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1.	Welcome to Stonegate Pre-School

Stonegate Pre-School is based in the Village Hall, Forge Fields, Cottenden Road. We can be contacted by phone using either of the following numbers: 01580 200960 (Mornings), or 0759005 8479 Alternatively, we can be contacted by email: manager@stonegatepreschool.org, or visit our website: www.stonegatepreschool.org.

We are a small, friendly, community group run by a Committee that is generally made up of the parents of the children attending. Our Pre-School is a registered charity and is also registered with and inspected annually by OFSTED (formally East Sussex County Council Social Services Department).

We provide up to 30 places for children between the ages of 2 and 5 years. Our aims and objectives are to provide through safe and stimulating play, a balanced learning programme under the guidance of trained staff. We believe that it is through play that children can most fully develop emotionally, intellectually, socially and physically. We are a member of the Early Years Partnership Group and have been registered to receive Nursery Education Grants and will be regularly inspected by OFSTED to ensure our standards are continuously maintained.

We are also members of the Bexhill & Battle Under 5’s Association (BBUFA) and the Pre-School Learning Alliance (PLA) that work alongside our trained staff and parents to provide high quality educational experiences for children within a warm, caring environment.  Our insurance policy has been arranged through BBUFA and is tailored to pre-school requirements.

We are currently open five mornings a week – Monday to Friday from 9.00 a.m. to 12.15 p.m. with an optional Lunch Club until 1 pm. We also offer a Rising 5s session on Monday, Tuesday, Wednesday and Thursday afternoons.

We employ five members of staff and always have at least two members present with the children at any one time. We keep to the national staffing ratios which ensure that we have a minimum of one member of staff to six children, or a ratio of 1:4 for children under three. On any outings and visits we ensure that we have one adult to two children. Our staffs have regular meetings to review our programme, plan future activities and monitor children’s progress. We endeavour to ensure that at least 50% of staff present at any given time is appropriately qualified and that all staff regularly updates their skills through relevant training.

OUR AIMS ARE:

· To provide a child-friendly environment that is safe, caring & stimulating.
· To encourage children to develop self confidence and self esteem and to feel valued as an individual.
· To promote children’s social, intellectual and physical development through play and structured activities.
· To recognise that the children themselves do not choose to come to our setting.  As such we aim to provide an environment that is welcoming and friendly which will encourage the child to return.
· To honour parents’ trust that we will nurture their child and give them quality care.
· To work within the guidelines of the Early Years Foundation Stage
· To follow the guidelines and requirements of the registering bodies.
· To maintain an adult/child ratio of at least 1:6, giving children a high level of adult support.
· To work as partners with parents/carers and offer flexibility that allows each child’s individual needs to be met.
· To make parents/carers feel welcome and provide an atmosphere where both children and adults feel happy and comfortable.
· To provide parents with regular newsletters and information about our provision and early years developments.
· To be open to parents comments, criticisms and suggestions.
· To develop links with our local schools and community.
· To create a non-sexist and non-racist atmosphere by introducing appropriate toys, books and games to encourage equal development of both sexes.
· To regularly observe the children and record their developmental and intellectual progress
· To plan for each child’s future developmental and intellectual progress.
· To welcome all children and their families and wherever possible cater for each child’s individual needs.
· To continually review and evaluate our provision to ensure that children are receiving quality education and make changes if necessary.
· To regularly renew our resources to provide ongoing stimulation and interest.
· To keep up to date with early years developments, new legislation and thinking.  
· To regularly update staff training.


2.	Planning for Learning Through Play

Stonegate Pre-School is registered with OFSTED Early Years Directorate and with the DfES to receive Nursery Education Grants. As a criteria of this we plan to provide the children attending opportunities that will support and promote their overall development in a safe, stimulating and caring atmosphere created by appropriately trained, knowledgeable staff. We are run by a management committee and actively encourage the involvement of families within our community who are interested in and support our aims.

We take care to provide activities that use equipment appropriate to the age and stage of development of the children attending our setting, which will stimulate their interest and encourage investigation as well as enabling the children to practice existing skills and to build on those skills to acquire new ones.

We are aware of the importance of reflecting all members of society not just those who attend our setting but also the local community and society in general in a positive way.  We ensure that activities, equipment and displays provide a balanced view and also allow children to show their own individual creativity without pressure to have an adult-directed ‘perfect’ end product.

All children need to experience a planned programme of activities and experiences tailored to their stage of development and taking account of their individual needs, the play activities provided by our setting are an essential element of our programme. We have used the headings provided by the DfES for the Foundation Stage Early Learning Goals (see below) as guidance to show how we provide a planned programme, which will enable children to develop.

· Personal, social and emotional development: children will be encouraged to build friendships with other children and adults which enable them to practice skills of sharing, caring, helping, working together, solving problems and taking responsibility for the environment and themselves. They will be encouraged to concentrate and persevere on individual tasks and to ask for help when needed.

· Communication, language & literacy: children will be given many opportunities to talk about their experiences and to listen to others. They will be encouraged to express their own ideas and in ways which can be understood. They will hear stories, rhymes, poems and songs and when confident, will join in with them. Books will always be readily available to children for looking at, to listen to, read stories and to recognise how printed words and pictures can convey meaning. Materials for writing or making marks will be available daily and children will be helped to understand the purpose of writing.

· 
Problem, solving reasoning and numercy: children will have the opportunities provided by many different activities to match, sort, sequence, count and order everyday objects that form the basis of an understanding of mathematics. Through this knowledge they will be able to solve problems. They will hear examples of the language of mathematics identify objects by shape, size, number, etc. Simple rhymes will help them to learn number sequence.

· Creative development: activities for creative play will always be available including paint, crayons, pencils, gluing, collage and model making using materials which are natural and man made. Children will be provided with opportunities for imaginative play individually and with others.

· Knowledge and understanding of the world: children will be offered the chance to explore and experiment with natural and man-made materials. They will be able to compare and identify the features of different objects, recognise similarities and differences and talk about their discoveries with other children and adults.

· Physical development: children will be given opportunities both indoors and out to develop, practice and master skills of balance, movement, running, jumping and climbing. At all times they will be closely supervised to ensure safety while encouraged to test their own abilities with challenging activities which are stimulating and fun.

3.	Policies and Procedures

3.1	Staffing

We always have at least two members of staff present with the children and we always adhere to the requirements of one member of staff to every four children under three, and one to eight for children of three and over.

On any outings and visits we ensure that we have one adult to two children.

Our regular staff meetings provide opportunities for all staff to review sessions, plan future activities and topics and monitor children’s progress.

We endeavour to ensure that at least 50% of staff present at any given time have an appropriate qualification and that all staff regularly update their skills through relevant training.

We work towards an equal opportunities employment policy, seeking to offer job opportunities equally to both women and men, with and without disabilities, from all religious, social, ethnic and cultural groups and have disciplinary and grievance procedures in place for pre-school employees.

3.2	Staff Recruitment

We under go the following procedures when recruiting new staff:

· An advertisement is placed in a local newspaper for 2 weeks.

· Upon receipt of enquiries, a job application form is sent out together with a job description.

· Prospective applicants are encouraged to visit the Pre-school during session to get an idea our general set-up.

· Interviews are then arranged for suitable applicants. The interview takes place during Pre-school hours where the Interview Panel can observe the applicant interacting with the children before the interview takes place.

· The interviews will be conducted by the Chair, the Supervisor and one other committee member.

· Each candidate will be asked the same list of questions and be given a score for each answer. The Interview Panel will then decide, based on these scores, which candidate has been successful in acquiring the position.

· All applicants will be notified of the outcome, in writing, within a week.

The successful applicant will be sent the following documents, to be read prior to starting date:

· A copy of the Staff Handbook
· A copy of the Policies and Procedures Manual
· A copy of the relevant job description
· A copy of the Grievance and Disciplinary Procedures
· 2 copies of their employment contract (1 to be signed and returned to the Chair)	

They will also be required to complete the following, to be returned by the Chair to the appropriate authorities:

· A CRB form
· A DC2 form
· A Health Declaration and Medical Consent form

Any member of staff not to have already undergone the appropriate CRB check, will not be left alone in any space with the children until the CRB check has been completed and a copy of the certificate has been witnessed and copied by the Chair.

Recruitment of Ex-Offenders

As an organisation using the Criminal Record bureau (CRB) Disclosure service to assess applicant’s suitability for positions of trust, Stonegate Pre-School complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

Stonegate Pre-School is committed to the fair treatment of its staff regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background.  We actively promote equality of opportunity for all with their right mix of talent, skills and potential, and welcome applicants from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.

As Disclosures are required for all staff working in a pre-school setting, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered a position.  We encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover, to the Chair, and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

We ensure that all those in Stonegate Pre-School who are involved in the recruitment process have been suitable trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act.

At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.  We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar applicants from working with us.  This will depend on the nature of the position and the circumstances and background of the offences. No person will be discriminated against due to race, sexuality, disability or age.

3.3	Students

Students are welcomed into the pre-school on the following conditions:

· The needs of the children are paramount. Students will not be admitted in numbers that hinder the essential work of the pre-school.

· Students must be confirmed by their tutor as being in a bona-fide childcare course that provides necessary background understanding of children’s development and activities.

· Students required to conduct child studies will obtain written permission from the parents of the child to be studied.

· Any information gained by the student about the children, families or other adults in the pre-school must remain confidential.

· Unless registered as fit persons, students will not have unrestricted access to children.

3.4	Admission and Settling-In

At Stonegate Pre-School we want children and families to enjoy being involved. Children need to know that other adults care about them and will help them to play with the activities offered at our setting. Parents need to feel confident in the ability of the adults in our setting, to look after and encourage their children to benefit from time spent with us. Upset children cannot relax and enjoy the activities available.

· Stonegate Pre-School welcomes all families from the local area.

· In order for families to know this we publicise our service in local shops, community centres, schools and other places where children and young children meet.

· We provide information both verbally and in the form of a booklet for new families.

· We ensure that this information reflects that all families are welcome into our group.

· Regular newsletters are supplied throughout the year, informing parents and carers of our current topics, information and news.

When children are ready to start attending the pre-school we will:

· Encourage parents, with their child, to visit our setting on a number of occasions before their child is due to start attending alone.

· We will agree with the parents, how we will introduce and settle their child into our setting, to ensure that the individual needs of the child/family are met.

· We will welcome parents at our sessions until they feel confident their child has settled and no longer needs them to stay.

· We will reassure parents, who are anxious about their child by giving them information about their child’s activities and welfare while attending our session.

· We will introduce new starters in small numbers over a planned period of time to allow each child the time and support needed to settle.

· Each new starter will be allocated a key worker who will work with the parent and the child to ensure the settling in process is made as easy as possible.

3.5	Nappies

While we are appreciative if they begin pre-school toilet trained, we understand that all children progress in this area at different rates and that some may not be ‘clean’ before the age of entry. We therefore are willing to change children if they are still in nappies, using spare ones that are provided by the parents. We also aim to offer support during the potty training stage and are able to deal with the little accidents that often happen.

3.6	Child Absence

In order to complete our daily registration we will expect to be notified, by phone, should a child be absent through illness or for any other reason, by 9.30 am on that morning.

Please note that we still charge full payment for any session that a child does not attend on their agreed mornings, whether due to sickness or holidays. This is because we are unable to fill the places of children that are temporarily absent and therefore cannot recuperate any of our costs.

3.7	Uncollected Children

At Stonegate Pre-School we expect children to be picked up on time. If this does not occur we will assume an emergency has caused the delay and will instigate our procedure, unless parents contact us to let us know that they will be delayed.

Children who are collected late contravene the Pre-School’s registration conditions and may leave the group without insurance cover. Parents who are late collecting their child will be reminded of this and of the importance of prompt collection. Parents who continually collect their children late will be advised that they risk losing their child’s place.

Children who are not collected within 30 minutes of the expected time will become the responsibility of the Social Services Department. The person in charge will:

· Call the parents on given contact numbers, if no one is available, they:
· Call the emergency contact numbers, if no one is available, they:
· Call the Social Services Duty Team and request collection of the child.

At all times, two members of staff will be present and they and the child will remain on the premises until Social Services collect the child.  Parents will incur a fine of £1 for every 5 minutes that they are late collecting their children. This amount will be added on to their following terms fees.

[bookmark: _Toc6844468][bookmark: _Toc107988890]
3.8	Lost Children

If the unthinkable happens and a child goes missing while in our care, the person in charge will:

· Contact the parents to inform them.

· Instigate a search of the premises/area without causing undue panic amongst the other children.

· If the child is not on the premises/area, widen the search to surrounding areas.

· If the child is still not found, contact the police to conduct a full search.

· Maintain correct adult:child ratios.

· Review security procedures after the event.

· Inform all relevant parties of findings, implications and outcomes of review

3.9	Emergency Closure

There may be some occasion when the Pre-School may have to operate an ‘Emergency Closure’. If this should ever happen, we would follow the procedure as outlined below:

Whilst Pre-School is in session:

· Supervisor assesses the situation.

· Phones Chairman for advice and to gain authorisation for closure.

· Parents of all children to be contacted and second contact person contacted if no reply.

· Parents advised to collect children by specific time.

· If parents are not able to do this, arrangement will be made with them for their child to go with another child (the collecting parent to sign the collection register as normal).

· Children for whom no collection contact can be made will remain with two members of staff and the senior staff member to inform Social Services of this fact.

· If the building is unsafe then the children will be removed to a place of safety until collection. In all instances this will be Stonegate C.E. Primary School and a notice posted on the door to this effect.

· An information bulletin would also be arranged for local radio.

Prior to Commencement of Session:

If the Pre-School were unable to open due to an emergency then the following procedure would follow:

· All parents to be contacted by telephone.

· Notice to be posted up at local school.

· Notice to be posted on Pre-School door.

· Information of closure to be advertised on local radio.


3.10	Bad Weather Policy

We will do our best to remain open so long as the weather conditions present no safety threat to the children in our care. However should the weather cause risk to children and staff we will take the following action:

· Contact Southern Counties radio to inform them of the closure.

· Inform each parent by telephone, where possible.

We ask that parents do the following:

· Listen to Southern Counties radio at 104 – 104.8fm or log onto www.bbc.co.uk/southerncounties/local_radio

· Contact Holly or Natalie on 07590058479 or 01435 812777 if they are still unsure.

3.11	Fire

In the event of a fire it is the first duty of all concerned to prevent injury or loss of life. Therefore, every adult should make certain that they are familiar with all means of escape, positions of fire blankets and extinguishers.


Regular fire drills will be held, at least once every half term.  Fire drills must be held on different days of the week and at different times, at both morning and afternoon sessions.  In all cases a record should be maintained to show –

· Dates and times of fire drill.
· Number of adults and children present.
· Time taken to evacuate the building.
· Procedures taken and exit used.
· Specific points requiring attention.

The building will generally be evacuated via the main glass door, but fire drills must also include the rear fire door.
Fire drills may be prompted by ‘Simulations’ which could include – smoke alarm being triggered (children must first be aware of what makes the sound, in a safe environment such as circle time, so they are not unduly frightened), a model fire (paper flames) being positioned in the room, a pretend flood in the kitchen, toilets or craft area


3.12	Outings and Visits

[bookmark: _Toc6844470][bookmark: _Toc107988892]Staffing Levels

Stonegate Pre-School adheres to the standard criteria of one adult to two children for outings and visits. Qualified staff will be responsible on outings if parents or volunteers make up part of the adult contingent.

[bookmark: _Toc6844471][bookmark: _Toc107988893]Plan of Activities

We are committed to plan and show how the outing fits into the overall curriculum plan, how activities are to be done during the outing and the follow up activities on return to the group. This will ensure maximum opportunities are available to promote and develop children’s learning.
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Risk Assessment

Before taking the children on any outing, a member of staff or committee will visit the venue and carry out a risk assessment for the journey and location.

[bookmark: _Toc6844473][bookmark: _Toc107988895]Parental Permission

A consent form will be completed by parents, giving the responsible person authority for their child whilst on the outing.

[bookmark: _Toc6844474][bookmark: _Toc107988896]Emergency Procedures

Contact telephone numbers for parents will be taken. A mobile phone, fully charged, will be carried at all times. If an accident requiring medical assistance occurs to a child, the parent will be asked to meet their child and a member of staff at the nearest hospital.

[bookmark: _Toc6844475][bookmark: _Toc107988897]Information

· List of children, parents, phone numbers, special needs
· First Aid kit and any necessary medication, accident book
· Spare clothes, plastic bags
· Activity plan
· Timetable, including time expected home

[bookmark: _Toc6844476][bookmark: _Toc107988898]This information will also be kept at the setting, along with the mobile phone number.

3.13	Safety, Health and Hygiene

Stonegate Pre-School aims to provide a safe, healthy and hygienic environment for children and adults.

In order to avoid the risk of accidents we maintain safety by following these procedures:

· Children will always be supervised by a responsible member of staff and will be kept out of kitchens or areas where hazardous materials are kept.

· The beginning and end of sessions will be closely monitored and children will be marked at the time they arrive and leave. Children will only leave with a known authorised adult whose name has been provided by the parents or whom the parents have designated to collect their child that day, by signing the collection register.

· Adults and visitors will also be entered on the register.

· Safety checks will be carried out on the premises, both indoors and outdoors before every session.

· Fire extinguishers will be checked annually, adults will know how to use them.
· Fire drills will be carried out at least once per term and recorded – see policy.

· The adults in the setting will know procedures for fire/evacuation drills.

· All adults involved will know the procedures for entrances and exits and adhere to these at all times.

· Windows, sockets, heaters, potentially dangerous materials and layout of activities and equipment (indoors and outdoors) will be closely supervised to remove or minimise hazards.

· Trips and outings will use an adult ratio of 1:2. Our trips to school for PE use 1:4 ratio.

· Equipment and activities available to children will take account of safety and the children’s age of development.

· At least one member of staff at each session will have First Aid training for children and babies.

· Every adult will know the location of the First Aid box and accident book.

· The First Aid box will contain the following as given in the guidance in The Health & Safety (First Aid) Regulations 1981: Sterile adhesive dressing (individually wrapped) 40; eyepad – sterile 4; triangular bandage – sterile 4; safety pins 12; scissors; tweezers; sterile water; medium dressing – sterile 8; large dressing – sterile 4; non-allergic waterproof adhesive tape; disposable gloves; accident book.

Standard Health Procedures

In order to avoid risks to health, Stonegate Pre-School always follows these health procedures:

· Activities will take account of children’s health needs – dietary and physical.

· No smoking will be allowed on the premises.

· Parents will be required to keep children at home if they have an infectious disease or vomiting and diarrhea.

· Cuts and open sores will be covered with a waterproof plaster.

· Parents will be informed if there is any infectious diseases which may affect other children or their parents.


Standard Hygiene Procedures

In order to avoid the spread of infection at Stonegate Pre-School, we maintain personal hygiene by following these standard hygiene procedures:

· Everyone washes their hands after using the toilet.

· Individual paper towels will be available and disposed of hygienically.

· We encourage children by example and by word, to cover their mouths when coughing.

· Tissues are available, and children are encouraged to blow their own noses.

· Open cuts and sores will be covered with waterproof dressings

· Hands are always washed before preparing food

· Raw fruit and vegetables are always washed before eating

· Food is stored correctly

· Different cleaning cloths are used for kitchen and toilet areas

· Cloths for drying crockery and hands are clean and hygienic

If a child has an accident, which results in bleeding or vomit, the following procedure will be followed:

· Disposable gloves will be worn.

· The wound will be washed with soap and water.

· A suitable dressing applied.

· Blood-stained tissues or waste paper will be wrapped in a plastic bag and disposed of separately to other waste

· Blood splashes to be washed off the skin with hot soapy water.
· Area affected by blood, vomit, urine or faeces to be cleaned with diluted household bleach (1:10).

· Waste cleaning materials to be put in plastic bag also for disposal.

· Clothes, soft toys or soft furnishings stained by body fluids will be washed with hot water and detergent.

[bookmark: _Toc6844479][bookmark: _Toc107988901]Special notes on HIV/AIDS

· Stonegate Pre-School follows the hygiene policy when dealing with accidents resulting in bleeding or vomiting or in cases of diarrhoea.

· No one has the right to know if another person is HIV positive or has AIDS.

· If the Supervisor is told about a child or an adult’s HIV status they should inform the Chair of the committee alone.

· The information should not be shared with anyone else without the permission of the person concerned.

· Any failure by an employee to keep this information confidential may result in immediate dismissal and will always result in disciplinary proceedings.
[bookmark: _Toc6844480][bookmark: _Toc107988902]
3.14	Medicine

Parents will administer prescribed medicines where possible. When the setting is to administer medicines the following procedures will be followed:

· Only management and/or qualified staff will administer medicine.

· All medication will be stored in its original container, clearly labelled and inaccessible to children.

· Medication will only be administered if it has been prescribed 48 hours previously by a doctor and treatment started at home.

· A prior consent form must be completed and signed by parents.

· A medication administer form to be completed each time medication is issued, to include dosage, name of medication, time of administration, person administering & witness to procedure.

· Parent to sign the medication form when the child is collected

3.15	Ill Children

When a child becomes ill at our setting, our policy is to send the child home to ensure the child has his/her needs met in the most appropriate setting and to protect other children and adults from the risk of infection. Our procedure for this is as follows:

· Any member of staff suspecting a child is unwell or contagious must report this to a senior member of staff.

· A member of staff will make sure the child is as comfortable as possible away from the other children.

· The supervisor or person in charge will telephone the parents in the first instance and then the other emergency numbers if no answer.

· If parents, or the contact number did not answer, the child will be cared for by one member of staff until the end of the session.

· Parents will always be advised to seek the advice of a medical practitioner.

· Where staff are concerned about a child’s condition deteriorating, e.g., suspected meningitis, they will take the child directly to hospital and seek medical guidance.

Infections Diseases and Illnesses

There are certain infectious diseases that will result in the child being excluded from the group – these are listed below.

If a child is found to have an infectious disease/illness and is present at the group, a member of staff will contact the child’s parent/guardian and ask them to remove the child from the session.

	
	Incubation period of infection (days)
	Period of exclusion from the group
	Contacts (other family members) to be excluded

	Chicken Pox
	7-21
	7 days from onset of rash or until all spots have started to form scabs
	None

	Diarrhea
	Variable
	Until fully recovered
	None

	Measles
	8-15 
(10 average)
	4 days from onset of rash and child is fully recovered
	None

	Meningitis
Acute Meningococcal
	2-10
(2-4 average)
	Until 24 hours after completion of antibiotic treatment
	Until 24 hours after preventative 2-day course of antibiotics

	Mumps
	12-26
(usually 18)
	9 days from onset of swelling; less if swelling has subsided
	None

	Rubella
German Measles
	14-21
(usually 16-18)
	4 days after onset of rash or when rash has faded and child is fully recovered
	None 
(Women of child-bearing age should contact their GP if not immune)

	Scarlet Fever
	1-3
	Until doctor confirms fit; isolation may be terminated after first 48 hours of antibiotics
	None


	Whooping Cough
	7-10
	21 days after onset of paroxysmal cough and child is fully recovered
	None


	Conjunctivitis
	Variable
	Until fully recovered
	None

	Vomiting
	Variable
	24 hours free of vomiting
	None




[bookmark: _Toc6844485][bookmark: _Toc107988907]3.16	Managing Children’s Behaviour

Stonegate Pre-School aims to provide a stimulating range of experiences and activities for children to make sense of their world through play. By providing a happy, well-managed environment the children will be encouraged to develop positive social skills to help them become accepted and welcome in society as they grow up. We recognise that busy children are less likely to behave in an unacceptable or antisocial way. We recognise the need to set reasonable and appropriate limits which all the adults will maintain in the management of children’s behaviour.

We do not administer physical punishment or punishment which causes pain or humiliation to a child. We recognise the importance of the adult’s behaviour as a role model for the children and will not allow bullying in the form of physical or verbal abuse towards anyone.

We endorse positive discipline as an effective way to set limits and manage behaviour in our setting. In order to do this we follow this procedure:

· Encourage and praise good behaviour and reward when appropriate.

· Encourage self-discipline and respect for others.

· Set realistic limits according to the children’s age and stage of development.

· Ensure staff set a good example.

· Encourage children, not order them – explaining why, will teach a child for another time.

· Actively build children’s self esteem at every opportunity.

· Ensure staff attend relevant training to enable them to keep up-to-date with best practice in behaviour management.

· Liaise with outside agencies and gain help, advice and support as necessary.

[bookmark: _Toc6844486][bookmark: _Toc107988908]3.17	Child Protection

Stonegate Pre-School is based in the Village Hall, Cottenden Road, Stonegate.  We provide up to 30 places for children between the ages of 2 and 5 years. Our aims and objectives are to provide through safe and stimulating play, a balanced learning programme under the guidance of trained staff.

Stonegate Pre-School plans to provide an environment which ensures children are safe from potential abuse including bullying and will respond to any suspicion of potential abuse in a way which respects the child’s rights and reinforces the adult’s responsibilities to the children.  This Child Protection Policy fits within the legal framework of The Children’s Act 1999, The Protection of Children Act 1999, The Human Rights Act 1998, the Sexual Offences (Amendments) Act 2000, and the UN Convention on the Rights of the Child.

In order to do this we:

· Ensure that all adults working (voluntary or paid) in the setting are aware of the fact that such work is exempt from the provision laid down in the Rehabilitation of Offenders Act 1974.

· Require all potential workers to provide references, attend an interview, sign an agreement to be police checked for police records or cautioning and to work for a probationary period.

· Provide an induction programme for new members of staff, which includes child protection responsibilities.

· Offer on-going training to all adults involved with the care and education of children, which will help them to recognise and respond to suspected abuse of children whether physical, emotional, sexual or as a result of neglect.

· Provide activities within a planned curriculum that will enable children to develop an understanding of personal safety, and opportunities to express their fears and anxieties.

· Never allow an unregistered adult to be alone with a child or children.

· Have clearly set our procedures, which all adults will be aware of to respond to concerns of suspected abuse.

· Recognise that parents should always be involved in the monitoring of children’s behaviour or development and should be the first point of contact (except in the case of sexual abuse).

· Keep an ongoing record of observations of significant changes in children’s behaviour or appearance, which will be written down and kept confidential.

· Will have a designated person to whom all concerns will be referred.

· We will ensure all adults know who to contact within the setting and what to do if that person does not carry out their responsibility for the child’s well-being.

· Work with the Social Services, Police and NSPCC to ensure the child’s best interests are met.

· We will, wherever possible, continue to support and work with the child’s family to maintain continuity of care for the child.

· All details of concerns, progress, case conferences, etc., are confidential and will not be discussed with anyone not authorised to have this information.

Code of Behaviour for Staff and Volunteers

We have a Code of Behaviour for staff and volunteers in respect to physical contact as follows:

1. Appropriate Conduct and Relationships

All staff should:

· Avoid initiating physical contact with children.

· Avoid physical expression of emotion such as kissing or hugging.

· Avoid and discourage intrusive forms of play such as tickling or rough and tumble. If physical contact is offered by a child, cease it as soon as possible without making a child feel rejected.

· Avoid any physical contact with a child when alone.

If a child persists with inappropriate contact, it must be explained that staff should not kiss/hug people they work with. If they continue regardless, such behaviour should be brought to the attention of the Supervisor.

While we follow these measures to protect both the children and staff, we are aware that due to the young age of the children, there may be occasions when they are distressed and may need comforting physically. This should be done using the least body contact possible.

2. Physical Restraint

Staff may, on rare occasions, need to restrain a child by holding them to prevent imminent injury to an individual or themselves, or to prevent serious damage to any property. Whilst this occurs the member of staff should calmly explain what they are doing to the child and why they are doing it.

3. Relationships Built on Respect

The relationship between staff and children is based on mutual respect and understanding. Excessive shouting or any use of an insult to a child is regarded as a form of abuse. We expect the staff to modal this behaviour at all times in their relationship with other personnel and the parents of our children. All employees should be expected to contribute and take responsibility to ensure a positive working environment and to conduct themselves accordingly.

Procedure for Abuse or Suspected Abuse

Our Nominated Child Protection Representative is 
Holly Burns who can be contacted on 01580 200673, if she is away the nominated person is Sharon Berry (telephone number: 01580-200960).

Should it be suspected that a child is being abused:

· Record observations, and speak to the Nominated Child Protection Representative (NCPR).

· 
If the NCPR feels that no more corroboration is necessary, they will report concerns to social services.

· Otherwise, the NCPR will have confidential discussions with other workers and observations will be shared.  The NCPR may then contact social services at this stage, or continue to maintain records and make observations, until they are satisfied regarding the abuse status. 

When a child protection concern arises, the NCPR will record observations on a Record of Concern.  These will be kept in a locked cabinet or drawer.  Access is limited to only the NCPR and Chair of the setting.  The following lists the information on the Record of Concern:

· Name of child
· Child’s address
· Name of parent/carer(s)
· Phone numbers of above
· What is said to have happened or what was seen?
· When and where did it occur?
· Who else, if anyone, was involved and how?
· What was said by those involved?
· Were there any obvious signs, e.g. bruising, bleeding, changed behaviour?
· Was the child able to say what happened, if so, how did they describe it?
· Who as been told about it and when?
· Do the parents know?
· Signature of person filling the record
· Date of record

Safe Recruitment Procedures

All volunteers and staff, including temporary workers, are subject to a careful selection and vetting process that includes the following:

· Completion of an application form
· Checking a persons identity (using photo identification)
· Taking up references
· Interview (by at least two persons)
· Identifying reasons and/or gaps in employment or inconsistencies
· Obtaining full disclosure from CRB
· Allowing no unsupervised access to children until the above is achieved


Requirements for Staff Training

Basic training and induction courses are run for staff/new staff as required.  These sessions include:

· Basic definitions of abuse
· Signs of abuse
· Behaviour of abusers
· What to do if someone tells you they are being abused
· What to do if you suspect abuse

In addition, the NCPR receives special training as they have particular responsibility.

Stonegate Pre-School Photography Policy

With Child Protection in mind, no parent, carer or person not employed by Stonegate Pre-School is authorised to take digital photographs or videos of children within the setting with the exception of public events where the Supervisor and staff monitor who has a camera and when it is used. Unfamiliar adults will be asked to leave cameras with the staff.

Parents / Carers sign a contract when their child joins Pre-School which states:

“I agree that staff may take photographs of my child to display in the group setting only or on the website (delete as necessary)”

Parents / Carers also sign a form regarding public events:

“Name…………………………………………………………………………….I agree that my child may be filmed digitally during major Pre-School performances only on a camera belonging to a present Stonegate Pre-School committee member or staff, the results of which would be sold to parents/carers and their families only to raise funds for Pre-School.  I understand that images may be downloaded onto the camera owner’s computer.

Signed…………………………………Print name……………………………….”

Should one parent / carer state a concern regarding the above, digital photography of this nature will be banned until that child leaves the Pre-School
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3.18	Equal Opportunities

At Stonegate Pre-School we aim to acknowledge and value each child’s individual stage, ability, culture, religion, language and family group. We recognise that parents are young children’s first educators and welcome their involvement in our setting in order to ensure that the children’s home-based learning and the learning opportunities we offer extend and reinforce each other. We actively seek to combat sexism and promote equal opportunities for girls and boys, women and men.

To enable our Pre-School to do this, we follow the procedure below:

· Information, written and spoken, will be clearly communicated in as many languages as necessary.

· The medical, cultural and dietary needs of children, families and adults working in the setting will be met.

· Our planning programme will incorporate and extend the children’s experience and knowledge of other cultures, languages and celebrations.

· We will ensure that the activities reflect the diversity of our society not just our setting.

· We encourage children to explore in a positive way the differences and diversity of people by ensuring the representation of people are accurate and realistic, i.e., dolls, puppets.

· Discriminatory behaviour or remarks are unacceptable in our setting and will be challenged. We will respond in a way that is sensitive to the feelings of the victim and help those responsible to understand and overcome their prejudices.

· We seek to enable adults with disabilities to take part in our setting where it is safe and reasonable to do so.
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Stonegate Pre-School has used the DfES Code of Practice on the Identification and Assessment of Special Education Needs to devise a policy and procedures which will ensure all children have the appropriate opportunities to learn through play and that all families will feel welcome. 

Our procedure for this is as follows:

· Consultation between parents, manager and key worker will plan the settling in programme for each individual child.

· Children’s progress and needs will be monitored by carefully planned methods of observation by all staff and will be shared with parents, taking into account information given by parents.

· Each child will have a key worker who will take a close interest in their progress and individual needs and will work one-to-one with the child if extra support is required.

· Children’s specific needs will be monitored, supported and reviewed by the staff in consultation with other professionals including speech therapists, psychologists, paediatricians, social workers and health visitors.

· Staff will attend relevant training to ensure they keep up-to-date with the requirements of all children with special needs and regarding specific conditions and disabilities.

· Children’s right to privacy will be maintained while carrying out personal hygiene activities by ensuring other children and adults are not able to observe the child.

3.20	Parental Involvement

Parents are the most significant person in a young child’s life, our setting intends to work with parents, supporting, encouraging and reinforcing best practice and guiding or advising when parents ask for suggestions of ways of caring and coping with children. In order to do this we:

· Ensure all parents know about our aims and policies including complaints procedures.

· Encourage parents to become actively involved in the setting.

· Give feedback on their child’s progress, using specific examples of achievement or behaviour.

· Listen to comments about their child’s progress.

· Ensure times, places and information about meetings is available to all parents.

· Inform parents about training that might interest them, i.e. the importance of play or first aid.

Stonegate Pre-School actively encourages parental involvement, as we feel it is the perfect opportunity for parents to see first-hand how the Pre-School is run and the way in which their child reacts to the learning environment provided. Also they it gives them the opportunity to talk to their child’s key worker and view their child’s work, at a time when other parents are not present We encourage each parent to come and experience the pre-school for a morning every half term. We place a rota in the entrance hall on which we hope every parent will place their name. 

In the interest of child protection we make it a strict policy that no parent should be left alone with a child/children, other than their own, during a session without a member of staff being present in the room.

3.21	Confidentiality

Information received by the setting is often confidential. To maintain parent’s confidence in our professional approach to this information, Stonegate Pre-School ensures:

· All parents can see the details kept about their child and themselves at any time.

· Parents will not be given access to the information kept on other children.

· Feedback given to parents on their child’s progress will be given directly to the parents unless they state that a third party can be involved, e.g., childminder or nanny.

· Information about a child’s medical needs or status, i.e., HIV or concerns about child protection issues will be kept in a separate file and will only be available to authorised personnel on a need-to-know basis.

· Staff, students and visitors to the setting will be made aware of the importance of confidentiality of information and their responsibility within the setting.

· Information about individual members of staff will not be given out to anyone without permission of the person except in cases of child protection.

3.22	Handling of Disclosure Information

General Principles

As an organization using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust, Stonegate Pre-School complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.  It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure information.

Storage and Access

Disclosure information is kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.

Handling

In accordance with Section 124 of the Police Act 1997, Disclosure information is only passed to those who are authorised to receive it in the course of their duties.  We maintain a record of all those to whom Disclosures or Disclosure information has been revealed.

Usage

Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.

Retention

Once a recruitment decision has been made, we do not keep Disclosure information for any longer than is necessary.  This is generally for a period of up to six months, to allow for the consideration and resolution of any disputes or complaints.  If, in very exceptional circumstances, it is considered necessary to keep Disclosure information for longer than six months, we will consult the CRB about this and will give full consideration to the data protection and human rights of the individual before doing so.  Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will prevail.

Disposal

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately destroyed by secure means.  While awaiting destruction, information will not be kept in any insecure receptacle.  We will not keep any photocopy of other image of the Disclosure or any copy or representation of the contents of a Disclosure.  However, notwithstanding the above, we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and details of the recruitment decision taken.
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3.23	Complaints Policy and Procedures

As an Accredited member of the Battle and Bexhill Under Fives Association (BBUFA), and registered with the Office for Standards in Education (OFSTED) we aim to provide the highest quality education and care for all our children.  We aim to offer a welcome to each individual child and family and to provide a warm and caring environment within which all children can learn and 
develop as they play. We believe children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. Our intention is to work in partnership with parents and the community in general and we welcome suggestions on how to improve our group at any time. 

Making Concerns Known 

A parent/carer who is uneasy about any aspect of the group’s provision should first of all talk over their worries and anxieties with the Playleader if it is a classroom related concern or the Manager if it is a matter of wider concern. If this does not have a satisfactory outcome within a couple of weeks, or if the problem recurs the parent/carer should put the concern or complaint in writing and request a meeting with the Playleader and the chair of the management committee.  Both parents/carers and the leader should have a friend or partner if required, as witness, and an agreed written record of the discussion should be made.  We will give you an account of the findings of the investigation into the complaint and any action taken within 28 days.

Most Complaints Should be Resolved Informally or at this Initial Stage 

If the matter is still not sorted out to the parent/carers satisfaction, the parent /carer should again contact the Manager.  If the parent/carer and the Pre-school cannot reach agreement, it may be helpful to invite an external mediator, who is one who is acceptable to both parties, to listen and offer advice.

A mediator has no legal powers but can help to clarify the situation.  Staff or volunteers within the BBUFA will be available to act as mediator if both parties wish it. The mediator will help define the problem, review the action so far and suggest further ways in which it may be resolved. 
The mediator will keep all discussions confidential.  He/she will meet with the group if requested and will keep an agreed written record of any meetings that are held and of any advice he/she has given.


The Role of the Registering Authority 

In some circumstances, it will be necessary to bring in OFSTED the registration and inspection unit, who have a duty to ensure laid down requirements are adhered to and with whom BBUFA works in partnership to encourage high standards.  OFSTED and our local authority would be involved if a child appeared to be at risk or where there seemed to be a possible breach of registration requirements. In these cases both parent/carer and Pre-school would be informed.  OFSTED and the BBUFA fieldworker would work with the social services department to ensure a proper investigation of the complaint followed by appropriate action.  Parents/carers can contact OFSTED direct by telephone or in writing at the following address: 

OFSTED
Dukes Court
Duke Street
WOKING 
GU21 5EP 
Tel 0845 601 4771 

We believe that most complaints are made constructively and can be sorted out at an early stage.  We also believe that it is in the best interests of the Pre-school and Crèche, and parents/carers that complaints should be taken seriously and dealt with fairly and in a way, which respects confidentiality.

3.24	Registration Fee

A non-refundable registration fee of £20 is payable by all children joining the Pre-School, unless they are NEG funded.  NEG funded children are not required to pay a registration fee.

3.25	Fee Refunds

Pre-school fees are payable termly, and in advance.  Invoices are usually issued during the first week of term, and must be paid within seven days.

Once paid, fees are non-refundable if a child is withdrawn from any session mid-term, with the exception of lunch club fees.  These may be refunded if a request is made to the Treasurer.
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