the nursery.

This is to safeguard the member of staff from any allegations that could be
made.
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Slips, _Trips and Falls Prevention Policy

Slips and trips resulting in falls are one of the most common causes of
major injuries in the workplace. They are not inevitable, and their likelihood
can be reduced, with associated risks mitigated, through effective
ho usekeeping, suitable footwear and correct selection of flooring.

The purpose of this  policy is to enable  Beckermet Nursery to ensure that it
provides a safe working environment, free from slip and trip hazards as far

as reasonably practicable by ensuring ,  where necessary, that the
appropriate risk assessments and risk reduction methods are in place.

The aim of this policy is to ensure that workplaces are kept free from
obstructions and where spills occur they are managed to minimise the risks
to all those in the vicinity.

Manager
The manager is responsible for ensuring that all employees within their area

of control are aware of the potential hazards and the safe systems of work
in place to prevent slips and trips. The manag er is to make sure all staff
have read all of the nursery policy and procedures.

They will also u ndertake investigations on accidents and near miss

incidents; implementing and monitoring the effectiveness of measures put

in place to prevent reoccurrence. The manager should ensure that all

employees arefami | i ar with the nurseryébés dadusekee
their duties and responsibilities in relation to slips and trips . The manager

should also monitor standards , ensure adherence and p rovide support to

ensure that slip/trip hazards are effectively dealt with in a reas such as

internal corridors  /stairs etc

Employees
All employees are accountable to their manager, to assist with making the

nursery a safe and healthy place in which to work by ensuring:

1 Adherence to measures set out in Beckermet Nursery 6 %olicies and
procedures which describe measures put in place to prevent accidents
and ill health to themselves and others ;

1 Anyslipandtrip hazard s that they are aware of are reported to their
manager as a minimum requirement ;

1 They appropriately clear up any spillages that they are witnesses to :
or come across, or ensure that the area is made as safe as possible ;
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1 They do not carry drinks around work areas if they are likely to create

a hazard ;
1 They report incidents appropriately ;
1 They wear suitable footwear for the task they are carrying out ;

1 Nursery external pathways are suitably treated during adverse
weather conditions (e.g. snow and ice) in order to reduce the risk of
slips and trips.

Nursery Manager

Ensure :
1 Assessmentsof al | i nt e+qdreasli ghradred/ publ i cdé fl oor
undertaken with respect to their condition and potential for slip/trip
incidents ;

1 Thereis an effective , planned , preventative maintenance programme
for the nursery outdoor pathways to reduce slips a nd trips ;

1 There is a suitable provision of appropriate lighting in general areas,
to reduce the risk of individuals misjudging floorings or not seeing
contaminants ;

1 Appropriate handrails are fitted particularly on slopes and stairs

Risk Assessments

It is the responsibility of the manager to ensure that all slips and trips

hazards are risk assessed, documented with identified controls

implemented in the required time frame to mitigate or reduce the risk to

an 6acceptable I evel 6. PRemrvewalamuwlyerafernt s s hou
an incident to identify if further controls can be implemented to eliminate

or mitigate the risk.

Cleaning Advice

Use the right amount of the right cleaning products. When mo pping use a
well wrung mop so the floor is not left overly wet. Wet floor signs must be

used for communal areas such as reception and the corridor should be
cleaned after opening hours with no parents or children in the building to

reduce the risk of slips  and trips. If there has been a spillage at dinner time

for example, remove the spillage, clean the area and you must block that

area off until safe. Wet floor signs should still be used.

Obstacles
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Ensure there is a suitable walk way through the workplace . Keep it clear,
with no trailing wires and no obstructions , for example shoes and coats on
the floor. I n the childrends rooms make sure

suitably stored.

Footwear

Footwear must be practical, safe and sensible with a rubber non -slip heel
and rubber non -slip sole. They must be closed over the foot and must be

in a cl ean condition. As an exception b aby room staff can wear a soft shoe
(only in the baby room) which must be removed when exiting this room

and replaced with non -slip shoes before proce eding elsewhere in the
building. We request that all staff members check their own footwear to
make sure they are non  -slip and have reasonable grip, on a weekly basis

to make sure they are adequate. It is not permissible to wear flip fl ops,
high heels etc.
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Health and Safety Policy:

Beckermet Nursery

cxer,
o e

Vurges\

believes that the health and safety of children and
nursery practitioners is a matter of paramount importance.
Nursery has developed procedures and sa
health and safety is maintained, promoted and the spread of infection

Beckermet
fe practices to

is

prevented . Nursery practitioners are committed to providing a safe, healthy
environment where children can learn and develop. Practitioners work
closely with parents and health care professionals to ensure all children

access nursery facilities safely.

Procedure:
In order to ensure the

on a daily basis.

nursery maintains a high standard of health and
safety , the nursery has several policies and procedures that are foll
The following table outlines the Health and Safety

owed

responsibilities and who is responsible for their implementation.

ensur e

Responsibility

Person(s) responsible

Overall responsibility

Management Committee

Fire Safety and Regulations

Patricia Gallagher

Re-stocking First Aid Equipment

Rebecca Walker

Registering Childrené

Susan Cremins and Nina Glaister

Registering Group Attendance

Patricia Gallagher

Monitoring staff, student and visitor
attendance

Patricia Gallagher,Susan Cremins &
Nina Glaister

Dealing with emergency situations

Manager or Deputy

Ensuring Practitioners have relevant up
to date training i.e. 1 ' Aid and Food
Handling qualifications

Patricia Gallagher

Reporting to OFSTED

Patricia Gallagher

Manual Handling and Lifting

Patricia Gallagher

First Aiders at Work:
Patricia Gallagher

Paediatric First Aiders:

Date Issued: August 2018
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Susan Cremins
Nina Glaister
Nicola Park
Bobbie Crane
Rebecca Walker

From 1St September 2016 it is a requirement that newly qualified Early
Years staff (with full or relevant 2 or level 3 childcare qualifications) must
also hold a current Paediatric First Aid (PFA) or emergency PFA certificate
in order to be included in the ratios in our setting.

Chil dcare providers wil|l be al |l gevieddto a t hr e
complete PFA training after starting work with Beckermet Nursery.

Raising Awareness of Health and Safety to Staff, Children, Parents, Carers
and Other Users of the Setting

On commencing employment all staff are expected to read and become
familiar with this policy. Where amendments have been made a copy of the
policy will be circulated for all staff to read.

Staff training records are regularly reviewed and training needs identified
at the beginning of each term. Copies of certificates are located outside
each room.

Signs are used throughout the nursery to ensure parents and carers are
kept informed of the relevant health and safety issues

Health and Safety is incorporated into childrends everyday
Children are encouraged to look after themselves, their peers and their
environment. Rele vant topics are discussed at an age appropriate level.

It is the responsibility of all practitioners to inform parents and c arer s of
the health and safety regulations which affect their visit to the nursery .

Insurance

Beckermet Nursery is insured against liability for public liability, personal
injury and/or disease sustained by its employees arising out of their
employment . Acopy of the certificate of insurance is displayed on the notice

board.

Supervision of children

Nursery practitioners ensure all child ren are supervised at all times; this
includes children sleeping on mats in quiet areas. Child ren in cots/ prams
must be checked every 10 minutes. Babies/children  are never left
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unattended during nappy changing times . Older children may take
themselves to the pre -school bathroom once they are able to do so

independently thereby preparing them for the transition to school. However

a practitioner must be aware of the chil dés
main playroom at all times in readiness to assist the child if necessary.

Children are supervised at all times when eating; toddlers and babies are
monitored closely and babies never left alone with a bottle. Babies are
always bottle fed by a member of staff . Children are supervised carefully

when using scissors or tools including using knives in cooking activities

The manager or person in charge must ensure staf f to child ratios and
required space per child is maintained at all times when grouping children

and deploying practitioners. It is essential that there are always two
nursery practitioners present when children are on the premises.

Children are fully supervised at all times when wusing water
play/paddling pools as we are aware that children can drown in only a few
centimetres of water . Special care is taken when children are using large
apparatus e.g. a climbing frame, and when walking up or down steps/stairs,
including having one member of staff supervising large outdoor play
equipment at all times . We s trictly follow any safety guidelines given

by other organisations or companies relating to the hire of equipment or

services e.g. hire of  a bouncy castle and a member of staff MUST supervise

the children at all times. Staff recognise and are aware of any dangers
relating to bushes, shrubs and plants when on visits/outdoors

In the event of children leaving the nursery foranouting , ariskassessment
must be carried out prior to the outing. Practitioners must take a first aid

kit and a mobile phone on outings. Small groups of children may be taken

on outings providing there are a sufficient number of practitioners
remaining on the pr emises to maintain appropriate staff to child ratios.
Practitioners must seek written permission from parents to take children

out of the nursery .

Adults can only be left unsupervised with children once all relevant checks

have been cleared. This includes an Enhanced Disclosure and Barring
Service check for regulated activity, health checks, identification checks

and references.

The nursery has many visitors and students visiting the nursery . In order
for the nursery to be able to ensure all visitors are a ccounted for , the
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nursery maintainsa v i s i tbaok &at all visitors must sign themselves in
and out of and provide details of the purpose of their visit.

All visitors and students must be accompanied by a nursery practitioner.
Children must never be left unsupervised with a student or visitor that has
not been cleared of all relevant checks.

Security

The building is secured by a buzzer system on the front entrance. Signs are
in place to remind parents not to let anybody into the building with them
even if they know who they are.

Staff, volunteers, students and visitors must sign in at the reception ar ea
and wear an appropriate identification badge at all times , if required

All internal doors are fitted with elevated handles to prevent children
leaving the building without an adult. Outdoor play areas are locked and
secured at all times.

Parents are reminded not to allow their children to bring toys etc into the
nursery and Beckermet Nursery  does not accept responsibility for any
personal belongings which get lost or damaged whilst on the premises.

Beckermet Nursery  provides storage for staff and stud ent belongings.
Mobile phones however must be handed into the nursery office or kept in
lockers and must not be taken into the rooms.

Risk assessments

Nursery practitioners identify and manage risks to children and adults
through carrying out risks asses sments. A risk is a likelihood of a hazard
occurring and the hazard is anything that could cause harm to others. All
activities need to be considered, significant risks are identified, measures

are put in place to control or eliminate risks and all hazards and measures
are recorded. Other risks that are identified must be controlled
appropriately. For example a child standing on a chair is a risk and must be
controlled; however this would not necessarily be recorded.

Risk assessments are required t 0 be Osuitabl e a Risk
assessments will be set up initially by the nursery manager and it is the
responsibility of the room leader to conduct these checks throughout the

day and report any concerns to the nursery manager.
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Each room is checke d at the beginning of the day or at the start of the
group for hazards, in accordance with each rooms risk assessment. These
assessments are reviewed once a year or as a result of change to the room.

In the event that a risk is identified throughout the d ay or when opening
the nursery , a risk assessment is carried out to determine the severity of

the risk and an appropriate course of action to control or eliminate the
hazard.

The garden area is checked for hazards before children go out for outdoor

play. This check is carried out in accordance with the nursery outdoor play
risk assessment that is reviewed once a year or as a result of change to the

area.

A risk assessment must be carried out prior to practitioners taking children
on outings.

Monitoringa  nd Review
The Health and Safety officer will monitor the results of assessments, the
application of health and safety procedures, and risk control.

Consultation with employees on health and safety issues will take place
through the health and s  afety items on meeting agendas.  Urgent matters
will be reported directly to the manager.

Safety Checks

At Beckermet Nursery  we make sure that the nurseryisasa fe environment
for children, parents, staff and visitors by carrying out safety checks on a
regular basis in accordance with the timescales set out in the nursery
checklists. These include daily checks of the premises, indoors and outdoors

and all equipment and resources before the children access any of the

areas. These checks are recorded to show any issues and solutions.

This policy should be read in conjunction with the fire safety, risk
assessments, visits and outings and the equipment and resources policy.

All staff should be aware of potential hazards in the nursery environment
and monitor safety at all times.

Dangerous substances

All dangerous substances including chemicals must be kept in locked areas

out of childrendés reach. Al | in sheirbasiginaln c e s
containers with their original labels attached. Safety Data Sheets (Control

of Substances Hazardous to Health (COSHH)) and risk assessments must
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be kept for all substances and the appropriate personal protection taken
e.g. gloves, apron  and goggles.

Transport and outings

The nursery has a comprehensive documented policy relating to outings,
which incorporates all aspects of health and safety procedures including the
arrangements for transporting and the supervision of children when away
from the nursery.

Water supplies
A fresh drinking supply is available and accessible to all children, staff and
visitors .

All hot taps accessible to children are thermostatically controlled to
ensure that the temperature of the water does not exceed 40°c .

Room temperatures
All heaters are above head height to prevent hot surfaces coming into
contact with the children.

Each room has a thermometer which is used to monitor the temperature

and measures taken if the room becomes too hot or too cold. Staf f should
be aware of room temperatures in the nursery and should ensure that they

are suitable at all times and recorded on the appropriate sheet.

Staff must always be aware of the dangers of babies and young children
being too warm or too cold. Temperatur es should not fall below 18°c in the
baby rooms and 16°c in all other areas.

Where fans are being used to cool rooms, great care must be taken with
regard to their positioning.

Electrical Equipment
Electric appliances are PAT tested in accordance with cu rrent legislation and
each appliance displays its own PAT test sticker.

All plug sockets in areas where children play are at an appropriate height.
Electrical sockets are all risk assessed and any appropriate safety measures

are in place to ensure the safety of the children. All electrical cables are
kept out of the reach of children wherever possible and shielded by furniture

where they need to be at floor level.
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Windows and Doors

All rooms where children have access have fully opening windows to ensur e
adequate light and ventilation. Opening windows have been located above
childés height and have appropriate safety

Windows are either made with safety glass or have safety film placed over
their surfaces to prevent shattering in the event of br eakages.

Doors are fitted with finger guards and
safety.

Fire doors are clearly marked and are never left propped open.

Floors and Stair S
All floors are covered with materials which are fit for purpose.

Floors are checked regularly to ensure they are free of dirt, damage and
trip hazards. Any issues are rectified immediately or reported to the nursery
office if they require further attention.

Indoor Areas

Beckermet Nursery  ensures that our premises, incl uding the overall floor
space is fit for purpose and suitable for the age of children cared for and
the activities provided on the premises. Our indoor space meets the
requirements of the EYFS which are:

1 Children under two years i 3.5 m2 per child
1 Childr entwo years 1 2.5 m?2 per child
1 Children aged three to five years T 2.3 m2 per child

Stacked Furniture and Storage

Childrends toys and resources are kept at
the age range of the children in each room. We encourage children to self -
select toys and resources and ensure they can do this safely and without

risk of harm. Low storage units a nd shelving help us to achieve this aim.

Resources which are not for childrends use
from childrends play areas and are stored
prevent injury to staff.

Sleeping C hildren
Space is provided for chi  Idren who require a rest or sleep whilst at nursery.
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Sleeping children are provided with their own bed and bedding which is
stored and named appropriately and cleaned regularly.

Practitioners monitor the children while they go to sleep and continue to
sup ervise them whilst they are asleep.

Parents and carers of babies and young children are consulted about how
their children prefer to sleep and this is taken into account when settling
children.

(See Sleep and Rest Policy).

Outdoor Areas & Outdoor play

Through the planning of childrends interest s
have the opportunity to explore and discover the outdoors and use a variety

of equipment. This will encourage children to make good progress in their

development whilst getting phys ical exercise and fresh air.

Outdoor areas are risk assessed before children enter them and resources
are set up keeping the safety of the children in mind at all times. The risk
assessment also includes fences and gates to ensure the perimeter is
secure.

Any damaged equipment is removed and is either repaired or disposed of.

All plants are selected and grown in accordance with relevant guidelines. A
copy of poisonous plants is displayed in the staff room and is updated
regularly.

We have water/weatherpr oof clothing for all ages of children and these are
worn when playing out in wet weather. Parents are also reminded to bring
appropriate playing out clothes for their children when coming to nursery.

(See S un Protection Policy and Outdoor Policy & Procedur  e)

Poisonous plants

Trees, flowers and other plants can enhance the childcare environment,
both inside and outside, and can provide wonderful learning opportunities
for children. Many plants are colourful and children are attracted to the
leaves, flowers and fruits. However many plants can prove to be harmful
or hazardous and care must be taken to ensure that children do not come
into direct contact with them.

Plants can prove to be harmful in the following ways:
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1 Ingestion 1 causing poisoning ;
1 Handling - causing irritation of the skin ;
1 Physical injury T from thorns and brambles ;

Any part of a plant must be considered hazardous, particularly:

Berries

Seeds

= =4 =4

Leaves
i Flowers

Action to be taken

The keeping of hazardous plants as indoor shrubs should be discouraged.
Children should not be able to reach any leaves or flower petals etc that
may drop from the plant.

Outdoor play areas must be monitored on a weekly basis for the continued

absence of hazardous plants. Where such plants are discovered they should

be removed immediately. Such checks will be performed as part of on -
going risk assessments of the outdoor play areas.

First aid matters

In the event that a child becomes injured or poisoned t hen this must be
treated as a medical emergency. Interim First Aid may be indicated in cases

of skin irritation but in all cases specialist medical help must be sought,
summoning an ambulance if necessary.

Where possible, staff should retain a part of the plant thought to have
caused the skin reaction or poisoning to show medical staff. A record of all
such incidents must be made in the relevant Accident Form.

Pets and Other A nimals

Al t hough it is recognised that pets can be a
life we do not have pets within the nursery other than our goldfish . Topics

about animals and pets are discussed with children at an age appropriate

level as well as discussions  about how to care for them and be responsible

around them.

Food
The Nursery regards snack and meal times as an important part of the
Nurserybds day. Eating represents a soci al ti

to learn about healthy e  ating. The pre -school Learning A lliance promotes
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healthy eating through our campaign AFeed¥Yaoagng | maginati onsc
snacks, dinners and packed lunches brought from home must be nut free.
Wealsotak e 1 nt o ac c oun iheedsnwth regard to allérges

In order to ensure  the food children are offered has been stored, prepared
and served safely , nursery practitioners attend training in Basic Food
Hygiene and ensure they follow hand washing and food handling
procedures.

In the event of a member of staff having suffered fro m food poisoning,
occ