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  Boley Park Pre-school Policies 

 
 
Introduction 
According to the revised EYFS (2021): “Children learn best when they are healthy, safe and secure, 
when their individual needs are met and when they have positive relationships with the adults 
caring for them” (3.1). The safeguarding and welfare requirements, on which our policies are 
based, explain how the preschool creates “[a]…high quality setting which [is] welcoming, safe and 
stimulating, and where children are able to enjoy learning and grow in confidence” (EYFS, 2021, 
3.1). The policies describe the processes we follow to ensure that we: 
 

 Safeguard children 

 Ensure the suitability of adults 

 Promote good health 

 Manage behaviour 

 Maintain records, policies and procedures. 
 
These five requirements stipulate what the preschool must do, to ensure this is the case, and 
suggest what measures the preschool should take to achieve ‘best practice’.  
 

Safeguarding and promoting children’s welfare 
The preschool must take necessary steps to safeguard and promote the welfare of children, and 
promote their good health by taking the necessary steps to prevent the spread of infection and 
care for them when they are ill. Children’s behaviour must be managed effectively and in a 
manner appropriate for their stage of development and individual needs. 
 

Suitable people 
The preschool must ensure that adults looking after children, or having unsupervised access to 
them, are suitable to do so. Adults looking after children must have appropriate qualifications, 
training, skills and knowledge, and staffing arrangements must be organised to ensure the safety 
and to meet the needs of the children.  
 

Suitable premises, environment and equipment 
Outdoor and indoor spaces, furniture, equipment and toys must be safe and suitable for their 
purpose. 
 

Organisation 
The preschool must plan and organise their systems to ensure that every child receives an 
enjoyable and challenging learning and development experience that is tailored to meet their 
individual needs. 
 

Documentation 
The preschool must maintain records, policies and procedures required for the safe and efficient 
management of the setting and to meet the needs of children. 
 
Each policy is set out in three sections: 
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 A statement of intent 

 The policy and/or procedures 

 Signatories of the policy and review date 
 
The policies and procedures within this folder have been organised under each of the five general 
requirements. 
Risk assessments have also been included, as have the preschool’s templates for undertaking risk 
assessments.  
 
In this folder, there is our statement of intent, the relevant procedure describing how the policy 
will be fulfilled in a consistent and standardised way.  All staff and parents are involved in 
adopting, implementing and reviewing policies so that all the adults involved can influence the 
way the preschool is run. 
 

Adopting policies 
Copies of the policies and procedures are made available to all parents and staff. 
A meeting to discuss and adopt the policies and procedures is held, to which all staff and parents 
are invited. This enables everyone to discuss and agree each statement of intent and procedure. 
Staff also sign to say they have read and understood the policies.  
 

Implementing policies 
All new parents and staff are familiar with the preschool’s policies and procedures. 
It is explained to all parents and staff that the policies are the rules required for running the 
preschool, in line with our Ofsted registration, and must be adhered to. 
Both staff and parents sign to say they both agree to and will abide by the policies. 
 

Reviewing policies 
All policies and procedure are being continually monitored, reviewing their effectiveness. 
These reviews are used to make any necessary changes to our policies or procedures and/or the 
way they are implemented. 
All staff and parents can contribute to the review of policies and contribute to any necessary 
changes. 
 
The enclosed policies include those that are required by the Welfare Requirements and the 
Learning and Development Requirements of the revised Early Years Foundation Stage (2021); they 
are being updated to ensure they meet the requirements of the relevant regulations. 
 
This preschool has developed additional polices, which are not required by the regulations, but 
give a clear direction for specific issues pertaining to the preschool. For example, we have a nappy 
changing policy.  
 
 
Updated: 28th August 2021 
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Equality of Opportunity Policy 
 

 

Valuing diversity and promoting equality 
 
Statement of Intent 
Boley Park Pre-school is committed to anti-discriminatory practice to promote equality of 
opportunity and valuing diversity of all children and their families, any visitors and all staff 
working within it. Discriminatory practice with regard to: 
gender; age, race, religion or belief, marriage or civil partnership, disability, sexual orientation, 
gender reassignment, pregnancy or maternity, ethnic or national origin, or political belief, will not 
be tolerated.  
 
We take action against any discriminatory behaviour by staff or parents (displayed or suspected) 
on or around the premises, in the strongest manner. 
 

Policy 
The staff and committee at Boley Park Pre-school are committed to ensuring that our service is 
fully inclusive in meeting the needs of all children, visitors and employees by: - 

 Recruiting, selecting, training and promoting individuals on the basis of occupational skills. The 
pre-school will ensure that no job applicant or employee will receive  
less favourable treatment on any grounds (listed above) which cannot be justified as being 
necessary for the safe and effective performance of their work or training 

 Providing a childcare place, wherever possible, for children who may have learning difficulties 
and/or disabilities or are deemed disadvantaged according to their individual circumstances, and 
the settings ability to provide the necessary standard of care. 

 Striving to promote equal access to services and projects by taking practical steps, (wherever 
possible and reasonable) such as ensuring access to people with additional needs and by 
producing materials in relevant languages and media for all children and their families. 

 Providing a secure and accessible environment in which all our children can flourish and all 
contributions are considered and valued. 

 Including and valuing the contribution of all families to our understanding of equality, inclusion 
and diversity. 

 Providing positive non-stereotypical information. 

 Continually improving our knowledge and understanding of issues of equality, inclusion and 
diversity. 

 Regularly reviewing childcare practice to ensure the policy is effective and practices are non-
discriminatory. 

 Making inclusion a thread, which runs through the entirety of the setting, for example, by 
encouraging positive role models through the use of toys, imaginary play and activities, promoting 
non-stereotypical images and language and challenging all discriminatory behaviour  
 

Procedures 
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Admissions 

Our setting is open and accessible to all members of the local community in accordance with our 
admissions policy. 

 We advertise our service widely. 

 We reflect the diversity of our society in our publicity and promotional materials. 

 We provide information in clear, concise language, whether in spoken or written form, and strive 
to include any languages represented within the setting. 

 We base our admissions policy on a fair system. 

 We ensure that all parents are made aware of our equal opportunities policy. 

 We do not discriminate against a child or their family, or prevent entry to our setting, on the basis 
of colour, ethnicity, religion or social background, such as being a member of a travelling 
community or an asylum seeker. 

 We do not discriminate against a child with a disability or refuse a child entry to our setting for 
reason relating to disability. 

 We ensure wherever possible that we have a balanced intake of boys and girls in the setting. 

 We develop an action plan to ensure that people with disabilities can participate successfully in 
the services offered by the setting and in the curriculum offered. 
 

Recruitment 
 Members of the selection and interviewing panel are committed and adhere to our inclusive 

ethos. 

 Posts are advertised and all applicants are judged against explicit and fair criteria. 

 Applicants are welcome from all backgrounds and posts are open to all. 

 Application forms will not include questions that potentially discriminate against the grounds 
specified in the statement of intent. 

 At interview, no questions will be posed which potentially discriminate against the grounds 
specified in the statement of intent. 

 All candidates will be asked the same questions, and members of the selection group  
will not introduce nor use any personal knowledge of candidates acquired outside the selection 
process.  

 The applicant who best meets the criteria is offered the post, subject to references and DBS 
security checks, ensuring fairness in the selection process. 

 All job descriptions include a commitment to promoting equality and recognising and respecting 
diversity as part of their specifications. 

 We monitor our application process to ensure that it is fair and accessible. 
Unsuccessful candidates may seek clarification on why their application was unsuccessful. 
 

Staffing 

 All staff are expected to co-operate with the implementation, monitoring and improvement of 
this and other policies. 

  All staff are expected to challenge language, actions, behaviours and attitudes which are 
oppressive or discriminatory on the grounds as specified in this policy. 

 All staff are expected to participate in equality and inclusion training. 
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Training 

 Boley Park Pre-school recognises the importance of training as a key factor in the 
implementation of an effective inclusion and equality policy. 

 We seek out training opportunities for staff and volunteers to enable them to develop anti-
discriminatory and inclusive practices, which enable all children to flourish.  

 We ensure that staff are confident and fully trained in administering relevant medicines and 
performing invasive care procedures when these are required. 

 We review our practices to ensure that we are fully implementing our policy for promoting 
equality, valuing diversity and inclusion. 

 The setting will strive towards the provision of inclusion, equality and diversity training for all 
staff on an annual basis. 
 

Curriculum 

The curriculum offered in the setting encourages children to develop positive attitudes about 
themselves as well as to people who are different from themselves. It encourages children to 
empathise with others and to begin to develop the skills of critical thinking. 
Our environment is as accessible as possible for all visitors and service users. If access to the 
settings is found to treat disabled children or adults less favourably then we make reasonable 
adjustments to accommodate the needs of disabled children and adults.  We do this by:  

 making children feel valued and good about themselves; 
 ensuring that children have equality of access to learning; 
 undertaking an access audit to establish if the setting is accessible to all children; 
 making adjustments to the environment and resources to accommodate a wide range of 

learning, physical and sensory impairments; 
 making appropriate provision within the curriculum to ensure each child receives the widest 

possible opportunity to develop their skills and abilities, e.g. recognising the different learning 
styles of girls and boys; 

 positively reflecting the widest possible range of communities in the choice of resources; 
 avoiding stereotypes or derogatory images in the selection of books or other visual materials; 
 celebrating a wide range of festivals; 
 creating an environment of mutual respect and tolerance; 
 differentiating the curriculum to meet children’s special educational needs; 
 helping children to understand that discriminatory behaviour and remarks are hurtful and 

unacceptable; 
 ensuring that the curriculum offered is inclusive of children with special educational needs and 

children with disabilities;  
 ensuring that children learning English as an additional language have full access to the 

curriculum and are supported in their learning; and 
 ensuring that children speaking languages other than English are supported in the 

maintenance and development of their home languages. 
 

Valuing diversity in families 

 We welcome the diversity of family lifestyles and work with all families. 
 We encourage children to contribute stories of their everyday life to the setting. 
 We encourage parents/carers to take part in the life of the setting and to contribute fully. 
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 For families who speak languages in addition to English, we will develop means to ensure their 
full inclusion. 

 We offer a flexible payment system for families of differing means and offer information 
regarding sources of financial support. 
 

Food 

 We work in partnership with parents to ensure that the medical, cultural and dietary needs of 
children are met. 

 We help children to learn about a range of food, and of cultural approaches to mealtimes and 
eating, and to respect the differences among them. 
 

Meetings 

 Meetings are arranged to ensure that all families who wish to may be involved in the running 
of the setting. 

 Information about meetings is communicated in a variety of ways - written, verbal and in 
translation - to ensure that all parents have information about and access to the meetings. 
 

Monitoring and reviewing 
 To ensure our policies and procedures remain effective we will monitor and review them annually 

to ensure our strategies meets the overall aims to promote equality, inclusion and valuing 
diversity. 

 We provide a complaints procedure and a complaints summary record for parents to see. 
 
The legal framework for this policy is based on: 
Equality Act 2010, Children Act 2004, Care Standards Act 2000, Childcare Act 2006, Special 
Educational Needs and Disability Act 2001. 
 

 
Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Health and Safety: General Requirements 
 

Statement of Intent 
 
We believe that the health and safety of children is of paramount importance. We make our setting a safe and 
healthy place for children, parents, staff, and volunteers. 

 

Our Aim 
 
We aim to make children, parents, and staff aware of health and safety issues and to minimise the 
hazards and risks to enable the children to thrive in a healthy and safe environment. 
 
The pre-school has a legal responsibility to provide a safe environment for all who use it. We do 
this by: 

 Displaying health & safety posters in the hall, on the hall doors and on store cupboard 
doors as appropriate. 

 We have a named Health & Safety Officer: Caroline Cooke 
 

Insurance 
 We have public liability insurance and employers' liability insurance 

  The certificate for our public and employer’s liability insurance is displayed on our notice board in 
the hall, with a copy available within our Operational Plan. 

 

Procedures 
 
Awareness Raising 

 Our induction training for staff and volunteers includes a clear explanation of health and safety 
issues so that all adults can adhere to our policy and procedures, and understand their shared 
responsibility for health and safety. 

 Signed records are kept of all induction training, and regular supervision meetings, confirming this 
has taken place. 

 Health and safety issues are explained to the parents of new children so that they understand the 
part played by these issues in the daily life of the setting. 

 As necessary, health and safety training is included in the annual training plans of staff, and health 
and safety is discussed regularly at staff meetings. 

 We operate a no smoking policy. 

 Children are made aware of health and safety issues through discussions, planned activities and 
the rules and routines of the pre-school. 

 
 
 
 

Safety of Children 
 We ensure all staff employed are checked for criminal records by an enhanced disclosure from the 

DBS.  
 We remind staff that they are expected to disclose any convictions, cautions, court orders, reprimands and 

warnings which may affect their suitability to work with children (whether received before or during their 
employment at the setting) 

 We ensure all staff employed have full suitability checks including two references before they start work in 
accordance with our Staff Recruitment policy. 

 Staff cannot start work unsupervised until a satisfactory enhanced DBS check has been received. 
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 Students and volunteers do not supervise children on their own. 

 Adults supervise all children always. 

 Whenever children are on the premises (either inside or/ outside) at least two adults will be present. 

 We keep records of children’s details, including home addresses, and contacts of their parents, emergency 
contacts, GP, and any health/ medical/ dietary needs. 
 

Safety of Adults 
 Staff are provided with guidance about the safe storage, movement, lifting and erection of large pieces 

of equipment via poster on cupboard door, and training, when available. 

 Only staff (who are covered by our insurance) are permitted in the store cupboard independently. 
Volunteers and students are always supervised. 

 A safety ladder is provided to enable staff to access shelves in the cupboard safely, 

 All warning signs are clear. 

 Adults do not usually remain in the building on their own, if they arrive early; the main doors are kept 
locked until the next staff member arrives. 

 The sickness of staff and their involvement in accidents is recorded. These records are reviewed termly 
to identify any issues that need to be addressed. 

 We keep a record of all substances that may be hazardous to health - such as cleaning chemicals, or 
gardening chemicals when used. This states what the risks are and what to do if they have contact with 
eyes or skin or are ingested. It also states where they are stored. 

 We keep all cleaning chemicals in their original containers, in a box located in the kitchen, away from 
children. 
 

 
 
 
 
 
 
 
 
Security 
 Systems are in place for the safe arrival and departure of children. The times of the children's arrivals and 

departures are recorded in the register. 

 The arrival and departure times of adults – staff, volunteers, students and visitors are recorded in the register.  

 Children are only released into the care of individuals named by the parent when prior notice (preferably written) 
is given. These are recorded in the collections book. 

 Our security systems prevent children from leaving our premises unnoticed. 

 The personal possessions- including mobile phones, of staff and volunteers are securely stored (in the kitchen) 
during sessions. 

 Our security systems prevent unauthorised access to our premises. 
 

Procedure for Checking Visitor Identities 
 If the visitor or prospective parent is unknown to the pre-school we check their credentials and reason for visit 

before allowing them to enter the setting 

 We ask for at least one form of identification to verify who they are and, if appropriate, which organisation they 
work for (e.g. official identity badge, driving licence, which shows signature) 

 If we require further verification we will contact the main landline telephone number of their organisation and 
ask to be put through to the visitor’s manager 

 We ensure that the visitor or prospective parent is supervised whilst we are carrying out these checks, and 
throughout their visit  
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 We record that ID has been checked, together with the visitor’s name, reason for visit, time, and date in our 
Visitor’s book. We also record that mobile phone usage and ensure our fire regulations have been discussed. The 
visitor or prospective parent is required to sign the Visitor’s book and their signature is then checked against their 
identification 

 If the visitor or prospective parent is known to the setting we check that they have a valid reason to enter. They 
are then required to complete the Visitor’s book and will not be left unsupervised in the setting  

 

Windows 

 All windows are made from reinforced glass; thus, they will not shatter. 

 All windows with openings are at a suitable height to prevent children climbing through them. 
 

Doors 

 The front doors are manned during registration, and at the end of sessions to prevent children going 
back out through them. 

 We take precautions to prevent children's fingers from being trapped in internal doors and the fire 
doors. 

 

Floors 

 The hall committee is responsible for maintaining the upkeep of all flooring. 

 All floor surfaces are checked daily (and throughout the sessions) to ensure they are clean and not 
uneven, wet, or damaged. 

 

Electrical/ Gas Equipment 

 All electrical/gas equipment conforms to safety requirements and is checked regularly. 

 Our boiler/electrical switch gear/meter cupboard is not accessible to the children. 

 Heaters are security covered, and any wires and leads are properly guarded and the children are taught 
not to touch them. 

 There are sufficient sockets to prevent overloading. 

 The temperature of hot water is controlled to prevent scalds. 

 Lighting and ventilation is adequate in all areas including storage areas. 
 

Storage 

 All resources and materials from which children select are stored safely. 

 All equipment and resources are stored or stacked safely to prevent them accidentally falling or 
collapsing. 
 

Outdoor Area 

 Our outdoor area is securely fenced, rendering it inaccessible to members of the public when we are in 
session. 

 Our outdoor area is checked for safety and cleared of any rubbish/ debris before it is used. 

 Adults and children are alerted to the dangers of poisonous plants, herbicides, and pesticides in the 
nearby vicinity. We ensure all plants within the outdoor area are safe for children. 

 Where water can form a pool on equipment, it is emptied before children start playing outside. 

 Our outdoor sand pit is covered and locked when not in use and sand is replaced regularly. 

 All outdoor activities are supervised always. 
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 Statutory adult: child ratios are maintained always outside. 
 Outdoor footwear worn in the sand outside, are wiped on the mat before coming inside. 
 

 

 

Hygiene 

 We are registered with the local Environmental Health Department and regularly access the 
Department of Health website, to ensure that we keep up-to-date with the latest recommendations. 

 Our daily routines encourage the children to learn about personal hygiene. 

 We daily check the cleanliness of the pre-school, includes the hall, kitchen, outside, toilets and nappy 
changing areas. 

 We have a schedule for cleaning resources and equipment, dressing-up clothes, and furnishings at least 
termly. 

 The toilet area has a high standard of hygiene including hand washing and drying facilities and the safe 
disposal of nappies in a designated bin. 

 We implement good hygiene practices by: 
o cleaning tables between activities; 
o cleaning toilets regularly; 
o wearing protective clothing - such as aprons and disposable gloves - as appropriate; 
o providing sets of clean clothes; 
o providing tissues and wipes; and 
o ensuring individual use of paper towels and (where appropriate) running water. 

 

Food and Drink 
 
 Staff who prepare and handle food have received at least Level 1 appropriate training and understand and 

comply with food safety and hygiene regulations. All food and drink is stored appropriately. 

 Adults are not permitted hot drinks outside the kitchen, and only when the children are suitably supervised by 
remaining staff. 

 Snack and meal times are appropriately supervised and children do not walk about with food and drinks- unless 
self-serving. 

 Fresh drinking water is available to the children always. 

 We operate systems to ensure that children do not have access to food/drinks to which they are allergic. These 
systems include obtaining information about any special dietary requirements, preferences, and food allergies 
that the child has, and any special health requirements. This information is recorded and acted upon, with 
parents providing personal daily snacks and any resources as appropriate. 

 

Activities and Resources 

 Before purchase or loan, equipment and resources are checked to ensure that they are safe for the 
ages and stages of the children currently attending the setting, and are kite-marked. 

 The layout of play equipment allows adults and children to move safely and freely between 
activities.  

 All equipment is regularly checked for cleanliness and safety and any dangerous items are repaired 
or discarded. 

 All materials, including paint and glue, are non-toxic. 

 Sand and other malleable materials used; are clean and suitable for children's play. 

 Physical play is constantly supervised, as appropriate, allowing for children to independently assess 
risk. 

 Children are taught to handle and store tools safely. 
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 Children learn about health, safety, and personal hygiene through the activities we provide and the 
setting rules and routines we follow. 

 

Outings and Visits 
 
 We have agreed procedures for the safe conduct of outings.  

 Parents sign a general consent on registration for their children to be taken out as a part of the daily activities of 
the setting.  

 Parents always sign consent forms before major outings. 

 A risk assessment on the proposed venue is carried out before any outing takes place. 

 For major outings, children are accompanied by their parents, but will be accompanied by two members of staff. 

 For short outings, our adult to child ratio for outings is assessed in line with each individual risk assessment, and 
the needs of the children attending that outing. The ratios that we will adhere to will be clearly displayed on the 
risk assessment for that outing. 

 Named children are assigned to individual staff to ensure each child is individually supervised and to ensure no 
child gets lost and that there is no unauthorised access to children. 

 Small group outings are recorded in the settings diary stating: 
- the date and time of outing 
- the venue  
- names of staff assigned to named children 
- time of return 

 Staff will take the emergency mobile phone on any outings, and supplies of tissues, wipes, pants etc as well as a 
mini first aid pack and possibly drinks & snack (if warranted). The amount of equipment will vary and be 
consistent with the venue and the number of children as well as how long they will be out for. 

 For short outings within the immediate vicinity, staff will take the emergency phone, a first aid kit and will give 
remaining staff an approximate time for their return. 

 Children will for large outings be transported to and from the venue by parents. 

 Staff always follow our Mobile Phones and Cameras Policy, when on outings and ensure that policy is followed. 

 A minimum of two staff will accompany children on outings even where parent volunteers are assisting and a 
minimum of two staff should remain behind with the rest of the children. 

 At least one person who holds a current 12 hours paediatric first aid qualification will be present on an outing, 
ensuring a qualified first sider remains in the hall, if it is in session. 

 
 
 
 
 

Animals 
 
 We do not routinely keep animals at the setting, although we do encourage bugs and other mini-beasts outside. 

 Any animals brought into the pre-school, are always supervised. 

 Children wash their hands after any contact with animals. 
 
 

NB 
 
In addition, the following procedures and documentation in relation to health and safety are in place: 

 Risk assessment. 

 Record of visitors. 

 Fire safety policy, including emergency evacuation in/ out of the hall. 

 Outings Policy 

 Sick Child Policy 

 Accidents- dealing with and recording of. 

 Sick children. 

 Documentation 



 13 

 Smoking and Substance Misuse Policy 
 

Legal Framework 
 Health and Safety at Work Act (1974) 

 Management of Health and Safety at Work Regulations 1999  

 Electricity at Work Regulations 1989 

 Control of Substances Hazardous to Health Regulations(COSHH) (2002) 

 Manual Handling Operations Regulations 1992 (as amended) 
 

Further Guidance: 

 Health and Safety Law: What you Should Know (HSE 1999)  
www.hse.gov.uk/pubns/law.pdf 

 Health and Safety Regulation…a Short Guide (HSE 2003) 
www.hse.gov.uk/pubns/hsc13.pdf   

 Electrical Safety and You (HSE 1998) 
www.hse.gov.uk/pubns/indg231.pdf  

 COSHH: A Brief Guide to the Regulations (HSE 2005) 
www.hse.gov.uk/pubns/indg136.pdf  

 Manual Handling – Frequently Asked Questions (HSE) 
www.hse.gov.uk/contact/faqs/manualhandling.htm 

 
 
Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
 
 
 
 
 
 
 
 
 

http://www.hse.gov.uk/pubns/law.pdf
http://www.hse.gov.uk/pubns/hsc13.pdf
http://www.hse.gov.uk/pubns/indg231.pdf
http://www.hse.gov.uk/pubns/indg136.pdf
http://www.hse.gov.uk/contact/faqs/manualhandling.htm
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Safeguarding – Outings Policy 
 
The revised Early Years Foundation Stage (EYFS) (2017) states that: “Providers must take all 
necessary steps to keep children safe and well” (3.2), and “Providers must be alert to any issues 
for concern in the child’s life at home or elsewhere” (3.4). 
 
Safeguarding and promoting the welfare of children is defined as: 

 Protecting children from maltreatment 

 Preventing impairment of their health and development 

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

 taking action to enable all children to have the best life chances 
(Working Together to Safeguard Children- 2015). 
 

Statement of Intent 
 
Children benefit from being taken out of the pre-school to go on visits or trips to local shops on the complex, parks or 
other suitable venues for activities which enhance their learning experiences. These trips are in addition to daily 
access to our designated outdoor area (weather permitting). Whilst embracing the positive effect excursions can have 
on children’s’ learning and development, the pre-school is mindful of potential risks to both adults and children.  
 
Pre-school staff will thus ensure that the following policy and procedures (in conjunction with our safeguarding 
policy) are followed, and relevant risk assessments are undertaken and regularly reviewed to minimise these risks and 
ensure safety of all children and staff/ visitors. 
 

Definitions: 
 
Small Group excursions: 
These are classed as trips to businesses on the Boley Park complex, namely the Co-op, Post Office, Post Box and travel 
agents. At no time will this involve children going onto the car park, and/ or leaving the complex. Such trips may be a 
spontaneous activity, which is previously unplanned. 
Consent: All parents are asked for their consent on registration. No child will be permitted to join such excursions 
without this. On the day of the excursion, parents will be contacted and asked for their verbal consent, no child will 
be taken out of the setting without this. 
Procedures: 

 Parents sign a general consent on registration for their children to be taken out to local areas as a part of the 
daily activities of the setting. 

 Prior verbal consent will be sought on the day of any unplanned trips, with written consent sought for all planned 
excursions. 

 A record of small group trips will be made in the setting’s excursion diary, with staff members and children in 
attendance noted. 

 A risk assessment for the immediate area is reviewed regularly (annually or pro rata) 

 There will be at least two adults present- with adult: child ratios maintained (1:2). 

 A first aid kit will be taken. 

 Children will walk either by holding an adult’s hand or by the walking rings (depending on the number, ages and 
abilities of the children involved). 

 Remaining staff will be notified of the intended route, and approximate time of return. 

 Parents will also be notified of planned destination and purpose of the outing. 
 

Large Group Excursions: 
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These are classed as any excursion which involves leaving the confines of the Boley Park shopping complex, crossing 
roads or for journeys further afield which will necessitate transport to the venue. 
Consent: All parents will be notified by letter, and a formal written consent sought and granted before children are 
included in the excursion. 
 

Procedures 
 

 Parents are asked for consent for excursions to be made at registration. 

 It is considered parent responsibility to notify staff of any changes to this permission 

 A formal register will be made and kept for all large group excursions. 

 There will a separate risk assessment raised for each venue of any large group visit/trip. This is reviewed on 
subsequent visits to the same venue. 

 All venue risk assessments are made available for parents to see. 

 Parents are always asked to sign specific consent forms before major outings. 

 Our adult to child ratio is high, normally one adult to two children, depending on their age, sensibility and type of 
venue as well as how it is to be reached. 

 Attendance on trips is dependent on parents accompanying them who agree to accept full responsibility for their 
own child, or alternatively assigning a suitable adult to undertake this role.  

 Staff present are responsible for signing all adults and children both to/ from the trip, and maintaining regular 
headcounts. 

 Registers are kept for each outing, recording: 
 The date and time of outing. 
 Names of children and no. of accompanying adults and/or siblings. 
 Staff present 
 Signing of all personnel both in/ out. 

 Staff will take a designated mobile phone (without recording abilities) and a first aid kit on outings. 

 It is considered parental duty to cater for any necessary toileting requirements. Any additional resources provided will 
be previously agreed by staff and management committee. 

 Normally parents will be responsible for transport to/ from the venue, however, if other arrangements are made, 
records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover. 

 A minimum of two staff will accompany children and their carers on outings and a minimum of two staff will remain 
behind with the rest of the children. 
 

Fire Drills 
It is a statutory requirement that all early years settings registered with Ofsted undertake regular fire drills and 
practice fire evacuation procedures, under these circumstances the normal parental consents do not apply. 
 
 
Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Health and Safety: Risk Assessment 
 

 
Statement of Intent 
Boley Park Pre-school believes that the health and safety of children is of paramount importance. The pre-school 
recognises that children need a safe environment in which they can grow, learn and develop at their own pace, that 
they can thrive and reach their full potential. 
We ensure our pre-school is a safe and healthy place for children, parents, staff, volunteers and visitors by assessing 
and minimising the hazards and risks as appropriate.  
 
We base our policy on the five steps of risk assessment: 

 The identification of risk: where is it and what is it?  

 Who is at risk: that is users and visitors to the pre-school 

 Assessment of the potential level of risk with regard to likelihood of occurrence and resulting impact if it did.  

 Risk is identified as: as high, medium or low.  

 Control measures taken to reduce/eliminate risk: what we will need to do, or ensure others will do, in order to 
reduce that risk? 

 Monitoring and review: evaluating our actions, and amending our actions to seek a better solution as required. 
 

Procedures 
Our risk assessment process covers adults and children and includes: 

 checking for and noting hazards and risks both indoors and outside, with regard to the premises and any resources 
and activities offered 

 assessing the level of risk and who might be affected; 

 deciding which areas need attention;  

 to develop an action plan that specifies the action required, the time-scales for action, the person responsible for the 
action and any funding required (enclosed). 

 We perform an annual risk assessment, both for the setting and for our insurance company. 

 We raise risk assessments as identified in our daily visual assessment of the setting both inside and out 

 We undertake a risk assessment before any pre-school outing 

 We ensure when completing the registers that the correct ratios of adults: children are upheld 

 Our adult: child ratios are assessed daily and at the beginning of each half term by the manager and 
committee, before accepting new children 

 We maintain a risk assessment folder which is reviewed both termly to evaluate any safety measures 
undertaken, and annually when a full risk assessment and fire assessment is carried out. 

 Written risk assessments are kept for three years in line with statutory guidelines. 
 
We have a named Health and Safety Officer: Caroline Cooke 
 

Legal framework 
 Management of Health and Safety at Work Regulations 1999 

 Health and safety at Work Act 1974 

 Revised EYFS 2017 
 
Further guidance 

 Risk assessment – A brief guide to controlling risks in the workplace (HSE 2014) 
http://www.hse.gov.uk/pubns/indg163.htm 
 

Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 

http://www.hse.gov.uk/pubns/indg163.htm
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Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Safeguarding Policy 
 
The revised Early Years Foundation Stage (EYFS) (2017) states that: “Providers must take all 
necessary steps to keep children safe and well” (3.2), and must safeguard children at home and 
elsewhere (3.4). 
 
Safeguarding and promoting the welfare of children is defined as: 

 Protecting children from maltreatment; 

 Preventing impairment of children’s health or development; 

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

 Taking action to enable all children to have the best life chances. 
(Working Together to Safeguard Children - 2015). 
 

Statement of Intent 
 
At Boley Park Pre-school we believe all children have the right to be respected and feel safe, and 
to be protected from any kind of abuse. Within the pre-school we support and protect children in 
our care through our robust safeguarding policies and procedures. We work with children, 
external agencies, and the wider community to ensure their safety and welfare, giving them the 
best start in life we can. 
 
At Boley Park Pre-school we achieve this by providing a safe and secure environment for children 
to grow and develop in self-confidence and self-esteem, where they are listened to and where 
they ‘have a voice’. 
 
We believe that the safety and welfare of children in our care is paramount. Therefore, any 
suspicions of abuse or neglect will be dealt with by our designated safeguarding officer. All 
incidences will be dealt with promptly according to local and national guidelines, working in 
partnerships with families and outside agencies as appropriate to each individual case, and 
children’s interests. 
 

Safeguarding Practices 
 
At Boley Park Pre-school, we ensure that: 

 There is a designated safeguarding officer present during each session. 

 We provide adequate and appropriate staffing resources to meet the needs of children, and 
adults providing their care. 

 Applicants for posts within the pre-school are clearly informed that the positions are exempt from 
the Rehabilitation of Offenders Act 1974.  

 Candidates are informed of the need to carry out 'enhanced disclosure' checks with the Disclosure 
and Barring Service (DBS) before posts can be confirmed.  

 We abide by Ofsted requirements in respect of references and DBS checks for staff and 
volunteers, to ensure that no disqualified person or unsuitable person works at the pre-school or 
has access to the children. 

 All new employees have 2 written references prior to beginning their employment with the pre-
school. 
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 Staff receive annual appraisals during which training needs are identified and met. 

 Volunteers and students work under supervision. 

 We take security steps to ensure that we have control over who comes into the pre-school so that 
no unauthorised person has unsupervised access to the children; all visitors are signed in/out. 

 Staff are aware of signs of potential or actual abuse, whether by an adult or another child 

 Staff know what actions to take when abuse is suspected/ reported. 

 Parents are made aware of safeguarding policies upon registration. 

 All policies are kept updated and reviewed annually, by parents, staff, and committee 

 All children will be supported by staff in a sensitive way appropriate for their ages and stages of 
development. 

 All staff and students are supported in reporting concerns regarding staff through our Whistle-
blowing policy. 

 We have a named committee member responsible for over-seeing safeguarding  
 

Recognising Abuse 
 
Actually, harming a child or preventing another person from doing so, is considered abuse or 
neglect. It is recognised that abuse may occur in the home, at pre-school or elsewhere, by family 
members, trusted adults or strangers, or other children. 
The following examples are not definitive indicators of abuse, but when seen in combination, they 
are beneficial in highlighting potential areas of concern. 
 

Physical Abuse 
Any suspected injury to a child which cannot be easily explained, or is suspicious and believed to 
be deliberately inflicted, and not prevented should be reported and recorded.  
 

Procedure 
 Normal cuts and bruises which are identified and satisfactorily explained by the parent/carer on 

admission are noted on the Existing Injuries/Injuries on Entry Form (and kept in the accident 
folder). 

 All staff are informed. 

 Any injuries/marks identified during the session will be reported to the designated safeguarding 
officer present and recorded. 

 This will be discussed with parents, and recorded, with parental knowledge. The manager and 
safeguarding committee member are notified. 

 If deemed suspicious, a referral will be made to First Response. 
 

Fabricated Illness 
 
Also considered physical abuse, parents may induce symptoms of illness by poisoning or diet, or 
exaggerate existing symptoms, resulting in otherwise needless medical treatment and 
investigation. 
 

Sexual Abuse 
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This may present through a child’s preoccupation with sexual activities during play, drawings, 
talking, which reflects inappropriate knowledge for their age. Alternatively, they may show 
anxiety and/or fear during toileting and nappy changing. 
General behaviour may alter, with the child becoming withdrawn, or alternative outgoing or 
aggressive. They may avoid particular adults or become clingy. Depending on the age and 
communication skills of the child, they may disclose abuse. 
 

Procedure 
 The child will be reassured and listened to. 

 Any suspicions or disclosures will be recorded and referred to the designated safeguarding officer 
(see enclosed). The manager and designated committee safeguarding representative are notified. 

 All records will be stored safely and securely. 

 The case will be referred to First Response. 
Full details are presented under ‘Disclosures’. 
 

Emotional Abuse 
 
This occurs when persistent or severe mistreatment of a child; or rejection results in adverse 
changes in a child’s behaviour or a sudden change in their perceived emotional development. It 
may present as over-discipline by a parent, or unrealistic developmental expectations of a parent, 
and includes witnessing domestic or substance abuse in/by adults caring for them. 
There are no physical signs; children may be clingy, aggressive, or withdrawn, as they seek to get 
their carers attention. 
 

Procedure 
 Concerns are discussed with the designated safeguarding officer. 

 Concerns are discussed with the parent, manager and designated committee safeguarding 
representative. 

 An Early Help Assessment may be instigated. 

 If appropriate a referral to First response will be made. 
 

Neglect 
 
This occurs when their essential needs to grow and develop are not met; the child may fail to 
thrive. These include food, warmth, medical attention, and affection. Signs can be physical and 
behavioural, according to the nature of neglect. 

Procedure 
 Concerns will be shared with parents. 

 The manager and designated committee safeguarding representative are informed. 

 All records will be kept and witnessed by parents. 

 An Early Help Assessment may be completed. 

 If appropriate, a referral to First Response will be made. 
 

Indicators of abuse 
 

 Failure to meet the developmental milestones and failure to thrive. 

 May become withdrawn or clingy. 
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 May become extrovert or aggressive. 

 Repeated injuries. 

 As above which are not satisfactorily explained. 

 Failure to seek treatment for illness/injury. 

 Full or partial disclosure by the child. 
 

Referring Suspected Abuse and Disclosures 
 
When a child makes comments to a member of staff that gives cause for concern (disclosure), or 
staff observe signs or signals that gives cause for concern, such as significant changes in 
behaviour; deterioration in general well-being; unexplained bruising, marks or signs of possible 
abuse or neglect the staff member will make a referral to the designated safeguarding officer. The 
manager and designated committee representative are informed. 
These will include: 

 Name and date of birth of the child 

 Contact details of the child 

 Date and time of incident, observation, or disclosure 

 Exact words of child- no questioning of the child will occur 

 To whom and when incident reported 

 Details of any discussions with parent- if deemed appropriate 

 Date, time and by whom record was made 

 Records will be signed by person making report, and the designated safeguarding officer and kept 
confidentially. 
 
 
 

Disclosures 
 

 No promises of confidentiality will be made, as they cannot be kept. 

 The staff member will listen to the child, taking care not to show any emotion through facial 
expression or body language. 

 No words will be put into the child’s mouth, or questions asked of the child. 

 Records will be made as soon as possible afterwards. 

 A referral to First Response will be made. 
 

Making a referral to First Response 
 

 We follow the guidance as set out in the document ‘What to do if you’re worried a child is being 
abused’ (2015). 
 

Informing parents 
 

 Parents 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, 
unless a referral to the SSCB (Staffordshire Safeguarding Children Board) and First Response is 
made, and their guidance does not allow this. 

 In these cases, the investigating officers will inform parents. 
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Liaison with other Agencies 
 

 We work within the SSCB guidelines. 

 We have a copy of 'What to do if you’re worried a child is being abused' for parents and staff and 
all staff are familiar with what to do if they have concerns. 

 We have procedures for contacting the local authority on child protection issues, including 
maintaining a list of names, addresses and telephone numbers to ensure that it is easy, in any 
emergency, for the setting and social services to work well together. 

 We notify Ofsted of any incident or accident and any changes in our arrangements which may 
affect the wellbeing of children. 

 If a referral is to be made to First Response, we act within the area’s Safeguarding Children and 
Child Protection guidance in deciding whether we must inform the child's parents at the same 
time. 
 

Allegations against Staff 
 

 We ensure that all parents know how to complain about the behaviour or actions of staff or 
volunteers within the pre-school, which may include an allegation of abuse. 

 We follow the guidance of the SSCB when responding to any complaint that a member of staff, or 
volunteer within the preschool has abused a child. 

 Contact will be made with Staffordshire Local Authority Designated Officer (LADO). 

 We respond to any disclosure by children or staff that abuse by a member of staff or volunteer 
within the pre-school by first recording the details of any such alleged incident.  

 We refer any such complaint immediately to First Response and SSCB to investigate. 

 We also report any such alleged incident to Ofsted and what measures we have taken. 
Recognising it is an offence not to do so. 

 We co-operate entirely with any investigation carried out by First Response, Ofsted, and the 
police. 

 Where the management committee and SSCB deem it appropriate, the committee chair will 
suspend the member of staff on full pay, or the volunteer, for the duration of the investigation. 
This is not a confirmation of the allegation, but is to protect the staff as well as children and 
families throughout the process. 
 

Disciplinary Action 
 

 Where a member of staff or a volunteer is dismissed from the setting because of misconduct 
relating to a child, we notify Capita who deal with our enhanced staff. We also inform the 
Independent Safeguarding Authority (ISA) of the situation, so that the name may be included on 
the Protection of Children and Vulnerable Adults Barred List. 
 

Training 
 

 We ensure all adults working in the pre-school receive training in safeguarding, and this is 
reviewed and updated regularly, at induction of new staff and during annual staff appraisals. 

 We therefore ensure that all staff can recognise the symptoms of potential abuse and the 
procedures for reporting and recording their concerns in the setting. 
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 Staff will use anatomically correct names for all body parts, as this is considered best practice 
regarding children gaining confidence in talking about and protecting their bodies. 
 

Confidentiality 
 

 All suspicions and investigations are kept confidential and shared only with those who need to 
know. Any information is shared under the guidance of the SSCB.  
 

Support to Families 
 

 We believe in building trusting and supportive relationships with families, staff, and volunteers in 
the group. 

 We make clear to parents our role and responsibilities in relation to safeguarding, such as the 
reporting of concerns, providing information, monitoring of the child, and liaising at all times with 
First Response/SSCB 

 We will continue to welcome the child and the family whilst investigations are being made in 
relation to any alleged abuse. 

 We follow the Child Protection Plan as set by the child’s social care worker in relation to the pre-
school's designated role and tasks in supporting that child and their family, subsequent to any 
investigation. 
 

Prevent 
 
From 1st July 2015 all registered early years childcare providers are subject to a duty under 
section 26 of the Counter-Terrorism and Security Act 2015, in their duties to have “due regard to 
the need to prevent people from being drawn into terrorism”. This duty is known as the Prevent 
duty.  
 
Boley Park Pre-school takes Safeguarding very seriously, therefore, to ensure that we adhere to 
and achieve the Prevent duty we will:  

 Provide appropriate training for all staff as soon as possible. 

 Part of this training will enable staff to identify children who may be at risk of 
radicalisation. 

 We will build the children’s resilience to radicalisation by promoting fundamental British 
values and enabling them to challenge extremist views (for early years providers the 
statutory framework for the EYFS sets standards for learning, development and care for 
children from 0-5, thereby assisting their personal, social and emotional development and 
understanding of the world).  

 We will assess the risk, by means of a formal risk assessment, of children being drawn into 
terrorism, including support for extremist ideas that are part of terrorist ideology. 

 We will ensure that our staff understand the risks so that they can respond in an 
appropriate and proportionate way.   

 We will be aware of the online risk of radicalisation through the use of social media and 
the internet. 

 As with managing other safeguarding risks, our staff will be alert to changes in children’s 
behaviour which could indicate that they may be in need of help or protection (children at 
risk of radicalisation may display different signs or seek to hide their views).  
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 The key person approach means we already know our key children well and so we will 
notice any changes in behaviour, demeanor or personality quickly.  

 We will not carry out unnecessary intrusion into family life, but we will take action when 
we observe behaviour of concern.  

 We will work in partnership with our LSCB for guidance and support. 
 We will build up an effective engagement with parents/carers and families. (This is 

important as they are in a key position to spot signs of radicalisation). 

 We will assist and advise families who raise concerns with us. It is important to assist and 
advise families who raise concerns and be able to point them to the right support 
mechanisms.  

 We will ensure that our Safeguarding Officers will undertake Prevent awareness training 
(as a minimum) so that they can offer advice and support to other members of staff.  

 We will ensure that any resources used in the pre-school are age appropriate for the 
children in our care and that our staff have the knowledge and confidence to use the 
resources effectively. 

 
For free online training: http://course.ncalt.com/Channel_General_Awareness/01/index.html  
 
 

Useful Contacts 
 
Designated Safeguarding Officer: Caroline Cooke 
Deputy Officer: Meg Priseman 
 
Ofsted: 0300 1231231 
SSCB: 01785 277151 sscb.admin@staffordshire.gov.uk 
First Response: 0800 1313126 firstr@staffordshire.gov.uk 
Staffordshire LADO: Contact through First Response 
 
 
 

Primary Legal Framework 
 

 Children Act 1989 

 UNCRC 1991 

 Protection of Children Act 1999 

 Children Act 2004 

 Childcare Act 2006 

 Safeguarding Vulnerable Groups Act 2006 

 Prevent Duty 2015 
 
 

Secondary Legal Framework 
 

 Sexual Offences Act (2003) 

 Criminal Justice and Court Services Act (2000) 

 Human Rights Act (1999) 

http://course.ncalt.com/Channel_General_Awareness/01/index.html
mailto:sscb.admin@staffordshire.gov.uk
mailto:firstr@staffordshire.gov.uk
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 Race Relations (Amendment) Act (2000) 

 Race Relations (Amendment) Act (1976) Regulations 

 Equalities Act (2006) 

 Data Protection Act (1998) 
 
 

Further Guidance 
 

 Working Together to Safeguard Children (2015) 

 Revised EYFS (201) 

 What to do if you’re Worried a Child is Being Abused (2015) 

 Framework for the Assessment of Children in Need and their Families (DoH 2000) 

 Staffordshire Early Help (SSCB- online) 

 Information Sharing: Practitioners’ Guide (DCSF 2008) 
 
Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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British Values Policy 
 
 

Promoting British Values at Boley Park Pre-School. 
 
The Department of Education (DfE) have reinforced the need “to create and enforce a clear and 
rigorous expectation to promote the fundamental British values of democracy, the rule of law, 
individual liberty and mutual respect and tolerance of those with different faiths and beliefs.” 
 
The government set out its definition of British values in the 2011 Prevent Strategy, and these 
values have been reiterated. 
At Boley Park Pre-School these values are reinforced regularly in the following ways: 
 

Democracy 
 
We listen to children’s and parent’s voice 
 

The Rule of Law 
 
We consistently reinforce of high expectations of children. Children are taught the value and 
reasons behind our Expectations (rules) that they are there to protect us that everyone has a 
responsibility. Children are taught the values and reasons behind laws, that govern and protect us, 
the responsibilities that this involves and the consequences when laws are broken. Visits from the 
authorities such as the Police and Fire Service are regular parts of the children’s learning and help 
reinforce this message. 
 

Individual Liberty 
 
Within pre-school, children are actively encouraged to make independent choices, knowing that 
they are in a safe and supportive environment. As a pre-school, we support and provide 
boundaries for young children to make choices safely, through our provision of a safe 
environment. Children are encouraged to know, understand, and exercise their rights and 
personal freedoms. 
 

Mutual Respect 
Part of our pre-school’s ethos revolves around core values such as ‘respect’ and children are 
modelled this by caring, sharing, and listening to others. Staff help children to understand how to 
respect by talking and how actions/words can affect others. 
 

Tolerance of those of Different Faiths & Beliefs 
We aim to enhance children’s understanding of different faiths and beliefs by participating in a 
range of celebrations throughout the year. Children have the opportunity to take part in activities, 
dress up in clothes and try different foods from other cultures and we encourage parents/carers 
to participate in and support our multi-cultural events. 
 
 
Policy updated: January 2021 
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 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Parent confidentiality policy 
At Boley Park Pre-School, we strive to protect the children in our care and maintain the 
confidentiality of their families. We also seek to uphold the on-going good reputation of our pre-
school and it’s standing in our local and wider community. To this end, we kindly request the 
following: 

 Parents should refrain from speaking about individual children outside or away from the 

pre-school. 

 Parents should not bring the pre-school into disrepute by speaking out of turn, or by 

actions that may be associated by the public with the pre-school. 

 Parents should not mention any other individuals associated with the pre-school by name 

other than their own child. 

 Cameras from home or camera phones are prohibited from use within the pre-school as a 

matter of child protection, so please do not attempt to use them. The pre-school has its 

own designated camera and appropriate parental permissions for capturing ‘Wow!’ 

moments. 

 There may be exceptional circumstances when personal cameras may be used, such as 

Christmas and leaver’s parties. Permission should first be sought from staff and other 

parents present. However, if some parents dissent, their wishes should be respected. 

During such situations whereby no personal photography is permitted, staff will use the 

pre-school camera and pass photographs on to you. 

 If you should inadvertently overhear discussions of a private/confidential nature between 

members of staff or the committee about named individuals, please refrain from repeating 

these and, instead, inform the setting manager who will deal promptly with any breaches 

of confidentiality. 

 There may be times when your child is involved in a disagreement or accident with 

another child. Staff are not permitted to divulge who the involved children are and we 

request that you do not press staff for this information. 

Please note that failure to comply with the above requests may result in the reconsideration 
of your child’s place at Boley Park Pre-School as partaking in any of the above actions would 
be considered as behaviour that is harmful to the children in our care and would be a breach 
of the trust that we all place in each other.  

Policy Updated: January 2021 
Signed by: ___________________________________   on behalf of staff and committee 
Position:   ___________________________________ 
Date:        ____________________________________ 
Review Date: January 2022 
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Nappy Changing Policy 
 

Statement of Intent 

 

Boley Park Pre-school is registered to accept children from 2-5 years of age; 

consequently children are at a variety of stages of independent toileting. Some 

children will be fully toilet-trained; some will be toilet training whilst others will be 

in nappies or equivalent. 

 

We see toilet training as a self-care skill that children have the opportunity to learn 

with the full support and non-judgemental concern of adults. We work with parents 

and the children themselves towards independent toileting, unless there are 

medical or other developmental reasons why this may not be appropriate at the 

time. 

 

We maintain the necessary bathroom provision, resources and hygiene practice to 

accommodate children who are not yet toilet trained, safely. 

 

Procedures 

 Children are changed as required by an adult with full and enhanced DBS 

clearance. 

 Initially and where possible the key person will change nappies, we will always 

ensure that if the child indicates a preference for who changes them, we will 

support this where possible.  

 All staff are familiar with the hygiene procedures and carry these out when 

changing nappies. 

 We encourage children (in partnerships with parents) to wear ‘pull ups’ or other 

types of trainer pants when they show an awareness or interest in toileting, as a 

precursor to independent toileting. 

 We have a designated changing area, which is warm and clean. It has a wall-

mounted changing mat, for children exceeding the specified weight restriction 

we use a changing mat on the floor. 

 Parents are asked to provide a labelled bag with their child’s own wipes and 

nappies and nappy sacks. We do provide a limited supply of spare nappies, wipes 

and nappy bags, for emergency use.  
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 Staff ensure that nappy changing is relaxed and a time to promote independence 

in young children. 

 Gloves and aprons are put on before changing starts and the areas are prepared. 

A paper towel is put down on the changing mat freshly for each child. 

 Nappies and ’pull ups’ are disposed of hygienically; they are bagged, tied and put 

in the sealed nappy bin provided. Cloth nappies, trainer pants and ordinary pants 

that have been wet or soiled are bagged for the parent to take home. 

 Staff will then wash their hands with the child, in so doing role-modelling good 

hand-washing techniques and sharing with children the importance of good 

hygiene practices. 

 Children are encouraged to be independent when washing their hands, trainer 

steps are provided for free access to the sinks, portable soap dispensers are 

provided for independent use, and children are encouraged to dispose of their 

paper towels independently.  

 Any change of nappy or clothing following toilet accidents are entered into the 

nappy book and are dated and signed. 

 Children in nappies who show an interest in using the toilet/potty, are 

encouraged to do so, this is shared with parents. Toilet training is undertaken in 

partnership with children and their parents. We ask that parents put their child 

in nappies if they are not at the stage of toilet training. 

 The pre-school has a ‘duty of care’ towards children’s personal needs, and 

therefore does its utmost to prevent children being left in wet or soiled 

nappies/pull-ups or pants. 

 During toileting and hand washing prior to snack, we will check all nappies. 

Should they be soiled or very wet, they will be changed. 

 All nappies /pull-ups are checked during toileting and hand washing prior to 

snack. Soiled nappies/pull-ups will be changed immediately and very wet 

nappies/pull-ups will be changed after snack time. Children staying for 

lunch/afternoon session will be re-checked later and changed if necessary. 

 Despite our best efforts, soiling of nappies/ pull-ups after the final checking may 

occur. This will hopefully be noticed by the odour and the child will be changed. 

However, if this is missed please inform a member of staff at your next session to 

make us aware of the situation. 

 Please feel free to use our changing facilities on arrival/ departure if needed. 

 If parents have any special requests, such as they would like their child's nappy 

changed prior to home time, staff will try to accommodate these requests. 
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Potty packs are available for parents at home to support their child when they begin 

to show an interest in toileting. Please ask a member of staff. 

 

Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and 
committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Achieving Positive Behaviour Policy 
 

Statement of Intent 
 
Boley-Park Pre-school believes that children flourish best when their personal, social and 
emotional needs are met and where there are clear and developmentally appropriate 
expectations for their behaviour. We strive to provide a learning environment in which positive 
behaviours are modelled, and children learn to respect themselves, others and the environment. 
Children need to learn to consider the views and feelings, needs and rights, of others and the 
impact that their behaviour has on people, places and objects. This is a developmental task that 
requires support, encouragement, teaching and setting the correct example. The principles that 
underpin how we achieve positive and considerate behaviour are seen with our strategies for 
promoting personal, social and emotional development. 
 

Behaviour Coordinators 
 
The pre-school has a named Behaviour Co-ordinator, who has overall responsibility for our pre-
school supporting children’s personal, social and emotional development, and promoting positive 
behaviours: Caroline Cooke. 
 
We adhere to the revised EYFS (2017) key themes and commitments in the following procedures:  
 

Procedures 
We require the named person to:  

 keep themselves up-to-date with legislation, research and thinking on promoting positive 
behaviour and on handling children's behaviour where it may require additional support; 

 access relevant sources of expertise on promoting positive behaviour within the 
programme for supporting personal, social and emotional development; and by ensuring all staff 
have relevant in/out of house training on promoting positive behaviour, and keeping records of 
staff attendance at this training. 

 We recognise that codes for interacting with other people vary between cultures and require 
staff to be aware of - and respect - those used by members of the setting. 

 In cases of serious misbehaviour, such as racial or other abuse, we make clear immediately the 
unacceptability of the behaviour and attitudes, by means of explanations rather than personal 
blame. 

 We require all staff, volunteers and students to provide a positive model of behaviour by 
treating children with professional friendliness, care and respect, and demonstrating professional 
courteousness and respectfulness to parents, visitors and each other. 

 We familiarise new staff, volunteers and parents with the setting's behaviour policy and its 
guidelines for behaviour. 

 We expect all members of our pre-school - children, parents, staff, volunteers and students - 
to abide by this policy, and maintain a consistent whole-team approach. 

 We expect all our members therefore to use same positive strategies to handle conflicts and 
helping children find solutions appropriate to their ages and stages of development-such as 
distraction, praise and reward. 

 We praise and endorse desired behaviours such as kindness and willingness to share through 
verbal/ non-verbal communications and our special mentions initiative.  



 33 

 We work in partnership with children's parents. Parents are regularly informed about their 
children's behaviour by their key person. 
 

Strategies with children who engage in inconsiderate behaviour 
 We ensure that there are enough popular toys and resources and sufficient activities available 

so that children are meaningfully occupied without the need for unnecessary conflict over sharing 
and waiting for turns. 

 We acknowledge considerate behaviour such as kindness and willingness to share. 
 We support each child in developing self-esteem, confidence and feelings of competence. 
 We support each child in developing a sense of belonging in our group, so that they feel 

valued and welcome. 
 We recognise that some children have over and above the usual toddler problems of biting 

and kicking. At all times these will be handled firmly but kindly, and in partnership with parents. 
 When children behave in inconsiderate ways we help them to understand the outcomes of 

their action and support them in learning how to cope more appropriately, according to their ages 
and stages of development. 

 We work with parents to address recurring inconsiderate behaviour, using our observation 
records to help us to understand the cause and to decide jointly how to respond appropriately. 

 We avoid creating situations in which children receive adult attention only in return for 
inconsiderate behaviour. We do not use techniques intended to single out and humiliate 
individual children. 

 We never send children out of the room by themselves, nor do we use a ‘naughty chair’ which 
excludes children from the group. We encourage children to reflect on their actions, and 
apologise as appropriate to their ages and stages of development. However, for consistent 
unwanted behaviours we do sit the children out (within the room) with an adult, for reflection 
and reinforcing wanted behaviours e.g. ‘kind hands’. 

 We use a behaviour diary for repeated unwanted behaviours to ascertain whether any 
changes in the pre-school layout, resources or routines may help. This is discussed in partnership 
with parents, so a joint strategy/s can be formulated. 
 

Physical Intervention 
The Children Act (1989) states: ‘Corporal punishment (smacking, slapping or shaking) is illegal in 
maintained schools and should not be used by any other parties… (6.22).’ 
The revised EYFS (2017) states: ‘Providers must not give corporal punishment to a child... (3.52)’.  

 We never use physical punishment, such as smacking or shaking, nor are children ever 
threatened with these. Any non-permitted physical intervention is considered an offence, will not 
be tolerated and will be dealt with in accordance with our disciplinary procedure. 

 We do not shout or raise our voices in a threatening way to respond to children's 
inconsiderate behaviour. 
The revised EYFS (2017) states physical intervention is only permitted when: ‘ averting immediate 
danger of any personal injury to any person (including the child) or to manage a child’s behaviour 
if absolutely necessary (3.52)’. 

 We use physical restraint, such as holding, only to prevent physical injury to children or adults 
and/or serious damage to property. 

 Details of such an event (what happened, what action was taken and by whom, and the names 
of witnesses) are brought to the attention of our manager and are recorded in the physical 
intervention folder (see attached form).  The child’s parent is informed on the same day and their 
signature obtained. 
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Children under three years 
 When children under three behave in inconsiderate ways we recognise that strategies for 

supporting them will need to be developmentally appropriate and differ from those for older 
children. 

 We recognise that younger children are unable to regulate their own emotions, such as fear, 
anger or distress, and require sensitive adults to help them do this. 

 Common inconsiderate or hurtful behaviours of young children include tantrums, biting or 
fighting.  Staff remain calm and patient, offering comfort to intense emotions, helping children to 
manage their feelings and talk about them to help resolve issues and promote understanding. 

 If tantrums, biting or fighting are frequent, we try to find out the underlying cause – whether it 
be related to issues at home, a problem with not settling, or the physical and learning 
environment of the pre-school. 

 We focus on developing children’s emotional security through our key person system, 
whereby each child has the opportunity to develop a strong relationship with an adult offering 
them an ‘attachment’ figure in the pre-school. 
 

Rough and tumble play, hurtful behaviour and bullying 
Our procedure has been updated to provide additional focus on these kinds of inconsiderate 
behaviours.  
 

Rough and tumble play and fantasy aggression 
Young children often engage in play that has aggressive themes – such as superhero and weapon 
play; some children appear pre-occupied with these themes, but their behaviour is not necessarily 
a precursor to hurtful behaviour or bullying, although it may be inconsiderate at times and may 
need addressing using strategies as above. 

 We recognise that teasing and rough and tumble play are normal for young children and 
acceptable within limits. We regard these kinds of play as pro-social and not as problematic or 
aggressive. 

 We will develop strategies to contain play that are agreed with the children, and understood by 
them, with acceptable behavioural boundaries to ensure children are not hurt.  

 We recognise that fantasy play also contains many violently dramatic strategies, blowing up, 
shooting etc., and that themes often refer to ‘goodies and baddies’ and as such offer 
opportunities for us to explore concepts of right and wrong. 

 We are able to tune in to the content of children’s play, and suggest alternative strategies for 
heroes and heroines, making the most of ‘teachable moments’ to encourage empathy and lateral 
thinking to explore alternative scenarios and strategies for conflict resolution. 
 

Hurtful behaviour 
We take hurtful behaviour very seriously. Most children under the age of five will at some stage 
hurt or say something hurtful to another child, especially if their emotions are high at the time, 
but it is not helpful to label this behaviour as ‘bullying’. For younger children, hurtful behaviour is 
generally momentary, spontaneous and often without awareness of the feelings of the person 
whom they have hurt.  

 We recognise that young children behave in hurtful ways towards others because they have not 
yet developed the means to manage intense feelings that sometimes overwhelm them. 
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 We recognise young children may need assistance in managing such emotions, until they have 
developed self-control; this varies with individual children according to their age and stages of 
PSED and cognitive development. 

 We do this by offering support, calming the child who is angry as well as the one who has been 
hurt by the behaviour.  

 We do not engage in punitive responses to a young child’s rage as that will have the opposite 
effect. 

 Our way of responding to pre-verbal children is to calm them through holding and cuddling. 
Verbal children will also respond to cuddling to calm them down, but we offer them an 
explanation and discuss the incident with them to their level of understanding. 

 We recognise that young children require help in understanding the range of feelings they 
experience. We help children recognise their feelings by naming them and helping children to 
express them, making a connection verbally between the event and the feeling.  

 We help young children learn to empathise with others, understanding that they have feelings too 
and that their actions impact on others’ feelings.  

 We help young children develop pro-social behaviour, such as resolving conflict over who has the 
toy.  

 We are aware that the same problem may happen over and over before skills such as sharing and 
turn-taking develop. During this time, children will need repeated experiences with problem 
solving, supported by patient adults and clear boundaries. 

 We support social skills through modelling positive behaviours, through activities, drama, stories 
and our interactions with others. We build self-esteem and confidence in children, recognising 
their emotional needs through close and committed relationships with them. 

 We help a child to understand the effect that their hurtful behaviour has had on another child; we 
encourage children to say sorry or show compassion by other means such as a cuddle or sharing a 
game/toy.  

 When hurtful behaviour becomes problematic, we work with parents to identify the cause and 
find a solution together. Possible reasons for very young children to engage in excessive hurtful 
behaviour may include: 

 they do not feel securely attached to someone who can interpret and meet their needs – either at 
home or in the pre-school; 

 their parent, or Key person does not respond appropriately, consequently negative patterns 
develop whereby hurtful behaviour is the only response the child has to express feelings of anger; 

 the child may have insufficient language, or mastery of English, to express themselves, leading to 
potential frustration; 

 the child may be exposed to levels of aggressive behaviour at home and may be at risk 
emotionally, or may be experiencing child abuse; 

 the child may have a developmental condition that affects how they behave. 
 Where this does not work, we use the Code of Practice to support the child and family, making the 

appropriate referrals to a Behaviour Support Team where necessary. 
 

Bullying  
We take bullying very seriously. Bullying involves the persistent physical or verbal abuse of 
another child or children. It is characterised by intent to hurt, often planned, and accompanied by 
an awareness of the impact of the bullying behaviour.  
A child who is bullying has reached a stage of cognitive development where he or she is able to 
plan to carry out a premeditated intent to cause distress in another. Bullying generally occurs in 
children five years old, thus being an issue for settings catering for slightly older children. 
If a child bullies another child or children: 
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 we show the children who have been bullied that we are able to listen to their concerns and act 
upon them; 

 we intervene to stop the child who is bullying from harming the other child or children;  
 we explain to the child doing the bullying why their behaviour is not acceptable; 
 we give reassurance to the child or children who have been bullied; 
 we help the child who has done the bullying to recognise the impact of their actions; 
 we make sure that children who bully receive positive feedback for considerate behaviour and are 

given opportunities to practise and reflect on considerate behaviour; 
 we do not label children who bully as ‘bullies’; 
 we recognise that children who bully may be experiencing bullying themselves, or be subject to 

abuse or other circumstance causing them to express their anger in negative ways towards others; 
 we recognise that children who bully are often unable to empathise with others and for this 

reason we do not insist that they say sorry unless it is clear that they feel genuine remorse for 
what they have done. Empty apologies are just as hurtful to the bullied child as the original 
behaviour; 

 we discuss what has happened with the parents of the child who did the bullying and work out 
with them a plan for handling the child's behaviour; and 

 we share what has happened with the parents of the child who has been bullied, explaining that 
the child who did the bullying is being helped to adopt more acceptable ways of behaving.  

 If a child exhibits a significant change in behaviour or displays inappropriate behaviour this is 
recorded, monitored and reported to the designated safeguarding officer as it may be a result of a 
safeguarding issue. 
 
 
 
Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Special Educational Needs and Disability Policy 
 
 

Supporting children with additional educational needs 

"A child has Special Educational Needs if they have a learning difficulty or disability which calls for 
special educational provision to be made for him or her”.  As defined by the Special Educational 
Needs and disability code of practice 0 to 25, July 2014. 

 

Statement of Intent 

At Boley Park Pre-school, we strive to provide a broad and balanced curriculum for all children. 
The revised Early Years Foundation Stage (2017) is our starting point for our planning, which 
meets the specific needs of both individual and groups of children. When planning for children’s 
learning, staff plan for suitable learning challenges whilst giving regard to children’s diverse 
learning needs. 

 

Some children have barriers to learning that mean they have special needs and require particular 
action by the preschool. The areas of need may be: - 

-communication and interaction 

-cognition and learning 

-social, mental and educational health 

-sensory and/or physical 

 

These requirements are likely to arise as a consequence of a child having special educational 
needs or disability. Such children may need ‘additional’ or ‘different’ help from that given to other 
children of the same age. 

We provide an environment in which all children, including those with special educational needs, 
are supported to reach their full potential. 
 

Policy 
 We have regard for the revised DfES Special Educational Needs and disability Code of 

Practice (2014). 

 We ensure our provision is inclusive to all children with special educational needs and 
disability. 

 We support parents and children with special educational needs and disability (SEND). 

 We identify the specific needs of children with special educational needs and disability as 
early as possible and meet those needs through a range of strategies. 

 We work in partnership with parents, the child and other agencies in meeting individual 
children's needs. 

 We promote an atmosphere of encouragement, sensitivity, acceptance and respect for 
achievements in which all children can thrive. 

 We monitor and review our policy, practice and provision and, if necessary, make 
adjustments. 
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Procedures 
 We designate a member of staff to be the Special Educational Needs and Disability Co-

Ordinator (SENDCO) and give his/her name to parents. Our SENDCO is Caroline Cooke. 

 We ensure that the provision for children with special educational needs and disability is 
the responsibility of all members of the setting. All staff are responsible for the learning 
and development of all children, including those with special needs. 

 We ensure that our inclusive admissions practice ensures equality of access and 
opportunity. 

 Each child’s Key Person will use observation, and assessment to assist in the identification 
of special needs. 

 It is the responsibility of all staff to report to the SENDCO if any special needs are 
identified or suspected. 

 We use the graduated response system for identifying, assessing and responding to 
children's special educational needs. We follow the four principles of assess, plan, do and 
review. Parents are involved at each stage. 

 The Key Person, SENDCO and the child’s parents will work in partnership together, 
deciding and adopting appropriate strategies for the child. 

 We work closely with parents of children with special educational needs and disability to 
create and maintain a positive partnership. 

 We ensure that parents are informed at all stages of the assessment, planning, provision 
and review of their children's education. 

 If, despite having taken relevant and purposeful action to identify, assess and meet the 
needs of the child, the child has not made expected progress we will request to involve 
the Early Years District SENDCO. As with all stages, parental consent will be sought. 

 We will act upon advice from the Early Years District SENDCO, who may consider an 
Education, Health and Care plan referral. 

 We provide parents with information on sources of independent advice and support. The 
local offer can be found at Staffordshire marketplace. This provides a wealth of support 
and knowledge in the area. 

 We liaise with other professionals involved with children with special educational needs 
and their families, including transfer arrangements to other settings and schools. 

 We use a system of planning, implementing, monitoring, evaluating and reviewing SEND 
support plans for children with special educational needs and disability. 

 We ensure that children with special educational needs and disability are appropriately 
involved at all stages of the graduated response, taking into account their ages and levels 
of ability. 

 We use a system for keeping records of the assessment, planning, provision and review for 
children with special educational needs. 

 We ensure the effectiveness of our special educational needs provision by collecting 
information from a range of sources e.g. SEND support plans,  reviews, staff and 
management meetings, parental and external agency's views, inspections and complaints. 
This information is collated, evaluated and reviewed annually. 

 We adopt positive and consistent strategies in partnership with parents to help children 
with behavioural difficulties or emotional problems. 

 We organise our space to ensure that access to resources is appropriate for all children’s 
needs. 
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 We provide extra resources to implement our Special Educational Needs and disability 
policy, when appropriate and within the constraints of our budget.  

 Where necessary, extra one-to-one support may be provided for a child. This may be an 
extra member of staff, paid for by the pre-school or funding may be sought through the 
Early Years Forum, if appropriate.  

 We use any specialism Boley Park Pre-school has to offer e.g. Makaton trained, visual aids, 
to ensure all children reach their full potential. 

 We listen carefully to feedback from parents. If any parent is dissatisfied with the pre-
school’s efforts on behalf of their child, they can be referred to the SENDCO who will seek 
an informal resolution to ensure that the needs of the child are met.  

 Additionally the Early Years Area SENDCO or Families First (With parental consent) may be 
contacted for the provision of additional support for the child or family as deemed 
suitable.  

 We provide a complaints procedure for any issues that cannot be informally resolved or 
that are unsuitable for such informal resolution. 

 We monitor and review our policy annually. 
 

 
Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Accidents, First Aid and Medicines Policy 
 
The first aid box is located in the kitchen. It is checked by a designated member of 
staff and stock is replaced when needed. 
 
All staff accidents and work related ill health is to be recorded in the staff accident 
folder, which is located in the kitchen. 
 
Parents will be informed of any accidents and asked to sign the accident form on 
collection of their child. The accident form details time and place of accident, a brief 
description of what happened and the treatment given. It is also signed by the 
member of staff that dealt with the accident. A copy of head injury accident forms 
are given to parents. 
 
If the accident is more serious, a senior member of staff will take the child straight 
to the accident and emergency department of the local hospital, accompanied by a 
member of staff.  Parents are informed by staff at the pre-school of the incident and 
the hospital that their child has been taken to. Parents can either meet their child at 
the hospital or at the pre-school.  The parents are kept informed by telephone at all 
stages. 
 
In the case of a serious injury or convulsions, an ambulance is called immediately. 
 
The pre-school is responsible for reporting incidents, diseases and dangerous 
occurrences to the enforcing authority (RIDDOR) and Ofsted.  
Please see the attached list of notable diseases www.hse.gov.uk/riddor 
 
Medication 
 
Administering Medication 
No one within the pre-school is able to administer medicine to children. This 
includes Calpol and antibiotics. If your child requires medication during the day 
(either prescribed or not) you. Or another responsible adult on your behalf can 
come to the pre-school to give the required medicine. 
 
If your child has a medical condition, please ensure the pre-school are aware as 
soon as possible so we can discuss your child’s medical needs. Lifesaving medication 
e.g inhalers will be administered. 
 
Parental/Carer Responsibilities  
 



 41 

Parents/carers are responsible for informing us of their child’s medical needs. 
Parents/carers must complete a medical form before they can leave their child at 
the pre-school, Any medical needs are discussed and all relevant information passed 
onto all members of staff. If necessary, health care plans will be put in place and 
staff will receive relevant training, as required, to support the child’s medical needs. 

Health Care Plans 
 
If a child has long term or complex needs it is usually necessary to record all 
information on an Individual Health Plan. Parent/carers are asked to complete the 
following details: 

 Child’s personal details 

 Medical diagnosis or condition 

 Family contact information 

 Hospital/GP contact information 

 Child’s symptoms and medical needs 

 Daily care requirements 

 Description of what constitutes an emergency 

 Follow up care 

Health care plans will be reviewed annually or if there is a change in the child’s 
condition or medical need.  Parents will be invited in to this review date. 

 

 

Staff Training 
 
All staff are first aid trained and this certificate is updated every three years or as 
and when required. If there is a child in the pre-school who requires special medical 
attention staff will be trained accordingly. 
 

Storage of Medicines 
 
Medicines are stored safely, out of reach of children and in accordance to the 
instructions provided on the prescription label. 
 

Record Keeping 
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Records are made for all medicines administered to children. Copies are given to 
parents if any medication has been administered. 
 

Emergency Procedures 
 
Staff are provided with emergency procedures such as, calling an ambulance and 
dealing with a convulsion, on induction.  
 
Staff Medication 
 
All staff medication is stored in securely in the kitchen.  
 
Policy Created: August 2018, Updated January 2021 

 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Infectious Illness and Exclusion Policy 
 
 

Statement of Intent 
 

3.44.  According to the EYFS (2017)(3.44), the pre-school “must promote the good health of 
children attending the setting. They must have a procedure, discussed with parents and/or carers, 
for responding to children who are ill or infectious, take necessary steps to prevent the spread of 
infection, and take appropriate action if children are ill”.  

 
The health and well-being of all children under the care of the pre-school is paramount. To this 
end if a child becomes unwell, we undertake the following procedures to ensure the well-being of 
other children in the pre-school. Also we appreciate that a sick child would much prefer to be in 
their own home environment if unwell. 
 

Procedures 
 

 If a child becomes ill during the session the parent(s) will be contacted, if unavailable the 
contacts as specified within the registration form will be contacted. 

 The child will be supervised and kept comfortable within a quiet area of the room, until 
collected. 

 We ask that if a child has any type of infection as shown by diarrhoea, vomiting or eye 
infections, they stay at home until clear for 48 hours. 

 We ask that children who have had a fever, remain at home until they have had a clear 24 
hours fever-free. 

 We kindly request that no children are brought to the pre-school, having had temperature 
reducing medication. If this is found to be the case then parents will be called back, and 
asked to take their child home. 

 To protect all children within the setting, and their families, we will notify others of known 
cases of infectious illness. 

 We kindly request that children stay at home for the first 24 hours (or until after the 
second dose) after commencing a course of antibiotics, in case of undue reactions to the 
medication. 

 The pre-school reserves the right to refuse entry to a child who appears unwell, this is at 
the discretion of the person in charge, and must be honoured. 

 We request that if it is known your child has, or has come in contact with an infectious 
illness or condition, you notify us, so we can alert other families, Ofsted, or other agencies 
as required. 

 Parents can help maintain the health and well-being of all children, by measures such as 
checking regularly for head lice. 

 Please see attached document of exclusion periods and notifiable diseases 
 
 

Consent for Emergency Medical Treatment 
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 Parents’ consent for staff to administer first aid and seek emergency medical treatment is 
sought at registration. 

 Children with a known medical condition have their own individual care plan. 

 For medication-see our medication policy. 
 

Escorting Children to Hospital 
 

 If a child’s condition requires it, an ambulance will be called; under no circumstance will a 
child be taken in a private vehicle other than the parents’. 

 The child’s parents will be called and requested to meet their child at the designated 
hospital. 

 A member of staff will escort the child in the ambulance, taking with them all relevant 
documentation to the child, including medication if appropriate. 

 The committee chair will be notified, and the appropriate authorities in the case of 
notifiable conditions. 

 Staff will remain calm, to reassure other children within the session. 
 

Exclusion Periods 
Please refer to document from Health Protection Agency (included). 
 

Sickness and Diarrhoea 

 

During winter there is usually an increase in cases of viral gastroenteritis (diarrhoea and vomiting) 
throughout the community with schools, colleges and nurseries often reporting outbreaks and 
pupil or staff absences.  

 

What is viral gastroenteritis?  

It is a self-limiting infection which usually lasts between 24-72 hours. Symptoms usually include 
nausea, stomach cramps, vomiting and diarrhoea although some people may also have a 
headache, raised temperature or aching limbs.  

 

 

How do you get it?  

It is easily passed from person to person from contact with an infected individual, contaminated 
food/water or by touching contaminated surfaces. It can survive in the environment for many 
days.  

 



 45 

How long should you stay away from pre-school?  

Affected individuals should remain at home until symptom free for at least 48 hours and feeling 
well. Those who are ill at pre-school should go home as soon as possible.  

 

How to control an outbreak 

 We will Isolate the affected children away from other children until they can be collected  
 Affected individuals are excluded from the pre-school until they have been symptom free 

for at least 48 hours 
 We encourage good hand hygiene after using the toilet and before eating and drinking.  

 

Safeguarding 
 
The revised Early Years Foundation Stage (EYFS) (2017) (3.2) states that: “Providers must take all 
necessary steps to keep children safe and well” within the pre-school, although safeguarding 
considers the health and wellbeing of children, it is considered a separate role.  
 
________________________________________________________________ 
 
Policy updated: January 2021 
 Signed by: ___________________________________   on behalf of staff and committee 
Position:   ___________________________________ 
Date:        ____________________________________ 
Review Date: January 2022 
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Admissions Policy 
Statement of Intent 
Boley Park Pre-School has a very active waiting list extending several years into the future. 
Our waiting list to preschool placement is very simple and places are allocated in the following 
order. 

1. Children currently attending the pre-school 
2. Siblings of children who do or have attended pre-school 
3. Date to waiting list in correlation with the needs of the child/family and requested sessions 

 

Policy  
In explanation, those children already attending the pre-school are first asked if they require 
additional sessions, we then consider any siblings who may require sessions, before offering 
sessions to other children on the waiting list (in date to list order). 
We do our best to accommodate parents with specific requests as their desired places become 
available. However, due to availability of places, parents with more flexibility may be 
accommodated first. If we cannot cater for your needs initially, your place on the waiting list is 
secure, and will continue to move upwards at all times. 
Our waiting list is a working document, with registers being reviewed half-termly. Places will 
continue to be offered and allocated as they arise. 
If you are offered a place with the pre-school based on your initial requirements as discussed with 
the setting manager, but then decide to decline one or more sessions, you may elect to be placed 
back on the waiting list to wait for a new term start, but the ‘Date to Waiting List’ will be altered 
accordingly. 
We regret that we cannot ‘defer’ your place until the following term as this would require us to 
hold a vacant place. This is because the pre-school is a non-profit organisation and is run by a 
volunteer management committee. As such, our running costs – hall hire, staff wages, etc. remain 
the same regardless of any money that we take. Thus, the only way that the pre-school can 
remain financially viable is if any taken or deferred places are paid in full. We apologise for any 
inconvenience this may cause. 
Children leaving Boley Park Pre-School for a school based pre-school or maintained nursery 
class: 
The Summer term (after Easter) is the most busy and important, for considering our numbers for 
the next academic year, in the allocation of places whilst accommodating those children waiting 
for confirmation of a place in a nursery class. 
 We plan our September register at the beginning of the summer term starting with the allocation 
of places vacated by ‘school leavers’ according to our policy. This enables the setting manager to 
start confirming places to returning and newly starting children as soon as possible.  
We do not finalise our register until all children wishing to remain with us in September have been 
confirmed. However, we need to remain financially viable, therefore compensating for any 
children leaving the pre-school with new starters is of paramount importance. As a result, 
although we will always honour any current sessions held by children, we cannot guarantee that 
those children not securing a nursery class place will automatically be able to increase to five 
sessions (at the pre-school) in September.  
Parent partnerships are an integral part of our pre-school’s practice; therefore, we do our utmost 
to meet the needs and requirements of all our families. We do appreciate your child’s care and 
education is of paramount importance, and will support you in any decisions you make, whether 
you decide to stay with us or not. In return, we ask for your understanding if your requests cannot 
always be fully met. 
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Fees Policy 

Our fees 
 
Boley Park pre-school is a non-profit making registered charity with only limited government funding (for those 
children over 3 years, and some 2 year olds) and, as such, operates on a very tight budget. 
The fees are: 

 Monday – Friday (Morning session) 9:15 - 12:15 - £16.50 per session 

 Monday – Friday (Lunch Club) 12:15 – 12:45 - £2.75 per session 

 Tuesday (Afternoon session) 12:15 – 2:15 - £11.00 
Fees are payable half-termly in advance. We accept a wide range of nursery vouchers (please ask for details). There is 
also an initial non-refundable registration fee of £20.00. 
 
All sessions must be paid for, even when your child is absent. This is to maintain your place with the pre-school and 
take account of the fact that our running costs including rent, resources and staffing will remain the same. Payment of 
the fees allows us to update our resources and equipment, which in turn benefits the children. Please try to inform us 
if your child is to be absent. If there is an unexplained absence of 3 weeks without notification (with any collected 
fees being retained and our fees policy being applied as appropriate), your place may be allocated to the next child on 
the waiting list.  We will of course make every effort to contact you first if this becomes our next course of action. We 
request 4 weeks written notice of your child leaving, otherwise you will be invoiced for unattended sessions. 
 

Policy 
 
Our fees are payable half termly in advance.  Invoices are issued in the first week of the new term and we expect 
punctual payment within 2 weeks by cash, cheque, BACS or childcare vouchers for the full amount unless previously 
discussed with either the setting manager or treasurer of the pre-school committee. 
 
If you have been able to begin with us part way through a half term, we will invoice you as soon as possible on or 
following the day that you start for your sessions in the remainder of the half term.  Your next invoices will be in the 
same ‘advance’ pattern as everyone else’s. 
 
All parents will be reminded of payments prior to the date they are due. Any parents who have not made the 
expected payment within the first 2 weeks of the new term will receive a further reminder letter the following day 
and will be asked to make their payment within 7 days.  If payment is still not received after these 7 days, a £5 fee will 
be applied for each 15 days thereafter that the payment is late until the account is settled. 
 
If there are two missed invoices (cumulatively, and with associated late fees for the first one) the child will be refused 
entry to the pre-school from the day that a second set of late fees is due.  Their place will be suspended until 
discussion has taken place with parents and a payment plan put in place to settle the outstanding arrears, or a full 
lump sum payment has been received.   
 
If there is no attempt to pay for the place, or make a payment plan during the first three weeks that the place is 
suspended, the place will be offered to the next person on the waiting list and the pre-school will seek 
reimbursement for the unpaid fees through court proceedings.  All court and solicitor fees will be added to the 
outstanding bill for payment. 
 
Children who are absent due to sickness and holiday time must still pay the full amount for the half term during which 
the absence occurs as our running costs remain the same and the attendance of children is planned for in advance so 
that we can ensure the correct staffing levels and resources. Any additional sessions your child wishes to attend will 
be invoiced regardless of previous absence. 
 
If a parent has genuine difficulty or financial hardship that results in problems with paying the pre-school fees, please 
speak in confidence with the setting manager or chair of the committee so that a payment plan can be arranged to 
the benefit of the child in attendance.  While we recognise that our fee policy needs to be robust to protect the 
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longevity of the pre school and the positions of those employed by the setting, we also pride ourselves on our 
flexibility and sensitivity to individual circumstances. 
 
We require 4 weeks written notice period when leaving the pre-school or reducing the number of sessions. If you are 
unable to provide 4 weeks written notice, you will be liable for the outstanding amount. Parents of funded children 
will need to sign a leaver’s form, to ensure their child’s funding can be adjusted accordingly. Due to Staffordshire 
County Council rules, funded children who are absent for 4 weeks or more will have their funding withdrawn and any 
further costs will be recouped. 
 
If you require an additional ad-hoc session outside of your child’s usual days and times of attendance, speak to the 
pre-school manager. Ad-hoc sessions must be paid at least one week in advance of the session taking place or as soon 
as the additional session is agreed if this is less than one week before. 
 
If a space is accepted at the pre-school by a family and confirmed by the setting manager, either during a phone call, 
email or in writing, and the child fails to attend as planned, an invoice will be posted to claim the entire half term’s 
fees in lieu of notice and the normal fees policy will apply until the fees are settled and written confirmation of the 
intention not to take up the place is received.  
 
As soon as you make your agreement with the setting manager to accept the offered places, it is our pleasure to 
provide your child with a guaranteed place that we are not able to offer to anyone else. 
 
We reserve the right to increase the pre-school fees at any time, however this will normally be reviewed annually. 
 
If you have any queries about this policy, please speak to the chair of the committee. 
 
 
Policy Created: May 2012, updated January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 



 50 

Safeguarding: Late and Non-Collected Child Policy and 
Procedures 

 
According to the revised EYFS (2017): ‘Providers must take all necessary steps to keep children 
safe and well’ (3.2)… and ‘….all staff…[must] understand their roles and responsibilities’ (3.20). 
 

Statement of Intent: 
Boley Park Pre-school operates strict guidelines for the safety and security of all children and 
visitors to the setting. This includes robust arrangements for ensuring the prompt and safe 
collection of all children at the end of the session. 
In the event that a child is not collected by an authorised adult at the end of a session/day, the 
setting puts into practice agreed procedures. These ensure that children are cared for safely, by 
experienced qualified practitioners who are known to the child. We will ensure that the child 
receives a high standard of care in order to cause as little distress as possible. 
We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be 
reassured that their children will be properly cared for. 
 

Late Collection: 
Boley Park Pre-school is considerate to the fact that persons collecting children may be late, due 
to unforeseen circumstances- to which end all parents/ carers are in possession of our mobile 
number. 
 

Procedure: 
 If you discover you are going to be late, please advise the pre-school ASAP. 

 Try to arrange a designated person to collect your child- stating their identity and relation to your 
child. 

 Staff can then advise your child- to help alleviate any undue distress. 

 It is your responsibility to ensure staff have a description of the nominated person, have some 
way of identifying them, and that they are in possession of your child’s unique password. 

 Staff will not release a child without this password. 

 Late fees may apply. 
 
 
 
 
 
 
 

Non-Collection: 
In the event of lateness becoming prolonged, or without prior notification, the following 
procedure will be followed: 
NB: a period of 10 minutes will be given to take account of lateness/ delay before instigating this 
policy. 
 

Procedure: 
 The person in charge and a familiar staff member will stay with the child at all times (and be 

comforted and distracted by them) 
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 The child will be continually reassured that whoever usually collects them, will be contacted soon. 

 The person in charge will ensure no messages (from the child’s parents/ carers) have been 
received, and the phone checked for missed calls. 

 The person in charge will then contact the parents (or whoever generally collects the child) by 
phone. 
 

If the phone is answered: 
 Staff will kindly inform the parent/ carer of the situation, reiterating usual collection time and that 

their child is waiting for them. 

 Inform the waiting child; reassuring them that they will be collected shortly (giving an 
approximate time-scale if appropriate). 
 

When there is no answer: 
 If there is no answer, a message will be left detailing the situation and what action will be taken by 

the pre-school. 

 The emergency contacts will be tried, to inform them of the situation and hopefully arrange 
collection of the child. 

 If there is still no answer, all numbers will be tried every 10 minutes, to take account of potential 
delay/ accidents. All calls will be logged on an incident form. 

 All staff will be made aware of the situation, and will assist if/ where applicable. 

 At all times, at least two members of staff will stay with the waiting child. 
NB: Other hall users have access to the hall from 13:30, after our sessions. This consequently 
impacts on our procedures, as we need to vacate the hall. 
 

 
 
 
 
 
If still no answer: 
If there is still no response to phone calls, there are no received messages, and the child is still 
waiting, 30 minutes after they should have been contacted, the following procedure will be 
instigated: 
 

Procedure: 
 First Response will be contacted, for advice and next steps: 

0800 1313 126 (Monday-Thursday 08:30-17:00) 
0800 1313 126 (Friday 08:30-16:30) 
Out of Hours/ Emergency: 0345 604 2886. 
Email: firstr@staffordshire.gov.uk 

 Ofsted will be contacted 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
0300 123 1231 

mailto:firstr@staffordshire.gov.uk
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 The safeguarding officer and committee chair will be notified also, via our Uncollected Child 
report. 
 
NB: Late fees may apply and include any additional costs incurred by the pre-school. 
 
 
Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Boley Park Pre-school: E-Safety Policy 
It is a legal requirement of the revised Early Years Foundation Stage (EYFS) safeguarding and 
welfare requirements (2017) that each setting holds an E-Safety Policy covering the use of mobile 
phones and cameras in the setting. 

Statement of Intent 
At Boley Park Pre-school we recognise the immense value that information and communication 
technology (ICT) plays in the learning and development of children, we acknowledge that it must 
be used safely, in that the potential risks involved should not be ignored. 
The pre-school in the following policy, endeavours to ensure E-safety is assured to all users of the 
preschool, whether child, parent, staff member or visitors.  
Our safeguarding officer, supported by the managers and committee ensures this policy is upheld 
by staff and parents alike. Boley Park Pre-school trusts that all adults will respect and uphold this 
policy so as to maintain E-safety and prevent any potential risks occurring. 

Internet Use 
 Currently the pre-school has a laptop and 6 mini Ipads used within the setting by staff and 6 

Kindle Fires for use solely by the children which have no internet access and have parental 

controls enabled. 

 There is no Wi-Fi currently available in the community hall; Wi-Fi is accessed via a dongle. 

 Children do not normally have access to the internet and never have unsupervised access. 

 Staff may access the internet with children for the purposes of promoting their learning and 
is always supervised. 

  The designated person has overall responsibility for ensuring that children and young 
people are safeguarded and risk assessments in relation to online safety are completed.  

 Children are taught the following stay safe principles in an age appropriate way prior to 
using the internet; - only go on line with a grown-up - be kind on line - keep information 
about me safely - only press buttons on the internet to things I understand - tell a grown up 
if something makes me unhappy on the internet. 

 All computers for use by children are located in an area clearly visible to staff.  

 Children are not allowed to access social networking sites.  

 Staff report any suspicious or offensive material, including material which may incite 
racism, bullying or discrimination to the Internet Watch Foundation at www.iwf.org.uk.  

  Suspicions that an adult is attempting to make inappropriate contact with a child on-line is 
reported to the National Crime Agency’s Child Exploitation and Online Protection Centre at 
www.ceop.police.uk.  

 The designated person ensures staff have access to age-appropriate resources to enable 
them to assist children to use the internet safely.  

  If staff become aware that a child is the victim of cyber-bullying, they discuss this with their 
parents and refer them to sources of help, such as the NSPCC on 0808 800 5000 or 
www.nspcc.org.uk, or Childline on 0800 1111 or www.childline.org.uk 

 Staff using personal computers at home, are made aware that they should be protected by 
secure passwords, and they should have recognised spyware software installed. 

 
Emails 
The pre-school has a designated website and email address for professional correspondence 
which is password protected. Parents are given this information when expressing an interest in 
the pre-school, and again on registration. 

http://www.childline.org.uk/
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The password is known only to the manager, deputy manager and management committee, to 
divulge this to outside persons is considered a breach of confidentiality and will be treated as 
such.  

Personal Emails 
The pre-school recognises that the Manger, Deputy Manager and Management Committee will 
communicate via email outside working hours. The pre-school advises that personal computers 
are locked with a security password, and have spyware downloaded as a matter of course. 

 The names of children should be kept to a minimum, with no full names used. 

 Correspondence will be written in a polite, respectful and non-abusive manner, with an 

appropriate use of emoticons. 

 Any abuse or breeches of confidentiality by any adults/ students associated with the 

preschool is strictly forbidden, and will not be tolerated. 

 All suspected cases must be reported, the pre-school will record all incidents and act on 

them immediately. 

 
 
Storage of Documentation 
Boley Park Pre-school recognises that personal computers are used to create working documents 
for the pre-school, in terms of registers, invoicing, planning and fees for instance. 

 All home computers must be password protected 

 Work documents must be placed in locked folders 

 Only acceptable use is permitted 

 Personal details will be kept to a minimum 

 All confidentiality is assured, with breaches considered serious misconduct, and dealt with 

accordingly 

Social Networks 
Social networking sites (e.g. Facebook and Instagram) can be a useful advertising tool for early 
years settings and can often be an effective way of engaging with young or hard to reach parents. 
Due to the public nature of social networking and the inability to keep content truly private, great 
care must be taken in the management and use of such sites. Boley Park Pre-school has a Facbook 
accout. Images of children are only shared on the Facebook Page with written permission from 
parents/carers. 
Best practice guidance states that: 

 To maintain professional distance and to avoid unwanted contact, staff should not link 

their personal social networking accounts to the setting’s page.  

 For safeguarding purposes, photographs or videos of looked after children must not be 

shared on social networking sites.  

 Ensure that privacy settings are set to maximum and checked regularly. 

Boley Park Pre-school recognises that staff, students and parents may hold personal social 
networking accounts, and that situations may arise when staff and/or children may be discussed. 
Any abuse or breeches of confidentiality by any adults/ students associated with the pre-school is 
strictly forbidden, and will not be tolerated. All suspected cases must be reported, the preschool 
will record all incidents and act on them immediately. 
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 Confidentiality by staff is ensured within their terms and conditions of employment, any 

reported breech of confidence is considered gross misconduct and will result in instant 

dismissal.  

 Students on commencement of placement sign to say they will abide by our student policy 

and maintain confidentiality at all times. Any reported breech of this agreement will result 

in immediate termination of their placement with the pre-school, and notification to their 

educational establishment. 

 Parents are asked to sign a confidentiality agreement as part of the registration process, if 

any breeches are reported their children will lose their place with immediate effect. If 

funded, the NEF department at Staffordshire County Council will be notified. If fees are 

paid, the pre-school reserves the right to retain these in accordance with its Fees Policy. 

Use of Cameras 
 Personal cameras belonging to staff are not permitted in the pre-school 

 The pre-school provides 2 authorised digital cameras for use by staff. Photographs are 

printed with the settings own photo printer, with photographs then deleted from the 

camera SD cards 

 Parental permission is sought before any photographs are taken of children, this informed 

consent includes information on how photographs are stored, and retrieved and may be 

used. 

 All staff are made aware of any parental photographic objections or restrictions.  

 Staff are permitted to take children’s photographs to capture spontaneous moments to 

support the Early Years Foundation Stage or to share with parents, once consent is 

granted. 

 The pre-school Safeguarding Officer takes responsibility for the memory card, which 

remains in the setting, due to the designated photograph printer.  

 Parents are not permitted to take any photographs of any children at social events held at 

the pre-school, or on visits without prior agreement of all parents present. 

Professional Photographers 
All photographers have DBS clearance, are asked for their ID on admission to the pre-school and 
are not left alone with any of the children, at any time. 
No photographs of children will be taken without parental consent, and all parents are asked 
whether they or named carer will be present when photographs are taken. 
If no photographs are purchased, all proofs are kept by the parents for their safe destruction. 

Mobile Phones 
The pre-school provides an authorised mobile phone for professional use, as there is no landline 
in the community hall. 
All contact details for staff and children are kept in the contacts folder and securely on the pre-
school mobile. 
All personal mobiles are stored safely and securely in the pre-school. 

Staff Mobiles 
 Mobile phones may be used appropriately in the pre-school, but their use will not detract 

from the quality of supervision and care of children. 
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 Staff using personal mobile phones, do so at the discretion of the pre-school Safeguarding 

Officer, Manager and Management Committee. 

 When authorised pre-school trips take place whilst the pre-school is in session, the senior 

staff member on duty (on the trip) is authorised to carry their personal mobile for pre-

school use and is duly recorded. 

 Contact lists are taken on all trips; no pre-school numbers will be stored on personal 

mobiles. 

 All personal mobile phone use is open to scrutiny by the Safeguarding Officer, Pre-school 

Management and Ofsted, and as such is recorded. 

 Personal mobile phone use may be restricted/ withdrawn at the behest of either of the 

above. 

 Staff and visitors’ mobiles are stored safely within the setting. 

Parent/ Visitor Mobiles 
 Parents/visitors are requested not to use their mobiles within the pre-school, both verbally 

and via posters. Safe storage of their phones is sought. 

 Visitor use of mobile phones, it is duly recorded by the preschool safeguarding officer or 

manager. 

Online learning journey 
In recent years, a number of applications (apps) for mobile devices and iPads have been launched 
which are targeted specifically at Early Years Practitioners and settings. Many of these apps allow 
staff to track and share a child’s learning journey online with parents and carers, usually in the 
form of photographs and text. Such tools have considerable benefits, including improved levels of 
engagement with parents and a reduction in paperwork, but careful consideration must be given 
to safeguarding and data security principles before using such tools. 

 
 Personal staff mobile phones or devices (e.g. iPad or iPhone) should not be used for any 

apps which record and store children’s personal details, attainment or photographs. Only 
setting issued devices may be used for such activities, ensuring that any devices used are 
appropriately encrypted if taken off site. This is to prevent a data security breach in the 
event of loss or theft. 

 
 
 
 
Further guidance 
  NSPCC and CEOP Keeping Children Safe Online training: www.nspcc.org.uk/what-you-can-
do/getexpert-training/keeping-children-safe-online-course/ 

 Data Protection and Freedom of Information advice: www. ico.org.uk 

 
 
Policy Updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 

http://www.nspcc.org.uk/what-you-can-do/getexpert-training/keeping-children-safe-online-course/
http://www.nspcc.org.uk/what-you-can-do/getexpert-training/keeping-children-safe-online-course/
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Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Outdoor Policy 

Philosophy 

“Outdoor play is a vital element of young children’s Physical, Social & Emotional development & as every practitioner 
knows, play is a young child’s mechanism and medium for learning. Therefore, making the most out of outdoor play is 
essential, providing rich & varied experiences for children & early years settings are in a unique position to offer 
these”.  
(Learning Through Landscapes)                                                                                         
 

Statement of Intent 
 
At Boley Park Pre-school we are able to offer children a fully enclosed, safe and secure outdoor environment, as an 
extension of the indoor learning environment. The outdoor area is made accessible for all children regardless of 
stages of development and individual needs and abilities. 
 

Objectives:  
 
We aim to:  

• Provide free access to outdoor environment throughout the whole day.  
• Provide continuous provision in order to encourage independent learners in the outdoor environment.  
• Plan for a good balance between child-led & adult-initiated experiences.  
• Observe, access and record children’s learning in the outdoor environment to inform future planning.  
• Ensure the outdoor environment is seen as a continuation of the indoor environment.  

 

Method  
 
The staff will:  

• Provide in accordance with parents/carers appropriate clothing for example rain coats, waterproof trousers & 
wellies. 
• Plan for a wide range of exciting & stimulating experiences, planning to meet all children’s interests.  
• Encourage children to be independent learners and to access outdoor environment. 
 

 
 

Monitoring & Evaluation  
 
This will include:  

• Staff observations, and discussions & feedback from children’s observations.  
• Annually discussing & reviewing the validity of the policy to ensure it is meeting the needs of the children.  
• Seeking regular feedback from children & parents.  

 

Success Criteria  
 
The principles of the Early Years Foundation Stage (2017) concerning the planning & organisation of the outdoor 
environment, ensuring all needs & interests are met.  
 

Health & Safety  
 

• Setting supervisor to ensure outdoor space is checked prior to children entering the area. 
• Regular grounds maintenance  
• Child – Adult ratio will be maintained at all times, with at least two members of staff present at any time.  
• Risk assessments to be carried out on activities offered within the setting- inside and outside 
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 Ensuring whistle and keys are easily accessible 

 Door to outside remains open or in extremely cold weather, partially closed with door wedge out of 
reach of children. 

 First aid kit any life-saving medication (e.g. EpiPen) is stored in the kitchen and easily accessible to 
staff.  

 

Equal Opportunities 
 
All children will have access to the outdoor play curriculum regardless of gender, special educational needs, race, 
home or cultural background.  
 

We recognise it is important to value the home background of all the children in the pre-school, and aim to 
accommodate these within the outside environment. 

 
 
 
 
 
 
Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Fundraising Policy 
The pre-school is managed by a voluntary parent committee, and is a registered 
charity. We depend on government funding, parent fees and fundraising to run and 
remain financially viable. Thus fundraising activities will occur throughout the 
academic year, both for ourselves the pre-school and other charitable causes. This 
policy looks at our philosophy and stance on fundraising activities both for ourselves 
and other charitable courses.  
Statement of Intent 
Boley Park Pre-school management committee is committed to ensuring that any 
fundraising activities are carried out in an ethical manner. This philosophy applies to 
the management committee, permanent and bank staff, parents and volunteers 
alike. 
 
The purpose of this policy is to identify the pre-school’s position on fundraising 
practice and to document the standards expected in raising funds from and for the 
community.  
 
Policy 
The pre-school’s guiding fundraising principle is a simple one – we will only use 
techniques that we would be happy to be used on ourselves. 
 In doing so, the organisation will adhere to the following standards: 

 Fundraising activities carried out by Boley Park Pre-school will comply 
with all relevant laws. 

 Any communications to parents and/or the public made in the course 
of carrying out a fundraising activity will be truthful and non-deceptive. 

 All monies raised via fundraising activities will be for the stated 
purpose of the appeal and will comply with the pre-school’s stated mission 
and purpose. 

 All personal information collected by the pre-school is considered 
confidential and will not be sold, given away or disclosed to any third party 
without prior consent. 
 

 Nobody directly or indirectly employed by or volunteering for the pre-
school will accept commissions, bonuses or payments for fundraising 
activities on behalf of the organisation. 

 No general solicitations shall be undertaken by telephone or door-to-
door. 
A Fundraising Sub-Committee may be formed to carry out the major 
fundraising tasks. The Sub-Committee will report regularly to the full 
committee, including tabling of meeting minutes at full committee meetings.  



 61 

 All fundraising activities must have the prior approval of the 
management committee, and will be recorded in meeting minutes. 

 A statement estimating income and expenses will be prepared prior to 
the commencement of any new fundraising activity that may present a 
financial risk to the pre-school. Fundraising activities will not be undertaken if 
they will expose the organisation to significant financial risk. 

 Fundraising activities will not be undertaken if they may be detrimental 
to the good name or community standing of the pre-school. 

 Financial contributions will only be accepted from companies, 
organisations and individuals the management committee considers ethical.  

  A report on fundraising will be prepared by the fundraising sub-
committee for inclusion in the pre-school’s annual report. 

 
Procedures 
 
The pre-school is mindful of financial demands on families; as such we endeavor to 
ensure our fundraising is spread throughout the year 

 We aim to support other charities within our fundraising; we will nominate at 

least one charity/ charitable event each year. These will be publicised on our 

website, on our parent board and in our newsletters, so will be made known 

to parents and carers.  

 Any donations will be on a purely voluntary nature, any coercion felt by any 

parent will not be tolerated, and will be considered a severe breach of 

conduct, and dealt with accordingly. 

 The pre-school reserves the right to cover certain charitable events 

throughout the year (without seeking donations), to develop children’s 

awareness of others less fortunate of themselves. 

 Annual fundraising events we hold are our handmade Christmas cards and 

Tempest photographs, whereby the preschool receives a percentage of all 

sales. 

Legal Framework 
Charity Commission: https://www.gov.uk/government/publications/charities-and-
fundraising-cc20 
 
Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and 
committee 
 

https://www.gov.uk/government/publications/charities-and-fundraising-cc20
https://www.gov.uk/government/publications/charities-and-fundraising-cc20


 62 

Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
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Complaints Policy 
 

Statement of Intent 
 
Boley Park Pre-school aims to provide the highest quality care and education for all their children. 
We aim to offer a warm and respectful welcome to each individual child and family and provide a 
safe, caring and warm environment within which all children can learn and develop in their own 
way as they play. Our intention is to work in partnership with parents and the wider community; 
as such we welcome any suggestions on how we may improve our pre-school. 
 
We believe that complaints can help us see where our services or procedures might be improved; 
even if you feel that your concern does not amount to a 'complaint' we still want to know about it.  
 
As such we welcome suggestions on how to improve the pre-school and will give prompt and 
serious attention to any concerns regarding the running of the pre-school. We anticipate that 
most concerns will be resolved quickly with an informal approach to the appropriate member of 
staff. If this approach does not reach a satisfactory conclusion for all parties, we will follow the 
more formal complaints procedure as follows: 
 

Complaints Procedure 
 
Complaints are classified as informal or formal. 
 
Informal Complaints 

 An informal complaint is defined as one received verbally, and should be made to the person who 
dealt with the matter you are concerned about as they are most likely to be able to respond 
quickly and to put things right.  

 You may also speak to their line manager, the Pre-school Manager (Deputy Manager in her 
absence), or the Pre-School Management Committee Chair, who will agree with you the best way 
and time to get back to you. 
All verbal complaints are taken seriously, a record of the initial concern is made in our complaints 
log, this record will also detail the subsequent investigations and any agreed actions that are 
taken. Parties making the complaint will receive feedback on the course of investigation and 
subsequent actions taken. 
Formal Complaints 

 A formal complaint is defined primarily as one received in writing or via email to 
info@boleyparkpreschool.com or committee to bppscommittee@gmail.com and is usually only 
made as a last resort, when you feel that an informal complaint has not addressed your needs.  

 Persons wishing to make a formal complaint should set out the details in writing to the Pre-school 
Manager and/or Chair of the Pre-school Management Committee. 

 Please note; in putting your complaint in writing it will help us if you can include as much detail as 
possible. For example, include dates, times, names of people involved together with anything you 
consider to be relevant. A formal complaint should be signed and dated by you. 
 
Course of Action 
The parent will request a meeting with the Pre-school Manager and Pre-school Management 
Committee Chair. The parent and Pre-school Manger can request and take a friend or partner to 
the meeting.  

mailto:bppscommittee@gmail.com
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 A signed and agreed written record of this meeting is made, of which copies are given to all 
parties, with a summary made in the complaints log.  

 If no agreement is made, an external mediator is invited to settle the complaint. This person has 
no legal powers and should be acceptable to all parties. External mediators will listen to both 
sides and offer impartial advice on how to proceed. 

 Appropriate persons would be staff or volunteers from the Pre-school Learning Alliance, or 
representatives from Staffordshire County Council Early Years’ Team. 

 The external mediator may hold separate meetings with pre-school personnel and parents, 
maintaining both confidentiality and signed agreed records of these meetings.  

 A final meeting (after this investigation by the mediator) will be held, with all parties present. 

 An agreed and signed record of this meeting will be kept, with copies given to all those in 
attendance. 

  
Acknowledgement of Complaints 

 The Pre-school Management Committee Chair will acknowledge receipt of your complaint within 
five working days. 

  The investigation of the complaint should be completed within 28 calendar days of the written 
complaint being received unless there are extenuating circumstances. 

  
Complaints made to Ofsted Directly 
Any parent can, at any time, make a complaint directly to Ofsted about any aspect of Ofsted 
registered childcare provision. 
Additionally, where there is a suspected breach of our registration requirements, the Pre-school 
has a legal duty to inform Ofsted. 
 
How to Contact Ofsted 

 Piccadilly Gate, Store Street, Manchester, M1 2WD. 

 Helpline: 0300 123 1231 

 Website: www.ofsted.gov.uk 
 
 
 
Children at Risk 
If a child appears to be at risk, the First Response Team will be contacted: 

 0800 131 3126 

 firstr@staffordshire.gov.uk 

 First Response Team, Staffordshire County Council, Stafford, ST16 2DH  
In these cases the Pre-school Manager and Committee Chair will work in close liaison with First 
Response and Ofsted, in accordance with local and national safeguarding policy. 
 
Customer Satisfaction 
We strive to meet the identified needs and wishes of our children and their families through: 

 Our registration procedure 

 Parent starter questionnaire 

 Children’s profiles 

 Committee meetings 

 Parent information/correspondence folders 

 Daily routines 

http://www.ofsted.gov.uk/
mailto:firstr@staffordshire.gov.uk
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We regularly seek parental opinion through: 

 ‘Make a Wish’ initiative 

 ‘Stay & Play Days’ 

 Committee meetings 

 Suggestions Box 

 Visitor evaluation forms 

 Leaving questionnaires 
 
 

Policy updated: January 2021 
 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
 
 
 
         
 
 
 
 
 

 

Initial Record Form for a Pre-School Complaint 
 

Name of Pre-School:  

Name of Complainant:  

Name of Child:  

Date of Contact with Pre-school:  

Nature of Concern 
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Actions Taken 

 
 
 
 
 
 

Name: Signature: Date: 

 
Stage 2 Complaint Form 

Your Name: 

 

Child’s Name: 
 

Your relationship to the child: 

 

Address: 
 

 

Postcode: 
 

Telephone Number(s): 
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Email Address: 

 

Details of your complaint: 
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Fire and Evacuation Policy 
 

According to the revised EYFS (2017): ‘Providers must take reasonable steps to ensure the safety 
of children, staff, and others on the premises in case of fire or any other emergency, and must 
have an emergency evacuation procedure. Providers must have appropriate fire detection and 
control equipment (for example, fire alarms, smoke detectors, and fire blankets and or/fire 
extinguishers) which is in working order. Fire exits must be clearly identifiable and fire doors must 
be free of obstruction and easily opened from the inside’ (3.55).  
 

Statement of Intent 
Boley Park Pre-school regards fire prevention as being of paramount importance, and recognises 
that carelessness and ignorance cause many fires. Thus, great care is taken within the setting to 
minimise risks, by the storage and location of materials and resources, and proper use of setting 
heaters. 
It is the responsibility of all personnel to become conversant with these instructions, this is 
ensured during staff induction, supervision, and appraisals. All visitors are made aware of our 
policy & procedures. 
Upon outbreak of fire the saving and preservation of life takes precedence over the salvaging of 
property. As such, staff will look after the children and evacuate the building quickly and safely. 
No attempt will be made to fight the fire until their safety is ensured, and then without exposing 
any person to risk. 
 

Fire Risk Assessments 
 

The named Health and Safety officer make an annual risk assessment, in collaboration with the 
named Fire officers and pre-school team. It will: 

 Identify any person especially at risk in a case of fire, e.g. A person who is blind, deaf, or 
disabled, and make plans to include their safe evacuation 

 Review the evacuation plan and instructions for this 

 Review the past years records of fire practices etc. 

 Ensure the provision of adequate training 

 Review the Fire Risk Assessment sheets 

 Review the provision of instruction to students or visitors to the building 
 

 
Staff Training 
Every member of staff and any students will receive instructions in fire precaution during 
induction. The training will be recorded in the induction pack. All members of staff will receive 
refresher training as and when necessary. 
 

Visitors and trainees  
Visitors and trainees will be instructed at the beginning of their attendance. There is a copy of our 
evacuation policy in the kitchen and by the registration desk in the hall, along with a plan of our 
nearest evacuation meeting point evacuation routes. 
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Disabled Evacuation 
 
The front fire exit is level and is easily placed to the ramp to the car park. The rear fire exit has one 
step. Any children requiring additional support during evacuation are identified and staff are 
assigned to ensure their safety. 
 

Fire Drills 
 
Fire drills will be carried out once every half term at different times of the day and involving 
different groups. When a fire drill is held it is recorded in the diary, on the headcount sheet and in 
the fire drill folder. 
 

Testing of Fire Alarm System 
 
The presence of fire whistles/ horns both in the hall and on the outdoor keys is checked daily.  
 

Emergency Exits 
 
All emergency exits are to be kept clear and free from obstruction always. The foyer is to be kept 
clear of buggies/ children’s’ bikes by storing them under the table or in the store cupboard. 

General Fire Safety 
 
All staff make it their responsibility to ensure: 

 The doors to the foyer from the hall are unobstructed. 

 Any props to fire doors can be easily removed in the event of a fire 

 Tops and fronts of heaters are kept clear 

 There is 1 metre clearance to the routes of exit doors 

 Displays will not be above heaters, unless they are attached securely  

 Combustible materials (paper, card, fabrics etc.) are not stored near to sockets or lights 

 Unnecessary lights or electrical are to be switched off and where possible unplugged. 

 All electrical items, plugs and cables are checked each year in PAT testing 

 The fire blanket will always accompany the cooker 
 

 

Smoking 
 
Smoking is prohibited in the preschool, there are posters requesting parents/visitors not to smoke 
around the vicinity of the preschool, at both exits. 
 

Safe Evacuation Procedures 
 
All children are escorted from the building, by staff ensuring that all areas of the hall and outdoor 
areas are clear. The register, phone, contact folder, any essential medications and first aid kits are 
taken, with windows and doors closed if possible. Children are led out through the nearest 
accessible fire exit. For the front exit this is round the hall to the outdoor area, and for the rear 
exit into the outdoor area. When all children are together a head count is performed before 
proceeding across the complex to Robert Broad Travel.  
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Assembly Points: 

 
Primarily this will be the outdoor area, or, if deemed unsafe Robert Broad Travel.  
In the event of the complex being evacuated, the assembly point is St. Michael’s School. 
 
 
Visitors to the Setting 

 
All visitors to the setting are signed in, in the visitor’s book, and entered on the register under 
supernumerary personnel. They are advised of the fire evacuation procedure and routes, and if 
any fire drills are planned for that session. In the event of an evacuation, parents with 
accompanying younger siblings; are responsible for their child’s safe evacuation. 

 

 
Health & Safety- Fire and Emergency Evacuation Procedure 
Evacuation Procedure 
All staff are responsible for the Health and Safety of all persons who use the setting.  
 
Assembly Points: 

In the first instance this is the outdoor area, or, if unsafe Robert Broad Travel. If the complex is 
evacuated, the assembly point is St. Michael’s School. 
 

Discovering a fire 

1. If you discover a fire blow the nearest whistle/horn and shout FIRE! (or state nature of 
emergency) very loudly.  

2. Ensure all adults have heard.  
3. Only attempt to extinguish the fire when all are safely evacuated and it is safe to do so. DO 

NOT ATTEMPT if the fire has reached such proportions as to endanger life or escape. 
 

On hearing the fire whistle-Inside  

1. Close all doors and windows if possible. 
2. The senior (or allocated) person will alert staff outside staff of emergency-by knocking on 

fire doors & blowing whistle/horn. 
3. All other available staff will calmly guide the children to the nearest & safest fire exit. 
4. A headcount will be performed to ensure all personnel are accounted for. 
5. Children will be evacuated in a quiet and calm manner, ensuring suitable supervision is 

provided for those who need it, by available staff & adults. 
6. Once outside a second headcount will be performed. 
7. The senior person will perform a final sweep of the room- ensuring all areas are clear of 

personnel and all safety equipment is collected, before leaving the building and joining the 
already evacuated personnel, for a third headcount. 

8. All fire doors will be closed. 
9. The children are escorted (by staff) to our main assembly point: Robert Broad Travel. 
10. Meanwhile, the senior person outside will have raised the alarm, and followed the same 

procedures outside. Children will hold hands as they are escorted to Robert Broad Travel. 
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11. At Robert, Broad Travel (when all adults & children are together) a final headcount is 
performed, and checked with the register-ensuring all personnel are accounted for. 

12. The fire brigade will be phoned (by senior person on duty), once the children are outside 
and in a place of safety (stating the address of the pre-school: - Boley Park Preschool, Boley 
Park Community Centre, 7 Ryknild Street, Lichfield, WS14 9XU. 

13. The senior person on duty will liaise with the chief fire officer in attendance. 
14. Parents (or emergency contacts) will then be notified, and arrangements made for 

collection as/ if required 

 

After the event 

1. Children accompanied by staff will re-enter the pre-school, allowing for younger and/or upset 
children to go in first, followed by the older children. 

2. No-one will re-enter the building until advised to do so by the senior fire service 
officer (or by the person calling the fire drill). 

3. If the fire has been extinguished by preschool staff, no-one will disturb any 
evidence which could indicate the cause of the fire. 

4. Ensure that the premises are in safe working order before re-occupying. 
5. Take all children back into the hall for a final head count and explanation of what 

has happened before they re-engage in free flow play. 
6. If a fire drill record is made in the fire drill folder. 

 

Know 

 Your means of escape 

 The nearest fire whistle point 

 The nearest fire appliance and how it should be used 

 The assembly points 
 

Officers 
 
Our Health & Safety Officer and Fire Officer is:  Caroline Cooke  
 

Emergency Re-Entry to the Building 
According to the revised EYFS (2017): ‘Providers must take reasonable steps to ensure the safety 
of children, staff, and others on the premises in case of fire or any other emergency, and must 
have an emergency evacuation procedure.’ (3.55) 
 

Statement of Intent 
The pre-school recognises that in certain circumstances, such as noxious smells outside, 
disturbances within the Boley Park complex, the police helicopter is circling overhead, or any 
other situation when the children’s and /or adult’s safety outside is/ is suspected to be 
compromised, then all personnel will be moved quickly inside. 
 
This procedure will also be implemented should any suspicious persons try to gain entry to the 
pre-school via either entrance. 
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Procedure 
 The senior person outside will make three short blasts on the whistle/ horn outside, to 

alert all staff inside and out. 

 All staff will ensure children are calmly escorted inside. 

 The senior person will collect all necessary emergency equipment, and perform a sweep of 
the outside area, before going inside. 

 A headcount and roll call will be performed to ensure all personnel are accounted for. 

 An incident form will be completed. 
 
 

Further Actions: 
 First Response will be contacted, for advice and next steps: 

0800 1313 126 (Monday-Thursday 08:30-17:00) 
0800 1313 126 (Friday 08:30-16:30) 
Out of Hours/ Emergency: 0345 604 2886. 
Email: firstr@staffordshire.gov.uk 

 If deemed necessary/ appropriate, the police will be called by dialling 999. 

 Ofsted will be notified: 

o Piccadilly Gate 

o Store Street 

o Manchester 

o M1 2WD 

o 0300 123 1231 

 The safeguarding officer and committee chair will be notified also, via our incident form. 

Policy updated: January 2021 
 
 Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 
 
 
 
 
 
 
 
 
 

mailto:firstr@staffordshire.gov.uk
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COVID-19 Policy 
 

Policy Statement 

The coronavirus is a new hazard that will require the implementation of new risk control 

measures for the foreseeable future and will be described as the "new normal". Our aim is to 

return staff, children and parents to our settings to as normal a life as possible for as many people 

as possible, but in doing so ensuring another epidemic is avoided. In returning we want to be able 

to give as much confidence as we can by detailing our control measures to reduce the transition 

and spread of infection as low as reasonably practical to make it safe for children to attend and 

our colleagues to work in. 

We recognise that the control of COVID-19 is an occupational health and safety matter. The 

Health and Safety Executive (HSE) has stated that "the law requires all employers to assess the risk 

of returning to work while the coronavirus outbreak is ongoing and to put steps in place to 

manage that risk". We want to give assurance that we have and will continue to keep abreast of 

published guidance from the government, Department for Education (DfE), The department of 

Health & Social Care (DHSC), Public Health England (PHE), the NHS and World Health Organisation 

(WHO). In addition, we will also review any variances to advice through the government websites 

for Scotland, Wales and Northern Ireland. 

 
The health and safety of the children attending Boley Park Pre-school, our staff, and the families of the staff and 
children are of paramount importance, along with the safety of the wider community. Children’s emotional wellbeing 
is of equal importance and will be supported as skilfully as possible within the necessary restrictions that need to be 
implemented.  
 
These procedures are written in line with guidance from UK Government; https://www.gov.uk/coronavirus the 
manager is responsible for ensuring all staff understand and follow these procedures, and for updating procedures as 
guidelines may change. The policy is additional to our general policies and should be viewed in partnership with them. 
Some necessary measures may supersede our existing policies temporarily. Where permanent changes are adopted, 
existing policies will be updated. 

 
 
 
 
 
Risk Assessment 
 
Our risk assessment process will be published on our website and sent to parents via email with regular updates.  
  
Procedures 

 The pre-school will only open when the Government issues confirmation that it is safe to do so.  Pre-school 
will close as and when necessary through local and national guidance. 

 Staff, parents and children must follow all necessary social distancing guidance, both at home and in pre-
school. This guidance may change; parents and staff must ensure that they keep updated and follow national 
guidance and strategies in relation to COVID 19 at all times. 

https://www.gov.uk/coronavirus
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Indoor and outdoor environment 

 The layout of the setting will change to encourage social distancing for everybody.  Double tables and floor 
activities will be spaced out in the large hall. Four chairs will be spaced around tables. 

 The outdoor area will be fully utilised and children encouraged to spend as much time outside as possible. 

  Children will continue to access indoor and outdoor activities and be given free choice of play where 
possible to support child-led play and learning. 

 Windows will be opened to ventilate the hall and door to outdoor area open whenever possible. 

Security 

 Extra care and vigilance observed when gate is unlocked in the instance of a parent collecting a child early. 
Gate will be locked promptly with exit/entry points secured. 

 
 
 
 
 
 
 
Infection controls – symptoms 
  

 Anyone experiencing any of three coronavirus symptoms MUST stay at home.  The symptoms are: 

1. A high temperature 

2. A new, continuous cough 

3. A loss of, or change to, sense of smell or taste 

 Children should NOT be given analgesia such as Calpol, or other ibuprofen/paracetamol products before 
attending pre-school as this could mask symptoms of COVID.  The pre-school reserves the right to refuse 
admission to children if this is not adhered to. 

 Staff, parents or children with any of the 3 main symptoms – high temperature, new, continuous cough, loss 
or change to sense of smell or taste will not be permitted on pre-school site.  

 If a staff member experiences symptoms while at work they will go home, parents will be contacted to 
collect their children. We will follow guidance from the Local Health protection team on requirements for 
isolation and/or closure of the setting.  

 If a child presents with symptoms they will be taken to the entrance foyer with a staff member who will wear 
PPE, parent of the child will be contacted to collect the child and the rest of the parents contacted to collect 
their children. We will follow guidance from the Local Health protection team on requirements for isolation 
and/or closure of the setting. 

 If a diagnosis of Covid is confirmed all necessary bodies will be informed, including Ofsted, Public Health 
England and in the case of staff contracting the virus, Riddor. 

 We advise and expect parents and staff to fully support contact tracing measures and to follow the advice 
given, should they be contact traced.  Parents must inform pre-school if they/or any member of their 
household has been advised to self-isolate. 
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Infection controls – Track and Trace 
  

 All users of and visitors to the setting will be required to fully support any Track and Trace guidance 
measures, including self-isolating. 

 Any contact for Track and Trace must be declared to the setting, with relevant measures explained, including 
contact relating to other members of the persons household 

 The pre-school will also declare to users of and visitors to the setting should any staff member need to follow 
Track and Trace instructions. 

  

Infection controls – other household members 
  

 Staff MUST declare if they have a member of their household displaying signs of COVID-19 and may NOT 
come into pre-school. 

 Parents MUST declare if they have a member of their family displaying signs of COVID-19 and may NOT come 
into pre-school. 

 

 During times with high numbers of Covid19 cases and national lockdown, children who usually split settings, 
will be asked to only attend one setting to limit the risk of transmission. 

  

Shielded and extremely clinically vulnerable adults and children 
  

 Some adults and children are advised not to attend.  If this is the case the pre-school would not require staff 
to work and would not permit the attendance of those children affected. 

  

 Social distancing 
  

 Staff are required to wear masks where social distancing from other adults cannot be maintained e.g. during 
setting up and packing away. Parents are required to wear face masks on dropping off and collecting children 
and to maintain 2 meters distance from others during these times. Visitors are required to wear face masks 
when unable to maintain social distancing from adults. Staff and visitors are not required to wear masks 
when dealing with children but may choose to do so, or wear a transparent face shield. 

  
  

  Social Distancing – Visitors  

 In general, children and staff will be the only persons to enter inside the pre-school area of the building 
during operating hours.  No other visitors will be permitted unless absolutely necessary and by arrangement 
with setting manager.  Where visitors are deemed necessary, they will follow all actions set out by the pre-
school in our Risk Assessment. 

 Anyone using main doors to the building e.g. hall committee members, will inform pre-school manager of 
time and date of entry. 

  

Social distancing – parents 
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 Parents dropping children off will be given times to stagger the amount of people arriving at pre-school. 

 Social distancing must be observed on arrival and leaving the pre-school. 

 Children will be released to parents via the rear gates, one by one at home time – social distancing markers 
for waiting parents will be put on the outside waiting area. 

 It is requested that only one parent drops and collects children, and where possible that the same parent 
does this each day. 

   
Social distancing – staff 

 Staff will observe social distancing with each other, where possible. 

  

Hand washing 

 Staff and children will sanitise/wash their hands on arrival to the premises, and often throughout the day and 
before they leave the pre-school. 

 Ample supplies of soap and paper towels will be provided and children supervised to ensure this is done 
safely.   

 Parents are requested to teach /remind children how to wash hands thoroughly. 

 Children and parents must wash their hands before they leave the house to come to pre-
school https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/ 

  

 
 
 
Toileting 

 Only one member of staff allowed in the toilets at any time. Pre-school staff will communicate with each 
other when the toilets are free. 

 Where possible, children that can be independent in self-care will be encouraged to do so with appropriate 
supervision e.g. to ensure that hands are washed thoroughly. 

 If a child is in need of assistance, where possible staff will support them from the side/behind to avoid face 
to face close contact. 

 Staff will have PPE to carry out any intimate care duties. 

 

Resources 

 The resources offered will be limited to those that are not considered an infection risk.  Dressing up, soft 
furnishings (rugs and cushions) toys with small parts will not be put out.  

 Resources will be used then quarantined for 72 hours.  

 Resources required each session; books, mark-making and little explorers items, will be split into four boxes 
and used on rotation. 

 Outdoor resources such as sand toys, water spray bottles, watering cans, dinosaurs, will be split into four 
boxes and used on rotation. 

 Outdoor resources such as the slide, kitchen, sand, bikes etc. will be cleaned at the end of each session.  

  

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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Cleaning 
  

 The pre-school is the first to use the hall after the cleaner has rigorously and thoroughly cleaned the 
premises.  

 Other hirers use the hall but the building is cleaned prior to the pre-school using the premises. 

 Staff will conduct rigorous and thorough cleaning throughout the day and at the end of the session. Cleaning 
of high contact areas such as door handles, safety gates and tables will occur during snack time and at the 
end of session. 

 Items that are brought from home will need to be clearly labelled and minimised.   

 Named bags containing spare clothing and nappies will be stored in pre-school during the term to reduce 
items being brought into setting. 

 Toys are not permitted to be brought into pre-school. Parents are asked to ensure that children are not 
bringing small toys in pockets etc. into pre-school. Scooters etc., from home, will not be permitted on the 
premises or in the garden area. 

 For new starters, dummies and comforters are discouraged but if needed a spare can be kept in their bag for 
use when necessary. 

  Parents will be asked to provide all wet weather clothing for their own child. Soiled clothing will be double 
bagged and returned to the child’s parent for washing. Parents are required to ensure that all belongings are 
clearly named. 

 All resources will be cleaned as a minimum of every half term. 

  

 
Lunches 

 Lunch boxes MUST be clearly named, placed in the lunch box trug outside and will then be anit-bac spryed 
on arrival at pre-school.   

 Water bottles MUST be supplied (containing water only) and clearly named. 

 Parents are asked to clean lunch boxes thoroughly before coming to pre-school and again once home.   

 Children are encouraged to open containers independently where possible, to minimise handling of the 
items by other people. 

  

Snacks 
 

 Staff who prepare and handle food have received at least Level 1 appropriate training and understand and 
comply with food safety and hygiene regulations. All food and drink is stored appropriately. 

 Staff preparing snack will wash hands and use gloves and an apron, as usual. 
 

 Children and adults thoroughly wash hands prior to snack time and sanitise hands afterwards. 

 

 Children will be served snack by adult using tongs rather than self-serving. 

 Snack and meal times are appropriately supervised and children do not walk about with food and drinks. 

 Children are encouraged to dispose of any left-over food themselves and supervised doing so. 

 For children with allergies, parents are asked to provide a supply of suitable snacks . 

 Named water bottles are available to the children throughout the day. 
 

 

 
  

Payments 
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 We will not accept cash payments or donations. Parents are encouraged to make all payments by on-line 
banking. 

  

Accidents and First aid 
 
If a child has an accident at pre-school, a member of staff will provide any necessary first aid away from the other 
children.  The member of staff will be required to wear PPE e.g. disposable gloves and an apron.  
 
  

Physical intervention 

 Staff will only physically intervene with a child if necessary to avoid injury to people.  

 Where possible, staff will not physically intervene to take an unsettled child on arrival to pre-school. 
Measures will be taken to try and encourage the child to enter pre-school. In most cases parents will be 
advised to try again on the next session the child is due to come in.  

Well being 

 We recognise that these are confusing, unknown and difficult times and there may be times when 
children may be unsettled. Staff will do everything they can to try to keep the children as settled 
and happy in their routines at pre-school.  Parents are asked to inform staff if there are any issues 
which may affect their child’s behaviour or ability to settle at pre-school e.g. family member illness, 
bereavement, new home or new baby. This can be done via email, telephone or in person at drop 
off.  

 We acknowledge that for the mental well-being of our children physical contact will continue as 
usual. Our young children form close bonds with staff and often enjoy cuddles or sitting with an 
adult for a story. Upset children will be cuddled and comforted in the usual way. Staff will 
wash/sanitise hands after dealing with a crying child. 

 

 
 
 
 
Clothing and sunscreen 
 

 Children are required to wear clean clothing every day.  Children will need their own weather wear on days 
this is necessary eg. waterproofs, sunhats etc. and will need to have a ‘once a day’ sun screen applied before 
attending pre-school. 

 Parents are asked to send children in warm clothes on cold days, as the high windows in the pre-school will 
remain open to provide ventilation. 

Fire drill 

 We have amended our fire drill procedure to reduce the risk of contact with members of the public 
and high contact equipment.  Our temporary assembly point is alongside the railings in the 
outdoor area. 
 

Fees and funding 
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 In the event of unexpected closure of the pre-school due to COVID-19, in line with Government 
guidelines, we do not intend to charge parents during this time.  If fees have already been paid, 
then a credit will be made to your account once we re-open.  

 If a parent chooses to keep their child at home during a time that pre-school is open and accessible 
to the children, our usual fees policy and terms and conditions apply. As a gesture of goodwill, 
parents will be invoiced 50% fees.  Non-payment of these fees may compromise your child’s place 
at the pre-school.   

 A retainer of £5 per week will be invoiced for children during lockdown restrictions if unable to 
attend due to attending another setting. 

 A voluntary supplementary fee may be added to sustain finances with restricted numbers during 
lockdown. 

 We will continue to review the financial situation of the pre-school and will notify parents of any 
changes that occur regarding fees and funding.  
 

Temporary closure of the Pre-school 

If for any reason we need to temporarily close the pre-school, parents will be notified as soon as possible either via 
telephone or email.   

This Covid-19 policy is a working document and will be reviewed in line with changing government advice.  Please 
note that we will be reviewing the safety and procedures included in this policy regularly and reserve the right to 
make any necessary changes for the safety of our children and staff.  

By bringing your child into Pre-school, you are acknowledging and agreeing to the information in this policy.  

 

Policy Created: January 2021 
Signed by: ___________________________________   on behalf of staff and committee 
 
Position:   ___________________________________ 
 
Date:        ____________________________________ 
 
Review Date: January 2022 

 

 

 

 


