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1 Admissions
1.1 Statement of Intent
It is our intention to make our pre-school accessible to children and families from all
sections of the local community.

1.2 Aim
We aim to ensure that all sections of our community have access to the pre-school
through open, fair and clearly communicated procedures.

1.3 Methods
In order to achieve this aim, we operate the following admissions policy:
We ensure that the existence of the pre-school is widely advertised in places
accessible to all sections of the community.
We ensure that information about our pre-school is accessible - in written and spoken
form.
We promote the pre-school’s Equality and Diversity policy and practices so that all
parents and/or carers from all cultural, ethnic, religious or social groups with or
without special educational need requirements are welcome.
We are flexible about attendance patterns to accommodate the needs of individual
children and families provided there is the availability of space and staff and/or other
resources to provide it.
The earliest a child can attend our pre-school is at two years of age.

1.4 Waiting List
When a parent registers their child and places them onto our waiting list, which is
arranged in date of birth order, priority for a place is determined by:
(i) Those children who are eligible for the 30 hour EYE funding. An eligibility
number obtainable from HMRC must be provided to the manager. Parents
are required to check their child’s eligibility for this using the website
www.childcarechoices.gov.uk.
(ii) Those children who are eligible for the 15 hour 3 / 4 year old EYE funding
(the term after a child’s 3rd birthday eg 1st September, 1st January or 1st
April).
(iii) Those children who are eligible for the 15 hour 2 year old EYE funding based
upon financial circumstances or for ‘children in care’.
(iv) All other children.
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Within each of these categories, priority is given in Date of Birth order, eldest child
first.

1.5 Children in Attendance
When a child is already in attendance additional hours are allocated based upon the
following priority.
(i) Those children already eligible for 30 hours requesting more hours.
(ii) Those children who become entitled to 30 hours.
(iii)Those children who become entitled to 15 hours
(iv) All other children.
Within each of these categories, priority is given in Date of Birth order, eldest child
first. All children in attendance have a priority over new children joining.

1.6 Renewal of Hours
Those parents eligible for the 30 hour funding must renew their claim and if no longer
eligible will be required to fund the remaining hours or drop their attendance as
required.
All parents will be asked to provide a preference of attendance before the
commencement of each school term (Autumn Term from 1st September, Spring from
1st January and Summer from 1st April). Wherever possible, priority for attendance
patterns will be prioritised by working parents and those not working, currently in
attendance, may be asked to alter their child’s attendance to accommodate the needs
of other children of working parents.
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2 Behaviour Management Policy
2.1 Statement of Intent
Our pre-school believes that children flourish best when they know how they are
expected to behave and should be free to play and learn without fear of being hurt or
unfairly restricted by anyone else.

2.2 Aim
We aim to provide an environment in which there is acceptable behaviour and where
children learn to respect themselves, other people and their environment.

2.3 Methods
We require all staff, volunteers and students to provide a positive model of behaviour
by treating children, parents and one another with friendliness, care and courtesy.
We require all staff, volunteers and students to use positive strategies for handling any
conflict by helping children find solutions in ways which are appropriate for the
children's ages and stages of development - for example distraction, praise and
reward.
We familiarise new staff and volunteers with the pre-school's behaviour policy and its
rules for behaviour.
We expect all members of the pre-school - children, parents, staff, volunteers and
students - to keep to the rules, requiring these to be applied consistently.
We praise and endorse desirable behaviour such as kindness and willingness to share.
We avoid creating situations in which children receive adult attention only in return
for undesirable behaviour.
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 pre-school.
When children behave in unacceptable ways, we help them to see what was wrong
and how to cope more appropriately.
We never send children out of the room by themselves.
We never use physical punishment, such as smacking or shaking. Children are never
threatened with these.
We do not use techniques intended to single out and humiliate individual children.
We only use physical restraint, such as holding, to prevent physical injury to children
or adults and/or serious damage to property. Details of such an event (what happened,
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what action was taken and by whom, and the names of witnesses) are brought to the
attention of our pre-school leader and are recorded in our Incident Book. A parent is
informed on the same day and signs the Incident Book to indicate that he/she has been
informed.
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 do not shout or raise our voices in a threatening way to respond to children's
behaviour.
We handle children's unacceptable behaviour in ways which are appropriate to their
ages and stages of development - for example by distraction, discussion or by
withdrawing the child from the situation.
We work in partnership with children's parents. Parents are regularly informed about
their children's behaviour by their key person. We work with parents to address
recurring unacceptable behaviour, using objective observation records to help us to
understand the cause and to decide jointly how to respond appropriately.

2.4 Bullying
Bullying involves the persistent physical or verbal abuse of another child or children.
We take bullying very seriously.
If a child bullies another child or children:









we intervene to stop the child harming the other child or children;
we explain to the child doing the bullying why her/his behaviour is
inappropriate;
we give reassurance to the child or children who have been bullied;
we help the child who has done the bullying to say sorry for her/his actions;
we make sure that children who bully receive praise when they display
acceptable behaviour;
we do not label children who bully;
when children bully, we discuss what has happened with their parents and
work out with them a plan for handling the child's behaviour; and
if children have been bullied, we share what has happened with their parents,
explaining that the child who did the bullying is being helped to adopt more
acceptable ways of behaving.
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3 Child Protection (Safeguarding Children) Policy
3.1 Statement of Intent
Our pre-school wants to work with children, parents and the community to ensure the
safety of children and to give them the very best start in life.

3.2 Aims
Our aims are to:
 create an environment in our pre-school which encourages children to develop
a positive self image, regardless of race, language, religion, culture or home
background;
 help children to establish and sustain satisfying relationships within their
families, with peers, and with other adults;
 encourage children to develop a sense of autonomy and independence;
 enable children to have the self confidence and the vocabulary to resist
inappropriate approaches; and
 work with parents to build their understanding of and commitment to the
welfare of all our children.

3.3 The legal framework













The Rehabilitation of Offenders Act
The Children Act 1989
Human Rights Act 1998
Data Protection Act 1984
The Protection of Children Act 1999
The Children (NI) Order
The Children (Scotland) Order
Children’s Act 2004
Children’s Act 2006
Serious Crime Act 2015
Counter-Terrorism and Security Act 2015
The Childcare Act 2016

3.4 Liaison with other bodies




We work within the Local Safeguarding Children Board (LSCB) guidelines.
We have a copy of Local Safeguarding Children Board Guidelines available
for staff and parents to see.
Our LSCB is the Hampshire Safeguarding Children’s Board and its
procedures and guidelines can be found at
www.hampshiresafeguardingchildrenboard.org.uk
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We notify the registration authority (Ofsted) of any incident or accident and
any changes in our arrangements which affect the wellbeing of children.
We have procedures for contacting the local authority on child protection
issues, including maintaining a list of names, addresses and telephone numbers
of social workers, to ensure that it is easy, in any emergency, for the preschool and children’s services to work well together.
If a report is to be made to the authorities, we act within the Local
Safeguarding Children Board in deciding whether we must inform the child's
parents at the same time.

3.5 Methods
3.5.1 Staffing and Volunteering
Our designated named person who co-ordinates child protection issues is the Manager
and the Assistant Manager is her deputy.
We provide adequate and appropriate staffing resources to meet the needs of children.
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 checks before posts can be confirmed. Where applications are
rejected because of information that has been disclosed, applicants have the right to
know and to challenge incorrect information.
We abide by Ofsted (Office for Standards in Education, Children’s Services and
Skills) and the Early Years Foundation Stage (EYFS) requirements in respect of
references and police checks for staff and volunteers to ensure that no disqualified
person or unfit person works at the pre-school or has access to the children.
Volunteers do not work unsupervised.
We abide by the Protection of Children Act requirements in respect of any person
who is dismissed from our employment, or resigns in circumstances that would
otherwise have lead to dismissal for reasons of child protection concern.
We have procedures for recording the details of visitors to the pre-school.
We take security steps to ensure that we have control over who comes into the preschool so that no unauthorised person has unsupervised access to the children.

3.5.2 Disciplinary Action
Where a member of staff or a volunteer is dismissed from the pre-school or internally
disciplined because of misconduct relating to a child, we notify the LADO in the first
instance (see Staff Member Accused of Abuse policy – section 13-1).
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3.5.3 Training
We seek out training opportunities for all adults involved in the pre-school to ensure
that they are able to recognise the signs and symptoms of possible physical abuse,
emotional abuse, sexual abuse and neglect and so that they are aware of the local
authority guidelines for making referrals. We ensure that all staff are aware of the
procedures for reporting and recording their concerns in the pre-school.

3.5.4 Curriculum
We introduce key elements of child protection into our foundation stage curriculum,
so that children can develop understanding of why and how to keep safe.
We create within the pre-school a culture of value and respect for the individual.
We ensure that this is carried out in a way that is appropriate for the ages and stages
of our children.

3.5.5 Complaints
A Complaints Procedure is in place so that all parents know the correct procedures to
register a complaint about staff or volunteer action within the pre-school that may
include an allegation of abuse.
We will follow the guidance of the Local Safeguarding Children Board when
investigating any complaint that a member of staff or volunteer has abused a child.
We will follow all the disclosure and recording procedures when investigating an
allegation that a member of staff or volunteer has abused a child as if it were an
allegation of abuse by any other person.

3.5.6 Release of Children
Children will only be released from the care of The Saplings Preschool to known
parent or carer or to someone named and authorised by them in the ‘Child Security
register’. A password system is used to confirm identity of the person collecting and
the collecting person is required to sign the ‘Child Security register’.
In the unprecedented event that a child in our care is to be removed by social services,
then appropriate ID and the Emergency protection order (EPO) or Interim removal
(ICO) court order documents will be required and copies of such will be kept in our
confidential files. It’s a criminal offence to obstruct someone from removing or
preventing the removal of a child if there’s an emergency protection order in force. In
such an event we would endeavour to reduce undue stress or alarm for the child and
the other children in the setting.

3.5.7 Responding to suspicions of abuse
We acknowledge that abuse of children can take different forms - physical, emotional,
sexual and neglect.
When children are suffering from physical, sexual or emotional abuse, this may be
demonstrated through changes in their behaviour, or in their play. Where such
changes in behaviour occur, or where children's play gives us causes for concern, the
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pre-school will make informal records detailing events, type of behaviour date, times,
equipment being played with/used or other children involved and the details of the
child being observed. Likewise unexplained significant marks or bruises will be
recorded. These details are confidential and are only seen by the manager and the
individual within the setting who acts as the Child Protection Officer. Any other
employee must make the manager aware of any suspicions and these will be referred
to the Child Protection Officer.
Where a child shows signs and symptoms of a 'failure to thrive' or from neglect, we
make appropriate referrals.

3.5.8 Disclosures
Where a child makes a disclosure to a member of staff, that member of staff:





offers reassurance to the child;
listens to the child;
gives reassurance that she or he will take action
The member of staff does not question the child.

3.5.9 Recording suspicions of abuse and disclosures
The manager or Child Protection Officer must make a record of:









The child's name;
The child's address;
The age of the child;
The date and time of the observation or the disclosure;
An objective record of the observation or disclosure;
The exact words spoken by the child;
The name of the person to whom the concern was reported, with date and
time;
The names of any other person present at the time.

These records are signed and dated and kept in a separate confidential file.
All members of staff know the procedures for recording and reporting.

3.5.9.1 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, except where the
guidance of the Local Safeguarding Children Board does not allow this. This will
usually be the case where the parent is the likely abuser. In these cases the
investigating officers will inform parents.
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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 Local
Safeguarding Children Board.

3.5.10.1

Support to Families

The pre-school takes every step in its power to build up trusting and supportive
relations among families, staff and volunteers in the group.
The pre-school continues to welcome the child and the family whilst investigations
are being made in relation to abuse in the home situation.
Confidential records kept on a child are shared with the child's parents or those who
have parental responsibility for the child only if appropriate under the guidance of the
Local Safeguarding Children Board.
With the proviso that the care and safety of the child is paramount, we do all in our
power to support and work with the child's family.

3.5.10.2

Member of Staff accused of causing abuse to a child

In the first instance this must be brought to the attention of the Manager as the
representative for Safeguarding within the setting. An investigation must be carried
out by the Safeguarding Officer immediately.
Should the Safeguarding Officer not be present then the matter must be discussed with
the Deputy Safeguarding Officer (Assistant Manager).
Should this not provide sufficient investigation then Children’s Services should be
contacted or finally the Local Safeguarding Board.
See Staff Member Accused of Abuse Policy section 13-1

3.5.11
Mandatory reporting of Female Genital Mutilation
(FGM/C)
Female genital mutilation (FGM) is the partial or total removal of external female
genitalia for non-medical reasons. This is illegal in the UK and requires mandatory
reporting according to the Serious Crime Act 2015 of all those under 18 as of 31
October 2015.
In the first instance you should contact the NSPCC if you are worried that someone is
at risk of FGM or a victim of FGM and contact the police.
fgm help nspcc.org
Telephone 0800 028 3550
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Prevent Duty

Staff are aware that they must have due regard to the need to prevent people
being drawn into terrorism. This is referred to in the Prevent Duty section of
Counter-Terrorism and Security Act 2015. All staff have received training and are
aware of being vigilant in looking out for the signs and indicators of extremism
or radicalisation. If we had any concerns we would contact the LSCB and if
possible the Prevent Officer.
Staff are aware of the Department for Education telephone helpline (020 7340
7264) to enable staff to raise concerns relating to extremism directly. Concerns
can also be raised by email to counter.extremism@education.gsi.gov.uk
.
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4 Complaints Procedure
4.1 Statement of Intent
Our pre-school believes that children and parents are entitled to expect courtesy and
prompt, careful attention to their needs and wishes. We welcome suggestions on how
to improve our pre-school and will give prompt and serious attention to any concerns
about the running of the pre-school. We anticipate that most concerns will be
resolved quickly by an informal approach to the appropriate member of staff. If this
does not achieve the desired result, we have a set of procedures for dealing with
concerns.

4.2 Aim
We aim to bring all concerns about the running of our pre-school to a satisfactory
conclusion for all of the parents involved.
In order to achieve this, we operate the following complaints procedure.

4.3 How to Complain
4.3.1 Stage 1
Any parent who is uneasy about an aspect of the pre-school’s provision talks through
their concerns with the pre-school manager. If this does not have a satisfactory
outcome, or the problem re-occurs, the parent moves to stage 2 of the procedure.

4.3.2 Stage 2
Stage 2 of the procedure requires putting the complaint in writing to the pre-school
manager. If this does not have a satisfactory outcome, or the problem re-occurs, the
parent moves to stage 3 of the procedure.

4.3.3 Stage 3
The parent can formally request a meeting with the pre-school manager to discuss the
complaint. Both the parent and the pre-school manager should have an independent
person present to witness the discussions. A record of the discussions should be noted
by the manager’s independent witness and must be signed by both parties. This
signed record signifies that the procedure has concluded and must be filed within the
folder ‘The Saplings Pre-School Business Information’ reference Saplings/20052006/43.
If this meeting does not reach a conclusion an external mediator is invited to help
settle the complaint.
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4.3.4 Stage 4
Staff or volunteers within the Pre-School Learning Alliance are appropriate persons to
be invited to act as mediators in the event of Stage 3 not reaching a satisfactory
conclusion.
The mediator keeps all matters confidential and keeps an agreed written record of any
meetings that are held and of any advice given.

4.3.5 Stage 5
The parent is invited to a further meeting with the pre-school manager and the
mediator from Stage 4. Again a written record of this meeting should be recorded,
signed and dated by all parties present and filed.

4.4 The Role of Ofsted (Office for Standards in Education,
Children’s Services and Skills)
Parents may approach Ofsted directly at any stage of the complaints procedure.
In addition, if there was seen to be a breach of our registration requirements, it is
essential to involve Ofsted as the registering and inspection body with a duty to
ensure that the Statutory Framework is adhered to.
CONTACT NUMBERS:
0300 123 1231
for all children’s services and any other aspect of their work
(main number for all enquiries).
0300 123 4666
for a complaint or concern about any service Ofsted inspects or
regulates (8am-6pm).
Guidance on concerns and complaints, and complainant’s right to contact Ofsted, can
be found at www.ofsted.gov.uk
Ofsted Business Unit in Manchester:
Ofsted
National Business Unit
Picadilly Gate
Store Street
Manchester
M1 2WD
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5 Confidentiality Policy
5.1 Statement of Intent
It is our intention to respect the privacy of children and their parents and carers, while
ensuring that they access high quality pre-school care and education.

5.2 Aim
We aim to ensure that all parents and carers can share their information in the
confidence that it will only be used to enhance the welfare of their children.

5.3 Methods
To ensure that all those using - and working in - the pre-school can do so with
confidence, we respect confidentiality in the following ways.
All staff, relief and voluntary workers sign a ‘Confidentiality Agreement’ when
starting at the pre-school. Staff induction includes an awareness of the importance of
confidentiality. Staff will not discuss personal information with anyone outside of the
pre-school except where it affects planning for the child's needs.
Staff will not discuss personal information with parents unless the child is in their Key
Group. Any other member of staff wishing to discuss an issue they have dealt with
during a session should seek the authority of the manager.
Any concerns/evidence relating to a child's personal safety are kept in a secure,
confidential file and are shared with as few people as possible on a "need-to-know"
basis.
Personal information about children, families and staff is kept securely whilst
remaining as accessible as possible.
Issues to do with the employment of staff, whether paid or unpaid, remain confidential
to the people directly involved with making personnel decisions.
Students on Pre-school Learning Alliance or other recognised qualifications and
training, when they are observing in the pre-school, are advised of our confidentiality
policy and required to respect it.
Parents have ready access to the files and records of their own children but do not
have access to information about any other child.
All the undertakings above are subject to the paramount commitment of the preschool, which is to the safety and well-being of the child. Please see also our policy
on child protection.
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6 Discipline Procedure for Employees
6.1 Minor disagreements
Minor disagreements among pre-school staff, or between staff and manager, can
usually be resolved at the regular staff management meeting or informally by
discussion.

6.2 Disciplinary procedure
A more serious situation arises when a dispute cannot be resolved, or when the
manager is dissatisfied with the conduct or activities of an employee.
Any disciplinary matter will normally be dealt with using the following procedure.
At every stage the employee should be given reasonable notice (five days) that a
disciplinary hearing is due to take place to give him/her the opportunity to prepare
his/her case, and s/he should be offered the opportunity to be accompanied by a
colleague or union representative if s/he wishes. The manager will be accompanied by
her assistant manager(s) and/or her supervisor.

6.3 Procedure
Whilst these three steps apply to dismissal and action at the start of dismissal, they
will also be used when dealing with all disciplinary issues. The procedure will consist
of the following three steps.
6.3.1 Step 1 – details of grounds for action and invitation to meeting
The manager must prepare a statement of the employee’s alleged conduct or
characteristics, or other circumstances, which have led to the contemplation of
dismissing or taking disciplinary action against the employee.
The statement and date of the disciplinary meeting must be sent to the employee prior
to the meeting.
The employee should be provided with a reasonable amount of time to consider their
response to the statement.
6.3.2 Step 2 – the disciplinary meeting
A disciplinary meeting must take place before action is taken, (except where the
disciplinary action in question consists of suspension). At the meeting, the manager
should ensure that the circumstances of the complaint against the employee are
discussed.
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The manager must write to the employee to explain the conduct or capability which
may result in dismissal or other disciplinary action.
The outcome of the disciplinary meeting must be confirmed in writing, to include the
employee right of appeal against the decision.
6.3.3 Step 3 – appeal
At each stage of the disciplinary procedure the employee must be told s/he has the
right to appeal against any disciplinary action, and that the appeal must be made in
writing to the pre-school manager within five days of a disciplinary interview.
The employee will have the opportunity to appeal against any penalty issued at the
disciplinary meeting. If the employee wishes to appeal then s/he should submit their
appeal in writing within a set time period (5 days), of receiving the letter confirming
the outcome of the disciplinary meeting, giving full details of their grounds of appeal.

6.4 Modified statutory procedure
In very exceptional circumstance it may be necessary to dismiss an employee without
holding a disciplinary meeting i.e. where instant dismissal is justified and necessary.
Such cases will be rare (because even in most cases of gross misconduct, investigation
is usually justified coupled with suspension) and will normally only apply in cases of
gross misconduct, where the conduct or breach of duty brings the organization into
disrepute.
In such circumstances the following procedure will apply:
6.4.1 Step 1: statement of grounds for action
The manager must set out in writing the employee’s alleged misconduct which has led
to the dismissal, what the basis was for thinking at the time of the dismissal that the
employee was guilty of the alleged misconduct, and the employee’s right to appeal
against dismissal within a limited time period (five days).This statement or a copy of
it should be sent to the employee.
6.4.2 Step 2: appeal
If the employee does wish to appeal, s/he must inform the pre-school in writing.
If the employee informs the pre-school of his wish to appeal, the manager must invite
her/him to attend a meeting. The employee must take all reasonable steps to attend the
meeting. After the appeal meeting, the manager must inform the employee of her final
decision.

6-2

Policies
Discipline Procedure for Employees

Saplings/2005-2006/03
Version 1
Dated: 18/04/2006

6.5 Disciplinary penalties
The pre-school manager can issue a range of penalties depending on the
circumstances of the case. However, an employee should not be dismissed for a first
offence unless it constitutes gross misconduct.
6.5.1 First formal warning
i)
The employee will be interviewed by the disciplinary panel who will explain
the complaint.
ii)
The employee will be given full opportunity to state his/her case.
iii)
After careful consideration by the disciplinary panel, and if the warning is
considered to be appropriate, the employee needs to be told:
 the nature of their failings;
 what action should be taken to correct the conduct or performance;
 that s/he will be given reasonable time to rectify matters;
 what training needs and/or support have been identified, with
timescales for implementation;
 what mitigating circumstances have been taken into account in
reaching the decision;
 that if s/he fails to improve then further action will be taken;
 that a record of the warning will be kept; and
 that s/he has a right to appeal against the decision.
6.5.2

Formal written warning

Formal written warning will be given if the employee fails to correct his/her conduct
and further action is necessary, or if the original offence is considered too serious to
warrant an initial oral warning.
i)
The employee will be interviewed by the disciplinary panel who will explain
the complaint and given the opportunity to state his/her case. (Reasonable time must
be allowed for the employee to prepare his/her case).
ii)
If a further formal warning is considered to be appropriate, this will be
explained to the employee and a letter confirming this decision will be sent to the
employee.
iii)




The letter will:
contain a clear reprimand and the reasons for it;
explain what corrective action is required and what reasonable time is given
for improvement;
state what training needs and / or support have been identified with timescales
for implementation
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make clear what mitigating circumstances have been taken into account in
reaching the decision;
warn that failure to improve will result in further disciplinary action which
could result in a final written warning and, if unheeded, ultimately to dismissal
with appropriate notice;
explain that s/he has a right to appeal against the decision
Final written warning

Final written warning will be given if the employee fails to correct his/her conduct
and further action is necessary, or if the original offence is considered too serious to
warrant any initial warnings.
i)
The employee will be interviewed and given the opportunity to state his/her
case. (Reasonable time must be allowed for the employee to prepare his/her case).
ii)
If a final warning is considered to be appropriate, this will be explained to the
employee and a letter confirming this decision will be sent to the employee.
iii)

The letter will:







6.5.4

contain a clear reprimand and the reasons for it;
explain what corrective action is required and what reasonable
 time is given for improvement;
state what training needs and or support have been identified, with
 timescales for implementation;
make clear what mitigating circumstances have been taken into account in
reaching the decision;
warn that failure to improve will result in further disciplinary action which
could result in dismissal;
explain that s/he has a right to appeal against the decision
Dismissal

If the employee still fails to correct his/her conduct, then the employee will be
interviewed as before and if the decision is to dismiss, the employee will be given
notice of dismissal stating the reasons for dismissal and giving details of the right to
appeal. If the progress is satisfactory within the time given to rectify matters, the
record of warnings will be removed from the employee personal file.
6.5.5 Suspension
If the circumstances appear to potentially warrant dismissal or the circumstances of
the case are considered to constitute gross misconduct, an employee may be
suspended with pay while investigations are being made. These should consist of
obtaining written statements from all witnesses to the disciplinary incident, and from
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the employee who is being disciplined. Obviously these investigations should be
carried out within as short a time as possible.
6.5.6 Hearing appeals
The appeal hearing should be heard, if possible within 10 days of receipt of the
appeal. The appeal group may consist of the same people as the original panel and
they must make every effort to hear the appeal as impartially as possible. The
employee may take a work colleague or trade union official to speak for her/him.
The employee will explain why s/he is dissatisfied and may be asked questions.
The leader, owner, manager or chair will be asked to put his/her point of view and
may be asked question.
Witnesses may be heard and may be questioned by the appeals committee and by the
employee and the leader, owner, manager or chair.
The committee will consider the matter and make known its decision.
A written record of the meeting will be kept.
6.5.7 Time scales
Each step and action under the disciplinary procedure must be taken without
unreasonable delay. Consideration should be given to timings and locations of
meetings to ensure that the employee and their representative are able to attend. For
cases that result in dismissal two reasonable attempts by the pre-school to arrange a
meeting will normally be sufficient if they prove abortive because of the employee’s
non-attendance. If an employee is not able to attend the first disciplinary meeting
arranged then s/he will be required to provide an alternative date to take place within
five days of the original date given by the pre-school.
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7 Equality and Diversity Policy
7.1 Statement of Intent
Our pre-school is committed to providing equality of opportunity and antidiscriminatory practice for all children and families.

7.2 Aim
To provide a secure environment in which all our children can flourish and in which
all contributions are valued;
To include and value the contribution of all families to our understanding of equality
and diversity;
To provide positive non-stereotyping information about different ethnic groups and
people with disabilities;
To improve our knowledge and understanding of issues of equality and diversity; and
to make inclusion a thread which runs through all of the activities of the pre-school.
The legal framework for this policy is:







Race Relations Act 1976;
Race Relations Amendment Act 2000;
Sex Discrimination Act 1986;
Children Act 1989; and
Special Educational Needs and Disability Act 2001.
The Equality Act 2010

7.3 Methods
7.3.1 Admissions
Refer to our Admissions Policy.

7.3.2 Employment
Specialist posts are advertised and all applicants are judged against explicit and fair
criteria. Previous students and parent helpers deemed appropriate are offered
employment as per the notice on our Parent Notice Board should a general position
arise. These are usually on temporary contracts and arise due to increased numbers of
children in attendance. The applicant who best meets the criteria is offered the post,
subject to references and checks by the Disclosure and Barring Service. This ensures
fairness in the selection process.
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7.3.3 Training
We seek out training opportunities for staff and volunteers to enable them to develop
practices which enable all children to flourish.

7.3.4 Curriculum
The curriculum offered in the pre-school encourages children to develop positive
attitudes to people who are different from themselves. It encourages children to
empathise with others and to begin to develop the skills of critical thinking.
We do this by:










making children feel valued and good about themselves;
ensuring that children have equality of access to learning;
reflecting the widest possible range of communities in the choice of resources;
avoiding stereotypes or derogatory images in the selection of materials;
celebrating a wide range of festivals;
creating an environment of mutual respect and tolerance;
helping children to understand that discriminatory behaviour and remarks are
unacceptable;
ensuring that the curriculum offered is inclusive of children with special
educational needs and children with additional requirements inclusive of all in
attendance;
ensuring that children who have English as an additional language have full
access to the curriculum and are supported in their learning.

7.3.5 Valuing Diversity in Families
We welcome the diversity of family life and work with all families.
We encourage children to contribute stories of their everyday life in the pre-school.
We encourage parents/carers to take part in the life of the pre-school, asking for
parent helpers within the classroom and on visits.
For families who have a first language other than English, we value the contributions
their culture and language offer.

7.3.6 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, cultural approaches to mealtimes and
eating and to respect the differences among them.
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8 Food and Drink Policy
8.1 Statement of Intent
This pre-school regards snack and meal times as an important part of the pre-school's
session. Eating represents a social time for children and adults and helps children to
learn about healthy eating.

8.2 Aim
At snack times, we aim to provide nutritious food, which meets the children's
individual dietary needs. We aim to meet the Statutory Framework for Early Years.

8.3 Methods
Before a child starts to attend the pre-school, we find out from parents their children's
dietary needs, including any allergies.
We record information about each child's dietary needs in her/his registration record
and parents sign the record to signify that it is correct.
We regularly consult with parents to ensure that our records of their children's dietary
needs - including any allergies - are up-to-date. Parents sign the up-dated record to
signify that it is correct.
We display current information about individual children's dietary needs so that all
staff and volunteers are fully informed about them.
We implement systems to ensure that children receive only food and drink which is
consistent with their dietary needs and their parents' wishes.
We require staff to show sensitivity in providing for children's diets and allergies.
Staff, do not use a child's diet or allergy as a label for the child or make a child feel
singled out because of her/his diet or allergy.
We organise meal and snack times so that they are social occasions in which children
and staff participate.
We use meal and snack times to help children to develop independence through
making choices, serving food and drink and feeding themselves.
We have fresh drinking water constantly available for the children.
For children who drink milk, we provide semi-skimmed milk.
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9 Health and Safety Policy
9.1 Statement of Intent
This pre-school believes that the health and safety of children is of paramount
importance. We make our pre-school a safe and healthy place for children, parents,
staff, volunteers and visitors.

9.2 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 Manager is the Health and Safety Officer for The Saplings Pre-School.

9.3 Risk assessment
Risk assessments are in place for areas considered to require assessment. These are
reviewed on a regular basis and added to as necessary.
Hazards are checked for on a daily basis in the playground and hazards within the
classroom, such as trip hazards, slippages and broken toys, are continuously checked
and dealt with as soon as practicably possible.

9.4 Insurance Cover
We have public liability insurance and employers' liability insurance. The certificate
is displayed within the setting.

9.5 Awareness Raising
Our induction training for staff and volunteers includes a clear explanation of health
and safety issues so that all adults are able to adhere to our policy and understand their
shared responsibility for health and safety. The induction training covers matters of
employee well-being, including safe lifting and the storage of potentially dangerous
substances. Records are kept of this induction training within the staff file.
We have a no smoking policy.

9.6 Children's safety
Only persons who have been checked for criminal records by an enhanced disclosure
from the Disclosure and Barring Service or previously by the Criminal Records
Bureau and are registered with Ofsted as childcare practitioners have unsupervised
access to the children, including helping them with toileting.
All children are supervised by adults at all times.
Whenever children are on the premises at least two adults are present.
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9.7 Security
Systems are in place for the safe arrival and departure of children.
The arrival and departure times of adults - staff, volunteers and visitors - are recorded.
Our systems prevent unauthorised access to our premises.
Our systems prevent children from leaving our premises unnoticed.
The personal possessions of staff and volunteers are securely stored during pre-school
sessions.

9.8 Windows
Low level windows are made from materials which prevent accidental breakage.

9.9 Doors
Doors are fitted with protective hinge covers to prevent children's fingers from being
trapped in doors. Door wedges are used for free flow between outside and inside and
when the office is occupied by children.

9.10 Floors
All surfaces are checked daily to ensure they are clean and not uneven or damaged.

9.11 Kitchen
Children do not have access to the kitchen unsupervised.
There are separate facilities for hand-washing and for washing up.
Cleaning materials and other dangerous materials are stored out of children's reach.
When children take part in cooking activities, they:




are supervised at all times;
are kept away from hot surfaces and hot water; and
do not have unsupervised access to electrical equipment.

9.12 Electrical
All electrical appliances are PAT (Portable Appliance Test) tested.
The children are taught not to touch electric sockets and any unused sockets have
socket covers on them.

9.13 Storage
All equipment and resources are stored or stacked safely to prevent them accidentally
falling or collapsing.
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9.14 Outdoor Area
Our outdoor facilities are securely fenced and have the external gate is locked during
the regular school session.
Our outdoor area is checked for safety and cleared of rubbish before it is used.
All outdoor activities are supervised at all times.

9.15 Hygiene
Our daily routines encourage the children to learn about personal hygiene.
We have a schedule for cleaning resources and equipment, dressing up clothes and
furnishings.

9.16 Activities
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 pre-school.
The layout of play equipment allows adults and children to move safely and freely
within the setting.
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 is clean and suitable for children's play.
Physical play is constantly supervised.
Children are taught to handle and store tools safely.
Children learn about health, safety and personal hygiene through the activities we
provide and the routines we follow.

9.17 Food and drink
Staff who prepare and handle food have received appropriate training and hold Level
2 or above ‘Food Hygiene’ certification and understand - and comply with - food
safety and hygiene regulations.
All food and drink is stored appropriately.
Adults carry hot drinks in appropriate flasks through the play area(s). Children do not
have access to these when they are uncovered.
Snack and meal times are appropriately supervised and children do not walk about
with food and drinks.
Fresh drinking water is available to the children at all times.
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We operate systems to ensure that children do not have access to food/drinks to which
they are allergic.

9.18 Outings and Visits
A risk assessment is carried out before an outing takes place.
Parents have to sign consent forms to say that they agree to their children being taken
on outings.
Our adult to child ratio is high, normally one adult to two children.
The children are appropriately supervised to ensure no child gets lost and that there is
no unauthorised access to children.
For those children remaining at pre-school, the adult to child ratio conforms to the
requirements of the Statutory Framework for Early Years.

9.19 Animals
Animals visiting the pre-school are free from disease, safe to be with children and do
not pose a health risk.

9.20 Fire Safety
Fire doors are clearly marked, never obstructed and easily opened from inside.
Our emergency evacuation procedures are approved by the Fire Safety Officer.
Further details are within the Evacuation Procedure.

9.21 First Aid and Medication
All members of staff hold current paediatric first aid training certificates. The first aid
qualification includes first aid training for infants and young children.
Our first aid kit:





complies with the Health and Safety (First Aid) Regulations 1981;
is regularly checked by a designated member of staff and re-stocked as
necessary;
is easily accessible to adults;
is kept out of the reach of children

At the time of admission to the pre-school, parents' written permission for emergency
medical advice or treatment is sought. Parents sign and date their written approval.
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Our Accident Book:




is kept safely and accessibly;
all staff and volunteers know where it is kept and how to complete it;
is reviewed at least termly to identify any potential or actual hazards

Ofsted is notified of any injury requiring overnight treatment at hospital, or the death
of a child or adult.
We meet our legal requirements for the safety of our employees by complying with
RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations).
We report to the local office of the Health and Safety Executive:



any accident to a member of staff requiring treatment at hospital;
any dangerous occurrences (i.e. an event which does not cause an accident but
could have done)

Children's prescribed drugs are stored in their original containers, are clearly labelled
and are inaccessible to the children.
Parents give prior written permission for the administration of medication. The
administration is recorded accurately and parents sign the record book to acknowledge
the administration of a medicine.
If the administration of prescribed medication requires medical knowledge, individual
training is provided for the relevant member of staff by a health professional.

9.22 Sickness
Our policy for the exclusion of ill or infectious children is discussed with parents.
This includes procedures for contacting parents - or other authorised adults - if a child
becomes ill at pre-school.
Ofsted is notified of any infectious diseases which a qualified medical person
considers necessary.

9.23 Safety of Adults
Adults are provided with guidance about the safe storage, movement, lifting and
erection of large pieces of equipment. When adults need to reach up to store
equipment they are provided with safe equipment to do so.
The sickness of staff and their involvement in accidents are recorded. These records
are reviewed termly to identify any issues which need to be addressed.
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9.24 Records
We keep records of:







adults authorised to collect children from pre-school;
the names, addresses and telephone numbers of emergency contacts in case of
children's illness or accident;
the allergies, dietary requirements and illnesses of individual children;
the times of attendance of children, staff, volunteers and visitors;
accidents;
incidents

In addition, the following policies and documentation in relation to health and safety
are in place.

9.24.1





Risk assessment.
Record of visitors.
Fire safety procedures.
Operational procedures for outings.

9.24.2








Safety

Health

Administration of medication.
Prior parental consent to administer medicine.
Record of the administration of medicines.
Prior parental consent for emergency treatment.
Accident record.
Sick children.
No smoking.

9.25 Personal Protective Equipment
All staff must use protective gloves when dealing with incidents involving bodily
fluids from children. If dealing with stools and/or urine, these must be disposed of in
the nappy bin provided for the disposal of soiled and wet nappies. If dealing with
blood or vomit, these must be disposed of in the yellow blood bin. In order to protect
children and staff alike all wounds involving blood must be covered to prevent cross
infection or contamination.
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10 Parental Involvement Policy
We believe that children benefit most from pre-school education and care when
parents and pre-schools work together in partnership.

10.1 Our aim
Our aim is to support parents as their children's first educators and to involve parents
in the life of the pre-school and their children's education.

10.2 Method
In order to fulfil these aims:









we are committed to ongoing dialogue with parents to improve our knowledge
of the needs of their children and to support their families;
Using written information and through regular informal communication, we
inform all parents about how the group is run and its policies. We check to
ensure parents understand the information which is given to them;
We encourage and support parents to play an active part in the pre-school;
We inform all parents on a regular basis about their children's progress;
We involve parents in the shared record keeping about their children - either
formally or informally - and ensure parents have access to their children's
written records;
We provide opportunities for parents to contribute their own skills, knowledge
and interests to the activities of the group and welcome the contributions of
parents, in whatever form these may take;
We inform all parents of the systems for registering queries, complaints or
suggestions and check to ensure these are understood. All parents have access
to our written complaints procedure;
We provide opportunities for parents to learn about the pre-school curriculum
and about young children's learning, in the pre-school and at home.

In compliance with the Statutory Framework for Early Years, the following
documentation is in place:





admissions policy;
complaints procedure;
record of complaints;
activities provided for children
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11 Settling-In Pre-School Policy
11.1 Statement of Intent
We want children to feel safe, stimulated and happy in the pre-school and to feel
secure and comfortable with staff. We also want parents to have confidence in both
their children's well being and their role as active partners with the pre-school.

11.2 Aim
We aim to make the pre-school a welcome place where children settle quickly and
easily because consideration has been given to the individual needs and circumstances
of children and their families.

11.3 Methods
Before a child starts to attend the pre-school, we use a variety of ways to provide
his/her parents with information. These include written information in our Induction
Pack for Parents/Carers and our Pre-School Policies, photographs and individual
meetings with parents.
During the half-term before a child is enrolled, we provide opportunities for the child
and his/her parents to visit the pre-school.
When a child starts to attend, we work with his/her parents to decide on the best way
to help the child to settle into the pre-school. At The Saplings Pre-School, we
acknowledge that every child is an individual, with their own personality, thoughts
and ideas. This means that children will settle into pre-school at different rates. As
your child’s happiness is our main concern, we may suggest that an individual
Settling-In Procedure (form Saplings/2005-2006/17) is advisable. This is agreed
between the manager and the parents.
We allocate a key person to each child and his/her family.
We use pre-start visits and the first session at which a child attends or a home visit to
explain and complete with his/her parents the child's registration records.
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12 Special Educational Needs
12.1 Statement of Intent
We provide an environment in which all children are supported to reach their full
potential.

12.2 Aim
We have regard for the DfES Special Educational Needs Code of Practice and include
all children in our provision. We provide practitioners to support parents and children
with Special Educational Needs (refer to the organisational chart within the Business
Plan for our SENCO representative.)
We work in partnership with parents and if necessary external agencies in meeting
individual children’s needs and we monitor and review our practice and provision and
where necessary make appropriate adjustments.

12.3 Methods
We designate a member of staff to be a Special Educational Needs Coordinator at
each of our premises.
We ensure that children with SEN are appropriately involved in all activities taking
into account their needs and abilities.
We use a system for keeping records of the assessment, planning, revision and review
for children with SEN.
Wherever possible, training for practitioners is provided to assist with the care of
those with SEN.
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13 Staff Member Accused of Abuse Policy
13.1 Statement of intent
All staff that have contact with children within the pre-school setting are checked for
their suitability to work with children by means of either a Criminal Records Bureau
check (CRB) or now as a Disclosure and Barring Service (DBS) in accordance with
Ofsted's requirements. To minimise the risk of allegations of abuse, staff members
will not be left alone (un-sited) for long periods of time with individual children or
small groups. The layout of the preschool is such that it permits constant supervision.
When a staff member leaves the room to take a child to another area of the school or
the toilet/changing area another member of staff should be informed and in the event
that, a member of staff has not returned within a suitable length of time, another
member of staff will investigate the delay.

13.2 Aims
Our aim is to ensure that children and their parents are offered high quality pre-school
care.

13.3 Methods
To meet this aim, a minimum of two level 3 qualified staff are on duty at any one time
where one of these must be designated in charge of the setting.
We provide staff induction training in the first week of employment. This induction
includes our Child Protection Policy and Procedures.
We are committed to recruiting, appointing and employing staff in accordance with all
relevant legislation and best practice.
We use Ofsted guidance on obtaining references and suitability for employment
checks for all staff and for volunteers who will have substantial access to children, for
example students and/or regular parent helpers.

13.4 Managing allegations against people who work with
children and the role of the Local Authority Designated Officer
The framework for managing allegations is set out in Appendix 5 of Working
Together to Safeguard Children (2010) and Safeguarding Children and Safer
Recruitment in Education (2007).
The framework applies to all who work with children and young people,
including those who work in a voluntary capacity. It also covers cases in which
it is alleged that a person who works with children has:


behaved in a way that has harmed, or may have harmed, a child
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possibly committed a criminal offence against, or related to a

child


behaved in a way that indicates s/he is unsuitable to work with
children.
It is essential that any allegation of abuse made against a person is dealt with
consistently, fairly, quickly and in a way that provides effective protection for
the child and at the same time supports the person who is the subject of the
allegation.
An integral part of the framework for managing allegations against staff is the
role of the Local Authority Designated Officer (LADO). The LADO is
responsible for the management and oversight of individual cases and must
be informed of all allegations or concerns relating to staff or volunteers that fit
the criteria above.
The LADO will provide advice and guidance to any agency or employer
providing services for children. Where necessary they will liaise with
Children’s Social Care and other agencies, monitor the progress of cases and
work to ensure that all allegations are dealt with appropriately.
Hampshire County Council has two LADOs, Barbara Piddington & Mark
Blackwell, based in the Safeguarding Unit. The LADOs cover separate
districts of the county, but each will cover for the other during periods of leave
or absence.
Barbara Piddington covers- East Hampshire, Fareham, Gosport, Havant, Hart
and Rushmore.
Mark Blackwell covers- Basingstoke, Eastleigh, New Forest, Test Valley
and Winchester.

The LADOs can be contacted on telephone - 01962 876364.
Email child.protection@hants.gov.uk
If appropriate you may be asked to complete a LADO referral form as a
method of making a written referral.
Accordingly, all safeguarding allegations or concerns about a member of staff
or volunteer should be discussed with Mark Blackwell in the first instance who
will liaise, as necessary, with social care and the police.
Both LADOs also have a wider safeguarding remit and are accountable to
Dave Watson acting Head of the Safeguarding Unit.
Details will be kept confidential.
If recommended by the LADO staff will immediately be suspended on full pay
until the incident has been investigated and concluded.
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14 Staffing and Employment Policy
14.1 Statement of intent
We provide a high staffing ratio to ensure that children have sufficient individual
attention and to guarantee care and education of a high quality. Our staff working
within the setting who have contact with the children undergo a Criminal Records
Bureau check (CRB) or now as a Disclosure and Barring Service (DBS) in accordance
with Ofsted's requirements.

14.2 Aims
To ensure that children and their parents are offered high quality pre-school care and
education.

14.3 Methods
To meet this aim we use the following ratios of adult to child:
 children aged 2 years of age:
1 adult : 4 children
 children aged 3-5 years of age:
1 adult : 8 children
 children aged 3-5 years of age for Level 6 1 adult:13 children
A minimum of two qualified employees (qualified to NVQIII or equivalent) are on
duty at any one time.
We use a key worker system with a ‘buddy’ policy to ensure every child will have a
member of staff to assist them with their needs.
We hold regular staff meetings to undertake curriculum planning and to discuss
children's progress, their achievements and any difficulties which may arise from time
to time.
We work towards offering equality of opportunity by using non-discriminatory
procedures for staff recruitment and selection. An equal opportunity policy is used
when recruiting any member of staff working within the pre-school setting.
All staff are issued with a contract that they are asked to sign and a copy is placed
within their staff records. These contain their job descriptions, setting out their roles
and responsibilities.
We welcome applications from all sections of the community. Applicants will be
considered on the basis of their suitability for the post, regardless of marital status,
age, gender, culture, religious belief, ethnic origin or sexual orientation. Applicants
will not be placed at a disadvantage by us imposing conditions or requirements which
are not justifiable.
We provide regular in-service training to all staff - whether paid staff or relief
workers.

14-1

Policies
Staffing and Employment

Saplings/2005-2006/03
Version 2
Dated: 01/09/2015

We provide staff induction training in the first week of employment. This induction
includes our Health and Safety Policy and Procedures and Child Protection Policy and
Procedures. Other policies and procedures will be introduced within an induction
plan.
We support the work of our staff by holding regular staff appraisals.
We obtain at least two references for new members of staff, preferably a character
reference and a reference from their previous employer.
Steps are taken within the pre-school to minimise the risk of allegations of abuse.
Please refer to the Staff Member Accused of Abuse Policy.
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15 Student Placement Policy
15.1 Statement of intent
This pre-school recognises that qualifications and training make an important
contribution to the quality of the care and education provided by pre-school settings.
As part of our commitment to quality, we offer placements to students (including
volunteers) undertaking early years' qualifications and training.

15.2 Aim
We aim to provide for students on placement with us, experiences which contribute to
the successful completion of their studies and which provide examples of quality
practice in early years care and education.

15.3 Methods
We require students to meet the 'suitable person' requirements of Ofsted.
We require colleges placing students under the age of 17 years with the pre-school to
vouch for their good character. This includes school children on work experience.
We supervise students/school children under the age of 17 years at all times and do
not allow them to have unsupervised access to children.
Students who are placed in our pre-school on a short term basis are not counted in our
staffing ratios. Students who are placed for longer periods - for example, a year - may
be counted in our staffing ratios provided we consider them to be competent and they
become paid members of staff on a fixed term or permanent contract.
We have employers' liability insurance and public liability insurance which covers
both trainees and voluntary helpers.
We require students to keep to our confidentiality policy and we co-operate with the
student's tutors in order to help students to fulfil the requirements of their course of
study.
We provide students, at the first session of their placement, with a short induction on
how our pre-school is managed, how our sessions are organised and our policies and
procedures.
We communicate a positive message to students about the value of qualifications and
training. We ensure that students placed with us are engaged in reputable early years'
training which provides the necessary background understanding of children's
development and activities
We make the needs of the children paramount by not admitting students in numbers
that hinder the essential work of the pre-school.
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Students placed with us on a long term are required to provide their DBS clearance
details, students within the pre-school have a valid DBS clearance completed by the
manager and carried out with Capita. Children on Work Experience from school are
informally interviewed for their suitability prior to their arrival and if it is later
deemed to be an inappropriate placement for any reason, discussions are held with the
school WEX representative and the child is sent back to school for a different
placement.
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16 The Lost Child Policy
16.1 Statement of intent
In the event that a child is lost during their care at The Saplings Pre-School this policy
must be followed.

16.2 Aim
We aim to ensure that every child within our care is kept safe and secure. We take a
register of children present at the beginning of every session and all practitioners are
aware of the child headcount for the session. This is written on the white board and is
altered during the session if additional children arrive or leave the setting. Children
are always escorted in/out of the setting and are never left unattended. When children
are taken to the toilet the manager or assistant manager is notified of the number of
children taken at any time. Headcounts are taken during the session to minimise the
risk of losing any children.
Headcounts are always taken before large groups re-locate to other areas of the
school, for example the school hall and before they return and headcounts are always
taken during evacuation procedures and before leaving for any organised outings.

16.3 Procedures
If a child is lost or missing the manager is informed immediately and a local search is
organised within the pre-school setting. A further search would then be carried out
within the Infant School premises and if necessary within the school grounds.
In the event that the child is not found within the school grounds the child’s parents
would be contacted immediately and the police would be informed and brought to the
setting.
We would contact our local authority social services department and inform Ofsted
and our local Pre-school Learning Alliance office/Pre-school Development Worker.
A full written report of the incident is recorded.
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17 Non-Collection and Release of Children Policy
17.1 Statement of intent
In the event that a child is not collected by an authorised adult at the end of a preschool session/day, the pre-school puts into practice agreed procedures. These ensure
that the child is cared for safely by an experienced and qualified practitioner who is
known to the child.

17.2 Aim
In the event that a child is not collected by an authorised adult, 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.

17.3 Procedures
Parents of children starting at the pre-school are asked to provide specific information
which is recorded on our Registration Form, including:







home address and telephone number - if the parents do not have a telephone,
an alternative number must be given, perhaps a neighbour's;
place of work, address and telephone number (if applicable);
mobile telephone number (if applicable);
security password – contingency plan.
names and telephone numbers of adults who are authorised by the parents to
collect their child from pre-school, for example a childminder or grandparent;
information about any person who does not have legal access to the child

On occasions when parents are aware that they will not be at home or in their usual
place of work, they record how they can be contacted in our Child Security Book.
On occasions when parents or the persons normally authorised to collect the child are
not able to collect the child, they record the name of the person who will be collecting
their child in our Child Security Book and sign as authority to release the child to that
person. We agree with parents how the identification of the person who is to collect
their child will be verified or use the password system.
Parents are informed that if they are not able to collect the child as planned, they must
inform us so that we can begin to take back-up procedures. We provide parents with
our contact telephone number. We also inform parents that - in the event that their
children are not collected from pre-school by an authorised adult and the staff can no
longer supervise the child in our premises - we apply our child protection procedures
as set out in our child protection policy.
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If a child is not collected at the end of the session we follow the following procedures:











the Child Security Book is checked for any information about changes to the
normal collection routines;
if no information is available, parents/carers are contacted at home or at work;
if this is unsuccessful, the adults who are authorised by the parents to collect
their child from pre-school - and whose telephone numbers are recorded on the
Registration Form - are contacted;
all reasonable attempts are made to contact the parents/carers, for example a
neighbour is contacted or another member of staff visits the child's home;
the child stays at pre-school in the care of two fully-vetted workers until the
child is safely collected;
the child does not leave the premises with anyone other than those named on
the Registration Form and in the Child Security Book without prior consent
from their parent;
if no-one collects the child and the premises are closing, or staff are no longer
available to care for the child, we apply the procedures set out in our Child
Protection Policy. We contact our local authority social services department
and inform Ofsted and our local Pre-school Learning Alliance office/Preschool Development Worker
a full written report of the incident is recorded;
depending on circumstances, we reserve the right to charge parents for the
additional hours worked by our staff
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18 When to Contact OFSTED Policy
The Saplings Pre-school will contact OFSTED if:
a. Changes are made to the pre-school provision, including staff changes.
b. If a situation arises at pre-school then OFSTED will be informed of the
nature of the situation and how it was dealt with.
c. If an accusation or complaint has been made about a member of staff.
The accusation or complaint will be noted by OFSTED as will any
further action that may arise from it.
CONTACT NUMBERS:
0300 123 1231
for all children’s services and any other aspect of their work
(main number for all enquiries).
0300 123 4666
for a complaint or concern about any service Ofsted inspects or
regulates (8am-6pm).
0300 123 3155

for the whistle blower hotline.
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19 Use of Mobile Phones and Social Networks
19.1 Statement of intent
The intention of this policy is to ensure that staff and parents/carers are aware of the
use of mobile phones on the pre-school premises and the staff’s use of social
networks. The procedures are to reduce the likelihood of any allegations of misuse of
images and information regarding children within our care.

19.2 Aim
The aim is to protect staff and parents/carers from allegations of abuse and breach of
the confidentiality agreement regarding information about the pre-school and the
children within its care. This policy has been put into place by management to
safeguard both the children within our care and the employees.

19.3 Procedures
(Definition of staff for this policy includes all employees, volunteers and parent
helpers)

Mobile Phones and/or image capturing media and/or sound recordings - Staff:
The Saplings Pre-school uses a mobile phone as one of its contacts during opening
hours. This phone is used within the setting and taken on external visits with the
evacuation bag.
Staff who bring mobile phones to work are able to use them during working hours in
the event of an emergency but their usage should be kept to an absolute minimum.
The pre-school phones can be used as an alternative and the pre-school telephone
numbers should be given as work contact numbers during working hours.
Staff are instructed to lock their mobile phone away in their staff locker unless it is
being used in the event of an emergency. Prior approval from management must be
given before it is used. This prevents any accusation of child abuse on telephones
during opening times and removes the risk of capturing digital images of children in
any form other than those specified within the Use of Cameras and Photographic
Images Policy.
Staff are requested not to text whilst at work and parents/carers are also requested not
to text. A telephone call is a better form of communication as this means that staff are
still able to watch the children whilst answering a call.
Staff are able to use their mobile phone during their lunch break provided no children
are present. This will reduce the risk of allegations of abuse or misuse of
photographic images.
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Mobile Phones and/or image capturing media and/or sound recordings –
Parents/carers and visitors:
Visitors to the setting and parents/carers of children at the setting should not use their
mobile phones whilst present on the premises. This restriction in usage protects all
parties concerned from allegations of child abuse whilst on the premises.
Social Networks:
Please remember that as an employee of The Saplings Pre-school or as a volunteer
you have signed a confidentiality agreement and cannot discuss any aspects of work
or children outside of the setting. Avoid ‘chat’ on social networks or phones with
parents of our children and do not discuss any of them outside of the setting.
Visitors to the setting must not discuss incidents that may have occurred during their
visit to the Pre-School either in person or on any social network.
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20 Use of Cameras and Photographic Images
20.1 Statement of intent
The intention of this policy is to ensure that parents/carers are aware of the use of and
processing of images taken of their child/children during their attendance at The
Saplings Pre-School. The procedures are to reduce the likelihood of any allegations
of misuse of images to safeguard children within our care.

20.2 Aim
The aim of using photographic images and video recordings of children are to provide
an historic record of events during your child’s early years in education.

20.3 Procedures
Provided parental permission is given, photographs are taken of children in attendance
at The Saplings Pre-school. These are taken using a digital camera for official preschool use. Images are captured and temporarily stored on a memory card within the
camera and are printed by the colour printer in the pre-school office.
The images captured on the memory card used inside the camera are copied onto the
laptop used for The saplings pre-School where they are stored for use in presentations
to parents, for bottle mat photos within the classroom and to enable them to be further
copied onto the pre-school children’s lap top computer as screen savers for the
children to see and onto the digital picture frame on display for both parents and
children alike. These three items have no connection to other networks.
The photographs are cropped and placed into appropriate child profiles. These
enhance your child’s profile and are yours to keep once your child leaves the Saplings
Pre-School. These files can be viewed at any time.
Parents/carers are required to sign a permission slip to enable photographs to be taken
and used in this way.
The pre-school laptop is regularly backed up onto a personal server administered by
one of the Saplings Pre-School’s Directors who holds a current Disclosure and
Barring Service check as per the requirements of all staff within the pre-school
setting. This back up is performed automatically and is to provide consistency of data
and business sustainability of information.
Occasionally, particularly at Christmas time, a video is produced of our Christmas
Performance for which a separate licence is obtained to use and sell the images and
recordings to parents. Parents are requested to sign a consent form to allow the use of
such recordings.
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The Saplings Pre-School also has a facebook page which is available to the public and
can be searched for as ‘The Saplings Pre-School’ and a web site which is also
available to the public www.saplingspreschool.co.uk.
In addition to this a facebook ‘Closed Group’ called ‘The Saplings Pre-School
Parents’ Group’ which parents have to be accepted on by one of the administrators.
There is a separate consent form for the use of photographs on facebook and the web.
In all cases, provided a parent consents to images of their children on public media,
they only include non-facial images thus protecting the use of your child’s identity
from the public.
A parent can, if they wish, agree to facial photographs being placed onto the
‘CLOSED GROUP’ within facebook.
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THE SAPLINGS PRE-SCHOOL
APPROVAL FOR PHOTOGRAPHS
ON FACEBOOK AND WEBSITE

Child’s full name:

I am aware that The Saplings Pre-School has a facebook page which can be searched for as:
The Saplings Pre-School
Photos will not show your child’s face only hands and/or arms, legs etc. so
your child will not be identified by the general public.

Delete as appropriate

YES/NO
I am happy for these photographs of my child to be used on the facebook
page.
I am aware that there is a ‘CLOSED GROUP’ called:
The Saplings Pre-School Parents’ Group
I can request to join this and understand that it requires acceptance from one of the group administrators.
I understand that once I no longer have a child attending The Saplings Pre-School I will be removed from the
Closed Group (The Saplings Pre-School Parents’ Group) such that I can no longer have access to it.

I am happy for photographs of my child to be used on the Closed Group,
The Saplings Pre-School Parents’ Group

Delete as appropriate

Delete as appropriate

Facial photos

Non Facial photos

YES/NO

YES/NO

I am aware that The Saplings Pre-School has a website www.saplingspreschool.co.uk
Photos will not show your child’s face, only hands and/or arms, legs etc.
so your child will not be identified by the general public.

Delete as appropriate

YES/NO

I am happy for these photographs of my child to be used on the website.

Signed: __________________________

Date:______________________

Parent’s name printed: ___________________________________________________
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THE SAPLINGS PRE-SCHOOL
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PHOTOGRAPHIC APPROVAL

Child’s full name: _____________________________________________________________________
I am aware of the use of cameras and photographic images policy used within the pre-school a copy of
which is shown over page.
I give/do not give permission for photographs to be taken of my child to be used in their own child profile.
I give/do not give permission for group photographs to be taken with my child in it to be used within my
own and other children’s profiles. Eg photos of group activities as team work or playing alongside
another child involved in the same theme eg train set, dolls’ house, role play.
I give/do not give permission for video clips being taken of my child at the Christmas performance.
I give/do not give permission for my child’s photograph being displayed as part of their bottle mat within
the classroom area.
I give/do not give permission of my child’s photographs being used as part of a presentation to parents at
Christmas.
I give/do not give permission for my child’s photograph to be displayed within the setting.
I give/do not give permission for a group photograph to be taken of my child’s cohort group at the end of
the academic year and I am happy for all children’s parents to have a copy of this.
I give/do not give permission for the school photographer to take photographs of my child when he attends
an official appointment at The saplings Pre-School. (Notification of dates is always given in newsletters.)
I give/do not give permission for my child to appear on a Kids Klub DVD when an official appointment is
made for individual/family recordings. (Notification of date is always given prior to arrival.)
I am aware that digital photographs taken of my child whilst in attendance at The saplings Pre-School will
be displayed within the setting on both the digital picture frame and on the two pre-school computers.

Signed: ____________________________________

Date:____________________

Parent’s name printed: ____________________________________________________________
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21 General Data Protection Regulation
21.1 Statement of intent
The intention of this policy is to ensure that parents/carers and employees are aware of the storage
and use of their personal data and defines the retention periods of the said information.

21.2 Aim
The aim is to ensure that personal information is only requested if it is needed for the business and
to ensure that the individual has the right to be forgotten after the required retention period for the
information.

21.3 Data Controller
The Saplings Pre-School is the Data Controller under GDPR and the Manager is the Data
Protection Officer.

21.4 Retention of Personal Information
The right to be forgotten – information is removed from computers and/or paper copies of
information destroyed as per the following retention periods:
Children’s Records

3 years after current academic year

Parent/carer EYE claims

6 years after current academic year

Safeguarding records Up until child’s 18th birthday
Accident Records

Up until child’s 21st birthday

Financial Information 3 years after current academic year
Bank statements, receipts, Accounts
Employee Records

6 years after academic year of resignation
Staff register, payroll information, pension records, tax information,
supervision data, appraisals, contracts, job descriptions, records of
allergies and medication, contacts of next of kin

21.5 Data Processors
Children’s Personal Information
Please refer to the Privacy Notice for parents entitled Children in Early Years Setting.
Services for Young Children for Basingstoke and Deane (LA) is one of our Data Processors
processing our children’s personal information after it is securely transferred using the provider
portal which is a system operated by Capita. Paper records of parent’s claims are kept for 6 years
beyond the current academic year. For further information on the Terms and Conditions for the
Early Years Education funding see
http://www3.hants.gov.uk/childrens-services/providers/eye-eysff/eye-funding.htm
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EYE Funding requires your child’s name, date of birth, address, ethnic origin and special
educational needs status to enable your Early Years setting to claim the funding on your behalf.
If you are eligible for Age 2 EYE funding this also requires a signed parent declaration of name,
date of birth, address and National Insurance Number to enable your Early Years setting to claim
the funding on your behalf.
If you are eligible for 30 hour EYE funding you are required to provide one parent/carer’s National
Insurance and the 30 hour code issued to the applying parent/carer from HMRC. You are required
to apply for this code and forward to your Early Years setting for them to claim the funding on
your behalf.

Hampshire County Council (HCC) is one of our Data Processors for the purposes of GDPR.
HCC use this information for:
 Statistical analysis, financial and sufficiency planning
 To assess how well providers are doing as a setting
This information includes your child’s contact details, attendance for funding allocations,
Foundation Stage Profile results and personal characteristics such as your child’s first
language, ethnic origin and special educational needs.
If you require more information about how the local authority (LA) store and use your
information then please look at the following websites:
Hampshire County Council:
https://www.hants.gov.uk/educationandlearning/dataprotection
Department for Education
HCC are required by law to pass some of your information to the Department for Education
(DfE). If you require more information about how the DfE store and use your information then
please look at the following websites:
The Department for Education https://www.gov.uk/education/data-collection-and-censusesfor-schools

Employee Personal Information
Please refer to the Privacy Notice for Employees.
Nationwide Payroll Company - This is a company that The Saplings Pre-School employee to
manage payroll. It manages small business payroll. www.nationwidepayroll.co.uk
Capital Planning Partners - This a company that The Saplings Pre-School employee to maintain
NEST the designated company scheme and provide staff with financial advice if required.
www.capitalplanningpartners.co.uk
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Capita - This is a company that The Saplings Pre-School manager uses to comply with the
safeguarding requirements for ensuring all staff have a valid DBS clearance every three years. A
secure method transferring data for Disclosure and Baring Service (DBS). www.capita.com
If you require any further information about data protection please refer to the
Information Commissioner’s Office (ICO) website https://ico.org.uk/concerns/
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