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List of Policy Documents – All Updated 1-3-11 

 

Parents – Policies and procedures 

1. Updating of  children/parent information 

2. Parent Partnership Policy 

3. Policy on settling a child into the setting 

4. Policy on Access and Storage Information 

5. Complaints Procedure Policy  

6. Record Keeping and Confidentiality Policy 

7. Uncollected Children Policy 

8. No Smoking Policy 

9. Fire Drills Policy 

10. Policy on Visitors and Supervision of Visitors  

11. Policy on arrivals and departures 

 

Child Protection  
1. Policy on Child Protection    

2. Safeguarding and promoting children’s welfare                                                                                                                             

 

Quality of Teaching and Care 

1. Policy on settling a child into the setting 

2. Curriculum Development Statement  

a. Personal, Social and Emotional Development 

b. Communication, Language and Literacy 

c. Physical development 

d. Creative development 

e. Mathematic Development 

f. Knowledge and Understanding 

3. Special Education Needs Policy   

4.  Equal Opportunities 

5.  Behaviour Management Policy 

6.  Policy on Observations         

7.  Policy on staff Development and Training 

8.  Learning Styles  

9.  Parent Partnership Policy 

10.  Policy on Equipment and resources  

 

Staff, Employment, Ethics and Work Procedures and Policies 
1. Policy on Staff professional development and training 

2. Policy on Students 

3. Policy on Equal Opportunities Policy  

4. Policy on Racial Harassment 

5. Policy on Health and Safety  

6. Policy on Record Keeping and Confidentiality 

7. Policy on the Recruitment of and Staff Checks  

8. Policy on staff working extended hours 

9. Policy on procedure for employment of new staff 

10. Policy on Special consideration for employees 

11. Policy on communication to fellow carers 

12. Policy on Parent Partnership 

13. Policy on Managers and Senior Staff 

14. Policy on Volunteers 
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15. Policy on child carers working alone 

16. Policy on Mobile phones and Social Networking 

17. Policy on the Supervision of Staff 

18. Policy on Health and Safety in the Office 

19. Policy on Alcohol 

20. Policy on Food 

21. No Smoking Policy 

22. Policy on Baby Room 

23. Policy on 2 + Room 

24. Policy on Grievance Procedures  

25. Policy on Staff Holidays 

26. Policy on Absenteeism 

27. Policy on studying and agreement between Home from Home and Student  

28. Preparing food with children 

29. Managing Ratios 

30. Well Done Wall Policy 

 

 

Nutrition 

1. Fresh drinking water 

2. Food Hygiene  

3. Food Policy 

4. Policy on Nutrition and Mealtimes 

5. Allergies and allergic reaction policy 

6. Policy on food products that contain nuts     

7. Special Dietary Need and Food provided form  

    

Security 

1. Policy Statement on Child Protection 

2. Security Policy  

3. Fire Drills Policy 

4. Uncollected Children Policy 

5. Missing Children Policy  

6. Policy on Visitors and Supervision of Visitors 

7. Policy on lost child at nursery     

                       

Outings 

1. Policy on child seats 

2. Policy on lost child on outing 

3. Sun Care Policy 

4. Policy on Visits and Outings 

5. Use of a vehicle on an outing 

 

Health and Ill health  

1. General Policies and Procedures  

2. First Aid Policy 

3. Medication Policy – Administration of medications / prescribed / non-prescribed / 

injections, pessaries, suppositories / staff medication / storage  

4. Policy on Sickness or injury 

5. Policy on Immunisations 

6. Policy on Staff Vaccinations – needle, puncture and sharps injury 

7. Notifiable Diseases  
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8. Policy on bodily fluids 

9. Health and Safety Policy 

10. Accident Policy 

11. No Smoking Policy 

12. Policy on Animals 

13. Policy on Waste Management 

14. Policy on Sun Care 

15. Allergies and allergic reaction Policy 

16. Fresh drinking water 

17. Policy on Manual Handling 
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Parents – Policies and procedures 
 

 

1. Updating children and parent information 

 

Parents/Guardians will ensure that any changes of personal circumstances that may affect their child 

or that should be relevant to the nursery must be relayed as soon as possible; such as addresses, 

telephone numbers, places of work, changes in home and family life to name a few examples. 

 

Medical changes such as allergies and parental responsibility issues and changes should be relayed 

to us as a matter of urgency. 

 

Parents are responsible for keeping us informed about any food allergies the child may have.  

 

The Nursery are obliged to pass on parents details with regards Child Protection cases. 

 

2. Parent Partnership Policy 

 

Home from Home are committed to 

• Daily interaction with parents and staff members when picking up and leaving  

• Daily diaries emailed or in the lobby, full personal diary for babies 

• One to one key worker meetings are available four monthly or as required 

• Open access is given to registered parents only  

• Events are arranged to bring parents together 

• Regular letters are given updating and involving parents in plans 

• Observations and folders are given outlining children’s progress and furthering 

communication ‘ learning journals’ 

• Regular contact with parents and management/supervisors are available 

• Overcoming obstacles in communication is supported by with on line interpreter, and with 

funding the local authority may supply a translator 

• Encourage belonging by asking parents to come in to do talks about their culture, work, 

hobbies 

• A communication book is given to each child so that parents can write up what they have 

been doing at home, the child uses this to discuss events at circle time 

 

3. Policy on settling a child into a setting 

We aim for children to feel safe, stimulated and happy in the nursery and to feel secure and 

comfortable with staff. We also want parents/carers to have confidence in both their children's well 

being and their role as active partners, with the child being able to benefit from what the nursery has 

to offer. 

 

We aim to help parents and other carers to help their children settle quickly and easily by giving 

consideration to the individual needs and circumstances of children and their families.  

 

The nursery staff will work in partnership with parents/carers to settle their child into the nursery 

environment by: 

 

• providing parents/carers with relevant information regarding the policies and procedures of 

the nursery  
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• encouraging the parents/carers and children to visit the nursery during the weeks before an 

admission is planned 

• planning settling in visits and introductory sessions (lasting approximately 1-2 hours).  

These will be provided free of charge over a one or two week period dependent on 

individual needs, age and stage of development 

• welcoming parents/carers to stay with their child during the first few weeks until the child 

feels settled and the parents/carers feel comfortable about leaving him/her. Settling in visits 

and introductory sessions are key to a smooth transition and to ensure good communication 

and information sharing  

• reassuring parents/carers whose children seem to be taking a long time settling into the 

nursery 

• encouraging parents/carers, where appropriate, to separate themselves from their children 

for brief periods at first, gradually building up to longer absences 

• allocating a key person to each child and his/her family, before he/she starts to attend. The 

key person welcomes and looks after the child and his/her parents during the settling in 

period, and throughout his/her time at the nursery to ensure the family has a familiar contact 

person to assist with the settling in process 

• respecting the circumstances of all families, including those who are unable to stay for long 

periods of time in the nursery and reassure them of their child’s progress towards settling in 

 

4. Policy on Access and Storage Information 

 

We believe that an open access policy is the best way of encouraging participation. 

 

Parents/carers are welcome to view the policies and procedures file, which governs the way in 

which the nursery works.  These can be viewed at any time when the nursery is open, simply by 

asking the nursery manager or by accessing the file in the hallway. 

 

Parents are also welcome to see and contribute to all the records that are kept on their child; 

however the nursery will adhere to the Data Protection laws.   

 

The nursery ensures that it is registered in regard to data protection and a copy of the certificate can 

be viewed in the hall.  All parent, child and staff information is stored securely according to data 

protection registration including details, permissions, certificates and photographic images. 

 

The nursery’s records and documentation are kept and stored in accordance to the minimum 

legislative archiving time.  We currently archive records for at least 21 years and three months.    

 

Policies will be reviewed annually and amended according to any change in law/legislation 

 

5. Complaints Procedure Policy 

 

Our nursery believes that parents are entitled to expect courtesy and prompt, careful attention to 

their individual needs and wishes. We hope that at all times you will be happy with the service 

provided and that you might like to voice your appreciation to the staff concerned.  

Complaints should be dealt with professionally and promptly to ensure that any issues arising from 

these complaints are handled effectively and to ensure the welfare of all children. 

 

We welcome any suggestions from parents on how we can improve our services, and will give 

prompt and serious attention to any concerns that you may have by following our complaints 

procedure as outlined below: 
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Stage 1 

If any parent should have cause for complaint or any queries regarding the care or education of their 

child they should in the first instance take it up with the child's key person or a senior member of 

staff/room leader.  This person will inform the Manager. 

Stage 2 

If the issue remains unresolved and there is not have a satisfactory outcome, then the manager 

should be contacted. These concerns must be presented in writing to the nursery manager. The 

manager will then investigate the complaint and report back to the parent within three days. This 

will be fully documented in the complaints log book and will detail the nature of the complaint and 

any actions arising from it.  (Most complaints will be resolved informally at stage 1 or 2.) 

Stage 3 

If the matter is still not resolved a formal meeting should be held between the manager, parent and 

the senior staff member to ensure that it is dealt with sufficiently. A record of the meeting should be 

made along with documented minutes and actions. All parties present at the meeting will sign the 

record and receive a copy, which will signify the conclusion of the procedure. 

Stage 4  

If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter 

with Ofsted 

A record of complaints will be kept in the nursery. Parents will be able to access this record if they 

wish to, however all personal details relating to any complaint will be stored confidentially and will 

be only accessible by parties the involved. 

In case of a complaint relating to Safeguarding Children, please refer to the Safeguarding Policy. 

It is important to us any concerns or complaints are dealt with swiftly, affectively and with due care 

and understanding to all parties concerned. 

It is our hope that we will minimise the complaints received, by encouraging comments and 

suggestions from parents and treating criticism as a valuable way of improving our service to you 

and your child. 

If you are having any concerns or would like us to listen to your preferred way of us caring for your 

child. We welcome your thoughts and involvement and will always hope to meet both you and your 

child’s needs, as best we can.  

Our procedure for verbal complaints is to record in writing the nature of your complaint.  If your 

complaint was in writing we will acknowledge receipt of your concern. After we have looked into 

your concern we will confirm to you the action we have taken and how we feel the complaint has 

been, or will be resolved. Also, depending on the concern, we can set in motion monitored checks 

so that you can be happy that that there is a long term commitment to the proposed solution.  A 

copy of our action and progress is given to you for your records. 

Please note that the monitoring body for The Nannery Ltd, Home from Home are Ofsted, the Office 

for Standards in Education. If need be they can be contacted on 08456 404040 Fax 08456 404049.  

There address is Early Years OfSTED, Royal Exchange Buildings, St Anns Square, Manchester M2 

7LA their webstie is www.ofsted.gov.uk or email: enquiries@ofsted.gov.uk 

                

6. Record Keeping  and Confidentiality Policy 

 

Our policy is that staff should attempt to inform parents about their children verbally on a regular 

basis. We do not intend formal records to replace verbal contact. 

 

All senior staff will keep records of all aspects of children’s development. All records will be 

available for inspection by the child's parents. You may add to the record at any time and we 

encourage parents to contribute their observations. Any part of the records that is considered highly 
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confidential or sensitive will be kept in a secure place and its existence will be noted in the child's 

record. If any staff has any concerns about a child, they will inform the manager or deputy and 

parents/guardians by writing a statement of concern. 

 

Written confirmation will be requesed to note any health matters, changes of behaviour or injuries, 

including injuries received outside the nursery. We ask you to sign the form to show that we have 

passed this information on to you. 

 

The child's record of progress will be passed to the child's school or next provider on request. 

 

Parents are responsible for keeping the information they give us up-to-date. 

The nursery’s work with children and their families will bring us into contact with confidential 

information. It is a legal requirement on the nursery to hold information about the children and 

families using the nursery and the staff working at the nursery.  This information is used for 

registers, invoices and for emergency contacts. However all records will be stored in a locked 

cabinet in line with data protection registration. 

 

It is our intention to respect the privacy of children and their families and we will do so by: 

• storing confidential records in a locked filing cabinet 

• ensuring that all staff are aware that this information is confidential and only for use within 

the nursery 

• ensuring that parents have access to files and records of their own children but not to those 

of any other child 

• gaining parental permission for any information to be used other than for the above reasons 

• the staff, through their close relationship with both the children and their parents, learning 

more about the families using the nursery. All staff are aware that this information is 

confidential and only for use within the nursery setting. If any of this information is 

requested for whatever reason, the parent’s permission will always be sought. Staff do not 

discuss personal information given by parents with other members of staff, except where it 

affects planning for the child's needs. Staff inductions includes an awareness of the 

importance of confidentiality in the role of the key person. If staff breach any confidentiality 

provisions, this may result in disciplinary action, and in serious cases, dismissal. Students on 

placement in the nursery are advised of our confidentiality policy and required to respect it 

• issues concerning the employment of staff remains confidential to the people directly 

involved with making personnel decisions 

• 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. If, however, a 

child is considered at risk, our safeguarding children policy will override confidentiality. 

 

All the undertakings above are subject to the paramount commitment of the nursery, which is to the 

safety and well being of the child. 

 

7. Uncollected Children Policy 

 

All children should be collected promptly to avoid unnecessary distress to the child. If a delay is 

unavoidable, a phone call to reassure the child and inform staff of the situation is advisable. 

 

In the event of any delay, staff will endeavour to contact parents and then the designated emergency 

contact. If a child is still uncollected staff will have to contact Social Services to provide suitable 

care, however, this is a last resort and every effort will be made by staff to return the child to his/her 

parent as soon as is possible.  An additional charge will be made for extended delays. 
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All parents agree an approximate arrival time at the nursery and are informed of procedures on what 

to do if they expect to be late 

 

In the instance of a child not being collected from the nursery after a reasonable amount of time (i.e. 

1/2 hour) has been allowed for lateness, the following procedure will be initiated by staff: 

 

• inform the most senior member of staff on duty, if possible call manager, if a child has not 

been collected 

• the manager/senior member of staff, will check for any information regarding changes to 

normal routines, parents work patterns or general information. If there is no information 

recorded, the parents/carers will be contacted on the numbers provided for their home or 

work. If this fails the emergency contacts will then be contacted as per the child’s records, 

the manager/staff member on duty in charge and one other member of staff must stay behind 

with the child (if it falls outside normal operating hours). During normal operating times, 

staff ratios must be met and planned for accordingly 

• if the parents/carers still have not collected the child, the manager will telephone all contact 

numbers available every 10 minutes until contact is made. These calls need to be logged on 

the full incident record 

• in the event of no contact being made after 1/2 hour has lapsed, the person in charge will 

ring the Social Services Emergency Duty Team 01604 411911 out of hours 01604 626938 

and *Ofsted / 08456 404040 to advise them of the situation 

• the two members of staff will remain in the building until suitable arrangements have been 

made for the collection of the child. The child’s welfare and needs will be met at all times. 

 

8. No Smoking Policy 

 

Children’s health and wellbeing is of the utmost importance for the children in our care.  Smoking 

has proved to be a health risk and therefore in accordance with childcare legislation, the nursery 

operates a strict no smoking policy within its buildings and grounds.  It is illegal to smoke in 

enclosed places. 

 

Parents are respectfully required to abstain from smoking whilst on the premises. This rule also 

applies to staff, students, carers, visitors, contractors etc.   

 

Staff accompanying children outside the nursery are not permitted to smoke e.g. whilst on an 

outing.  Staff must not smoke whilst wearing nursery uniform as it is essential that staff are positive 

role models to children and promote a healthy lifestyle. 

 

We respect that it is a personal choice to smoke, although as an organisation we support healthy 

lifestyles and therefore help staff and parents to stop smoking by: 

 

• providing fact sheets and leaflets 

• providing information of local help groups  

• providing details of the NHS quit smoking helpline (www.smokefree.nhs.uk) 

• offering information regarding products that are available to help stop smoking 

• offering in-house support 

 

 

No smoking on the premises, or within a twenty metre distance of the premises.  This includes 

outside spaces. No one may smoke on our premises. 
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If staff are smoking the uniform must not be exposed to the smoke.  If at any point uniform or hands 

smell of smoke this will be an indication that these rules have not been adhered to.  Given therefore 

that this could affect the health and safety of the children in your care a disciplinary warning will be 

given. 

 

Please ensure your hands are cleaned after smoking and before handling children. 

 

I would really appreciate it if staff did not smoke near the Nursery building, as it may be deemed 

unprofessional 

 

9. Fire Drills Policy 

 

A fire drill will be held regularly, under the supervision of the Manager. 

 

All staff will receive instruction regarding fire evacuation procedure when they commence their 

employment. All staff must need to know what you do in a fire emergency, without having to be 

supervised.  Staff need to know the procedure and where the fire exits are. 

 

Routes of exit must be accessible at all times. Fire exits must be visible and obstruction free.  

 

Records of Fire Drills and of checks on fire equipment will be maintained. 

 

10. Policy on Visitors and Supervision of Visitors 

 

All visitors are to be treated with respect and courtesy. 

 

All visitors are to be checked in and only allowed entry if authorised or acceptable during nursery 

opening hours eg. prospective parents, parents, volunteers, interviewees.  

 

Those suggesting they have an appointment need to have this confirmed by Nursery personnel 

before being allowed on the premises.  Please courteously and kindly inform them of this on the 

doorstep. 

 

Friends, former staff, relations and external colleagues are not allowed on the premises unless 

previous permission is given by a senior member of staff and acceptance of this is unusual. 

 

No adult or unknown older child is allowed to be left on their own at any time with the children 

unless emergency procedures are in process. 

 

For security reasons this policy must be adhered to under all circumstances and disciplinary 

procedure will be put in place if potential security is reached. 

 

All visitors must be written in the Visitor’s Book on arrival and departure. If a visitor is more than 

an hour in the nursery, the visitor should be informed of the fire procedures.  A member of staff 

must accompany visitors in the nursery at all times whilst in the building. The manager must ensure 

all contractors accessing the nursery do so at no risk to children. They should not be left alone in 

any area that children may use. FULL DETAILS ARE IN THE SECURITY SECTION 

 

11. Policy on Arrivals and Departures 

 

The nursery’s work with children and their families will bring us into contact with confidential 

information. It is a legal requirement on the nursery to hold information about the children and 
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families using the nursery and the staff working at the nursery.  This information is used for 

registers, invoices and for emergency contacts. However all records will be stored in a locked 

cabinet in line with data protection registration. 

 

It is our intention to respect the privacy of children and their families and we will do so by: 

• storing confidential records in a locked filing cabinet 

• ensuring that all staff are aware that this information is confidential and only for use within 

the nursery 

• ensuring that parents have access to files and records of their own children but not to those 

of any other child 

• gaining parental permission for any information to be used other than for the above reasons 

• the staff, through their close relationship with both the children and their parents, learning 

more about the families using the nursery. All staff are aware that this information is 

confidential and only for use within the nursery setting. If any of this information is 

requested for whatever reason, the parent’s permission will always be sought. Staff do not 

discuss personal information given by parents with other members of staff, except where it 

affects planning for the child's needs. Staff inductions includes an awareness of the 

importance of confidentiality in the role of the key person. If staff breach any confidentiality 

provisions, this may result in disciplinary action, and in serious cases, dismissal. Students on 

placement in the nursery are advised of our confidentiality policy and required to respect it 

• issues concerning the employment of staff remains confidential to the people directly 

involved with making personnel decisions 

• 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. If, however, a 

child is considered at risk, our safeguarding children policy will override confidentiality. 

 

All the undertakings above are subject to the paramount commitment of the nursery, which is to the 

safety and well being of the child. 
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1. Policy on Child Protection representatives are Sharon Samuels and Maria Botteril-Barnes 

Updated 21/02/11 

The position of representative gives the representative a legal undertaking to govern all child protection 

issues within the nursery.  In the absence of the representatives Carl Botterill, also trained in Child 

Protection, and Director of legal issues within the Nannery Ltd, Company Secretary; may also be called 

upon, only where appropriate and where legal council is required or that the others are not available. 

 

Our setting has a duty to be aware that abuse does occur in our society. Our prime responsibility is the 

welfare and well being of all children in our care. As such we believe we have a duty to children, 

parents/main carers and staff to act quickly and responsibly in any instance that may come to our attention. 

 

Our setting has a duty to report any suspicions around abuse to the Local Authority  LSCB 01604 411911, 

‘Northampton Safeguarding Authority 01604 654040 LSB, Chedworth Close, Northampton, NN3 
5HW. The procedure is followed on the Surestart recognising child abuse leaflet.  The Children Act 1989 

(Section 47(1)) places a duty on the Local Authority to investigate such matters. We will follow the 

procedures set out in the Local Authority Child Protection Documents, in the Child Protection file in the 

nursery office, and as such will seek their advice on all steps taken subsequently. 

 

All registered day care settings and their staff have a duty to report any significant concern about a child to 

the appropriate authority. Therefore, any member of staff must report any injury or series of injuries or 

change in behaviour or treatment of a child which gives them concern that a child is at risk. 

 

It is the policy, to share all information with parents, and parents will be informed and consulted except 

where informing parents would increase the risk to the child. 

 

The Child Protection Representative/s will take appropriate action seeking advise from the relevant 

authorities if need be.  If, in the unlikely event of an ‘accusation’ or enquiry being made regarding a member 

of staff, the accuser will be referred to speak to the local authority for advice in the first instance as advised 

in the ‘safeguarding against accusation of a carer’ training 2010, (Maria Botterill attended); It is imperative 

that the details are taken down in writing, for accuracy of facts and then signed by the parent.  It is fine for 

the staff member to write the details down if the party won’t deal with a child protection officer.  This 

information should be passed to a Child Protection as soon as possible in all child protection cases. 

    

All members of staff need to be aware of the Local Authority documentation on referral and need to abide by 

this process. All staff are required to attend child protection training; last three hour group meeting was 

attended by all staff on 23/1/10 and 15/02/11 on procedures.  All staff receives induction training in this 

subject.  

 

All parents should be made aware of our child protection procedure, which is displayed and the process 

(flow chart) is displayed for easy access in the hall area by the front door on a picture rail.  The Child 

Protection folder is in the staff room, which includes useful information and local guidelines.     

 

All parents need to be aware that our position with regards information sharing is mandatory and is deemed 

in the child’s interest. 

 

Suspected abuse - Staff should be able to respond appropriately to any 

• Significant change in children’s behaviour 

• Deterioration in their general well-being 

• Unexplained bruising, marks or signs of possible abuse 

• Signs of neglect 

• Comments children make which give cause for concern 
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2 Safeguarding and promoting children’s welfare 

12/02/08 

All members of staff need to be able to effect safeguarding policy and procedure it is therefore 

vitally important that you understand this.  All members of staff need to know how to record and 

make available all of their policies and procedures. 

 

A Practitioner, in our case primarily Sharon (Child Protection Officer) then secondly Maria 

(Responsible Person-Manager) takes lead responsibility for safeguarding children issues and should 

be present during any child protection discussions.  They will liaise with local statutory children 

service agencies, as appropriate.  All agents must contact the Local Safeguarding Children Board 

(LSCB), without delay of allegations of abuse or safeguarding children issues.  Also Ofsted need to 

be informed in such circumstances.  It is an offence not to do this. 

 

The guidance procedure to be followed is ‘What to do if you are worried a child is being abused – 

summary’ published by DCSF.  A link is available on the EYFS CD Rom.  This includes guidance 

on information sharing and confidentiality. 

 

Staff should be able to respond appropriately to any; 

 

• Significant changes in children behaviour 

• Deterioration in their general well-being 

• Unexplained bruising, marks or signs of possible abuse 

• Signs of neglect 

• Comments children make which give cause for concern. 
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Quality of Teaching and Care 
 

1. Policy on Settling a child into the setting 

We aim for children to feel safe, stimulated and happy in the nursery and to feel secure and 

comfortable with staff. We also want parents/carers to have confidence in both their children's well 

being and their role as active partners, with the child being able to benefit from what the nursery has 

to offer. 

 

We aim to help parents and other carers to help their children settle quickly and easily by giving 

consideration to the individual needs and circumstances of children and their families.  

 

The nursery staff will work in partnership with parents/carers to settle their child into the nursery 

environment by: 

 

• providing parents/carers with relevant information regarding the policies and procedures of 

the nursery  

• encouraging the parents/carers and children to visit the nursery during the weeks before an 

admission is planned 

• Planning settling in visits and introductory sessions (lasting approximately 1-2 hours).  

These will be provided free of charge over a one or two week period dependent on 

individual needs, age and stage of development 

• Welcoming parents/carers to stay with their child during the first few weeks until the child 

feels settled and the parents/carers feel comfortable about leaving him/her. Settling in visits 

and introductory sessions are key to a smooth transition and to ensure good communication 

and information sharing  

• reassuring parents/carers whose children seem to be taking a long time settling into the 

nursery 

• encouraging parents/carers, where appropriate, to separate themselves from their children 

for brief periods at first, gradually building up to longer absences 

• Allocating a key person to each child and his/her family, before he/she starts to attend. The 

key person welcomes and looks after the child and his/her parents during the settling in 

period, and throughout his/her time at the nursery to ensure the family has a familiar contact 

person to assist with the settling in process 

• respecting the circumstances of all families, including those who are unable to stay for long 

periods of time in the nursery and reassure them of their child’s progress towards settling in 
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2. Curriculum Development Statement 

 

We set out to assist all children attending the nursery to attain their maximum potential within their 

perceived capabilities. An individual record of each child's development is maintained, showing 

their abilities, progress and areas needing further staff or parental assistance. We acknowledge that 

children learn in different ways and at different rates and plan for this accordingly.   

 

The staff are very aware of the importance of the positive play environment for the child, so they 

may develop good social skills and an appreciation of all aspects of this country's multi-cultural 

society.  Planning of the learning experience by the staff is further designed to ensure, as far as 

practical, equality of opportunity between all children and celebrates diversity. 

 

We promote the relevant frameworks and curriculum set by the DCSF to support and enhance 

children’s learning and development holistically through play based activities. We view all aspects 

of learning and development equally important and ensure a flexible approach is maintained which 

responds quickly to children’s learning and developmental needs. We develop tailor made activities 

according to each child’s individual needs, which is based on observations which informs future 

planning and draws on children’s needs and interests. This is promoted through a balance of adult 

led and child initiated opportunities both indoors and outdoors.  
 
We acknowledge parents as primary educators and encourage parental involvement as outlined in 

our parents as partners policy. We build home links in order to enhance and extend children’s 

learning both within the nursery environment and in the child’s home.  
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a) Personal, Social and Emotional Development 
 

Aim 
To promote and develop self-esteem and self-responsibility alongside interest, 

understanding and value for the child’s own experiences and those of other people. 

 

 

Objectives 
To provide the children with opportunities to observe, interact and learn about each others 

lives through a balanced programme of activities. 

 
 
Operating Policy 
When the child starts nursery, staff will work in partnership with parents in order to find out 

about the child’s experiences, culture and home background. A profile of each child will be 

built up, using information supplied by parents as the starting point. 

 

The child will be supported in developing self-esteem, through shared experiences and by 

being given opportunities to learn about the lives of others around them. 

 

There will be opportunity to participate in local and wider community visits, thus 

developing individual and communal responsibility. 

 

Awareness of the national and global environment will be developed through the use of 

visitors to the nursery (parents, grandparents, workers, etc), artefacts, books, photographs 

and information technology. 

 

The children will be provided with experiences which: 

 

• promote the development of independence, confidence and self-respect; 

• promote the development of responsibility for their own learning; 

• enable them to concentrate and persevere in their learning and seek help when 

necessary; 

• support them in making decisions; 

• enable them to resolve conflict through negotiation; 

• help them to form effective social relationships with other children and  adults; 

• help them to take turns and share; 

• help them express their feelings; 

• provide opportunity to express their opinions, and to consider and respect those of 

others; 

• help them develop an understanding of right and wrong; 

• promote the development of equal opportunities and respect for people of other 

cultures and beliefs; 

• enable them to succeed. 

 

In providing such experiences the adults in the nursery will: 

 

• be aware of the role models which they themselves provide for the children; 

• value the home lifestyle, culture and circumstances pertaining to the individual child 

• share an agreed view about the nursery ethos; 

• encourage parents and other community members to share in the life of the nursery. 
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Programme of Work 
 

A programme of experiences based upon a mixture of general and topic based activities, will 

be implemented. 

 

The programme will provide the children with opportunity to work as an individual and as 

part of small and large groups. 

 

It will be based upon structured play and will provide opportunity for both free-play and 

adult-led experience. 

 

The programme will include some or all of the following types of activity:- 

 

• Role play and dressing up 

• One-to-one discussions 

• Group discussions 

• Story telling 

• Puppets 

• Games that involve - taking turns 

   equal turns for all children 

   the following of rules 

• Visits to local cultural and religious centres. 

 

Planning, recording and assessment 
Topic planning takes place on a monthly or half-termly basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning  in the ‘Early Learning Goals’ document.  

This ensures that Personal, Social and Emotional Development is considered whenever a 

topic or activity is planned. 

  

Staff are able to observe the children informally and records of such observations can be 

made on the children’s personal profile sheets or on activity record sheets.  

 

Samples of the children’s work which relate to Personal, Social and Emotional Development 

are kept in the child’s individual folder as appropriate. 

 

Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 

planning of activities for each child. 

 

Information gained through recording and assessment will be shared with parents, other 

school staff and outside agencies as appropriate. 

 

Resources 
A list of resources specific to Personal and Social Development will be located in the 

Resources file. 
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b) Communication, Language and Literacy 
 

Aim 
To develop, extend and enrich the skills of communication which the child has, in order to 

enable the child to function effectively as a member of society. 

 

Communication, language and literacy permeate all areas of the nursery. The nursery as a 

whole is organised in order to promote and enhance development in communication, 

language and literacy, and to promote positive images and role models for the children. 

 

Learning will be achieved via a mixture of adult directed and structured free play activities, 

delivered through cross-curricular activities and topic based themes. 

 

Objectives 
To provide a stimulating environment in which communication and language skills can be 

nurtured and developed. To provide visual, auditory and tactile experiences which will 

provide stimuli for all children. 

 

Talking: 

The programme of activities will provide opportunity for the children to use, explore, and 

develop skills in verbal communication. 

 

The activities will support the children in forming relationships with both peers and adults in 

their ability to interact with others, and in the expression of thoughts and feelings. The 

children will experience the spoken word as a means of conveying information, sharing and 

receiving of ideas, and as a means of gaining insight into the world of imagination. 

 

Listening: 

To provide the children with opportunities to develop skills in listening in order to be able to 

process information, interact with others and begin to share in other’s feelings and thoughts.  

 

The activities will help the children to develop imagination and aesthetic awareness, and to 

develop the ability to respond to their own experiences and those of others. 

 

Reading: 

To foster an enjoyment of books within the children. 

 

The activities will enable the children to develop skills in using books as a means of 

gathering information, and as a means of gaining and sharing pleasure. 

 

Writing: 

To provide opportunity for children to explore and develop skills in using writing as a 

means of communication. 

 

The children will experience the use of writing as a means of conveying information, 

expressing one’s thoughts, ideas and feelings, and as a means of recording and ordering 

facts and information. 

 
 
Operating Policy 
The nursery will be organised in order to facilitate the development of the following areas of 

language: 
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• Talking 

• Listening 

• Reading 

• Writing 

 

A programme of activities based upon structured free play and staff directed work will be 

implemented and there will be opportunity for the children to communicate with peers, 

nursery staff, other adults and visitors to the nursery.  

 

The children will also experience the use of gesture and expression as a means of conveying 

information. Where appropriate, the nursery staff will support children in developing 

alternative strategies (such as signing) as a means of communication. 

 

For children whose first language is not English, the nursery will offer support and show 

respect for the home language and culture of the child through the use of labels, books, 

pictures and other equipment which reflects and values their home language and culture. If 

possible parents will be encouraged to come into the nursery to share their knowledge with 

children and staff, and offer support to the bilingual learner. 

 

Where there are already significant delays in the development of language when a child 

starts nursery (as noted by parents, health visitor, doctor, etc) or where a child does not 

appear to be making progress (as noted by staff and parents) then the nursery will consult 

with outside agencies such as speech therapists or the educational psychologist in order to 

ensure that the child receives the support that he/she needs. 

 

The programme of activities will help the children to develop an awareness of how language 

is constructed and the children will be encouraged to listen to and form sounds and letters. 

 

Equipment will be carefully selected to represent the nursery’s commitment to equal 

opportunity and will provide positive images for all the children.  

 

 

Programme of Work 
The nursery will provide a wide range of opportunities and experiences through which 

language skills can be developed and promoted. These opportunities and experiences will be 

gained through a programme of activities based upon general and topic work. There will be 

a mixture of individual, group and adult directed activities which will be based upon 

structured play. 

 

The programme will include some or all of the following types of activity: 

 

Talking: 

• One-to-one discussions. 

• Group discussions. 

• Role play. 

• Reciting poems as a group. 

• Singing nursery rhymes as a group. 

• Encouraging children to make up and tell stories based on pictures. 

• Story telling followed by discussion about the story. 

 

Listening: 
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• Story telling to individuals. 

• Story telling to groups. 

• Sound lotto games. 

• ‘Sound Walks’ focusing on what can be heard on a street or in a park. 

• Giving the children simple instructions to follow. 

• Asking the children to listen for a particular character or event in a story. 

 

Reading: 

• Sorting and matching toys and games. 

• Sequencing activities. 

• Labelling of coat hooks and other personal items with the child’s name. 

• Story telling to individuals, following the story through the pages of a book - 

pointing to the words as they are read if appropriate. 

• Story telling to groups, following the story through the pages of a large book - 

pointing to the words as they are read if appropriate. 

• Labelling displays and other items in the nursery. 

• Games matching sounds to letter symbols. 

• Reading corner for free play with books. 

• Displays of items starting with a particular letter. 

 

Writing: 

• Sorting and matching toys and games. 

• Sequencing activities. 

• Free play with paper and writing equipment. 

• Modelling with play-dough and clay. 

• Colouring. 

• Tracing over lines, shapes and letters. 

• Copying lines, shapes and letters. 

• Dot-to-dot drawings. 

• Pathway drawing activities. 

 

Planning, recording and assessment 
Topic planning takes place on a monthly or half-termly basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning in the ‘Early Learning Goals’ document.  

This ensures that communication, language and literacy is considered whenever a topic or 

activity is planned. 

 

Planning also occurs on a weekly or daily basis whereby staff select a specific language 

activity for the children to use during free play - there is a different activity out each day.  

Items are rotated so that all resources are used, providing broad experience for the children. 

 

Staff are able to observe the children and records of such observations can be made on the 

children’s personal profile sheets or on activity record sheets. Samples of the children’s 

work which relate to communication, language and literacy are kept in the child’s individual 

folder as appropriate. 

 

Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 
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planning of activities for each child. Information gained through recording and assessment 

will be shared with parents, other school staff and outside agencies as appropriate.  
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Physical Development 
 
Aim 
To promote enthusiasm, enjoyment and confidence in developing and using the physical 

skills of co-ordination, control, manipulation and movement. 

 
Objectives 
To provide a balanced programme of activities to support the physical development and well 

being of the children. 

 

To provide sufficient space (indoors and outdoors), time and resources to allow effective 

physical development. 

 

To provide time, opportunity and support for children with motor impairments or physical 

disabilities to develop their physical skills.  If appropriate this will include working with 

outside agencies such as physiotherapists. 

 

Operating Policy 
The programme of activities will include such areas as hygiene, healthy eating and exercise. 

The programme of activities will permeate all areas of the nursery curriculum. 

 

Confidence, self responsibility, enjoyment and enthusiasm will be developed through 

structured free play and adult directed activities with the emphasis on supporting individual 

progression.  

 

Provision will be made for the children to manipulate large and small pieces of equipment in 

order to develop both fine and gross motor control. 

 

They will be encouraged to respond physically to verbal, auditory and visual stimuli such as 

music, stories, pictures, etc. 

 

The equipment will be organised in order to develop an awareness of issues of health and 

safety and the children will be encouraged to think about and discuss such aspects. 

 

Skills of co-operation, turn taking and team building will be developed throughout the 

curriculum with adult support provided where appropriate. 

 
Programme of Work 
Programmes of work will be based upon a mixture of general and topic activities. The 

children may participate in such activities as an individual or as part of a group and in free 

play or adult directed situations. 

 

The programme will include some or all of the following types of activity: 

 

Movement: 

• Group games involving running, jumping and hopping. 

• Group games involving movement followed by stopping. 

• Moving to music. 

• Balancing activities and games. 

• Play on a range of landscapes (e.g. flat/hilly) and surfaces (e.g. grass/sand). 
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Sense of Space: 

• Role play activities giving children the opportunity to create pathways. 

• Giving the children the opportunity to create their own spaces (e.g. tent from 

blankets). 

• Group games that involve following or imitating. 

• Encourage games and activities that involve sharing resources with other children. 

• Discussions about body parts and bodily activity. 

• Singing action songs (e.g. Head, shoulders, knees and toes). 

 

Health and Bodily Awareness 

• Discussions about keeping safe, fit and healthy. 

• Discussions about eating a healthy diet. 

• Encouraging children to make decisions by choosing between different types of food. 

• Making and eating food from a range of cultures that can form part of a healthy diet. 

• Providing opportunities for children to talk about health issues. 

 

Using Equipment: 

• Outdoor play using a variety of equipment e.g. slides, climbing frames, trampolines. 

• Play with wheeled toys e.g. push-along trucks, tricycles, bicycles. 

• Practising kicking, throwing and catching large and small balls. 

 

Using Tools and Materials: 

• Sand play. 

• Water play. 

• Modelling with playdough and clay. 

• Painting, drawing and colouring. 

• Peg games and jigsaws. 

• Threading. 

• Cutting with scissors. 

• Dressing-up, buttoning clothes, doing up zips, etc. 

• Dressing of dolls. 

• Use of small construction toys (duplo, stickle bricks etc). 

• Making ‘junk’ models. 

• ‘Reading’ books - page turning. 

• ‘Writing’ with pencils and crayons. 

• Collage and other pasting activities. 

• Use of the computer keyboard. 

 

Planning, recording and assessment 
Activities for structured free play are planned on a rotational basis. Each child will have the 

opportunity to use all items of equipment over the course of a week period. 

 

Topic planning takes place on a monthly or half-termly basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning in the ‘Early Learning Goals’ document.  

This ensures that Physical Development is considered whenever a topic or activity is 

planned. 

 

Staff are able to observe the children and records of such observations can be made on the 
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children’s personal profile sheets or on activity record sheets. 

 

Samples of the children’s work which relate to Physical Development are kept in the child’s 

individual folder as appropriate. 

 

Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 

planning of activities for each child. 

  

Information gained through recording and assessment will be shared with parents, other 

school staff and outside agencies as appropriate. 
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d) Creative Development 
 

Aim 
 
To enable the children to express their ideas and feelings and to promote the development of 

the imagination. 

 

 
Objectives 
To provide a stimulating environment and to value originality, creativity and expressiveness. 

 

To provide a wide range of activities that children can respond to by using their senses, 

developing ideas and expressing those ideas in a wide variety of way. 

 

To use resources from a variety of cultures to stimulate different ways of thinking. 

 

To accommodate children’s cultural or religious beliefs relating to forms of art or methods 

of representation. 

 

To provide children with sensory impairment with opportunities to experience and respond 

to different stimuli (e.g. sounds, objects) in a variety of ways. 

  

The children will have opportunity to explore a wide range of materials and media which 

will enable them to begin to appreciate and understand the many different forms and 

purposes that creative activity covers. 

 

Operating Policy 
Programmes of work will be planned for each area of creative development. 

 

The children will have access to, and opportunity to handle, equipment covering a variety of 

techniques and interpretations. 

 

They will be encouraged to explore freely by themselves, with peers, and with sensitive 

adult input, in order to extend the knowledge and skills required to make informed choices 

and develop personal interpretation. 

 

Programme of Work 
 
The programmes of work will be based upon a mixture of general and topic activities. These 

will be planned to ensure a broad and varied experience is provided for the children. 

 

The children will have opportunity to explore in an open-ended manner the properties of a 

wide range of materials/media. The staff will bear in mind that it is the process, and not the 

end product, which aids creative development. 

 

Exploring Media and Materials: 

• Activities allowing children to explore and make objects using a wide variety of 

materials including: playdo, clay, plasticene, soap flake mix,  soap snow, corn flour 

mix, wet and dry sand, moulding sand. 

• Collage activities such as: collaged shapes, texture collage, paper collage, paper 
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sculpture, paper bag puppets, paper plate faces, kites, hats, snakes, stained glass, 

sand collage, cardboard, badges, slot and slit shapes, glasses, nature garden, junk 

models. 

• Drawing activities using chalk, charcoal, pastels, rubbings, felt-tips, crayon and wax 

resist,  templates, carbon copies, aqua crayons. 

• Painting activities using a variety of techniques including: finger painting, powder 

paint in shakers, spray paints, squeeze bottle paints, paint and scrape, block 

painting, butterfly pictures, twig painting, roller bottle painting, stencilling, 

marbling, bubbles painting, brush painting, dyeing. 

• Printing activities including: foot prints, hand prints, clay prints, hand and knuckle 

prints, fruit and vegetables, balloons, roller prints, card prints, ball prints, mesh dab 

prints, leaf prints, sponge prints, shoe prints, car rolling. 

 

Music 

• Individual free play with musical instruments,. 

• Group free play with musical instruments.  

• Moving to music.  

• Listening to live musicians. 

• Listening to recorded music. 

• Listening to music from a variety of cultures. 

• Discussion of feelings which result from different types of music.  

• Singing. 

• Musical accompaniment to stories. 

 

Imagination 

• Dressing-up games.  

• Home corner. 

• Role play with shops, post offices, doctor’s surgery etc.  

• Imaginative play with dolls and models. 

• Acting out and expanding on stories. 

• Individual and group discussions about ‘what happened next’ at the end of a story. 

 

Responding to experiences/Expressing and communicating ideas 

• Individual discussion. 

• Group discussion. 

• Painting and drawing. 

• Model making. 

• Role play. 

• Playing musical instruments and singing. 

 

Planning, recording and assessment 
 
Topic planning takes place on a monthly or half-term basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning in the ‘Early Learning Goals’ document.  

This ensures that Creative Development is considered whenever a topic or activity is 

planned. 

 

Staff are able to observe the children and records of such observations can be made on the 

children’s personal profile sheets or on activity record sheets. 
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Samples of the children’s work which relate to Creative Development are kept in the child’s 

individual folder as appropriate. 

 

Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 

planning of activities for each child. 

  

Information gained through recording and assessment will be shared with parents, other 

school staff and outside agencies as appropriate. 
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e) Mathematical Development 
 

Aim 
To foster enthusiasm, confidence and the development of knowledge in exploring, using and 

applying a broad range of mathematical concepts. 

 

 

Objectives 
To provide all children with broad and varied experience in which mathematical language, 

skills and concepts can be created, supported and nurtured. 

 
 
Operating Policy 
The children will have an opportunity to observe peers and adults using and applying 

mathematical skills and concepts in everyday situations and in nursery based activities. 

Maths is not seen as a separate area but rather as part of the whole curriculum and potential 

for developing mathematical awareness is built into all the activities provided by the 

nursery. 

 

The children will have the opportunity to explore the properties of a wide range of materials 

in a range of contexts which will include much free play experience with and without adult 

input, and experience of real life situations such as shopping, cooking, sharing etc. 

 

Confidence and enthusiasm will be supported through sensitive adult input which will 

provide for open ended questioning and the development of mathematical thinking and 

language. 

 

 

Programme of Work 
Learning will be achieved via a mixture of subject, cross-curricular and topic based 

activities. The curriculum will be delivered through both adult led and structured free play 

activities. 

 

The programme of work will include opportunity for topic based and general activities 

which will encourage the children to explore, investigate and question. 

 

Activities will involve the use of both natural and made material, selected to support the 

children’s learning.  The activities will be of a free play or teacher directed nature, and will 

be based upon structured play. 

 

Where play is properly structured, and there is sensitive intervention and language input 

from adults, the child can gain knowledge of mathematical concepts and language in an 

incidental manner. 

 

The children need many experiences of sorting, matching and comparing a wide variety of 

objects and materials in order that they can begin to count systematically and understand the 

true meaning of number. There are certain concepts which the child needs to understand, 

and in planning nursery activities we aim to provide the children with practical experience to 

enable the development of this understanding. 

 

In planning these activities we are very much aware that each child is an individual and that 

not all children will grasp concepts and ideas at the same rate or level. It is of utmost 
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importance that the child is allowed to explore and experiment before being given more 

structured activities - ideally there will be four stages of development in the mathematical 

experience of the children:- 

 

• Children should be allowed to play with as many activities and materials as possible 

without adult intervention. 

• Children play with materials which have been deliberately provided by the adult, in 

order to encourage the acquisition of certain concepts, but still without adult 

intervention. 

• Children play with materials of their own choice with the active involvement of the 

adult. 

• Children play with materials selected, guided and led by the adult. 

 

The programme will include some or all of the following activities: 

 

Shape: 

• Free play with a wide variety of natural objects - shells, leaves, stones, etc with 

language input from the teacher where appropriate. 

• Free play with manmade objects e.g. bricks, logic blocks. 

• Model making using boxes and junk materials. 

• Describing and identifying shapes - first by sight and later by touch - words such as 

fat, thin, long, short, spiky, sharp, smooth, etc can be introduced. 

• Simple movement themes - long shapes/snakes, short shapes/a tiny seed, etc. 

• Play with jigsaws. 

• 2D patterns - printing, painting, paper cutting etc. 

• Collage. 

• Drawing around shapes. 

• Shapes in the environment - traffic signs, vehicles, food, etc. 

• Collapsing cardboard containers - looking at shapes when flat, then rebuilding. 

• Symmetry can be experienced on a simple level by folding paper and painting on one 

side only, and then reprinting by folding over the other side. 

 

Sorting: 

• Free sorting according to the child’s own choice. 

• Sorting by one attribute e.g. ‘ let’s find all the red ones’. 

• Sorting by two or more attributes from a simple collection of objects e.g. ‘find the 

blue cars’ from an assorted collection of vehicles. 

• Sorting more than one type by one or more attributes from a mixed collection ‘find 

the big red beads and the shiny black buttons’. 

• Cooking - sorting ingredients and equipment, things which melt, things which do not, 

foods we have to chew, liquids or solids, hot or cold, etc. 

• Art - making pictures by selecting one colour from a mixed box of collage materials, 

making sets of objects with a variety of materials, dividing paper  into sections and 

sorting handprints by colour into each section. 

• Sand - sorting objects which have holes, handles, are large or small, etc. 

• Water - sorting objects which float or sink, sorting objects which hold water and 

those that do not, sorting the equipment by shape, size or colour. 

• Construction toys - sorting by colour, shape, size, texture, etc. 

• Stories/rhymes - choosing all the stories with pigs in them, or all the songs with 

frogs etc. 
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• Imaginative play - sorting all the teaspoons from a collection of spoons, all the cups, 

finding clothes according to colour/size, sorting all the fruit/vegetables into colours, 

families, etc. 

 

Matching: 

• Teacher finds one object, child finds the match. 

• Matching sequences - red bead, blue bead, red bead, etc. 

• Matching one cup to one saucer, knife and fork to place, spoon to dish, etc. 

• Matching apron to activity - art apron, water apron, cooking apron. 

• Buttoning coats - one button to one hole. 

• Making patterns and copying them; both on paper and non-permanently with a 

variety of objects. 

• Matching by size, shape, texture, taste, etc. 

• Putting toys back in appropriate places. 

 

Pattern: 

• Looking for patterns in the environment e.g. brickwork, floor tiles, animal markings, 

leaves and flowers. 

• Making patterns in painting, printing and collage activities. 

• Making 3D patterns with bricks and beads. 

• Copying and continuing patterns on paper and in 3D. 

• Using computer programs to create and manipulate patterns. 

 

Ordering: 

• Looking at and talking about pictures which contain varying amounts of  objects. 

• Playing with grading blocks, number pegs, grading jigsaws, stacking cups, etc. 

 

Learning to Count: 

• Teacher finds one object, child finds the match. 

• Matching sequences - red bead, blue bead, red bead, etc. 

• Matching one cup to one saucer, knife and fork to place, spoon to dish, etc. 

• Matching apron to activity - art apron, water apron, cooking apron. 

• Buttoning coats - one button to one hole. 

• Matching by size, shape, texture, taste, etc. 

• Putting toys back in appropriate places. 

• Reciting number rhymes. 

• Reading counting books. 

 

Numerals: 

• The children can participate in counting exercises (e.g. children who are  staying 

for lunch) and watch the numerals being written down. 

• Prices can be looked at when out shopping.  

• House numbers can be talked about and written down. 

• Telephone digits can be observed.  

• Drawing the corresponding number symbol next to a group of objects. 

 

Conservation: 

• Activities of a simple and an incidental, questioning nature - e.g. ‘I wonder whose 

bottle holds the most water?’  
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Money: 

• Play with fake money, ‘buying’ items from a role play shop. 

• Children can accompany staff to the local shops to purchase items for use in the 

nursery and observe the exchange of money for goods. 

 

Time: 

• Discussion about how the children’s day is divided into ‘times’ - playtime, story 

time, drinks time, dinner time, home time, etc.  

• Discussion about how adults use clocks and watches to help them know what time it 

is and therefore at what time, according to the clock, we have drinks or go outside, 

etc. 

• Free play with watches, clocks, timers etc to help the child to recognise the role of 

number in telling the time and partitioning the day into times for doing certain 

activities. 

• Discussion about days of the week, yesterday, tomorrow, last week, next week, etc.  

• Discussion about the seasons can all help to develop a sense of awareness about 

time and the passage of time. 

 

Planning, recording and assessment 
Topic planning takes place on a monthly or half-termly basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning in the ‘Early Learning Goals’ document.  

This ensures that Mathematical development is considered whenever a topic or activity is 

planned. 

 

Planning also occurs on a weekly or daily basis whereby staff select a specific mathematics 

activity for the children to use during free play - there is a different activity out each day.  

Items are rotated so that all resources are used, providing broad experience for the children. 

 

Staff are able to observe the children and records of such observations can be made on the 

children’s personal profile sheets or on activity record sheets. 

 

Samples of the children’s work which relate to Mathematical development are kept in the 

child’s individual folder as appropriate. 

 

Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 

planning of activities for each child. 

  

Information gained through recording and assessment will be shared with parents, other 

school staff and outside agencies as appropriate. 
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f) Knowledge and Understanding of the World 
 

Aim 
To enable the children to develop the knowledge, skills and understanding they need to 

make sense of the world. 

 

 
Objectives 
To provide the children with first-hand experiences that encourage observation, exploration, 

prediction, problem solving, critical thinking, decision making and discussion. 

 

To provide a range of indoor and outdoor activities that stimulate children’s curiosity and 

interest. 

 

To provide opportunities for children to become aware of the similarities and differences 

between themselves and other people and to understand that all people deserve to be treated 

with respect. 

 

To provide support in helping children communicate and record their observations and 

predictions orally and in other ways (e.g. drawings or models). 

 

 

Operating Policy 
The curriculum will be implemented in order that the children have opportunity for practical 

investigation with a wide range of equipment and tools, in structured free play, individual, 

group and adult directed situations. 

 

The children will be encouraged to question, hypothesise, predict and observe, and to form 

opinions based upon their experiences. 

 

 

Programme of Work 
The programme of work will take the form of a mixture of topic based and general 

activities. The children will be able to explore properties of materials and tools in an open-

ended manner.  Parental and community links will be developed to further support learning. 

 

The programme of work will include some or all of the following types of activity: 

 

Exploration and Investigation 

• Observation of objects, materials and living things with and without aids such as 

magnifying glasses, binoculars and microscopes. 

• Pictures and collages of natural scenes including animals, plants and trees. 

• Observation of animals and plants both inside and outside the nursery. 

• Free play with objects and materials that have different purposes and work in 

different ways (torch, egg whisk, construction toys). 

• Individual and group discussions about the weather and changing seasons. 

• Keeping daily and weekly weather charts. 

• Structured sand play giving the children opportunities to observe and predict 

outcomes.  

• Structured water play giving the children opportunities to observe and predict 

outcomes.  
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• Visits to parks, farm parks, zoos and wildlife parks. 

• Discussion of the children’s findings, allowing them to ask questions and  speculate 

on reasons. 

 

Designing and making skills 

• Using a wide range of materials and tools to make objects relating to topics, 

experiences and visits. 

• ‘Junk’ modelling. 

• Collage. 

• Simple measuring activities. 

• The use of construction toys to make models and vehicles. 

 

Information and Communication Technology 

• Discussion about different technological items e.g. telephones, televisions. 

• Role play using technological items e.g. a telephone discussion between a doctor 

and a patient.  

• Use of remote control and programmable toys. 

• Provide opportunities for children to investigate how things work by safely taking 

apart and reassembling technological items. 

• Observation of and discussion about ICT in the environment (e.g. bar-code scanners 

in supermarkets, traffic lights, mobile phones, TV aerials and satellite TV dishes).  

• Use of computer programs. 

 

Sense of Time 

• Oral history - discussions about the personal experiences of nursery staff, parents 

and grandparents when they were children. 

• Story telling based on family history. 

• Stories relating to events in the past. 

• Discussion and role play about special events such as weddings, births and festivals. 

• Discussions about daily routines. 

• Observation of changes over time (e.g. the seasons) 

• Investigation of items from the past and comparison with present day equivalents 

e.g. a modern washing machine and Victorian washing equipment. 

• ‘Guess who is who’ game based on pictures of the children as young babies. 

• Long term growing projects (e.g. sunflowers from seeds) 

 

Sense of place 

• Discussion about different types of homes.  

• Visits to locations within the local environment - e.g. shops, places of worship, 

parks, places of work. 

• Individual and group discussions following visits. 

• Provision of play maps and models to enable children to create their own 

environment. 

• Recording of visits through drawing, painting and modelling. 

• Discussions and stories that involve journeys - home to nursery, home to 

 grandparents home, home to a holiday destination. 

 

Cultures and Beliefs 

• Stories relating to life in other parts of the country and in other parts of the world. 

• Discussion and role play about special events in children’s lives such as  weddings, 
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births and festivals. 

• Making and eating food from different cultures. 

• Listening to music from different cultures. 

• Looking at books which show different dress, customs, language and beliefs. 

• Visits to places of worship. 

• Visits to cultural centres.  

 

Planning, recording and assessment 
Topic planning takes place on a monthly or half-term basis.  Activity planning occurs on a 

weekly or daily basis.  The topic planning and activity planning sheets used by the nursery 

are laid out to identify each of the areas of learning in the ‘Early Learning Goals’ document.  

This ensures that Knowledge and Understanding of the World is considered whenever a 

topic or activity is planned. 

 

Staff are able to observe the children and records of such observations can be made on the 

children’s personal profile sheets or on activity record sheets. 

 

Samples of the children’s work which relate to Knowledge and Understanding of the World 

are kept in the child’s individual folder as appropriate. 

 

3`Assessment is carried out through a mixture of informal observation, interaction with the 

child, the use of the information on record sheets and discussion during regular staff 

meetings.  The information gathered during the assessment process is then used for future 

planning of activities for each child. 

  

Information gained through recording and assessment will be shared with parents, other 

school staff and outside agencies as appropriate. 
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3. Special Educational Needs Policy  

 

SENCO Representative, Hayley Adkins and  Sharon Samuels 

 

The EYFS dictate the standards for learning, development and care for children from birth to 

five.  There is a requirement on all child care workers to provide for equality of opportunity. 

 

Practitioners should focus on each child’s individual learning, development and care needs by; 

• removing or helping to overcome barriers for children where these already exist; 

• being alert to the early signs of needs that could lead to later difficulties, and responding 

quickly and appropriately, involving other agencies as necessary; 

• stretching and challenging all children.  

 

At Home from Home we follow the Health and Safety Policy and procedures detailed in the Special 

Educational Needs, Code of Practice. 

 

We aim to promote an inclusive environment where all children, whatever their needs, can learn 

and develop in a happy, caring & educational environment. 

 

We have two allocated staff members whose responsibility is to undertake any special educational 

needs this person is the SEN coordinator otherwise recognised as the Inclusion Officer.  

 

Children with Special Educational Needs (SEN) have difficulties or disabilities that make it harder 

for them to learn than most children of the same age. They may need extra help in areas of their 

development such as communication, physical skills, learning or behaviour. Early identification is 

essential in order to support the child and help them to achieve within our setting.  Also a special 

educational need may be a particularly gifted or talented child. 

 

At home from Home we aim to adapt our routine, activities and environment to allow all children to  

participate and reach their full potential. Through planning and organisation of resources, we 

always aim to make all activities available to all children, at a level appropriate to their 

developmental need.  We take a pre-emptive approach and continue in training to understand the 

special educational needs of children. 

 

While in the majority of cases adaptations can be made which will enable children with Special 

Educational Needs to be admitted, it is also possible that we may not have the resources to admit a 

particular child. This can only be determined by an assessment prior to entry, involving parents and 

other professionals involved with the child. 

 

Definition of Special Educational Needs as specified in the Special Needs Code of Practice 

 

Children have special Educational Needs if they have a learning difficulty which calls for special 

educational provision to be made for them. 

 

Children have a learning difficulty if they: 

 

a) have a significantly greater difficulty in learning than the majority of children of 

the same age; or  

b) have a disability which prevents or hinders them from making use of educational 

facilities of a kind generally provided for children of the same age in schools 

within the area of the local educational authority 
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c) are under compulsory school age and fall within the definition at a) or b) above 

or would so do if special educational provision was not made for them. 

Children must not be regarded as having a learning difficulty solely because the language or form of 

language of their home is different from the language in which they will be taught. 

 

Special educational provision means; 

 

a) for children of two or over, educational provision which is additional to or 

otherwise different from, the educational provision made generally for children 

of their age in schools maintained by the LEA, other than special schools in the 

area 

b) for children under two, educational provision of any kind. 

 

 

A child is disabled if he is blind, deaf or dumb of suffers from a mental disorder of any kind or is 

substantially and permanently handicapped by illness, injury or congenital deformity or such other 

disabilities as may be prescribed Section 17(11)Children’s Act 1989 

 

A person has a disability for the purposes of this act if he has a physical or mental impairment 

which has a substantial and long term adverse effect on his ability to carry out normal day to day 

activities. Section 1(1 )Disability Discrimination Act 1995 

 

 

How can we support Children with Special Educational Needs 

 

 The Special Educational Needs, Code of Practice states all nurseries must 

 

• do its best to ensure that the necessary provision is made for any pupil who has special 

educational needs 

• ensure that, where the ‘responsible person’ in our case Manager has been informed that a 

pupil has special educational needs, those needs are made known to all who are likely to 

teach them 

• ensure that key workers are aware of the importance of identifying, and providing for, those 

children who have special educational needs 

• consult the LEA and the governing bodies of other schools, when it seems to be necessary or 

desirable in the interests of co-ordinated special educational needs 

• ensure that a child who has special educational needs joins in the activities of the school 

together with pupils who do not have special educational needs, so far as is reasonably 

practical and compatible with the child receiving the special educational provision their 

learning needs call for and the efficient education of the pupils with whom they are educated 

and the efficient use of resources  

• report to parents on the implementation of the schools policy for children with special 

educational needs 

• have regard to the code of practice when carrying out its duties towards all the children with 

special educational needs 

• ensure that parents are notified of a decision by the school that SEN provision is being made 

for their child 

 

Home from Home undertake to abide by this. 
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SPECIAL EDUCATIONAL NEED COORDINATORS (SENCO) 

or Inclusive Officers 

 

All early educational settings are required to have regard to the The Special Educational Needs, 

Code of Practice.  (This is kept in the staff room) 

 

All early educational settings are required to have a designated person that oversees this practice. 

 

All members of the child care team (and not just the SENCO or manager or Key Worker) is 

responsible for ensuring that the setting’s SEN policy is fully implemented. 

 

The SENCO will work with key people, parents, leaders and managers to ensure that all children’s 

needs are met.  The Setting SENCO will work with the area SENCO, Sum Marriot. 

 

In the absence of the SENCO please consult the manager. 

 

SEN Statement 

 

Statement 

The nursery is committed to the inclusion of all children. All children have the right to be cared for 

and educated to develop to their full potential alongside each other through positive experiences, to 

enable them to share opportunities and experiences and develop and learn from each other. We 

provide a positive and welcoming environment where children are supported according to their 

individual needs. 

 

The nursery believes that all children have a right to experience and develop alongside their peers 

no matter what their individual needs. Each child’s needs are unique, therefore any attempt to 

categorise children is inappropriate. 

 

The nursery is committed to working alongside parents in the provision for their child’s individual 

needs, to enable us to help the child to develop to their full potential. The nursery is committed to 

work with any child who has a specific need or disability to enable the child to make full use of the 

nursery’s facilities. All children with special needs have a right to a broad and well-balanced 

education. 

 

We feel it is paramount to find out as much as possible about a particular child’s condition and the 

way that affects his/her educational or care needs by: 

• liaising with the child’s parents 

• liaising with any professional agencies 

• reading any reports that have been prepared 

• attending any review meetings with the local authority 

• regularly monitoring observations carried out on the child’s development. 

 

All children will be given a full settling in period when joining the nursery according to their needs. 

 

Aims  

• recognise each child’s individual needs and ensure all staff are aware of and have regard for 

the Special Educational Needs Code of Practice (England) on identification and assessment 

of any needs not being met by the universal service provided by the nursery 

• include all children in our provision 
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• provide practitioners to help support parents and children with learning difficulties and/or 

disabilities 

• develop and maintain a core team of staff who are experienced in the care of children with 

additional needs and employ a special needs co-ordinator (SENCO) who is experienced in 

the care and assessment of children with additional needs.  Staff will be provided with 

specific training relating to SEN and the SEN Code of Practice 

• identify the specific needs of children with learning difficulties and/or disabilities and meet 

those needs through a range of strategies 

• work in partnership with parents and other agencies in order to meet individual children's 

needs, including the health and education authorities, and seek advice, support and training 

where required 

• monitor and review our practice and provision and, if necessary, make adjustments, and 

seek specialist equipment and services if needed 

• ensure that all children are treated as equals and are encouraged to take part in every aspect 

of the nursery day according to their individual needs and abilities 

• promote positive images and role models during play experiences of those with additional 

needs wherever possible 

• celebrate diversity in all aspects of play and learning  

 

Our nursery Special Education Needs Co-ordinator (SENCO) is  

Hayley Adkins and Sharon Samuels  - They work closely with all staff to make sure there are 

systems in place to plan, implement, monitor, review and evaluate the special needs policy of the 

nursery, always making sure plans and records are shared with parents. 

 

Methods  

• designate a member of staff to be Special Educational Needs Co-ordinator (SENCO) and 

give his/her name to parents 

• provide a statement showing how we provide for children with learning difficulties and/or 

disabilities  

• ensure that the provision for children with learning difficulties and/or disabilities is the 

responsibility of all members of the nursery 

• ensure that our inclusive admissions practice includes equality of access and opportunity 

• ensure that our physical environment is as far as possible suitable for children with 

disabilities 

• work closely with parents of children with learning difficulties and/or disabilities  to create 

and maintain a positive partnership 

• ensure that parents are informed at all stages of the assessment, planning, provision and 

review of their children's education  

• provide parents with information on sources of independent advice and support 

• liaise with other professionals involved with children with learning difficulties and/or 

disabilities and their families, including transfer arrangements to other settings and schools. 

We work closely with the next care setting and meet with them to discuss the child’s needs 

to ensure continuity of care and information exchange 

• use the graduated response system for identifying, assessing and responding to children's 

special educational needs 

• provide a broad and balanced curriculum for all children with learning difficulties and/or 

disabilities  

• provide differentiated activities to meet all individual needs and abilities 

• use a system of planning, implementing, monitoring, evaluating and reviewing individual 

educational plans (IEPs) for children with learning difficulties and/or disabilities  

• review IEPs regularly each term and hold review meetings with parents at this time 
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• ensure that children with learning difficulties and/or disabilities appropriately involved at all 

stages, taking into account their levels of ability 

• use a system for keeping records of the assessment, planning, provision and review for 

children with learning difficulties and/or disabilities  

• provide resources (human and financial) to implement our SEN/disability policy 

• ensure the privacy of children with learning difficulties and/or disabilities when intimate 

care is being provided 

• use a CAF (common assessment framework) where needed 

• provide in-service training for practitioners and volunteers 

• raise awareness of any specialism the setting has to offer, e.g. Makaton  

• ensure the effectiveness of our SEN/disability provision by collecting information from a 

range of sources e.g. IEP reviews, staff and management meetings, parental and external 

agencies’ views, inspections and complaints. This information is collated, evaluated and 

reviewed annually 

• provide a complaints procedure 

• monitor and review our policy annually. 

 

 

Special educational needs code of practice 

It is the duty of the nursery to carry out our statutory duties to identify, assess and make provision 

for children’s special educational needs. The Code of Practice recommends that our nursery should 

adopt a graduated approach to assessment through Early Years Action and Early Years Action Plus. 

Good practice of working together with parents, and the observation and monitoring of children’s 

individual progress, will identify any child with special educational needs. Our nursery has 

identified a member of staff as a SENCO who will work alongside parents to assess the child’s 

strengths and plan for future support. The SENCO will ensure that appropriate records are kept 

according to the Code of Practice. 

 

Early Years Action 

The child is identified with special educational needs. The SENCO, working alongside colleagues 

and parents, will assess and record the child’s needs and provide an individual education plan 

providing future support. This plan will be continually under review in consultation with the child 

and his/her parent/guardian. 

 

Early Years Action Plus 
Is characterised by the involvement of external support services, usually requested by the SENCO 

and colleagues in consultation with the child’s parents. If the help given through Early Years Action 

Plus is not sufficient to enable the child to progress satisfactorily, it may be necessary for the 

setting, in consultation with the parents and any external agencies already involved, to request a 

statutory assessment towards a statement of special educational needs. 
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4. Policy on Equal Opportunities  

 

It is our policy to treat children as individuals and with equal concern 

 

At the Home from Home we believe equal opportunities are the key to helping all children develop 

their full potential, and offer opportunities for the children to develop, progress and achieve, and 

grow into capable, fulfilled and happy adults.  We are open minded and do not have restricted or 

limited expectations based on: 

• Racial origins 

• Cultural or social background 

• Gender 

• Disability 

 

To give children the best start in life we always endeavour to give each child the opportunity to 

develop their own individual potential. By offering a range of activities and by seeing that each 

child is treated with equal concern, we ensure that each child has an equal opportunity to develop 

and learn. 

 

Equal concern does not mean treating children the same. Moreover, it refers to recognising their 

individuality and accommodating this. Although we are not treating the children the same, we are 

still treating them fairly and equally. 

 

We treat differently according to their stage of development, their individual needs, their state of 

health and physical strength and abilities, their past experiences and present environment, their own 

individual likes and dislikes and so on. 

 
The Nannery, Home from Home, offers an equal opportunity environment 

 
The Nannery, Home from Home, introduce in the children’s activities different skin colours, 

traditional and cultural backgrounds, family backgrounds, disability and gender. 

 

We positively represent images of  

• girls and women as well as boys and men 

• people of various racial origins and cultural / religious groupings 

• various family groupings 

• less able people 
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Inclusion and Equality, What does this mean?  

 

The statutory inclusion statement of the national curriculum provides a clear framework for 

supporting the achievement of all pupils, including minority ethnic pupils  and children with special 

needs. On a day to day an inclusive and equality mentality should be adopted by ensuring that all 

children are treated equally. That will mean treated differently in order to be treated equally. 

Include all, embrace all and teach them to accept understand differences in others that may initially 

appear alien to them. 

Introduce positive role models of culture, gender, religions, race, countries, and customs.  The 

senses can come alive by accepting pictures of different sorts of people, nationalities, people with 

difficulties, people who look different and have different capabilities.  Smells and tastes from 

around the world, noises and sounds around the world and a world without noises.   

Let them see pictures of people in wheel chairs, can they imagine what that feels like, what could 

they do to help a child or person with a difficulty.  Look at differences in their bodies in their 

cultures their gender.  Embrace difference, question stereotypes, discuss and explore. 

Through understanding and accepting differences in others and themselves we empower our 

children and the future generation to accept themselves and others.  
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Equal Opportunities Statement Prior to Interview 

 
The ethos of equal opportunities is integral to Home from Home in all areas of its endeavors.  

 

As a service provider we are charged with the responsibilities of relating to members of the public 

in an equitable and non-judgmental fashion, irrespective of their HIV status, gender, colour, ethnic 

origin, age, religion, marital status, sexuality, disability, race and nationality or previous unrelated 

criminal convictions.  

 

To this effect we recognise the statutes of requirement cited in the Race Relations Act 1976, and the 

Sex Discrimination Act 1975, which decrees acts of discrimination committed either by an 

employer or employee on any of these grounds to be unlawful. Hence, this policy must be strictly 

adhered to at all times (except when there are legal limitations on employment to particular posts).  

 

Furthermore we undertake to actively promote equal opportunity within the Group through a 

conscious programme of positive action. Genuine equal opportunities are not solely the result of 

policy documents alone, but are dependant upon the awareness and of each individual, working in 

concert towards the aims and objectives stated in the organisations constitution.  

 

Consequently this policy should be regarded as a living document and be subject to annual 

discussion and review at Management and Team level, whilst serving as a guide in the interests of 

informed decision making, and, in the subsequent implementation of good practice. Moreover, the 

policy should be exercised with consideration and in meaningful intent throughout the daily life of 

Home from Home to preserve the integrity and mutual respect of all.  

 

Clearly, an adherence to equal opportunities is endemic to the well-being of all and any breach of 

the policy may result in disciplinary measures being taken. 
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5. Behaviour Management Policy- Representative Maria Botterill  

 

Our ultimate aim is to work in partnership with parents to lay foundations from which children will 

grow into happy, self-confident, well adjusted children.  We believe that children and adults are 

happiest in an ordered environment in which everyone knows what is expected of them and children 

are free to develop their play and learning, without fear of being hurt or hindered by anyone else. 

 

As a staff body, we try to create an environment where children, parents and staff all value, respect 

and care for each other.  We accept the importance of adopting a positive attitude which emphasises 

and recognises good behaviour rather than identifying only that which is unacceptable.  We aim, 

therefore, to comment on and praise examples of good behaviour; this is more helpful than merely 

looking for and dealing with incidents of unacceptable behaviour as and when they occur. 

 

In order to achieve this: 

  

Rules governing the conduct of our setting and the behaviour of the children will be discussed and 

agreed within our setting and explained to all new-comers, both children and adults; Our rules are 

as follows: 

 

1.     Always walk indoors 

2.     Be polite 

3.     Treat others how you would like to be treated 

4.     Think of others 

5.     Take care of your environment 

 

We expect everyone, both children and adults, to obey these rules; all staff will ensure that the rules 

are applied consistently, so that children have the security of knowing what to expect and can build 

up useful habits of behaviour. 

  

• Staff will make sure that each child knows that they are valued 

• Staff will maintain a tidy and well-organised environment 

• Staff will give children opportunities to talk about their concerns and feelings 

 

All staff will try to provide a positive role model for the children with regard to friendliness, care 

and courtesy. 

 

Staff will praise and endorse desirable behaviour such as kindness and willingness to share.  Staff 

will take positive steps to avoid a situation in which children receive adult attention only in return 

for undesirable behaviour. 

 

When children behave in undesirable ways: 

 

It is important to recognise that sometimes there isn’t time for reasoning.  Children need to 

recognise and adult’s authority and respond to ‘No’. 

  

In any cases of misbehaviour, adults will always reject the behaviour, not the child.  They will 

never label children as bad or naughty either to them, or to someone else in their hearing. 

  

Physical punishment, such as smacking or shaking, will be neither used nor threatened.  Such 

behaviour from any member of staff would be classed as gross misconduct, which can lead to 

instant dismissal. 
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Children will never be sent out of the room by themselves. 

 

Children who misbehave will be given one-to-one adult support in talking about what was wrong 

and why and how to behave more appropriately.  Where appropriate, this might be achieved by a 

period of ‘time out’ with an adult.  If another child has been upset, they will be comforted and the 

adult will confirm that the other child’s behaviour is not acceptable. 

  

In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of the behaviour 

and attitudes will be made clear immediately, with subsequent parental involvement. 

  

We recognise that everyone has ‘off days’, for a number of reasons.  We also recognise that children 

do need their own time and space and that it is not always appropriate to expect a child to share.  It 

is important to acknowledge children’s feelings and to help them understand how others might be 

feeling. 

  

We are aware that some kinds of behaviour may arise from a child’s special needs.  

 

Parents will be informed if their child is persistently unkind to others or if their child has been 

upset.  In all cases, inappropriate behaviour will be dealt with at the time.  Parents may be asked to 

meet with staff to discuss their child’s behaviour, so that if there are any difficulties we can work 

together to ensure consistency between both home and with us.  In some cases, we may request 

additional advice and support from other childcare professionals. 

 

Our nursery believes that children flourish best when they know how they are expected to behave.  

Children gain respect through interaction with caring adults who show them respect and value their 

individual personalities. Positive, caring and polite behaviour will be encouraged and praised at all 

times in an environment where children learn to respect themselves, other people and their 

surroundings.  

 

Children need to have set boundaries of behaviour for their own safety and the safety of their peers.  

Within the nursery we aim to set these boundaries in a way which helps the child to develop a sense 

of the significance of their own behaviour, both on their own environment and those around them. 

Restrictions on the child's natural desire to explore and develop their own ideas and concepts are 

kept to a minimum.   

 

We aim to: 

• recognise the individuality of all our children 

• encourage self-discipline, consideration for each other, our surroundings and property 

• encourage children to participate in a wide range of group activities to enable them to 

develop their social skills 

• work in partnership with parents and carers by communicating openly 

• praise children and acknowledge their positive actions and attitudes therefore ensuring that 

children see that we value and respect them 

• encourage all staff working with the children to accept their responsibility for implementing 

the goals in the policy 

• promote non-violence and encourage the children to deal with conflict peaceably 

• provide a key worker system enabling staff to build a strong and positive relationship with 

children and their families 

• have a named person who has overall responsibility for issues concerning behaviour. 

 

We recognise that codes for interacting with other people vary between cultures and staff are 

required to be aware of this and respect those used by members of the nursery.    
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Nursery rules are concerned with safety and care and respect for each other. Children who behave 

inappropriately by physically abusing another child or adult, or through verbal bullying, will be 

required to talk through these actions and apologise where appropriate. The child who has been 

upset will be comforted and the adult will confirm that the other child's behaviour is not acceptable. 

It is important to acknowledge when a child is feeling angry or upset and that it is the behaviour we 

are rejecting, not the child. 

 

When children behave in unacceptable ways: 

• physical punishment such as smacking or shaking will be neither used nor threatened 

• children will not be singled out or humiliated in any way. Staff within the nursery will 

redirect the children towards alternative activities. Discussions with children will take place 

respecting their level of understanding and maturity 

• staff if raising their voice will not do s in a threatening way 

• in any case of misbehaviour, it will always be made clear to the child or children in 

question, that it is the behaviour and not the child that is unwelcome 

• how a particular type of behaviour is handled will depend on the child’s age, level of 

development and the circumstances surrounding the behaviour.  It may involve the child 

being asked to talk and think about what he or she has done.  It may also include the child 

apologising for their actions. 

• parents will be informed if their child is unkind to others or if their child has been upset.  In 

all cases inappropriate behaviour will be dealt with in nursery at the time. Parents may be 

asked to meet with staff to discuss their child's behaviour, so that if there are any difficulties 

we can work together to ensure consistency between their home and the nursery. In some 

cases we may request additional advice and support from other professionals, such as an 

educational psychologist or child guidance counsellors 

• children need to develop non-aggressive strategies to enable them to stand up for themselves 

so that adults and children listen to them. They need to be given opportunities to release 

their feelings more creatively 

• confidential records will be kept on negative behaviour of concern has taken place. 

Parents/carers will be informed and asked to read and sign any entries concerning their child 

• if a child requires help to develop positive behaviour, every effort will be made to provide 

for their needs 

• through partnership with parents/carers and formal observations, staff will make every effort 

to identify any behavioural concerns and the causes of that behaviour. From these 

observations and discussions an individual behaviour modification plan will be implemented 

• children will be distracted from the negative situation and supported in a different activity or 

environment, if necessary for their own well-being and that of others in the group. 

 

Anti-bullying 

Children need their own time and space. It is not always appropriate to expect a child to share and it 

is important to acknowledge children's feelings and to help them understand how others might be 

feeling. Children will be encouraged to recognise that bullying, fighting, hurting and discriminatory 

comments are not acceptable behaviour.  We want children to recognise that certain actions are 

right and that others are wrong. 

 

Bullying takes many forms. It can be physical, verbal or emotional, but it is always a repeated 

behaviour that makes other people feel uncomfortable or threatened.  

 

Any form of bullying is unacceptable and will be dealt with immediately. At our nursery, staff 

follow the guidelines below to enable them to deal with challenging behaviour: 
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• staff are encouraged to ensure that all children feel safe, happy and secure 

• staff are encouraged to recognise that active physical aggression in the early years is part of 

the child’s development and that it should be channelled in a positive way 

• children need to be helped to understand that using aggression to get things is inappropriate  

and will be encouraged to resolve problems in other ways 

• our staff are encouraged to adopt a policy of intervention when they think a child is being 

bullied, however mild or “harmless” it may seem 

• the staff are ready to initiate games and activities with children, when they feel play has 

become aggressive, both indoors or out 

• any instance of bullying will be discussed fully with the parents of all involved, to look for a 

consistent resolution to the behaviour 

• if any parent has a concern about their child, a member of staff will be available to discuss 

those concerns. It is only by co-operation that we can ensure our children feel confident and 

secure in their environment, both at home and in the nursery. 

 

By positively promoting good behaviour, valuing co-operation and a caring attitude we hope to 

ensure that children will develop as responsible members of society.   

 

Initial action for aggressive behaviour 

• withdrawing from the situation and reinforcing positive behaviour and discussing negative 

behaviour for one week 

If no improvement 

• a behaviour chart was introduced to aid the above for one week 

If still the behaviour is nor remedied 

• A sticker system is being introduced immediately to reinforce positive behaviour for one 

week 

 If still the behaviour is nor remedied 

• Call the parent/guardian in for a meeting to discuss further action 

 

 

Please note that Management, keyworker , Behaviour Management Representative and 

parent(s)/guardian should be advised of progress throughout. 

 

 

Boisterous Behaviour 
Sometimes the behaviour of the older children becomes boisterous. This can arise due to the free 

flow nature of the play allowed in the upstairs area. While the free flow play is wonderful for the 

children's development this must not be at the expense of the behaviour of the children. 

 

In order to prevent this boisterous behaviour when it occurs can the staff please restrict the free flow 

play by closing the doors in the rooms and splitting the children into two groups into those rooms. 

Get the children to sit down and explain that the play is becoming too noisy so we need to sit down. 

Then entertain the free flowing children with some songs or games for a while. Allow the children 

that are doing activities to continue if they want to. 

 

Once all the children have calmed down the rooms can be opened up again to allow free play once 

again. Explain to the children not to become boisterous again. 
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6. Policy on Observations 

 

Purpose 

A written observation is evidence of a child’s progression, response or behaviour.  It also can be 

used to evaluate teaching, areas of curriculum and general effectiveness of childcare and practise. 

 

Length 

The length of an observation is less important than content and snapshot, (two to three lines) and 

retrospective, (after the event), evaluations are equally important as a five page ‘at the time’ 

observation. 

 

Content 

The observation should not be leading anywhere, it is merely an observation, ‘looking on’, hence 

snapshot and retrospective observations may be more telling and necessary.  A long observation is 

simply evidence of evaluation of a child and the next steps are evidence that you are working to 

progress that area of the child’s development.  New children should always have a daily snapshot 

observation, now recorded on settling in sheets. 

 

Grammar and Spelling 

More important to parents and managers is that the ‘purpose’ is being achieved.  Do not concern 

yourself with grammar and spelling as seniors will correct your produced work. 

 

No member of staff will be left unsupervised until their competence and suitability has been 

established through a period of close supervision. Following this period, staff will work without 

direct supervision at some times. All staff are under general supervision. 

 

Volunteers and students all work under supervision, except where they have police and health 

checks in place, have satisfactory references, and have worked through a period of supervision. 

School children on community service or work experience always work under supervision. 

 

7. Policy on Staff Development and Training – Representative Maria Botterill-Barnes 

 

Staff are required to undertake certain training which is considered necessary to the efficient 

operation of the service, and such training will be given with the minimum of delay. 

 

The staff are also encouraged to undertake any other training or activities which aid their personal 

or professional development. 

 

All staff will have regular supervision meetings to review their practice and training needs. 
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8. Learning Styles 

 

Nurseries are required to analyse and assess the learning styles of the children in their care. 

 

Please be mindful of their individuality and do not feel the necessity to categorise a child. 

 

Please be mindful of schema, an explanation sheet can be given. 

Auditory Learners 
Auditory learners tend to benefit most from traditional teaching techniques. Many teachers use a 

lecture-style forum, presenting information by talking to their students. Regulating voice tone, 

inflection, and body language will help all students maintain interest and attention. Auditory 

learners succeed when directions are read aloud, speeches are required, or information is presented 

and requested verbally.  

Visual Learners 
Some students rely upon a visual learning style: "Show me and I'll understand." Visual learners 

benefit from diagrams, charts, pictures, films, and written directions. These students will value to-

do lists, assignment logs, and written notes. Many of these techniques, however, also benefit 

kinesthetic learners. 

Kinesthetic Learners 
Most of the school population excels through kinesthetic means: touching, feeling, experiencing the 

material at hand. "Children enter kindergarten as kinesthetic and tactual learners, moving and 

touching everything as they learn. By second or third grade, some students have become visual 

learners. During the late elementary years some students, primarily females, become auditory 

learners. Yet, many adults, especially males, maintain kinesthetic and tactual strengths throughout 

their lives."(Teaching Secondary Students Through Their Individual Learning Styles, Rita Stafford 

and Kenneth J. Dunn; Allyn and Bacon, 1993) 

Kinesthetic learners are most successful when totally engaged with the learning activity. They 

acquire information fastest when participating in a science lab, drama presentation, skit, field trip, 

dance, or other active activity. Because of the high numbers of kinesthetic learners, education is 

shifting toward a more hands-on approach; manipulatives and other "props" are incorporated into 

almost every school subject, from physical education to language arts. Hands-on teaching 

techniques are gaining recognition because they address the challenging needs of kinesthetic 

learners, as well as the diverse needs of auditory and visual learners. 

As research and teacher in servicing continue, classrooms will continue to integrate more of these 

techniques. Once students understand their learning styles, they can better adapt to their learning 

environment. Throughout the educational process, students enter many arenas. In elementary 

school, they are away from home, adjusting to the demands of the teacher. As they progress to 

middle/junior high school, students suddenly have multiple teachers, in multiple rooms, with 

increased homework. High school brings even more teachers, more homework, more peer pressures 

-- all of which can be overwhelming. 

When your child identifies his or her unique learning style, you can begin to build upon it. 

Understanding learning styles is only a first step in maximizing potential and overcoming learning 

differences. 
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9. Parent Partnership Policy 

 

Home from Home are committed to 

• Daily interaction with parents and staff members when picking up and leaving  

• Daily diaries emailed or in the lobby, full personal diary for babies 

• One to one key worker meetings are available four monthly or as required 

• Open access is given to registered parents only  

• Events are arranged to bring parents together 

• Regular letters are given updating and involving parents in plans 

• Observations and folders are given outlining children’s progress and furthering 

communication ‘ learning journals’ 

• Regular contact with parents and management/supervisors are available 

• Overcoming obstacles in communication is supported by with on line interpreter, and with 

funding the local authority may supply a translater 

• Encourage belonging by asking parents to come in to do talks about their culture, work, 

hobbies 

• A communication book is given to each child so that parents can write up what they have 

been doing at home, the child uses this to discuss events at circle time 

 

 

10. Policy on Equipment and Resources 

 

We believe that high quality care and education is promoted by providing children with safe, clean, 

attractive, age and stage appropriate resources, toys and equipment 

• provide play equipment and resources which are safe, and where applicable, conform to the 

BSEN safety standards or Toys (Safety) Regulation (1995) 

• provide a sufficient quantity of equipment and resources for the number of children 

• provide resources which promote all areas of children's learning and development 

• select books, equipment and resources which promote positive images of people of all races, 

cultures, ages and abilities, are non-discriminatory and avoid racial and gender stereotyping 

• provide play equipment and resources which promote continuity and progression, provide 

sufficient challenges and meet the needs and interests of all children 

• store and display resources and equipment where children can independently choose and 

select them 

• check all resources and equipment regularly as they are set out at the beginning of each 

session and put away at the end of each session. We repair and clean, or replace any unsafe, 

worn out, dirty or damaged equipment      We teach children to respect the equipment and 

resources and tidy these away when play has finished.  
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Staff, Employment, Ethics and Work Procedures and Policies 

 
1. Policy on Staff professional development and training 
 

Personal and professional development is essential to maintaining the delivery of high quality care 

and education for young children in early years.  It underpins all aspects of positive interactions and 

activities planned for all children attending. At Home from Home, The Nannery Ltd, we strongly 

promote constant professional development and all staff have individual training records and 

training plans to enhance their skills and expertise. 

 

To facilitate the development of staff we: 

• coach, lead and role model with staff, and offer encouragement and support to achieve a 

high level of morale and motivation 

• promote teamwork through ongoing communication, involvement and a no blame culture to 

enhance nursery practice 

• provide opportunities for delegation based on skills and expertise to offer recognition and 

stimulate staff 

• encourage staff to contribute ideas for change within the nursery and hold regular staff 

meetings and team meetings to develop these ideas. Regular meetings are also held to 

discuss strategy, policy and activity planning 

• encourage staff to further their experience and knowledge by attending relevant external 

training courses 

• encourage staff to pass on their knowledge to those who are less experienced and 

disseminate knowledge from external training to small groups of staff within the nursery 

• provide regular in-house training relevant to the needs of the nursery 

• carry out regular staff checks.  Staff appraisals are carried out every year where objectives 

and action plans for staff are set out, whilst also sourcing training according to their 

individual needs 

• develop a training plan addressing both qualifications and continuous professional 

development needs of the setting and of individual staff 

• promote a positive learning culture within the setting 

• delegate responsibilities according to an individual’s expertise 

• offer annual team building training 

• cascade information and hold regular internal training events 

• carry out training needs analysis for all individual staff, the team as a whole,   

• provide inductions to welcome all new staff and assign a ‘work-buddy’ to coach and support 

new staff 

• offer ongoing support and guidance 

• offer to staff varied information sources including membership to local and national 

organisations, resources, publications and literature. 
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Medication policy 

NDNA – Promoting Quality in Early Years 

 

 

The nursery highly values its staff. It is in the interests of the nursery, the children, their families, 

and the individual, that each staff member be given the opportunity to develop their skills to their 

maximum and to broaden their knowledge and skills in caring for children.   

 

Personal and professional development is essential to maintaining the delivery of high quality care 

and education for young children in early years.  It underpins all aspects of positive interactions and 

activities planned for all children attending. At (insert nursery name) nursery we ensure that (insert 

percentage) of staff are qualified to Level 3 or equivalent in childcare and education.  Other staff 

working at the nursery will either be qualified to Level 2 or undertaking training. We strongly 

promote constant professional development and all staff have individual training records and 

training plans to enhance their skills and expertise. We have a training budget which is set annually 

and reviewed to ensure that the team gain the external support and training where needed. 

 

To facilitate the development of staff we: 

• coach, lead and role model with staff, and offer encouragement and support to achieve a 

high level of morale and motivation 

• promote teamwork through ongoing communication, involvement and a no blame culture to 

enhance nursery practice 

• provide opportunities for delegation based on skills and expertise to offer recognition and 

stimulate staff 

• encourage staff to contribute ideas for change within the nursery and hold regular staff 

meetings and team meetings to develop these ideas. Regular meetings are also held to 

discuss strategy, policy and activity planning 

• encourage staff to further their experience and knowledge by attending relevant external 

training courses 

•  

•  
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• encourage staff to pass on their knowledge to those who are less experienced and 

disseminate knowledge from external training to small groups of staff within the nursery 

• provide regular in-house training relevant to the needs of the nursery 

• carry out regular *monthly/*bi-monthly (*delete as appropriate) supervisions with all staff.  

Staff appraisals are carried out every year where objectives and action plans for staff are set 

out, whilst also sourcing training according to their individual needs 

• develop a training plan addressing both qualifications and continuous professional 

development needs of the setting and of individual staff 

• promote a positive learning culture within the setting 

• delegate responsibilities according to an individual’s expertise 

• offer annual team building training 

• cascade information and hold regular internal training events 

• carry out training needs analysis for all individual staff, the team as a whole, and for the 

nursery every six months  

• carry out full evaluations of all training events and use these to evaluate the training against 

the aims set to enable the development of future training programmes to improve 

effectiveness and staff learning 

• provide inductions to welcome all new staff and assign a ‘work-buddy’ to coach and support 

new staff 

• offer ongoing support and guidance 

• offer to staff varied information sources including membership to local and national 

organisations, resources, publications and literature. 

 

 

2. Policy on Students 
 

The nursery is committed to sharing best practice with those wishing to pursue a career in childcare. 

Therefore, students will be welcomed to join our staff and gain work experience within our nursery. 

We welcome the chance to encourage training.  We accept student placements and recognise this as 

an opportunity to examine and revise our own practice.  We will accommodate small groups or 

occasional placements when research or studies are being carried out that will be of benefit to 

childcare. 

Students are expected to be associated with a recognised child related course, or on occasions, 

pupils from local secondary schools on work experience. Placements will be offered after 

discussions with the appropriate tutors, and close links have been established with the college or 

school. 

Students will attend a pre-visit to the nursery for an interview, followed by their student induction 

and nursery tour. At this time or on their first day; students will be supervised at all times by a 

member of staff assigned to them and will not be left alone with the children 

• we require students to keep to our confidentiality policy 
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• it is expected that during the student’s placement, their tutor will visit the nursery or have 

verbal communication with the student co-ordinator to receive feedback about the student’s 

progression 

• students will be offered support and guidance throughout their placement and offered 

constructive honest feedback in respect of their performance. Staff will respect individual 

students’ needs and abilities and will aid their development 

• an accurate evaluation of ability and performance for both students and training providers 

will be provided and the nursery will support students who are experiencing difficulties with 

action plans if needed 

 

All students on placement must adhere to the same codes of conduct as permanent staff and this 

also applies to time-keeping and dress codes. Confidentiality must be upheld at all times. Students 

are attached to a senior member of staff will supervise their work and explain the health, safety and 

fire requirements.  All students are encouraged to contribute fully to the nursery routine and to 

spend some time in each area.  Students must not be left alone with children and they should only 

be allowed to change nappies when supervised. 

 

3. Policy on Equal Opportunities 

 

It is our policy to treat children as individuals and with equal concern 

 

At the Home from Home we believe equal opportunities are the key to helping all children develop 

their full potential, and offer opportunities for the children to develop, progress and achieve, and 

grow into capable, fulfilled and happy adults.  We are open minded and do not have restricted or 

limited expectations based on: 

• Racial origins 

• Cultural or social background 

• Gender 

• Disability 

 

To give children the best start in life we always endeavour to give each child the opportunity to 

develop their own individual potential. By offering a range of activities and by seeing that each 

child is treated with equal concern, we ensure that each child has an equal opportunity to develop 

and learn. 

 

Equal concern does not mean treating children the same. Moreover, it refers to recognising their 

individuality and accommodating this. Although we are not treating the children the same, we are 

still treating them fairly and equally. 

 

We treat differently according to their stage of development, their individual needs, their state of 

health and physical strength and abilities, their past experiences and present environment, their own 

individual likes and dislikes and so on. 

 
The Nannery, home from Home, offers an equal opportunity environment 

 
The Nannery, Home from Home, introduce in the children’s activities different skin colours, 

traditional and cultural backgrounds, family backgrounds, disability and gender. 

 

We positively represent images of  

• girls and women as well as boys and men 

• people of various racial origins and cultural / religious groupings 
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• various family groupings 

• disabled people 

 

4. Policy on Racial Harassment 

 

We have the duty to create and implement strategies in the nursery to prevent and address racism.  

Such strategies include: 

• that the nursery records all racist incidents 

• that all recorded incidents are reported to the children’s parents/carers, and when appropriate 

to the registering authority. 

  

Parents have a right to know when racism occurs and what actions the nursery will take to tackle it. 

 

In the Race Relations Act 1976 Section 71 there is a statement of the duty to ‘promote harmony and 

good relations between different groups in society.  We have a statutory responsibility to monitor, 

review and eliminate racial discrimination. 

 

Definition of racial harassment 

‘Violence which may be verbal or physical and which includes attacks on property and people 

because of their race, nationality, ethnic origins – when the victim believes that the perpetrator was 

acting on racial grounds and/or there is evidence of racism’ – (Commission for Racial Equality). 

 

Incidents may involve a small or large number of persons, they may vary in their degree of offence 

and may not even recognise the incident has racial implications; or at the other extreme their 

behaviour may be quite deliberate and blatant. 

 

Examples of racial harassment: 

• physical assault against a person or group of people 

• derogatory name calling, insults and racial jokes 

• racist graffiti and other written insults 

• provocative behaviour such as wearing racist badges and insignia and the distribution of 

racist literature 

 

 

• threats against a person or group of people because of their colour or race 

• discriminatory comments including ridicule made in the course of discussions  

• patronising words or actions. 

 

Procedure 

1. all staff in the nursery should be constantly aware and alert of any racial harassment taking 

place 

2. they must intervene firmly and quickly to prevent all forms of racial harassment, this may 

include harassment from parents.  Any allegation should be taken seriously and reported to 

the nursery manager 

3. each incident should be investigated and recorded in detail as accurately as possible. This 

record should be available for inspection by staff, inspectors and parents where appropriate, 

on request 

4. the nursery manager is responsible for ensuring that incidents are handled appropriately and 

sensitively and entered in the record book.  Any pattern of behaviour should be indicated. 

Perpetrator/victim’s initials may be used in the record book as information on individuals is 

confidential to the nursery 

5. where an allegation is substantiated following an investigation, the parents of  
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the child/ren who are perpetrators and victims should be informed of the incident and of the 

outcome 

6. continued racial harassment may lead to exclusion but such steps should only be taken when 

other strategies have failed to modify behaviour 

7. adults found to be perpetrators must be reported immediately to the manager and where such 

adults are employees and such allegations are substantiated after investigation, appropriate 

disciplinary action shall be taken which can include dismissal.  

 

Racial harassment needs to be recorded to ensure that: 

• strategies are developed to prevent future incidents 

• patterns of behaviour are identified 

• persistent offenders are identified 

• effectiveness of nursery policies are monitored 

• a secure information base is provided to enable the nursery to respond to comments about 

racial incidents. 

 

Nursery staff 

All staff should be alert and seek to overcome any ignorant or offensive behaviour based on fear or 

dislike of racial distinctions that children, staff or parents may express in nursery. 

 

An atmosphere must be created where the victims of any form of racial harassment have confidence 

to report such behaviour, and that subsequently they feel positively supported by the staff and 

management of the nursery. 

 

It is incumbent upon all members of staff to ensure that they do not express any views or comments 

that are racist.  Nor must staff appear to endorse such views by failing to counter behaviour, which 

is prejudicial in a direct manner.  A sensitive and informed approach must be used to counter any 

racial harassment perpetrated out of ignorance. 

 

5. Policy on Health And Safety – Heath and Safety representative Carl Botterill 

 

We aim to provide a safe and healthy environment for children and will regularly review all aspects 

of its Health and Safety practice involving other officers as appropriate. All staff will report any 

item, practice or event which may affect the safety of adults or children, and the appropriate action 

will be taken. 

 

Any person who wishes to comment on an aspect of Health and Safety should speak to the 

representative or Manager or Assistant Manager immediately. 

The Nursery has a responsibility to provide a safe environment for your child and the Manager is 

responsible for health and safety matters concerning the nursery premises. All staff are aware of 

potential hazards within the nursery and the surrounding environment and actively protect children 

from hazards. We aim to provide all staff with first aid training. All accidents and any incidents are 

recorded in the Accident Report Book. All accidents are accurately notified to the parent/carer as 

soon as possible. Hygiene rules relating to bodily fluids are followed with particular care and all 

staff are aware of how infections can be transmitted.  

In the nursery we aim to:  

i. Involve and motivate nursery staff in all matters concerning Health & Safety. 

ii. Prevent accidents, injuries and ill-health and to identify and eliminate hazardous situations. 
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iii. Achieve a high standard of occupational health, safety, welfare and hygiene. 

iv. Control situations likely to be hazardous to health and safety in the nursery or cause damage 

to persons or equipment. 

v. Provide a safe and healthy environment.  

 

6/ Policy on Record Keeping  and Confidentiality 

 

Our policy is that staff should attempt to inform parents about their children verbally on a regular 

basis. We do not intend formal records to replace verbal contact. 

 

All senior staff will keep records of all aspects of children’s development. All records will be 

available for inspection by the child's parents. You may add to the record at any time and we 

encourage parents to contribute their observations. Any part of the records that is considered highly 

confidential or sensitive will be kept in a secure place and its existence will be noted in the child's 

record. If any staff has any concerns about a child, they will inform the manager or deputy and 

parents/guardians by writing a statement of concern. 

 

Written notes will be taken and used to note any health matters, changes of behaviour or injuries, 

including injuries received outside the nursery. We ask you to sign the form to show that we have 

passed this information on to you. 

 

The child's record of progress will be passed to the child's school or next provider on request. 

 

Parents are responsible for keeping the information they give us up-to-date. 

The nursery’s work with children and their families will bring us into contact with confidential 

information. It is a legal requirement on the nursery to hold information about the children and 

families using the nursery and the staff working at the nursery.  This information is used for 

registers, invoices and for emergency contacts. However all records will be stored in a locked 

cabinet in line with data protection registration. 

 

It is our intention to respect the privacy of children and their families and we will do so by: 

• storing confidential records in a locked filing cabinet 

• ensuring that all staff are aware that this information is confidential and only for use within 

the nursery 

• ensuring that parents have access to files and records of their own children but not to those 

of any other child 

• gaining parental permission for any information to be used other than for the above reasons 

• the staff, through their close relationship with both the children and their parents, learning 

more about the families using the nursery. All staff are aware that this information is 

confidential and only for use within the nursery setting. If any of this information is 

requested for whatever reason, the parent’s permission will always be sought. Staff do not 

discuss personal information given by parents with other members of staff, except where it 

affects planning for the child's needs. Staff inductions includes an awareness of the 

importance of confidentiality in the role of the key person. If staff breach any confidentiality 

provisions, this may result in disciplinary action, and in serious cases, dismissal. Students on 

placement in the nursery are advised of our confidentiality policy and required to respect it 

• issues concerning the employment of staff remains confidential to the people directly 

involved with making personnel decisions 
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• 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. If, however, a 

child is considered at risk, our safeguarding children policy will override confidentiality. 

 

All the undertakings above are subject to the paramount commitment of the nursery, which is to the 

safety and well being of the child. 

 

7. Policy on Recruitment of and checks on staff 

 

The recruitment of staff will include a look at their previous employment. A minimum of two 

references will be taken up. Our setting will follow the advice of the local authority concerning 

police and health checks for staff. All staff will be required to work under supervision until the 

senior staff are sure of their competence and suitability.  

 

8. Policy on staff working extended hours 

 

Staff ratios must be met at all times. One of the responsibilities of senior staff is to monitor these 

hours through lunches and assess risk in covering staff when children are sleeping.  If staff ratios 

are covered when lunches are over there is no need to keep extra staff Home from Home, The 

Nannery Ltd, are paying by the hour.  I expect senior staff to be aware of these ratios in anticipation 

and your shifts are to be ended as soon as numbers are sorted.   

 

The exceptions to this is if there are unusual circumstances, Ofsted visit, meetings, parties , 

performances, parent visits and appraisals etc 

 

9. Policy on procedure for employment of staff and appointment 

 

• Interview – equal opportunity during interview process 

• Evidence of qualifications and experience 

• Interviewed with regards to National Standards and Equal Opportunities 

• 2
nd

 interview 

• References, police clearance if not already achieved and criteria checked 

• Job description and policies sent with Contract or offer letter 

• On commencement all health and safety info and new staff procedures covered 

• Trainees - Monitored child care until confidence is instilled with seniors with regards 

appropriate abilities 

• New Nursery Nurse or Senior staff- To work with another member of staff as much as 

possible and to be told routines and child record forms discussed.  Full responsibility only 

passed when confidence is assured. 

 

 

 

When starting: 

 

These details need to be run through in the first week of employment 

1. How to use appliances 

2. To be vigilant at all times about arising or potential dangers to an ever changing 

environment 

3. To put the door on the catch after use and to always close gates behind them 

4. Health & Safety Manual and policy for the building, outside and the car. 

5. Fire Procedure and policy 

6. Policy on suspected abuse 
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7. To be fully aware how to register a new child if undertaking a senior position and 

establishing who the legal responsibility of  parenthood lies with 

8. To be aware of all emergency aid, where to find first aiders/boxes and how to use them 

9. To be fully trained in the new role 

10. To be made fully aware of any special needs and allergies for all charges in care  

11. Add their birthday to the calendar 

12. To have copies of Driving licence 

We then ask six monthly if you are still aware of the above, to check that you still understand 

these matters clearly.  However, if you are not aware of these and require further training please 

inform Maria as soon as possible because it is imperative that you do understand have 

appropriate knowledge of all the above. 

 

New employees need to present a Valid police clearance check, Copy of First Aid and all other 

relevant Certificates. Employee’s children need to fill in necessary documents and be added to 

emergency list  

 

10. Policy on Special Consideration for Employees 

 

We recognise that certain employees such as young persons, new and expectant mothers and 

persons with a disability require special consideration under The Management of Health and Safety 

at Work Regulations 1992. The Health and Safety Policy should have regard to such persons both at 

the commencement of employment and during the course of it. The following procedure is therefore 

set down to achieve this aim. 

 

Procedure 

Any employee requiring special consideration will be assessed by the nursery manager on induction 

to the nursery or when their condition or disablement comes to light. The risk assessments relating 

to the occupation of such workers will be considered at these times and special measures such as 

training and supervision, arrangements, modifications, and medical surveillance if necessary will be 

agreed upon with the worker. 

 

Further assessments and reviews will be carried out at appropriate intervals. 

 

11. Policy on communication to fellow carers 

 

1. All settings are expected to communicate with fellow carers that undertake the care of a 

particular child.  This may be with one parent alone, or could involve relaying information 

via a grandparent or childminder.  Ensure that all carers are being communicated with!  

Document this communication. 

 

2. Document communication with a fellow nursery, childminder, school, both 

parents/guardians as well as with the party picking up. 

 

Review and assess contact being made with collective settings – aim – communication is strong and 

being relayed back to parent.  Arrange a visit to the fellow carer /settings. 

 

 

12. Parent Partnership Policy 

 

Home from Home are committed to 

• Daily interaction with parents and staff members when picking up and leaving  

• Daily diaries emailed or in the lobby, full personal diary for babies 
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• One to one key worker meetings are available four monthly or as required 

• Open access is given to registered parents only  

• Events are arranged to bring parents together 

• Regular letters are given updating and involving parents in plans 

• Observations and folders are given outlining children’s progress and furthering 

communication ‘ learning journals’ 

• Regular contact with parents and management/supervisors are available 

• Overcoming obstacles in communication is supported by with on line interpreter, and with 

funding the local authority may supply a translater 

• Encourage belonging by asking parents to come in to do talks about their culture, work, 

hobbies 

• A communication book is given to each child so that parents can write up what they have 

been doing at home, the child uses this to discuss events at circle time 

 

13. Policy on Managers and Senior staff 

 

Paramount is the standard of child care being offered.   

 

Paperwork should not be a priority over the standards of child care but as a means to support it, 

however managing this is always difficult due to the level of demand from authorities that govern 

us to support evidence of our work. 

 

Paperwork should be managed at periods when it is plausible to do so and not at cost to the 

attention and well being of children.   

 

As an overall management procedure staffing hours are supplied over the required ratios to 

accommodate extra jobs that are necessary.  If the balance of responsibilities such as paperwork and 

childcare cannot be achieved I must be informed on the day.  This can also be discussed at morning 

meetings. 

 

Supervisory lists, accident reports etc. are urgent requirements that must be completed on the day. 

 

14. Policy on Volunteers 
 

At no time must any volunteer be left alone with the children in our care regardless of police 

clearance checks. 

 

Volunteers must not carry out any food preparation or other food related tasks. 

 

Volunteers may only change nappies if they have a relevant police clearance check. 

 

Volunteers do not count in numbers, however it may enable a senior or deputy to undertake 

administration duties downstairs during their attendance. 

 

Volunteers are not to have any authority over any child related task.  They are helping hands as 

opposed to assistants, and vigilance and supervision is necessary at all times. 

        

15. Policy on Child carers working alone 

 

Working procedure must ensure that when undertaking any private procedure such as nappy 

changing etc. 

• Carers must either be working alongside one other carer or to be in sight of the cameras 
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Any unusual incident with regards a private or personal nature needs to be written up and the co-

carer witness needs to sign it, the time should be recorded should camera footage need to be looked 

at. 

                                                

 

16. Policy on Mobile Phones/telephone calls and Social networking   
 

It is essential and part of the standards that parents can access the Nursery and equally that the 

Nursery can access parents. Assistant Manager, Manager and on occasions the seniors need to have 

access to the telephones.  Calls must be managed in a way that does not infringe into the standards 

and quality of care.  Personal phone calls are not acceptable at any time, text are equally 

unacceptable and should be left to non-working hours.  Personal mobile phones should therefore be 

left in the staff room.  Please seek advice from the Manager when an exceptional circumstance may 

deem it necessary that a mobile is necessary. The safety issues arising from a member of staff 

breaching this contract may deem disciplinery action, even instant dismissal as the recourse of such 

a breach. 

 

Parent contact, unless incidental, should be at nursery only.  The relationship between staff of the 

nursery and children and parents are to be on a professional basis only and not to continued after 

nursery hours. 

 

We also feel that restrictions need to be placed on staff when they access social networking sites. 

The nursery has a high reputation to upkeep and comments made on sites such as ‘Facebook’ could 

have an impact on how parents using the nursery view the staff.   

• Mobile phones are not to be turned on during your working hours 

• Mobile phones must not be used unless on a designated break and then this must be away 

from the children 

• Mobile phones should be stored safely in staff safe at all times during the hours of your 

working day 

• Staff must not post anything onto social networking sites such as ‘Facebook’ with any 

content reference whatsoever to the nursery,  

• Staff must not post anything onto social networking sites whatsoever about other colleagues 

or any other members of staff or parents using the nursery 

• Staff are not allowed to have parents, prior, future or current on their social networking sites  

• If any of the above points are found to be happening then the member of staff involved will 

face disciplinary action, which could result in dismissal.  

 

17. Supervision of Staff Policy 

 

Staff must follow the guidelines of the Independent Safeguarding Authority (ISA). All new staff 

will be required to be registered on the ISA register BEFORE they commence work with children. 

Enhanced CRB disclosures will still be required to ensure their overall suitability.    

 

All nursery staff will be informed of staff awaiting enhanced CRB clearance. 

 

Staff awaiting an enhanced disclosure will never: 

• be left unsupervised whilst caring for children 

• take children for toilet visits unless supervised by registered staff 

• change nappies whilst unsupervised 

• be left unsupervised during outdoor play 

• be left alone in a room with children 

• administer medication 
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• administer first aid. 

 

Whilst ensuring all the above are adhered to, we still recognise that it is vital that the staff 

member awaiting an enhanced disclosure is made to feel part of the team and participate fully in 

every other aspect of the nursery day. 

 

18. Policy of Health and Safety in office tasks 

 

 Staff can help to prevent health problems by: 

• sitting comfortably at the correct height with forearms parallel to the surface of the desktop 

and eyes level with the top of the screen 

• maintaining a good posture 

• avoiding repetitive and awkward movements by using a copyholder and keeping frequently 

used items within easy reach 

• changing position regularly 

• using a good keyboard and mouse technique with wrists straight and not using excessive 

force 

• making sure there are no reflections or glare on screens by carefully positioning them in 

relation to sources of light 

• adjusting the screen controls to prevent eyestrain 

• keeping the screen clean 

• reporting to their manager any problems associated with use of the equipment 

• planning work so that there are breaks away from the workstation. 

Seating and posture for typical office tasks: 

• good lumbar support 

• seat height adjustability 

• no excess pressure on underside of thighs and backs of knees 

• foot support if needed 

• space for postural change, no obstacles under desk 

• forearms approximately horizontal 

• minimal extensions, flexion or straining of wrists 

• screen height and angle should allow for comfortable head position 

• space in front of keyboard to support hand/wrists during pauses in typing 

• seat back adjustability. 

 

19. Alcohol 

 

Alcohol and medication that may influence the care of children must not be taken while involved in 

childcare. 
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20. Food Hygiene 

 

Food Hygiene standards must be included in induction and on the job training.  No member of staff 

should have any contact with food until this training is given. 

 

21. No Smoking Policy 

 

Children’s health and wellbeing is of the utmost importance for the children in our care.  Smoking 

has proved to be a health risk and therefore in accordance with childcare legislation, the nursery 

operates a strict no smoking policy within its buildings and grounds.  It is illegal to smoke in 

enclosed places. 

 

Parents are respectfully required to abstain from smoking whilst on the premises. This rule also 

applies to staff, students, carers, visitors, contractors etc.   

 

Staff accompanying children outside the nursery are not permitted to smoke e.g. whilst on an 

outing.  Staff must not smoke whilst wearing nursery uniform as it is essential that staff are positive 

role models to children and promote a healthy lifestyle. 

 

We respect that it is a personal choice to smoke, although as an organisation we support healthy 

lifestyles and therefore help staff and parents to stop smoking by: 

 

• providing fact sheets and leaflets 

• providing information of local help groups  

• providing details of the NHS quit smoking helpline (www.smokefree.nhs.uk) 

• offering information regarding products that are available to help stop smoking 

• offering in-house support 

 

No smoking on the premises, or within a twenty metre distance of the premises.  This includes 

outside spaces. No one may smoke on our premises. 

If staff are smoking your uniform must not be exposed to the smoke.  If at any point uniform or 

hands smell of smoke this will be an indication that these rules have not been adhered to.  Given 

therefore that this could affect the health and safety of the children in your care a disciplinary 

warning will be given. 

 

Please ensure your hands are cleaned after smoking and before handling children. 

 

I would really appreciate it if staff did not smoke near the Nursery building, as it may be deemed 

unprofessional 

 

Staffs are not permitted to smoke whilst in contact with children. 

 

 

 

22. Policy on Baby Room Procedures 

 

Policy on sterilising bottles 

 

Take the bottles completely apart and put into the steriliser.  Put the steriliser on for 5 minutes.  Put 

in any spoons that may be required and knives to shave access milk when making bottles.  When 

done put required amount of water in each and leave in the steriliser with lid on until ready to use. 
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Drinks for babies and toddlers 

 

Make up drinks, making sure that the cups are clearly labelled so the children get the right cup.  At 

the end of the day this should be cleaned thoroughly. 

 

Nappy changing routine 

 

Get nappies ready for the day, make sure that the basket is ready for the day with aprons, gloves and 

wipes to hand. 

 

WRITE UP PROCEUDURE 

 

Set up the baby room  

 

See planning to see what is required.  Get all creative activities ready and put them on trays.   

 

Is everything spotless, hygienic and thoroughly free from dangers?  Make sure all that all stocks are 

available including towels, aprons, tissues, nappy sacks, wet wipes, gloves, blue rolls, spare nappy 

cassettes etc. 

 

Do all children have medication, nappies, cream, teething gel, spare clothes? 

 

High Chairs 

 

Ensure the high chairs are hygienic and washed scrupulously regularly. 

 

 

 

WELCOME TO OUR BABY ROOM 

 

PLEASE REMOVE SHOES 

HYGEINE RULES 

 

In this room babies are welcomed, cherished, cared for diligently, and attended to with high 

standards.   

 

In an atmosphere of calm, fun, laughter and comfort babies thrive 

 

When cleaning baby room, there is a place for everything Daily baskets of toys that are used are 

washed and immediately if ill, linen is specific to each child and kept clean and of a high standard. 
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23. Policy on 2 + Routine 

 

 

Arrival 

 

Seniors answer the door and greet the parents, greet the children with warmth and wish the parents a 

good day. 

 

 

 

Free Play 

 

The room should have been set up to inspire the children.  A mathematical area should be set up as 

well as a language/writing area.  Books in the book area must be rotated on a day to day basis.  

There should also be a construction area, small world and exploratory. 

 

Morning Session 

 

Say hello to each individual child, ask them what day it is, month and the date.  Allow each child to 

find their name card and put it on the white board.  Go over the days of the week songs and months 

of the year.  Count to 20, 100 in 10’s, backwards from 20 and to 20 in French.  Sing one French 

song and look at French words list to be included. 

 

Exercises 

 

Crazy frog song and dance.  Marching, star jumps, spinning, stretching, touching toes, lay down 

stretch legs.  Grow from seed to flower. 

 

Outdoors 

 

Unless going on a main outing children are to be taken to the park on a daily basis, each day you 

must have a set focus and learning outcome for the trip, (see planning and outdoor ideas). Children 

wear nursery coats, hats, gloves etc and in wet muddy weather Wellington’s should be worn. Staff 

must wear either the blue/maroon coats – all the same. 

 

Outing forms must be completed and signed by a senior member of staff, risk assessment read and 

bags packed with first aid box, potty, nappies, wet wipes, tissues, child record forms, sun cream, 

snack and risk assessment. Mobile phones must also be taken. Staff – child ratios must be strictly 

adhered to, half the staff must be qualified and one must have a paediatric first aid certificate. 

 

Creative Activity 

 

This should be carried out as either a group project or on a one to one basis. All children must wear 

an apron and the table should have a protective sheet on it. The creative activity is explained on the 

daily basis and the second sheet goes into detail so ensure all staff have read both and understand it, 

all staff must be aware of the learning outcomes expected. Children should be encouraged to write 

their own names on their work and you must ensure it is dated. 

 

Snack Time 

 

Children should have a choice of what they want to eat options of fruit should be available at all 

times, children have either water or fruit juice during this period and snack is given to the children 
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in their main room. Children are encouraged to serve themselves ensuring hygiene standards and 

expectations are adhered to. 

Whilst eating snack the television can be on but only pre recorded programmes checked by a senior 

staff member can be viewed. 

 

Quiet Activities 

 

These are the activities on the planning which will allow time for the children to have rest through 

play, i.e. construction, language games etc. Also incorporate the knowledge and understanding 

aspects explained on the planning. 

Carry these activities out in small groups or pairs. 

 

Mathematical Focus 

 

Look at the mathematical focus on the planning, work in pairs or on a one to one basis with the 

children, ensure you make it exciting. Incorporate, number, space, shape, measure and counting. 

Use resources such as number cards, games, calculators, tape measures, scales etc to help with the 

individual child’s development. 

 

Group Time 

 

Make this a time for being together bring all the group to one area and encourage them to reflect 

and talk about their day (make notes on what the children say o allow personal refection, this will 

also aid in the next steps  for planning). Encourage the children to join in singing and end with a 

short story incorporating equality of opportunity and the children’s awareness of the world around 

them. 

 

Lunch Time 

 

Follow lunch time list and check sheet. 

 

Computer activity / ICT 

 

In pairs use the computer with the children, encourage them to open and complete programmes. 

Talk to the children about what they are doing and include searching for each topic in other cultures 

and incorporate knowledge and understanding of the world. 

 

Cooking Activity 

 

This is also to take place in the morning when there is not a cooking activity on the day to day 

planning. Include the children in preparing the puddings on a daily basis. Encourage hygiene by 

washing hands, tying hair back etc. Involve the children in using the scales weighing ingredients 

etc. Use mathematical language and discuss what the children are doing, turn taking etc. 

 

Communication, Language and Literacy Focus 

 

Using the ideas from the planning; incorporate all the different areas from communication, language 

and literacy. Carry this out in a quiet area on a one to one basis or as a small group. 

Use story books with aids: look at the plot, beginning, end, characters, language etc. 

Develop the children’s vocabulary, letter recognition, letter sounds, rhyming etc. 

 

Outdoors Free Play 
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Ensure the garden is set up imaginatively to inspire the children. Encourage them to explore the 

different areas with free access. Play group games with the children i.e. Traffic lights, catch. 

 

Quiet Time / Home Time 

 

Children should be allowed to choose a film from nursery collection, ensure that it is a certificate 

and story suitable to all children present even if they aren’t watching it. Provide the children with a 

good selection of toys for free play all of which are suitable for all ages. Read stories with the 

children and encourage them to reflect upon their day. 

 

 

24. Policy on Grievance Procedure 

 

 

The Nursery seeks to ensure all staff are happy in the workplace, and are dealt with fairly and 

courteously at all times.   

 

However, during the course of work on a day to day basis, a member of staff may have an issue or 

concern that arises, which you believe needs to be addressed. 

 

Should this situation arise, you should raise these concerns with your line manager, who will seek 

to resolve them satisfactorily. 

 

Should the issue persist or not be resolved to your satisfaction, you may consider it necessary to 

raise a formal grievance.  

 

Stage 1 

 

A Grievance should be detailed in writing by the member of staff, and addressed to the line 

manager.  It should state clearly what the Grievance relates to, providing as many details and facts 

as possible.  

 

The Nursery aims for the line manager to acknowledge the Grievance within 5 working days, and 

confirm a date for a Grievance Hearing to be held. 

 

Stage 2 

 

A Grievance Hearing will be held.  This meeting will be conducted by your line manager, and may 

have another manager present to minute the meeting.  The purpose of the meeting is to go through 

the issues raised, in order that the line manager has a full and clear picture of what the issues are, 

and what outcomes you are looking to achieve.   

 

You may be asked to provide additional information during or following the meeting, to assist your 

line manager in having all the facts needed in resolving the Grievance. 

 

As this is a formal meeting, you are entitled to have a work colleague or a trade union 

representative present during the meeting. 

 

The Nursery aims for the Grievance Hearing to have taken place within 21 days from the date the 

Grievance was raised. 
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Stage 3 

 

The line manager will investigate the issues raised, and consult with any relevant parties in order to 

be able to respond fully to the Grievance. 

 

Stage 4 

 

Following investigation, the line manager will respond to the Grievance in writing.  This letter will 

detail the Grievance Outcome of the investigations and conclusions, which will include any actions  

 

Stage 4 (Cont'd) 

 

 

Required going forward. 

 

The Nursery aims for the Grievance Outcome to be confirmed in writing within 21 days of the 

Grievance Hearing. 

 

If you are unhappy with the Grievance Outcome, you have a right to appeal. An Appeal can only 

take place, once the Grievance Procedure has been fully actioned. 

 

 

Appeal 

 

Any Appeal should be put in writing to Maria Botterill by recorded delivery within 5 working days 

of the Grievance Outcome.  The Appeal should detail the grounds on which you wish to appeal, and 

provide any additional information that you feel may alter the Grievance Outcome.. 

 

The Appeal will be dealt with by Maria Barnes, whose decision following the Appeal will be final. 
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25. Policy on Staff Holidays 

 

 

 

All staff have an entitlement of 28 days holidays pro rata based on your contracted hours 

 

28 days if you do a 5 day week 

 

28 days x 4/5 if you do a four day week = 22.4 days a year 

 

Please bear in mind that bank holidays come out of this entitlement and they are 8 days a year. 

 

Under consideration is that we are closed for a week in Christmas and also be closed for a week in 

August, this is yet to be decided.  N.B. Please look at your contract for this. 

 

If this is to take place the situation will possibly be as follows; 

 

For 5 day workers = 28 – (7 days + 3 bank holidays) leaving 18 days of which 5 are bank holidays 

leaving potentially 13 plus days left to take. 

 

For 4 day workers = 22.40 days – (5 days + 3 bank holidays) leaving 14.4 days of which 5 may be 

bank holidays leaving potentially 9.4 plus days left to take. 

 

From March each member of staff will have a spreadsheet on our computers which will add up your 

days worked and holidays taken. 

 

Please do not book more days than you are due as the nursery may not be able to accept this holiday 

break.  Also do not book any holiday without receiving a slip to confirm acceptance of this holiday.  

Not complying with this may jeopardise your position and taking unauthorised leave will lead to 

dismissal, subject to employment law. 
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26. Policy on Staff Absenteeism 

 

Procedure if Absent 

 

Phone calls are to be made ideally prior to 7am by the member of staff in person to the line 

Manager, or an hour earlier than their starting time, whichever is sooner. 

 

Sharon Samuels on 07525 039252 / 07814932805 

Maria Botterill on 07595666145  

 

If you have not reached either your line Manager or the other assistant Manager you will then need 

to call  

 

Carl Botterill on 07850173112 

 

You are required to speak to one of these people but if you have not managed to reach any of the 

above in person you are required to leave a voicemail message on Carl Botterill’s phone. 

 

The information we require from you is as follows 

 

Time of call 

 

Where are you calling from 

 

Reason for absence – specific detail please 

 

Has medical help been sort prior to this point or are you about to call for help? 

 

Are you intending leaving the place you are today? 

 

When do you expect to return? 

 

Please can you call the evening before for each day you do not return?  This is not necessary when 

we are informed of a sick note with a specified time on it, but this information needs to be made 

clear at the time of call or thereafter. 

 

In most circumstances it would not be acceptable for a partner or parent to call on your behalf. 

 

 

 

27. Policy on studying and agreement between Home from Home and Student 

 

The Undertaking of Child care Courses 

 

Taking on ongoing learning is an expectation of the EYFS of all child carers in Early Years 

settings.  It is therefore a requirement and responsibility of each child carer to fulfil this. 

 

In certain cases it may be agreed to subsidise the top up remainder of the training cost.  However, 

whether this is agreed or not it is the responsibility of the student in all respects to repay the total 

cost of the training, if this were to be asked.  Salary payments may be deducted accordingly in this 

respect. 
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If time off is required as part of the training it would be required to be taken by the member of staff 

and not at cost to Home from Home.  Also home training will not be reimbursed by Home from 

Home. 

 

Where further grant payments for study subsidise time off and other benefits the nursery and 

student will directly benefit from this in accordance to what is allowed in said grant conditions.  

Management of this grant will be undertaken by Maria Botterill who will distribute as is found to be 

suitable. 

 

Students must consider the implications of undertaking training.  Not continuing training will have 

financial implications to the student when they have to make up the money paid to them and any 

concessionary time off given to them for the course by Home from Home.   

 

The work load of studying must not encumber the ability to undertake the student’s job role and 

standards of role and competence expected.  Study and write up times must be managed and 

undertaken in staff’s own time. 

 

Support will be given by the directors and guidance in study.  

 

 

28. Preparing Food with Children 

 

• Sensory play  This is sensory play at it’s best! Let them try the jelly or smell and touch the 

food.   

 

• Problem Solving and Mathematics  By using mathematical language, more, less, 

measuring, weighing, space and shapes; making judgements on whether the amount fit in 

the paper case 

 

• Practical skills  Cutting, pouring, sieving, mixing, spooning out, decorating 

 

• Communication -Working as a team, following the procedures, answering questions 

 

• Nutrition Thinking about healthy eating, feeling confident about preparing and taking 

responsibility for their own food is empowering to them.  When serving and eating the food 

congratulate the children for the food they have prepared for everyone.  They should 

justifiably take pride in their accomplishments. 

 

• Health and Hygeine – The children are learning about healthy eating and hand washing, 

cleaning surfaces and hygiene standards.   

 

It is not another chore it is a very important and fun activity! 

 

Stop it from being boring by 

• Keeping everyone involved; a bowl and spoon each lots of measuring jugs  

• Decorate or slightly change the recipe, add chocolate, sprinkles, food colouring  

• Keep it animated and jolly, lots of talking 

• Do the preparing with a larger group of children and two staff.  Do the activity with a 

smaller group of one or two children – keep it different  
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29. Managing Ratios 

 
As I look onto you all at the nursery I am very proud of your rapport with the children but I do 

notice that there is a lot of fetching and carrying from other rooms and staff spend a lot of time 

away from the area where the children are.   

 

Can the seniors choose one person in their group to gather each morning and another in the 

afternoon and can the rest stay put;  Also, if the person preparing the room can sort out things like 

coats, gloves etc and other resources for activities at the beginning of the sessions the day will run 

more smoothly. 

 

If this can be managed children and staff benefit from a calmer more settled atmosphere. 

 

 

 

30. Well Done Wall Policy 

 

The ‘Well Done Wall’ has been put into place to help record each child’s achievements throughout 

their time at Home From Home.  Our ‘Well Done Wall’ is situated in the ICT room of the nursery 

where all staff have access to this. Within the ‘Well Done Wall’ we use each of the 6 areas of 

learning. Each member of staff has their own area which they will monitor and record each child’s 

achievements. 

 

By the end of the week each area should be updated with at least 10 achievements  Each week the 

achievements should be on 10 different children.  If a member of staff does not have their own 

specific area then if they note any achievements then these should be given to the respective person. 

This will enable us to make sure that each child has at least one achievement in a month. 

 

Once an achievement has been noted staff should write this achievement onto the ‘Well Done Wall’ 

during meal times with the children, this will help the children be aware of what they have achieved 

and help them to do this again.  The child will also receive a sticker with their achievement written 

on the wall for their parents to see.  At the end of every month these achievements will then be 

transferred into each child’s Learning Journal on a Post It note. 

 

If a member of staff is off ill/day off/holiday then another person will take over their area until they 

return to work.  When on holiday please remember to ask one of your colleagues to fill in for you 

when you are not there, this should be organised at least a week in advance so that everyone know 

who will be covering.  

 

We will note children’s achievements from the learning objectives stated on the planning for each 

week.  
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Nutrition 

 

1. Fresh drinking water 

 

Fresh drinking water must be available at all times including inside the playrooms or outside or on 

outings.  This applies to all age groups and to staff   . 

 

2 .Food Hygiene 

 

Food Hygiene standards must be included in induction and on the job training.  No member of staff 

should have any contact with food until this training is given  

 

3. Food Policy 

 

We will provide a nutritious and sustaining daily diet for the children. An alternative menu can also 

be provided if required. 

 

It is our policy to have regular mealtimes and snacks. Drinks are available to children at all times. 

 

If any parent wishes to provide their own food they can do so, and a reduced fee will be charged. A 

packed lunch should consist of a variety of foods suitable to provide a balanced diet and staff are 

required to make sure that children who bring packed lunches have a nutritious meal. We are unable 

to heat or otherwise prepare food brought from home. 

 

All children will be supplied with a drink and crockery at lunchtime. Children will not be separated 

at meal times according to the type of meal they have. Children will be encouraged to eat and to 

sample foods but will not be forced. If a child will not eat the meal provided, staff will give the 

child an alternative and inform parents. 

 

Drinks are available at all times. Children are encouraged to drink milk or fruit juice at snack times. 

 

Parents are responsible for keeping us informed about any food allergies the child may have. 

 

4. Policy on Nutritions and Mealtimes 

 

Meal times should be a happy, social occasion for staff and children alike. Positive interactions 

should be shared at these times and enjoyed.  Home from Home the Nannery Ltd is committed to 

offering children with healthy, nutritious and balanced meals and snacks which meet individuals 

needs and requirements.  

 

We will ensure that: 

• a balanced and healthy breakfast, midday meal, tea and daily snacks are provided for 

children attending a full day at the nursery 

• menus will be planned in advance, rotated three weekly and reflect cultural diversity and 

variation. These will be displayed for parents 

• we provide nutritious food at all snack and meal times, avoiding large quantities of fat, sugar 

and salt and artificial additives, preservatives and colourings 

• menus will include five servings of fruit and vegetables every day 

• parents and children will be involved in menu planning 

• fresh drinking water will be available and frequently offered to             

children and babies 
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• Individual dietary requirements will be respected. We will gather information from parents 

regarding their children’s dietary needs including any allergies. Where appropriate we will 

carry out a risk assessment in the case of allergies and work alongside parents to put into 

place an individual diet plan for their child 

• staff will show sensitivity in providing for children’s diets and allergies. They would 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 

• staff will set a good example and sit with the children and show good table manners. Meal 

and snack times will be organised so that they are social occasions in which children and 

staff participate in small groups. During meals and snack times children will be encouraged 

to use their manners and say 'Please' and 'Thank you' and conversation will be encouraged  

• staff will use meal and snack times to help promote children to develop independence 

through making choices, serving food and drink, and feeding themselves. Staff will support 

children to make healthy choices and understand the need for healthy eating 

• we provide foods from the diet of each of the children’s cultural backgrounds, providing 

children with familiar foods and introducing them to new ones. Cultural differences in 

eating habits will be respected 

• any child who shows signs of distress at being faced with a meal he/she does not like will 

have his food removed without any fuss. If a child does not finish his first course, he/she 

will still be given a small helping of dessert. Children not on special diets will be 

encouraged to eat a small piece of everything 

• children who refuse to eat at the mealtime will be offered food later in the day 

• children who are slow eaters will be given time and not rushed 

• quantities offered will take account of the ages of the children being catered for 

• we will promote positive attitudes to healthy eating through play opportunities and 

discussions 

 

5. Allergies and allergic reaction Policy 

 

• information passed on through parents from the registration form regarding allergic 

reactions and allergies must be shared with all staff in the nursery 

• if a child has an allergic reaction to food, a bee sting, plant etc, a First Aid trained member 

of staff may administer the appropriate treatment and parents must be informed 

• a sick child needs above all its parent/guardian; therefore every effort should be made to 

contact him/her as soon as possible 

• if the allergic reaction is severe a member of staff will summon an ambulance immediately. 

DO NOT attempt to transport the sick/injured child in your own vehicle 

• ideally , whilst waiting for the ambulance, or as soon as safely able, contact the 

parent/guardian and arrange to meet them at the hospital 

• a senior member of staff must accompany the child and collect together registration forms, 

relevant medication sheets, medication and child’s comforter   

• staff must remain calm at all times; children who witness an allergic reaction/accident may 

well be affected by it and may need lots of cuddles and reassurance. 

 

6. Policy on food products that contain nuts 

 

 

So many foods now seem to be labelled ‘may contain traces of nut’ or ‘have been produced in a 

factory where nuts are used’ and because of this we are finding it impossible to avoid these 

products. We therefore cannot guarantee that there will be no nut traces in the environment.  

If your child is known to be allergic to nuts please ensure we are informed immediately and that an 

epi-pen is provided. We are told that an epi-pen can provide effective first aid to the allergic 
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reactions which produce the shock and throat swelling which is life threatening. An epi pen must be 

prescribed by a doctor and nursery staff must be trained on their use, we will require notice to 

achieve training. 

 

We will try to be avoid nuts but as they seem to be virtually unavoidable at the moment we cannot 

guarantee a nut free nursery. 

 

7. Special Dietary Needs Foods Provided  

 

I give permission for my child to have food provided by me the parent/guardian that, if at risk food 

may be heated to a temperature of 82 or more degrees in a microwave and served at an acceptable 

temperature for my child to eat.   

 

I understand that I must provide the food in a microwavable container with a lid and clearly marked 

with my child’s name, content of the container, date prepared best by date and cooking instructions 

on the container.  

 

I will always provide the food thawed (if it has already been frozen) as I understand that the nursery 

is not allowed to defrost any foods that I may provide.  

 

I understand it is my responsibility to give the container of food directly to the member of staff on 

duty each day that my child attends.  Staff will not cook any food that has not been refrigerated, 

because it was left in the child’s bag.  

 

Home from Home records the food temperatures in accordance with ‘Food Safety (Temperature 

Control) Regulations’ of all food that is heated on the premises and these records can be accessed 

upon request.  We cannot take any responsibility for any ill health that results from food supplied by 

parents.  

 

I agree to the above conditions and would like to provide special dietary food for my child to be 

consumed within the nursery. Parent’s signature: ..………………Date: …………………….. 
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Security 
Policy on Child Protection representatives are Sharon Samuels and Maria Botteril-Barnes 

 

The position of representative gives the representative a legal undertaking to govern all child 

protection issues within the nursery.  In the absence of the representatives Carl Botterill, also 

trained in Child Protection, and Director of legal issues within the Nannery Ltd, Company 

Secretary; may also be called upon, only where appropriate and where legal council is required or 

that the others are not available. 

 

Our setting has a duty to be aware that abuse does occur in our society. Our prime responsibility is 

the welfare and well being of all children in our care. As such we believe we have a duty to 

children, parents/main carers and staff to act quickly and responsibly in any instance that may come 

to our attention. 

 

Our setting has a duty to report any suspicions around abuse to the Local Authority  LSCB 01604 

411911, ‘Northampton Safeguarding Authority 01604 654040 LSB, Chedworth Close, 

Northampton, NN3 5HW. The Children Act 1989 (Section 47(1)) places a duty on the Local 

Authority to investigate such matters. We will follow the procedures set out in the Local Authority 

Child Protection Documents, in the Child Protection file in the nursery staff room, and as such will 

seek their advice on all steps taken subsequently. 

 

All registered day care settings and their staff have a duty to report any significant concern about a 

child to the appropriate authority. Therefore, any member of staff must report any injury or series of 

injuries or change in behaviour or treatment of a child which gives them concern that a child is at 

risk. 

 

It is the policy, to share all information with parents, and parents will be informed and consulted 

except where informing parents would increase the risk to the child. 

 

The Child Protection Representative/s will take appropriate action seeking advise from the relevant 

authorities if need be.  If, in the unlikely event of an ‘accusation’ being made regarding a member 

of staff, the accuser will be referred to speak to the police directly; However if an enquiry, the child 

protection officers may choose to deal with the matter subject to a written statement being provided 

by the party requiring the investigation. 

    

All members of staff need to be aware of the Local Authority documentation on referral and need to 

abide by this process. All staff are required to attend child protection training, last three hour group 

meeting was attended by all staff on 23/1/10.  

 

All parents should be made aware of our child protection procedure, which is displayed and the 

process (flow chart) is displayed for easy access in the hall area by the front door on a picture rail.  

The Child Protection folder is in the staff room, which includes useful information and local 

guidelines.  All Child protection cases are filed separately and are locked away.   

 

All parents need to be aware that our position with regards information sharing is mandatory and is 

deemed in the child’s interest. 

Suspected abuse - Staff should be able to respond appropriately to any 

• Significant change in children’s behaviour 

• Deterioration in their general well-being 

• Unexplained bruising, marks or signs of possible abuse 

• Signs of neglect 

• Comments children make which give cause for concern 
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3.  Fire Drills Policy 

 

A fire drill will be held regularly, under the supervision of the Manager. 

 

All staff will receive instruction regarding fire evacuation procedure when they commence their 

employment. All staff must need to know what you do in a fire emergency, without having to be 

supervised.  All staff need to know the procedure and where the fire exits are. 

 

Routes of exit must be accessible at all times. Fire exits must be visible and obstruction free.  

 

Records of Fire Drills and of checks on fire equipment will be maintained. 

 

 

4. Uncollected Children Policy 

 

All children should be collected promptly to avoid unnecessary distress to the child. If a delay is 

unavoidable, a phone call to reassure the child and inform staff of the situation is advisable. 

 

In the event of any delay, staff will endeavour to contact parents and then the designated emergency 

contact. If a child is still uncollected staff will have to contact Social Services to provide suitable 

care, however, this is a last resort and every effort will be made by staff to return the child to his/her 

parent as soon as is possible.  An additional charge will be made for extended delays. 

All parents agree an approximate arrival time at the nursery and are informed of procedures on what 

to do if they expect to be late 

 

In the instance of a child not being collected from the nursery after a reasonable amount of time (i.e. 

1/2 hour) has been allowed for lateness, the following procedure will be initiated by staff: 

 

• inform the most senior member of staff on duty, if possible call manager, if a child has not 

been collected 

• the manager/senior member of staff, will check for any information regarding changes to 

normal routines, parents work patterns or general information. If there is no information 

recorded, the parents/carers will be contacted on the numbers provided for their home or 

work. If this fails the emergency contacts will then be contacted as per the child’s records, 

the manager/staff member on duty in charge and one other member of staff must stay behind 

with the child (if it falls outside normal operating hours). During normal operating times, 

staff ratios must be met and planned for accordingly 

• if the parents/carers still have not collected the child, the manager will telephone all contact 

numbers available every 10 minutes until contact is made. These calls need to be logged on 

the full incident record 

• in the event of no contact being made after 1/2 hour has lapsed, the person in charge will 

ring the Social Services Emergency Duty Team 01604 411911 out of hours 01604 626938 

and *Ofsted / 08456 404040 to advise them of the situation 

• the two members of staff will remain in the building until suitable arrangements have been 

made for the collection of the child. The child’s welfare and needs will be met at all times. 

 

 

5. Missing Children Policy 

 

In the unlikely event of a child becoming lost whilst in our care, the following procedure will be 
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adhered to. The most senior member of staff on duty would thoroughly search the immediate area. 

The remaining children in the group would be head-counted and gathered to a safe area, and quiet 

activities provided for them, with enough staff to ensure minimum care ratios are maintained. All 

extra staff will assist in the search. 

 

Should there be no sign of the child after a preliminary search of the area, the search leader would 

contact the local police and inform parents. The search would, however, be continued, in 

accordance with police advice. The outcome and details of the incident will be recorded and relayed 

to Ofsted at the next available opportunity. 

 

 

 6. Policy on Visitors and Supervision of Visitors 

 

All visitors are to be treated with respect and courtesy. 

 

All visitors are to be checked in and only allowed entry if authorised or acceptable during nursery 

opening hours eg. Prospective parents, parents, volunteers, interviewees,  

 

Those suggesting they have an appointment need to have this confirmed by Nursery personnel 

before being allowed on the premises.  Please courteously and kindly inform them of this on the 

doorstep. 

 

Friends, relations and external colleagues are not allowed on the premises unless previous 

permission is given by a senior member of staff and acceptance of this is unusual. 

 

No adult or unknown older child is allowed to be left on their own at any time with the children 

unless emergency procedures are in process. 

 

For security reasons this policy must be adhered to under all circumstances and disciplinary 

procedure will be put in place if potential security is reached. 

 

All visitors must sign the Visitor’s Book on arrival and departure. If a visitor is more than an hour 

in the nursery, the manager must point out fire procedures.  A member of staff must accompany 

visitors in the nursery at all times whilst in the building. The manager must ensure all contractors 

accessing the nursery whilst children are present are CRB checked and not left alone in any area 

that children may use.  

 

The manager is responsible for all students and relief staff receiving information on Health and 

Safety in the nursery.  

 

Supervision 

• whether children are in or out of the building, they must be supervised at all times 

• be aware that children can drown in only a few centimetres of water  

• special care should be taken when children are using apparatus e.g. climbing frame and 

when walking up or down steps/stairs 

• a member of staff must supervise large outdoor play equipment at all times  

• when outdoors, staff must be aware of bushes, shrubs and plants  

• children must be carefully supervised when using scissors 

• if the nursery has hired a bouncy castle for the day then STRICT safety guidelines should be 

followed as laid down by the hiring company.  A member of staff MUST supervise the 

children at all times.   
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Security 

• no child should be given into the care of any person we DO NOT know.  If in doubt check 

the person’s identity by ringing the child’s parent/guardian or the emergency number.  

Information must be passed on to all staff and recorded if it specifies whom can/cannot 

collect a child 

• a consent form for a child to be picked up by a person other than his or her parent/guardian 

or named emergency contact must be signed in this event.  Photo identification and/or a 

password are also required where possible 

• staff must check the identity of any visitors they do not recognise before allowing them into 

the main nursery. Visitors to the nursery must be recorded in the visitor book and 

accompanied by a member of staff at all times whilst in the building 

all external doors must be kept locked at all times and external gates closed.  All internal doors and 

gates must be kept closed to ensure children are not able to wander 

  

7. Lost child procedure (in nursery) 

In the unlikely event of a child going missing within/from the nursery, the following procedure will 

be implemented immediately. 

 

• the nursery manager will be informed immediately and all staff present will be informed and 

deployed to start an immediate thorough search of the nursery, followed by a search of the 

surrounding area, ensuring that all other children remain supervised throughout 

• the manager will carry out a second search of the area 

• if the child has still not been accounted for, the manager will contact the police 

• the manager will also contact the parents/carers of the missing child 

• during this period, staff will be continually searching for the missing child, whilst other staff 

maintain as near to normal routine as possible for the rest of the children in the nursery 

• the manager will meet the police and parents/carers 

• the manager will then await instructions from the police 

• any incidents must be recorded in writing 

• *Ofsted must be contacted and informed of any incidents 

• with incidents of this nature parents, carers and children may require support and 

reassurance following the traumatic experience. 
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Outings 
 

1. Policy on Child Seats 

 

All child seats are used in according to weight as well as age of the child using it 

 

Generally (but depending on size) and child seat guidelines 

 

• Under 9 months use baby seats 

• Over 9 months and under 3’s use booster seats 

• Over 3’s use booster cushions 

 

The Nannery, Home from Home, and staff abide by the manufacturers instructions and age and 

weight recommendations and ensure children and seats are used appropriately. 

 

In the event a child undoes their belt or wriggles out of their seat the driver will pull over and reseat 

the child.  If a child persists in this we will have to refrain from taking the child on outings as this 

represents a hazard to all the children being transported. 

 

2. Policy on lost child on outings   

     

Regular head counts are carried out on children throughout the outing. In the unlikely event of a 

child going missing whilst on an outing the following procedure will be implemented immediately. 

 

• the organiser will be informed immediately and all staff present will be informed and 

deployed to start an immediate thorough search of the area, ensuring that all other children 

remain supervised throughout 

• if appropriate, on-site security will also be informed and a description of the child/children 

given 

• in the event of a child not being found, the designated person in charge will immediately 

inform the police 

• the designated person in charge will then inform the nursery who will contact the child’s 

parents/carers giving details of what has happened.  In the case of the whole nursery being 

on an outing, all parents/carers details would be taken on the trip by the person in charge 

• staff from the nursery will be sent to assist the safe return of the other children 

• during this period, staff will be continually searching for the missing child, whilst other staff 

maintain the safety of the remaining children 

• at least one member of staff will remain at the scene whilst others return to the nursery with 

the children.  This member of staff will continue searching for the child/children 

• the remaining member of staff will meet the police and parents/carers when they arrive at a 

designated point 

• any incidents must be recorded in writing 

• *Ofsted must be contacted and informed of any incidents 

• with incidents of this nature parents, carers and children may require support and 

reassurance following the traumatic experience. 

 

3. Sun Care policy 

The nursery is committed to ensuring that all children are fully protected from the dangers of too 

much sun. Severe sunburn in childhood can lead to the development of malignant melanoma (the 

most dangerous type of skin cancer) in later life. 

The following guidelines are for the prevention and care of children in the sun: 
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• children must have a clearly named sun hat  

• children must have their own sun block cream named and dated with prior written consent 

for staff to apply 

• children need light weight cotton clothing suitable for the sun 

• children will not be out in the sun for long periods on hot days 

• children will always wear a sun hat when outside on sunny days 

• children will always have sun cream applied before going outside and at frequent intervals 

during the day 

• children are offered cooled water more frequently throughout the day. 

• children are made aware of the need for sunhats, sun cream and why they need to drink 

more fluids during their time in the sun  

Asian and black skin colouring 

• carers of children with this type of skin should be aware that these skin types can be very 

tolerant to sunshine. However it is important to remember that burning can still occur if 

living in Britain. 

4. Policy on visits and Outings  

 

As part of their learning and development the children at the nursery undertake a range of local 

outings including walks, visits, etc, off the premises and permission will be sought for your child to 

be included in such outings. Outings and visits are planned to compliment and enhance learning 

opportunity and extend play opportunities for the children.  These will be carefully planned and the 

following guidelines will be followed on all outings from the nursery, however local or frequent 

they may occur.  

 

• appropriate staffing levels for outings depend on how the safety and the individual needs of 

the children can be assured 

• a travel first aid box will always be taken on all outings along with any special medication 

or equipment required 

• regular headcounts will be carried out throughout the outing. Timing of headcounts will be 

discussed in full with the nursery manager or out of school co-ordinator prior to the outing 

• a senior member of staff will always carry out a risk assessment identifying any potential 

hazards on the journey or at the location prior to the outing. 

• all staff will be easily recognisable by other members of the group; they will wear the 

nursery uniform. Children will be easily identified by staff when on a trip by use of a sticker 

system. The nursery name, number and mobile number will be displayed 

• at least one qualified first aider will always be a member of the group 

• a fully charged mobile phone will be taken as a means of emergency contact 

• in the event of an accident, staff will assess the situation, if required, the group will return to 

nursery immediately and parents will be contacted to collect their child.  In the event of a 

serious accident an ambulance will be called at the scene, as well as parents being contacted.  

One member of staff will accompany the child to the hospital, and the rest of the group will 

return to the nursery 

• a pre-visit checklist and risk assessment will always be carried out before the outing. It is 

recommended that the venue be visited prior to your trip. This will ensure that the chosen 

venue is appropriate for the age, stage and development of the children. 
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5. Use of vehicles for outings 

 

All staff members shall inform parents in advance of any visits or outings involving the 

transportation of children away from the nursery. 
 

The arrangements for transporting children will always be carefully planned and where necessary 

additional people will be recruited to ensure the safety of the children.  This is particularly 

important where children with disabilities or medication considerations are concerned. 

All vehicles used in transporting children are properly licensed, inspected and maintained. Regular 

checks are made to the vehicle e.g. to tyres, lights, etc, and a log book of maintenance, repairs and 

services are maintained. 

 

The vehicle is kept in proper order and is fully insured for business use and is also protected by 

breakdown cover. 

 

All vehicles used are fitted to the supplier’s instructions with sufficient numbers of safety restraints, 

appropriate to the age/weight of the children carried in the vehicle. Any mini buses/coaches are 

fitted with 3-point seat belts. 

 

When we use a mini bus, the driver is checked that they are over 21 years of age and hold a P.V.C. 

driving license.  This entitles the driver to transport up to 16 passengers. 

 

When children are being transported, there is always be at least one adult in the vehicle, excluding 

the driver, where more than three children under the age of five years are being transported. 

 

When planning a trip or outing using vehicles, records of vehicles and drivers including licenses, 

MOT certificates and business use insurance are checked. If a vehicle is used for outings the 

following procedures will be followed: 

• ensure seat belts, child seats and booster seats are used 

• ensure the maximum seating is not exceeded 

• all children will be accompanied by a registered member of staff 

• no child will be left in a vehicle unattended 

• extra care will be taken when getting into or out of a vehicle 

• the vehicle will be equipped with a fire extinguisher and emergency kit containing warning 

triangle, torch, blankets, wheel changing equipment etc. 

 

In the event of a child being lost, the Lost Child Procedure will be followed: 

• any incidents or accidents will be recorded in writing 

*Ofsted will be contacted and informed of any serious incidents. 
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Health and Ill Health 

 
1. General Policies and Procedures 

The 2004 Children Acts 

 

Location of older accident files at 65, Sywell Road Northampton NN2 6JA 

Current file is kept at 29, St Georges Avenue Northampton Nn2 6JA 

 

• the person responsible for reporting accidents, incidents or near misses is the member of 

staff who witnesses the incident. They must record it in the Accident File and report it to the 

senior. This should be done as soon as the accident is dealt with, while the details are still 

clearly remembered. The parents must be shown the Accident Report and asked to sign it as 

soon as they collect their child  

 

• the nursery manager must report serious accidents to the registered person for investigation 

for further action to be taken (i.e. a full risk assessment or report under Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)) 

 

• the Accident File will be kept for at least 21 years and 3 months 

 

• where medical attention is required a senior member of staff should notify the parent as soon 

as possible whilst caring for the child appropriately  

 

• where medical treatment is required you should also inform the insurance company in 

writing 

 

• report to Ofsted where necessary, normally when medical attention is required   

 

 

2. First aid policy 

The first aid boxes are placed throughout the nursery. 

Emergency first aid procedures are kept in the medicine cabinet in the back room – ground floor. 

All staff with a current first aid will take responsibility for first aid, but in a serious incident the 

most senior member of staff in the nursery should be fetched immediately but not as a priority or at 

detriment to the care of the injured child, staff member.  

3. Medication Policy 

 

Administration Of Medicines Policy 

 

It is our policy to only admit a child when they are well enough to attend and we recognise that they 

may be receiving a course of treatment when they are well enough to attend. We will therefore 

administer medicines in certain circumstances; details as follows. 

 

We cannot administer medicines and other treatments without signed permission from the parent. 

Medicines must be marked with the child's name (this includes sunscreen). Prescription medicines 

must have the chemists label with full details; Details as follows. 

 

In the interest of the child’s safety, parents are obliged to advise the nursery staff if medication such 

as Calpol is administered prior to attendance. 
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All members of staff need to have written permission PRIOR to giving medication.  A second from 

the parent signature after medication has been given, as well as from the member of staff 

administrating the medicine is good practice.   Only seniors can administer and give out medicine. 

 

In the case of proprietary medicines, such as Calpol, parents must sign a form each day.  

 

Some forms of treatment require staff to have instruction from a health care professional, in which 

case we will ask parents to arrange for the instruction to take place. 

 

No child under 16 should be given any medication containing Aspirin unless prescribed by a doctor.  

Remember this when administrating un-prescribed medication. 

 
3. Medication Policy 

When dealing with medication of any kind in the nursery, strict guidelines should be followed. 

 

Prescribed Medication 

 

• prescribed medicine can only be given to the person named on the bottle for the dosage 

stated 

• the parent or guardian of any child requiring prescribed medication should allow a senior 

member of staff to have sight of the bottle. The staff member should note the details of the 

administration on the appropriate form. Another member of staff should check these details 

• the parent or guardian should give prior written permission for the administration of each 

and every medication  

• the parent or guardian should sign and date daily to confirm the agreed dosage for that day 

• the parent or guardian should be asked when the child had last been given the medication 

before coming to nursery; this information should be recorded on the medication form. 

Similarly when the child is picked up, the parent or guardian must be given precise details of 

the times and dosage given throughout the day. The parent’s or guardian’s signature must be 

obtained at both times 

• at the time of administering the medicine a senior member of staff will ask the child to take 

the medicine, or offer it in a manner acceptable to the child at the prescribed time and in the 

prescribed form. (It is important to note that staff working with children are not legally 

obliged to administer medication) 
• if the child refuses to take the appropriate medication then a note should be made on the 

form 

• where medication is “essential” or may have side effects, discussion with the parent should 

take place to establish the appropriate response 

• wherever possible ask parents to request that GPs prescribe the least number of doses per 

day, i.e. 3 x daily, rather than 4 x daily. 

 

Non-prescribed medication 

• the nursery will administer non-prescribed medication for a period of a set period unless 

there is written medical conformation information stating that this should be ongoing  

• if a child needs liquid paracetamol or similar during their time at nursery, such medication 

should be treated as prescribed medication with the onus being on the parent to provide the 

medicine.  Follow the prescribed medication procedure 

• for any non-prescribed cream for skin conditions e.g. Sudocreme, prior written permission 

must be obtained from the parent/guardian     

• if any child is brought to the nursery in a condition in which he/she may require medication 

sometime during the day, you should decide if the child is fit to be left at the nursery.  If the 
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child is staying, the parent or guardian must be asked if any kind of medication has already 

been given, at what time and in what dosage 

• as with any kind of medication, staff must ensure that the parent or guardian is informed of 

any non-prescribed medicines given to the child whilst at the nursery, together with times 

and dosage given 

• the nursery DOES NOT administer medication unless prior written consent is given for each 

and every medicine.  

 

Injections, pessaries, suppositories 

As the administration of injections, pessaries and suppositories represents intrusive nursing, they 

should not be administered by any member of staff.  (If this causes a  

problem in providing appropriate care of a child, please consult *Ofsted. 

 

Staff medication 

The first aid box for staff should be kept in a readily accessible position, but out of reach of the 

children.  

    

First aid boxes should only contain items permitted by the Health & Safety (First Aid) Regulations 

Act 1981, such as sterile dressings, bandages, and eye pads.  No other medical items such, as 

Paracetamol should be kept in the first aid box. 

 

Storage 

All medication for children must have the child’s name clearly written on the container and be kept 

in a medicine cabinet which is kept locked at all times, other than when medicines are being issued 

or received. The key to the medicine cabinet must be kept safe and out of reach of the children at all 

times.   

 

Any antibiotics requiring refrigeration must be kept in an area inaccessible to children. 

 
All medications should be in their original containers or they will not be given. All prescribed 

medicines should have the pharmacist’s details and notes attached to show the dosage needed and 

the date the prescription was issued. This will all be checked, along with any expiry dates,  before 

staff agree to administer the medication.  

The nursery highly values its staff. It is in the interests of the nursery, the children, their families, 

and the individual, that each staff member be given the opportunity to develop their skills to their 

maximum and to broaden their knowledge and skills in caring for children.   

 

4. Sickness or injury Policy 

 

Our setting does not aim to exclude children from attending unnecessarily. 

 

The decision of the senior is final when requesting the exclusion of a child for illness or infection. 

Decisions will take into account the needs of the child and of the group. 

 

Children with infectious or contagious diseases will be excluded for the periods laid down in our 

regulations (where these are given). Should staff suspect that a child has an infectious or contagious 

disease, they will request that parents consult a doctor before returning the child to the setting. 

 

Sick children cannot be admitted to us. If a child becomes ill, staff will inform parents or an 

emergency contact. While awaiting the arrival of parents, the staff will ensure the comfort of the 

child, taking appropriate action which would include seeking medical advice if necessary. If the 

child is in danger, the staff will seek medical advice immediately. 
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In the case of infestations such as head lice, staff will inform parents of the problem and advise 

them how to proceed. Children will be excluded pending treatment. 

 

Staff will report any worries about a child’s health to the parents/guardians immediately. Parents are 

responsible for keeping us informed about the child’s health. 

 

In the interest of the child’s safety, parents are obliged to advise the nursery staff if medication such 

as Calpol is administered prior to attendance. 

 

All members of staff need to have written permission PRIOR to giving medication.  A second from 

the parent signature after medication has been given, as well as from the member of staff 

administrating the medicine is good practice.   Only seniors can administer and give out medicine. 

 

Effective management must be made to support individual children.  Their needs must be regarded 

at all times (ie. on outings).  With regards to specific medical needs such as convulsions, asthma 

etc., staff  need to ensure they undertake appropriate knowledge on the childs’ needs so they are 

equipped deal with an emergency.  Staff must make management immediately aware of any urgent 

training requirements, (Maria is training manager), 

 

If a child has an injury or illness on entering the premises it is compulsory that this needs to be 

documented in the accident book.  Full details should be attained from the parent.   

 

At least one adult with a paediatric course must be on the premises at all times when children are 

present.  

 

If a child or member of staff becomes ill please take action to change towels.  This will avoid the 

spread of infection. 

 

There must be at least one person on outings who has a current paediatric first aid course. 

In the interest of the child’s safety, parents are obliged to advise the nursery staff if medication such 

as Calpol is administered prior to attendance. 

 

All members of staff need to have written permission PRIOR to giving medication.  A second from 

the parent signature after medication has been given, as well as from the member of staff 

administrating the medicine is good practice.   Only seniors can administer and give out medicine. 

 

No child under 16 should be given any medication containing Aspirin unless prescribed by a doctor.  

Remember this when administrating un-prescribed medication. 

 

If a child or member of staff is ill they need to leave as soon as possible to avoid the spread of 

infection.  With regards to staff we cannot leave the children under ratio so we ask they stay until 

the allocated supply can step in to cover 

 

A first aid kit must be present on all outings.  

 

All staff injury on the premises or on duty must be documented in full in person and by all 

witnesses.   

 

A RIDDOR online report must always be completed for staff and for any serious injury of a child 

on the premises.  In the case of children Ofsted will need to reported  as soon as possible and as a 

matter urgency. 
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5. Policy on Immunisations 

 

We recognise, where possible, that children are vaccinated in accordance with their age. If children 

are not vaccinated, it is the responsibility of the parents to inform the nursery to ensure that 

children/staff/parents are not exposed to any unnecessary risks of any sort. The nursery manager 

must be aware of any children who are not vaccinated within the nursery in accordance with their 

age. 

   

Information regarding immunisations should be recorded on children’s registration documents and 

updated as and when necessary. 

 

6. Staff vaccinations policy 

 

It is the responsibility of all staff to ensure they keep up to date with their vaccinations for: 

 

Tetanus    Tuberculosis        Rubella        Hepatitis        Polio 

 

If a member of staff is unsure as to whether they are up to date, then we recommend that they visit 

their GP or practice nurse for their own good health. 

 

 

7. Notifiable Diseases 

Diseases notifiable (to Local Authority Proper Officers) under the Public Health (Infectious 

Diseases) Regulations 1988 

• Acute encephalitis 

• Acute poliomyelitis 

• Anthrax 

• Cholera 

• Diphtheria 

• Dysentery 

• Food poisoning 

• Leptospirosis 

• Malaria 

• Measles 

• Meningitis 

meningococcal 

pneumococcal 

haemophilus influenzae 

viral 

other specified 

unspecified 

• Meningococcal septicaemia (without meningitis) 

• Mumps 

• Ophthalmia neonatorum 

• Paratyphoid fever 

• Plague 

• Rabies 

• Relapsing fever 
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• Rubella 

• Scarlet fever 

• Smallpox 

• Tetanus 

• Tuberculosis 

• Typhoid fever 

• Typhus fever 

• Viral haemorrhagic fever 

• Viral hepatitis 

Hepatitis A 

Hepatitis B 

Hepatitis C 

other 

• Whooping cough 

• Yellow fever 

Leprosy is also notifiable, but directly to the HPA, CfI, IM&T Dept 

8. Policy on bodily fluids 

 

Personal Protective Equipment (PPE) 

The nursery provides staff with PPE according to the need of the task or activity.  Staff must wear 

PPE to protect themselves and the children during care tasks that involve contact with bodily fluids. 

PPE is also provided for the handling of chemicals and other tasks. This is chosen according to need 

and will be regularly reviewed to ensure it is suitable and effective. 

Always take precautions when cleaning wounds as some conditions such as Hepatitis or the HIV 

Virus can be transmitted via blood. 

 

Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat Milton or 

freshly diluted bleach (one part diluted with ten parts water). Such solutions must be carefully 

disposed of immediately after use. 

 

The nursery will not necessarily be aware if there is a child carrying Hepatitis or is HIV Positive on 

their register. 

 

If an area of floor or furniture etcetera has been exposed to the fluids it is important that immediate 

action is taken to vacate the area until appropriate and thorough cleaning and disinfectiing has been 

undertaken. 

 

Please ensure that all areas exposed to the bodily fluids are cleaned and suitably packaged away.  

Soiled uniforms should be replaced as soon as possible and contact with this must not be made with 

other persons or nursery items.   

Needle Puncture and Sharps injury 

Blood-borne infections may be transmitted to employees who injure themselves with needles, 

broken glass etc.  For this reason, great care must be taken in the collection and disposal of this type 

of material.  For the safety and well being of the employees, ALL NEEDLES, BROKEN GLASS, 

ETC, SHOULD BE TREATED AS CONTAMINATED.  If a needle is found the local authority 

must be contacted to deal with its disposal.  
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9. Health And Safety Policy 

 

We aim to provide a safe and healthy environment for children and will regularly review all aspects 

of its Health and Safety practice involving other officers as appropriate. All staff will report any 

item, practice or event which may affect the safety of adults or children, and the appropriate action 

will be taken. 

 

Any person who wishes to comment on an aspect of Health and Safety should speak to any 

childcare staff who are present and/or contact the Manager or Deputy. 

 

10. Accident Policy 

 

Qualified First Aiders will deal with minor accidents appropriately. If a child appears to need 

medical advice or attention we shall obtain it immediately, if necessary by taking the child to the 

hospital, while seeking to contact parents or emergency contact urgently. When a child needs to be 

taken to hospital an ambulance may be called. 

 

Accident/incident reports are kept. The person who collects the child will be asked to sign to say 

they have read the report. If a parent or guardian is concerned about the circumstances of any 

accident or incident, they should bring their concerns to the attention of the Manager. 

 

11. No Smoking Policy 

 

Children’s health and wellbeing is of the utmost importance for the children in our care.  Smoking 

has proved to be a health risk and therefore in accordance with childcare legislation, the nursery 

operates a strict no smoking policy within its buildings and grounds.  It is illegal to smoke in 

enclosed places. 

 

Parents are respectfully required to abstain from smoking whilst on the premises. This rule also 

applies to staff, students, carers, visitors, contractors etc.   

 

Staff accompanying children outside the nursery are not permitted to smoke e.g. whilst on an 

outing.  Staff must not smoke whilst wearing nursery uniform as it is essential that staff are positive 

role models to children and promote a healthy lifestyle. 

 

We respect that it is a personal choice to smoke, although as an organisation we support healthy 

lifestyles and therefore help staff and parents to stop smoking by: 

 

• providing fact sheets and leaflets 

• providing information of local help groups  

• providing details of the NHS quit smoking helpline (www.smokefree.nhs.uk) 

• offering information regarding products that are available to help stop smoking 

• offering in-house support 

 

 

No smoking on the premises, or within a twenty metre distance of the premises.  This includes 

outside spaces. No one may smoke on our premises. 

 

If staff are smoking your uniform must not be exposed to the smoke.  If at any point uniform or 

hands smell of smoke this will be an indication that these rules have not been adhered to.  Given 

therefore that this could affect the health and safety of the children in your care a disciplinary 

warning will be given. 
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Please ensure your hands are cleaned after smoking and before handling children. 

 

I would really appreciate it if staff did not smoke near the Nursery building, as it may be deemed 

unprofessional 

 

Staffs are not permitted to smoke whilst in contact with children.   

 

12. Policy on Animals 

 

If a child brings a pet from home to visit the nursery as a planned activity, parents/guardians of all 

children who will be in contact or in the same area as the pet must be informed. Written permission 

must be obtained from parents/guardians to ensure no child has an allergy.  A full documented risk 

assessment needs to be completed prior to the visit and risks analysed before this type of activity is 

authorised. You should ensure the pet has had all relevant vaccinations and is child friendly 

Pets should not be allowed near food, dishes, worktops or food preparation areas. Children should 

wash their hands with soap and water after handling animals, and should be encouraged to not place 

their hands in their mouths during the activity.  The staff will explain the importance of this to the 

children to enable them to make healthy choices moving forwards. 

 

When arranging an outing involving animals, staff must all be aware of the outing checklist  

 

13. Policy on Waste Management           
 

The nursery monitors closely the management of waste and disposes of it in accordance with local 

authority requirements. Staff are made aware of the need to minimise energy waste and the nursery 

uses appropriate measures to save energy, such as energy saving lighting etc. The nursery recycles 

paper waste at paper banks and ensures that where possible other sources of waste are recycled to 

reduce the effect on the environment. This policy is reviewed annually and is carefully considered 

in the best interests of the children, nursery and the environment. 

 

14. Sun Care policy 

The nursery is committed to ensuring that all children are fully protected from the dangers of too 

much sun. Severe sunburn in childhood can lead to the development of malignant melanoma (the 

most dangerous type of skin cancer) in later life. 

The following guidelines are for the prevention and care of children in the sun: 

• children must have a clearly named sun hat  

• children must have their own sun block cream named and dated with prior written consent 

for staff to apply 

• children need light weight cotton clothing suitable for the sun 

• children will not be out in the sun between 11.15am – 2.15pm on hot days 

• children will always wear a sun hat when outside on sunny days 

• children will always have sun cream applied before going outside and at frequent intervals 

during the day 

• children are offered cooled water more frequently throughout the day. 
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• children are made aware of the need for sunhats, sun cream and why they need to drink 

more fluids during their time in the sun  

Asian and black skin colouring 

• Carers of children with this type of skin should be aware that these skin types can be very 

tolerant to sunshine. However it is important to remember that burning can still occur if 

living in Britain. 

•  

15. Allergies and allergic reaction Policy 

 

• information passed on through parents from the registration form regarding allergic 

reactions and allergies must be shared with all staff in the nursery 

• if a child has an allergic reaction to food, a bee sting, plant etc, a First Aid trained member 

of staff will administer the appropriate treatment and parents must be informed 

• a sick child needs above all its parent/guardian; therefore every effort should be made to 

contact him/her as soon as possible 

• if the allergic reaction is severe a member of staff will summon an ambulance immediately. 

DO NOT attempt to transport the sick/injured child in your own vehicle 

• ideally, whilst waiting for the ambulance, contact the parent/guardian and arrange to meet 

them at the hospital 

• a senior member of staff must accompany the child and collect together registration forms, 

relevant medication sheets, medication and child’s comforter   

• staff must remain calm at all times; children who witness an allergic reaction/accident may 

well be affected by it and may need lots of cuddles and reassurance. 

 

16. Fresh drinking water 

 

Fresh drinking water must be available at all times including inside the playrooms or outside or on 

outings.  This applies to all age groups. 

 

 

17. Policy on Manual Handling 

 
As it is not possible to eliminate manual handling altogether, correct handling techniques must be followed to minimise the risks of injury.  A variety 

of injuries may result from poor manual handling and staff must all be aware and adhere to the nursery’s manual handling policy. 

Preventing injuries 

As with other health and safety issues, the most effective method of prevention is to eliminate the 

hazard – in this case, to remove the need to carry out hazardous manual handling. For example, it 

may be possible to re-design the workplace so that items do not need to be moved from one area to 

another. 

Where manual-handling tasks cannot be avoided, they must be assessed as part of the risk 

assessment.  This involves examining the tasks and deciding what the risks associated with them 

are, and how these can be removed or reduced by adding control measures. 

As part of a manual handling assessment the following should be considered: 
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• the tasks to be carried out 

• the load to be moved 

• the environment in which handling takes place 

• the capability of the individual involved in the manual handling. 

 

A number of factors increase the risk of manual handling injuries, and these should be considered 

and controlled. The following paragraphs offer a number of suggestions. 

 

Correct lifting procedure 

 

Planning and procedure 

• think about the task to be performed and plan the lift 

• consider what you will be lifting, where you will put it, how far you are going to move it  

and how you are going to get there 

• never attempt manual handling unless you have read the correct techniques and understood 

how to use them 

• ensure that you are capable of undertaking the task – people with health problems and 

pregnant women may be particularly at risk of injury 

• assess the size, weight and centre of gravity of the load to make sure that you can maintain a 

firm grip and see where you are going 

• remove any unnecessary packaging, if this will make the task safer 

• Reduce the size and weight of loads to make handling easier.  This could involve suppliers 

packing items into smaller consignments before delivery or unpacking packages before 

moving them 

• Assess whether you can lift the load safely without help.  If not, get help or use specialist 

moving equipment e.g. a trolley.  Bear in mind that it may be too dangerous to attempt to lift 

some loads 

• if more than one person is involved, plan the lift first and agree who will lead and give 

instructions 

• Plan your route and remove any obstructions. Check for any hazards such as 

uneven/slippery flooring 

• lighting should be adequate 

• control harmful loads – for instance, by covering sharp edges or by insulating hot containers  

• avoid lifting unsafe loads, such as damaged glass or badly packed chemicals 
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• Check whether you need any personal protective equipment (PPE) and obtain the necessary 

items, if appropriate.  Check the equipment before use and check that it fits you 

• ensure that you are wearing the correct clothing, avoiding tight clothing and unsuitable 

footwear 

• Consider a resting point before moving a heavy load or carrying something any distance. 

 

Position 

• Stand in front of the load with your feet apart and your leading leg forward. Your weight 

should be even over both feet. Position yourself (or turn the load around) so that the heaviest 

part is next to you.  If the load is too far away, move toward it or bring it nearer before 

starting the lift.  Do not twist your body to pick it up. 

 

Lifting 

Always lift using the correct posture:  

• bend the knees slowly, keeping the back straight 

• tuck the chin in on the way down 

• lean slightly forward if necessary and get a good grip 

• keep the shoulders level, without twisting or turning from the hips 

• try to grip with the hands around the base of the load 

• Bring the load to waist height, keeping the lift as smooth as possible. 

 

Moving the load 

• move the feet, keeping the load close to the body 

• proceed carefully, making sure that you can see where you are going 

• lower the load, reversing the procedure for lifting 

• avoid crushing fingers or toes as you put the load down 

• Position and secure the load after putting it down.  Make sure that it is rested on a stable 

base 

• Report any problems immediately, for example, strains and sprains.  Where there are 

changes, for example to the activity or the load, the task must be reassessed. 

 

The task 

• carry loads close to the body, lifting and carrying the load at arm’s length increases the risk 

of injury 
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• avoid awkward movements such as stooping, reaching or twisting 

• ensure that the task is well designed and that procedures are followed 

• Try never to lift from the floor or to above should height. Limit the distances for carrying 

• minimise repetitive actions by re-designing and rotating tasks 

• ensure that there are adequate rest periods and breaks between tasks 

• Plan ahead – use teamwork where the load is too heavy for one person. 

The environment 

• Ensure that the surroundings are safe.  Flooring should be even and not slippery, lighting 

should be adequate, and the temperature and humidity should be suitable 

• Remove obstructions and ensure that the correct equipment is available. 

 

The individual 

• never attempt manual handling unless you have been trained and given permission to do so 

• ensure that you are capable of undertaking the task – people with health problems and 

pregnant women may be particularly at risk of injury. 

 

Lifting children  

• Remember lifting children is not the same as lifting an object. Children move.  

• Use the above techniques when manoeuvring children, e.g. to change a child’s nappy, but 

remember to take into account that the child may struggle or wriggle whilst on the move. If 

this happens stop, place the child back down and start again after using reassuring words to 

calm the child.    

• Encourage the child to hold onto you were possible, this will support you and the child when 

lifting.  

 

 

 


