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01. SAFETY, HEALTH & 

HYGIENE  
Our Preschool promotes a healthy lifestyle and a high 

standard of hygiene in its day to day work with children 

and adults.   

 

The named person in the setting responsible for Health 

& Safety issues is Shirley Corfield. 

 

We will regularly organise opportunities for staff to receive information on healthy 

eating, food safety and hygiene, First Aid, allergy training and health and safety. 

 

This is helped to be achieved in the following policies: 
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1a. HEALTH 
 

 FOOD - HEALTHY EATING POLICY 
Aims 

At Holy Trinity Preschool we aim to implement the 

whole setting approach to healthy eating in 

order to improve the health of children, their 

families and staff.  We will equip our children with the knowledge, understanding and 

skills that enable them to make the sort of choices that lead to a healthy lifestyle and 

develop to their full potential.  In our setting children will be provided with a range of 

opportunities to learn about food and make healthier food and drink choices. 

 

Objectives – Environment/setting 

 To promote healthy lifestyles through healthy eating and drinking 

 To present consistent, informed healthy eating messages 

 The setting will support and encourage good table manners and social eating 

skills.  Practitioners will sit with children while they eat and will provide a good role 

model 

 Children will sometimes be encouraged to serve some portion of their meal, 

taking into consideration their safety and stage of development 

 Children will be encouraged to exercise healthy choices with regards to eating 

and drinking, and be given time to eat meals 

 Fresh drinking water is always available 

 We provide whole, pasteurised milk and snacks provided will include food from a 

range of cultures, whether purchased or made by the children as a play activity 

 They will be supported by staff in all of the elements above and encouraged to 

observe the social rituals of mealtimes including the use of ‘please’ and ‘thank 

you’ 

 We will work with parents/carers around the provision of healthy food and drinks 

by making healthy eating information available such as leaflets, posters and 

policies. 

 

 

 FOOD PREPARATION 
 

The Preschool will observe current legislation regarding food hygiene, registration and 

training.  In particular each adult will; 

 Always wash hands under running water before handling food and after using 

the toilet. 

 Not be involved with the preparation of food if suffering from any infectious 

/contagious illness or skin trouble. 

 Never cough or sneeze over food. 

 Use different cleaning cloths for kitchen and toilet areas. 

 Prepare raw and cooked food in separate areas. 

 Keep food covered and either refrigerated or piping hot. 
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 Wear protective gloves if preparing food when/if suffering from any skin 

condition.  

 

 

 

 ALLERGIES/PREFERENCES 

 
 We will obtain necessary information from parents in advance of a child being 

admitted to the provision, including the child’s special dietary requirements, 

preferences or food allergies 

 Written parental permission will be requested at the time of the child’s admission 

to the provision to the seeking of any necessary emergency medical advice or 

treatment in the future 

 We operate an ‘open door’ policy for parents to discuss their child’s requirements 

with practitioners. 

 

 

Extract from registration form: 

 

 
 

 

 

 SICK CHILD POLICY 
 

In the event of a child becoming ill during the session we will contact a 

parent and ask them to collect the child. We will separate the child 

from the main group, keep them comfortable and allocate a staff 

member to care for them. 

 

 PROCEDURE FOR TAKING A CHILD/ADULT TO HOSPITAL 
If a sudden emergency should arise; 

i. Send for an ambulance – dial 999 
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ii. Contact the parents – if you cannot contact the parents, the Police can do this 

for you. 

iii. Take the child’s Registration Form/adult’s Personal details with you to hospital. 

iv. Ensure adequate staff ratio for the remaining children. 

 

Parents are asked to keep their children at home if they have any infection, and to 

inform Preschool as to the nature of the infection.  This will allow Preschool to alert other 

parents as necessary and to make careful observations of any child who seems unwell.  

 

Parents are asked not to bring into Preschool any child who has been vomiting or had 

diarrhoea until at least 48 hours have elapsed since the last attack. 

 

Cuts or open sores, whether on adults or children, will be covered with a dressing. 

 

 

 

ADMINISTRATION OF MEDICINES 
 

 If the child is on prescribed medication the following procedure will be followed: 

• If possible, the child’s parents will administer medicine.  The medication 

must be stored in the original container and clearly labelled with child’s 

name, dosage and any instructions. 

• Written information will be obtained from the parent giving clear 

instructions about the dosage, administration of the medication and 

permission for a member of staff to follow the instructions. 

• All children’s medications will be kept on the top shelf next to the 

electricity fuse box.  Any staff medication will be kept away from the 

children’s area. 

• A medication book will be available to log in: name of child receiving 

medication; times that the medication should be administered; date 

and time when medication is administered together with the signature 

of the person who has administered each dose.  We will respect 

parent’s wishes regarding individual nappy/sun cream. 

 

With regard to the administration of life saving medication such as insulin/adrenalin 

injections or the use of nebulisers, the position will be clarified by reference to the 

Ecclesiastical Insurance Company.  If specialist knowledge is required, staff involved in 

administering medication will receive training from a qualified health professional. 

 

 

 

 FIRST AID 
The Preschool will ensure that the First Aid equipment is kept clean, replenished and 

replaced as necessary.  Sterile items will be kept sealed in their packages until needed.  

There will always be on the premises at least one qualified First Aider, trained to 

administer first aid to children, who has completed an approved course. 
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 MONITORING A SLEEPING CHILD/REN 
Children who are sleeping are put into a comfortable and safe 

position.   

 

Procedure:  

 Wherever and whenever children are sleeping, there must be a member of staff 

identified to monitor the sleeping child/ren. 

 The staff member identified to monitor the child/ren will check on sleeping 

children no less than every five minutes and ensure that they are breathing 

comfortably and are warm and settled. 

 The staff to child ratio must be maintained whilst children are resting and 

sleeping. 

 If a child enters Preschool asleep staff will consult with parents/carers as to what 

they would like to do about waking the child. 

 Parents/carers will be informed when collecting how long the child has slept for. 

 In the event of the premises being evacuated then the responsible person for the 

session will be responsible for ensuring the sleeping child is carried out to safety. 

 Children may rest or sleep in their own pushchairs if they wish. They will be 

constantly monitored by staff. 

 

 

 



 
 

Page 9 of 143 

 

1b. SAFETY - POLICY & PRACTICE 
 
The safety of children is of paramount importance. In order to ensure the 

safety of both children and adults, the Preschool will ensure that:  

  

 All children are supervised by adults at all times.  

 A book is available at each session for the reporting of any incident and/or 

accident.   

 Regular safety monitoring will include checking of the accident records on the 

basis of risk assessment and reflection on how the risk could be lessened. 

 All adults are aware of the system(s) in operation for children's arrivals and 

departures and a designated responsible adult will be at the door during these 

periods. Only the responsible person will open the door at change over time. 

 Children will leave the group only with authorised adults. A child collection book 

is operated for parents to complete. 

 Safety checks on premises, both outdoors and indoors, are made before every 

day/session.   

 Outdoor space is securely fenced - gate is padlocked for outdoor play by the 

responsible person. 

 Equipment is checked regularly and any dangerous items repaired/discarded.  

 The layout and space ratios allow children and adults to move safely and freely 

between activities.  

 Fire doors are never obstructed and have illuminated exit signs.  

 Fires/heaters/electric points/wires and leads are adequately guarded.  

 All dangerous materials, including medicines and cleaning materials, are stored 

out of reach of children.  Children do not have unsupervised access to kitchens, 

cookers or any cupboards storing hazardous materials, including matches. 

 Hot drinks will not be available during session times.  

 A record will be kept of Fire Drills carried out regularly.  

 A register of adults, children and visitors is completed as people arrive/depart so 

that a complete record of all those present is available in any emergency.  

 There is a no-smoking policy in Preschool.  

 A correctly stocked First Aid box is available at all times.  

 Fire extinguishers are checked annually and staff know how to use them.  

 Whenever children are on the premises, at least two adults are present. 

 Large equipment is erected with care and checked regularly.  

 There will be safe surface beneath and around climbing equipment.  

 Children will be constantly supervised.  

 Children playing with or near water will be constantly supervised.  

 Activities such as cooking, woodwork and energetic play receive close and 

constant supervision.  

 On outings, the adult/child ratio will be at least one adult to three children.  

 If a small group goes out, there will be sufficient adults to maintain appropriate 

ratios for staff and children remaining on the premises.  

 Equipment offered to children is developmentally appropriate, recognising that 

materials suitable for older children may pose a risk to younger/less mature 

children.  
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 Systems are in place to ensure that children are not at risk from swinging doors.  

 The premises are checked before locking up at the end of the session.  

  

 Adults’ Safety 
• Safety policies are displayed in the setting at all times.  

• There is a Health & Safety at work poster displayed in the kitchen area 

• Public Liability insurance certificate is displayed in the Playroom 

• Certificate confirming annual electrical checks carried out displayed in Playroom 

• Heavy materials are not stored above head height.  

• Adults will have access to advice on safe lifting.  

 

 

 FIRE DRILL AND/OR EMERGENCY EVACUATION PROCEDURE 
In event of a fire or emergency, report immediately to:  

 Responsible person at the session.  

 Responsible person allocates a member of staff to alert Fire Brigade (bring the 

phone) and to check the toilet areas and the office, who then reports back to 

responsible person.  

 Rings the fire bell.  

 Staff / children will respond by listening to the instructions given by the responsible 

person and will move together to the appointed exit door.  

 Responsible person takes out the register, registration forms and child leaving 

book, and counts children, staff and visitors,  

 Muster in a safe area around large tree in garden OR proceed to Coleham 

School Reception Area 

 For fire procedure for Toddlers Group, see appendix L 

 

 OUTINGS AND FOREST SCHOOL 
 

Outings 

Holy Trinity Preschool recognises the learning opportunities through experiences that 

outings can offer. It is our policy to: 

 Only allow children with written parental consent to go on outings.  

 Where transport is required to only use reputable coach and taxi firms.  

 Staff escorting children on an outing will pay regard to the ratio requirements, 1:3 

 An appointed staff member will carry out a prior visit to assess any potential risk 

on route or at the venue.  

The responsible person will ensure that the following items are taken on any outing:  

 A working mobile telephone.  

 A signed consent form for each child.  

 a First Aid kit  

 Spare clothing, bucket, cloth, plastic bags and wipes.  

  

The Ecclesiastical Insurance Company covers Preschool includes outings. In the event 

of an emergency whilst on an outing, parents will follow the instructions of the named 

responsible person.  In the event of a child being lost or uncollected, the Lost Child or 

Uncollected Child procedure will be followed.  
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Forest School 

 

Ethos and definition 

Forest School is an inspirational process that offers ALL learners regular opportunities to 

achieve, develop confidence and self-esteem, through hands on learning experiences 

in a local woodland or natural environment with trees.  

 

Forest School is a specialised approach that sits within and complements the wider 

context of outdoor and woodland learning. 

  

HEALTH AND SAFETY – FOREST SCHOOL 

 

During Forest School sessions Preschool’s health and safety policies will be adhered to.  

In addition to these, further precautions will also be taken to ensure safety.  

 

1. Risk Assessments 

A risk assessment will be carried out each day on the Forest School site/area before 

the session begins.  This risk assessment will include the check of the area and any 

changes that have occurred which could possibly cause an accident.  The weather 

conditions will be included within the check in case further precautions need to be 

taken.  To also ensure safety some of the activities that take place during the session 

may have their own risk assessments, which will be brought along to the session and 

kept for further reference. 

 

2. Equipment 

The forest school leader will take the following with them to a session: 

 First Aid kit – this will be the Forest School First aid kit which will include a survival 

blanket. 

 Clean water 

 Mobile phone 

 Preschool’s phone number for emergencies 

 Signed ‘outings’ consent form 

 A record of allergies or extra need requirements 

 Inhalers or epi-pens for children who may need one in the Preschool setting 

 Wet wipes to use before eating and other occasions 

 Spare clothing, plastic bags and cloth/wet wipes. 

 

3. Adult Supervision 

Sufficient adult supervision is required during Forest School sessions.  There is to be a 

ratio of no less than 1:3 

 

4. In the event of an accident 

All first aid will be carried out by the Forest School leader or an adult with First Aid 

training.  If the emergency services are not required, the child will be either: 

 

a. First aid administered on site, OR 

b. Parents/carers phoned to take the child home 
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If it is necessary for the child to return to Preschool with the first aider, if this is the 

Forest School leader the session will be ended and all the children will go back to 

Preschool. The parents/carers will be informed and the incident will be noted in the 

accident book. 

 

If the emergency services are required 999 will be called from the forest school site.  

(The directions to and post code of the site will be in an easily accessible place). 

Preschool staff will then phone the parents/carers. It will be ensured that adequate 

child to adult ratio will be maintained and the remaining children will return to 

Preschool when it is appropriate. 

 

5. Other procedures to be followed 

 Adults volunteering to assist with Forest School will need to be DBS checked 

(formally known as CRB check). 

 Tree climbing is allowed but the children will be asked not to go above adult 

shoulder height. 

 Children will be taught to return to the call of ‘one, two, three, where are 

you?’ 

 The Forest School leader will carry a mobile phone on their person for safety 

reasons.  It is Preschool policy that the use of mobile phones and camera 

phones by other adults is not allowed during Forest School sessions.  The 

Preschool camera will be used during the sessions and Preschool procedure 

will be adhered to regarding its use. 

 

In the event of a lost child, or uncollected child we will follow The Lost child and 

uncollected child Policy & Practice. Please see page 13. 

 

Fires at Forest School 

It may be that in the planning there will be a camp fire at Forest School.  Appropriate 

risk assessments are to be done and the children should know about the safety of the 

fire pit.  The Forest School leader will bring the appropriate first aid and fire safety 

equipment, including a fire blanket and lots of water. 

 

If a burn was to occur, the procedures stated in the health and safety procedures 

section 4 (in the event of an accident) are to be followed and parents or emergency 

services are to be telephoned. 

 

If a fire gets out of control 

The children will be taught that if the whistle is continually being blown they are to leave 

the forest school area and line up on the school playground.  The Forest school leader 

will do a head count and supervise the calling of the fire brigade. (The directions to and 

post code of the site will be in an easily accessible place to be quickly taken when the 

site is evacuated). 

 

A member of staff will also ring the school office and Preschool.  A member of the 

school staff will greet the Fire Brigade.  The Preschool children will gather with adults at 

the front of school and await their transport. 
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 DEPARTURE PROCEDURE 
Details of individuals who are able to collect a child are written on the Registration 

Form. Should the person collecting the child be different from these, the person 

delivering the child will be asked to complete details of the person collecting the child 

and sign their consent prior to them leaving the child for the session.  

Arrivals and Departures.  
Please be punctual and take care on the Belle Vue Road. Please do not walk through 

the churchyard.  

 UNCOLLECTED CHILD/LOST CHILD POLICY & PRACTICE 

Lost Child 
 

If a child had been registered at the beginning of the session but then could not be 

accounted for by staff, he/she would be considered lost.  In this event, we would 

regard this as an urgent situation and we would act promptly.  

1. The children would be gathered together as instructed by the responsible 

person.  

2. The responsible person would re-check the register.  

3. A thorough search of the buildings and garden area would be conducted 

whilst maintaining staff' ratios for the remaining children.  This would take no 

longer than 10 minutes.  

4. If off site we will inform all staff of the site we’re visiting of the search to enable 

a wider search. 

5. The responsible person would telephone the parents/carers, the Police and 

Ofsted.  

 

West Mercia Police     999 

OFSTED      03001231231 

 

Uncollected Child 
A child will be considered "uncollected" if, 1 hour after the end of the session time, the 

child  is still present and the parent/carer has not informed us of the reasons for the 

delay, two members of  staff will stay with the child.  

 

We would endeavour to contact any relevant carers as instructed on the registration 

form.  

 

We would contact initial contact for their advice as to how to proceed.  If this becomes 

a significant event Ofsted will be notified. 

 

Shropshire First Point of Contact Team (FPOC): 0345 678 9021 
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 ALCOHOL AND SUBSTANCE ABUSE POLICY 
 

When working directly with children practitioners or students/volunteers must not be  

under the influence of alcohol or any other substance which may affect their ability to  

care for children.  

 

In the event of alcohol or substance abuse being suspected the manager will be  

informed immediately and the staff member / volunteer / student will be sent home.  

The chairperson will be contacted. 

 

Practitioners taking medication or have an illness which they believe may affect their  

ability to care for children should seek medical advice and inform the manager and  

only work with children if the advice is that the medication is unlikely to impair their  

ability to look after children.  

 

 

 RISK ASSESSMENT POLICY 
 

Aim 

Holy Trinity Preschool aims to provide a safe and secure environment that minimises risks 

and also promotes and encourages the children’s thinking of self risk assessment. 

 

Overview 

A Health & Safety check is carried out daily before children arrive. 

 

This is reviewed yearly or more frequently where the need arises 

 

The risk assessment identifies aspects of the environment that need to be checked on a 

regular basis.  

 These forms are completed daily. 

 The daily risk assessment is reviewed monthly by the manager and any new risks/ 

hazards are added as they arise. 

 A yearly risk assessment is completed by all staff once a year and the information 

reviewed and updated by the manager. 

 If a member of staff or student has a medical problem that prevents them from 

carrying out specific tasks, a risk assessment will be done. 

 

All equipment is kept clean and staff are kept informed of health and safety legislation.  

 

Staff are made aware that they must take all reasonable steps to ensure the hazards 

are reported immediately to the Manager and Deputy Manager and hazards to 

children both indoors and outdoors are kept to a minimum. 

 

Risk Assessment Process 

Our risk assessment process includes: 
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 Checking for hazards and risks indoors and outside, and in our activities and 

procedures 

 Using the accident book to identify hazards and risks. 

 Updating our knowledge from training accessed 

 Inductions for new members of staff and students 

 Any substance that is potentially harmful to an individual child – dairy, eggs, nuts 

etc. 

 

Our assessment covers adults and children; 

 Deciding which areas need attention; and  

 Developing an action plan that specifies the action required, the timescale for 

action, the person responsible for the action and any funding required. 

 

We maintain lists of health and safety issues which are checked: 

 Daily before the session begins 

 Incidental risks as they arise and reviewed at staff meetings 

 

It is the responsibility of the Manager to carry out the daily risk assessment. In the 

absence of the Manager, the Deputy will undertake this responsibility. 

 

When an incidental risk occurs 

If an incidental risk occurs-  

 a risk assessment form will be completed, and all personnel will be notified of the 

risk immediately  

 The Manager will be informed immediately. 

If the risk poses a threat to the safety and security of the staff or children, the Manager 

or deputy will make a decision as to whether the risk prevents the session from 

commencing or continuing.  

 

If the risk or hazard can be minimised so as not to compromise the safety and security 

of the children,  

 The Manager will inform the staff on how this will be carried out. 

 All staff will be asked to sign the risk assessment form to acknowledge that they 

have been informed and are aware of what steps are being taken to minimise 

the risks and what role they play in this.  

 

 

  INFORMATION SOURCES 
 Parents will have the opportunity to discuss health issues with Preschool staff and will 

have access to information available to Preschool.  Preschool will maintain links with 

other professionals such as Health visitors and gather health information and advice 

from the local Health Authority Information Services and/or other health agencies. 

  



 
 

Page 16 of 143 

 

1c. HYGIENE 
 

A staff member is employed to carry out a check for cleanliness prior to the session, 

both indoors and outdoors.  It is the staff’s responsibility to ensure that all areas in the 

playroom suite are tidied and left clean at the end of every session. 

 

To prevent the spread of all infection, adults in the group will ensure that the following 

good practices are observed: 

 

 

 PERSONAL HYGIENE 

 
Hands washed after using the toilet, handling animals and before handling food.   

 

Children with pierced ears will not be allowed to share each other’s earrings.  Should 

the child remove them they will be stored until the child is collected. 

 

Children encouraged to blow and wipe their noses when necessary and to dispose of 

soiled tissues hygienically. 

 

Paper towels are supplied. 

 

Hygiene rules related to bodily fluids followed with particular care and all staff and 

volunteers aware of how infections, including HIV infection, can be transmitted. 

 

 

 CLEANING AND CLEARING 

 
Any spills of blood, vomit or excrement will be wiped up and flushed away down the 

toilet.  Gloves will always be used when cleaning up spills of bodily fluids.  Floors and 

other affected surfaces will be disinfected according to the manufacturer’s instructions. 

 

Fabrics contaminated with body fluids will be stored in plastic bags and sent home with 

the child/adult.  Spare laundered pants and other clothing available in case of 

accidents and polythene bags available in which to wrap soiled garments.  All surfaces 

cleaned daily with an appropriate cleaner. 
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 NON-SMOKING POLICY 

 
We believe that staff and children deserve to work and play in an environment which is 

smoke free.   In order to achieve this we; 

 Maintain a non-smoking policy both inside and outside in the garden, at all 

times.  

 We display No Smoking signs 

 Inform staff when they are employed and remind them at staff meetings of our 

non smoking policy 

 Inform parents via the Newsletter that we operate a no smoking policy 

 Provide information for anyone wishing to have support in ceasing smoking 

 If a member of staff smokes (before entering the setting) they must wash their 

hands before they begin contact with the children 

 

 

 

 

 

 

 ANIMALS 
Preschool does not have any resident animals or birds. We usually have resident fish in a 

fish tank.  

 

Guinea pigs visit the Preschool for a maximum of 10 days at a time. We believe that 

animals have an important role in the curriculum.  However, the safety of the children is 

paramount and therefore all resident and visiting animals are assessed for their 

suitability prior to their visit so that we are confident that they are healthy and safe. 
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 OUTDOOR PLAY 
 

Children will have the opportunity to play outside throughout 

the year except in extreme cold weather. 

 

 SANDPITS 
We have a covered sand tray.  We purchase new silver sand each term.  Spilt sand is 

sieved or discarded and a sterilising solution is used as necessary. 

 

Hazardous/Poisonous Plants 
The following is a list of some of England’s most readily available, commonly grown 

plants which are poisonous.  The list is not comprehensive. 

 

Latin Name     Common Name 

 

Aconitum     Monkshood/Wolfsbane 

Actaea     Baneberry 

Arum Maculatum    Cuckoo pint 

Atropa belladonna   Deadly Nightshade 

Brugmansia, Datura   Datura, Angels Trumpets 

Chelidonium Majus   Greater Celandine 

Colchium      Autumn Crocus 

Conium Maculatum   Hemlock   

Convallaria     Lily of the Valley 

Daphne     Daphne 

Dieffenbachia (houseplant)  Leopard Lily, Dumb Cane 

Digitalis     Foxglove 

Euphorbia     Spurge 

Gloriosa superba (indoor plant) Glory Lily 

Hedera     Ivy 

Helleborus     Hellebore, Lenten Rose 

Hyacinthoides    Bluebell 

Ilex Aquifolium    Holly      

Laburnum     Laburnum, Golden Rain 

Lantana     Lantana 

Narcissus     Daffodil 

Nerium     Oleander 

Primula obconica    The Poisonous Primula 

Prunus laurocerasus   Cherry Laurel 

Ricinus Communic    Castor Oil Plant 

Ruta      Rue 

Taxus Baccata           English Yew 

 

Highlighted plants are pictured below 
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Page 20 of 143 

 

1d. NAPPY CHANGING  
 

We wish to include all children in our setting and understand that 

children arrive at Preschool at different stages in their development 

and that some children may still be in nappies or trainer pants.  

 

 

In order to care for the children's physical needs we ask that parents/carers:  

• make sure that wherever possible children arrive at Preschool wearing a clean 

nappy or trainer pants  

• provide nappies, cream, wipes and soiled nappy bags so that if it is necessary to 

change the child their individual needs can be met (creams are only applied 

after the completion of a medication form) 

• discuss any issues arising from the policy with the child's key worker, the manager 

 or deputy manager 

 

 

The Preschool will ensure that:  

• Children only have their nappies or pants changed by a person who has relevant 

police check clearance  

• volunteers and students will not change nappies or escort children to the toilet 

• children will be changed in a designated area  

• Staff will change children in a discreet way, following the Nappy Changing 

Procedure  

• staff will discuss any concerns about the child with the parent/carer  

• staff will support the child's physical development regarding "toilet training"  

• If the parent/carer forgets to bring nappies etc, the Preschool will provide them.  

• It is not acceptable to Preschool that children should persistently arrive in soiled or 

wet nappies or pants.  If this situation does arise, the key worker will have 

discussions with the parents/carers to support the care and comfort of the child 

and will be happy to support the parents/carers in the development of the child's 

toilet training. 
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 NAPPY CHANGING PROCEDURE 
A book is available to record changing a child with date, name and signature. In the 

event of it being necessary to change a child's nappy the following procedure will be 

followed:  

 Only a person with relevant police checks will change children's nappies or 

trainer pants  

 Children's nappies or pants will be changed in the designated area  

 Staff will wear clean disposable gloves and aprons for each child  

 Appropriate hand washing facilities will be available for the adult and child and 

hands will be washed using soap and dried thoroughly with a paper towel after 

completing the procedure  

 Dirty nappies/pants will be disposed of in the designated bin immediately after 

changing the child  

 The child's privacy will be respected at all times during the nappy changing  

 If parents have any queries or concerns about this procedure they should talk to 

their child's key worker, another member of staff, or the responsible person for the 

session.  
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1e. TOYS & EQUIPMENT 
  

The toys, books and equipment in Preschool provide 

opportunities for children, with adult help, to develop new skills 

and concepts in the course of their play and exploration. The 

equipment we provide:  

 

1. is appropriate for ages and stages of the children 

2. offers challenges to develop intellectual, language, physical, social, emotional, 

 sensory, cultural and spiritual skills.  

3. features positive images of people, both male & female, from a range of ethnic 

and cultural  groups with and without disabilities.  

4.  will enable children, with adult support, to develop individual potential and move 

towards the required learning goals.  

5.  toys and play material will help  to promote equality of opportunity and anti-

 discriminatory practice.   

6. The toys provided are sound and well made.  

 

 

 

 TOYS AND EQUIPMENT PRACTICE 
 

 

Holy Trinity Preschool offer a book library for the older children in the group – however 

we accept there will be damage & loss.  

 

Additionally staff are encouraged to check the toys & equipment at each session. 
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1f. HOLY TRINITY PRESCHOOL ETHOS AND 

PHYSICAL ENVIRONMENT 
 

Holy Trinity Preschool exists to provide a Christian environment for pre-school children 

and their families alike. The Aims of Holy Trinity Preschool are to respect and value each 

child as an individual, to provide a secure, stimulating and fun-filled environment 

wherein each child can experience appropriate opportunities to develop skills and 

enable them to reach, with confidence, their full potential.  

 

HTP is wholly owned by the Parochial Church Council of the church. It has an elected 

Management Committee who are responsible for the long term care of the group. 

  

The Designated Person is responsible for the day-to-day running of the Preschool. 

 
 

 

 PHYSICAL ENVIRONMENT  
Holy Trinity Preschool endeavours to provide a welcoming environment for children, 

staff and parents, and to greet them appropriately. It is situated at ground floor level at 

the rear of the church and has its own separate entrance with ramp access for 

wheelchairs.  It enjoys sole use of the facilities which include playroom, kitchen/wet 

area allowing children to move freely and safely.  We have toilets for the children with 

wash basins and hot water, a separate toilet for the staff, and an office. The corridor 

provides hanging coat space and outdoor toy store and an area for computers, 

language and literacy.  

 

We enjoy a range of resources which are stored at child level allowing them to access 

them and encouraging their independence.  We are registered to use the adjoining 

church facilities.  We have a telephone on site.  It also has a mobile handset to enable 

any confidential calls to be made in the office or to be used appropriately within the 

Preschool setting.  Emergency telephone numbers are kept on site/and stored in a 

secure place out of session time.  The setting telephone number is displayed on all 

correspondence.  The setting enjoys secondary glazing in the main playrooms and frost-

stars in the toilet areas.  We have an adequate heating system for warmth and fans 

available in the hot weather.  Should there be a break down in either system we would 

inform the parents.  

 

HTP employs a cleaner, out of Preschool hours, to maintain a high standard of 

cleanliness.  

 

Cleaning materials are stored out of the Preschool's suite.  

 

A member of staff is employed to carry out safety checks prior to sessions.  
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All staff are responsible for maintaining a high standard of cleanliness during the 

sessions.  

 

We will seek permission from OFSTED regarding any change of use of Preschool suite.  

 

The garden area is securely fenced, part paved, part barked, and has a range of 

fixtures including tyres, small shrubs, trees, plants, bird feeders and seating. It has a small 

buggy shelter and an imaginary den with steps/ramp.  

 

We are insured with the Ecclesiastical Insurance Group. We are members of the Pre-

School Learning Alliance and are part of the Early Years Development Plans in 

Shropshire. 

 

We receive payment for children attending the group who are appropriately aged.  

 

We are registered with OFSTED for children, 2 - 5yrs.  

 

We offer sessions in term time from 9am-3pm on weekdays. We offer concessionary fees 

and are flexible with payments.  

 

Holy Trinity Preschool since its commencement has always aimed to respect and 

support the family as well as offering care for the child.  

 

During the early years we organised a variety of events and courses. Firstly, we offered 

a family session, children coming to Preschool after they had had lunch with their 

parents, parent enjoying craft/baking, books etc. Latterly we have looked at courses 

offering support and help with parenting. We have also linked up with the Health Visitors 

and, after a shared lunch together, discussed topical issues.  

 

Holy Trinity Preschool is privileged to be able to use the Church as a resource and 

following festival celebrations led by staff and children. We share fun and refreshments 

with the children and their extended families.  

 

 

 TODDLER GROUP  
 

Holy Trinity Preschool has for the past twenty years had a Toddler group. The Toddler 

group is managed by Holy Trinity Preschool. The sessions operate in term time, opening 

every Tuesday from 9.00am to 11.00am.  It averages 15-20 families. During the session 

time we offer tea/coffee, biscuits, juice, craft activities and music. This can include 

piano/guitar/CD sing-a-long, musical instruments for the toddlers to join in and a story-

led time. The group enjoys book parties etc.  

 

The toddlers attending enjoy a pre-taste of Preschool life and it is an excellent transition 

into the group.  
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2. SAFEGUARDING CHILDREN 
 CHILD PROTECTION POLICY 

 
The practitioner designated to take lead responsibility for safeguarding and child 

protection issues is: SHIRLEY CORFIELD 

 

The committee member who oversees this work is: VERITY LOWE 

 
Policy statement:  

  

At Holy Trinity Preschool we believe that it is always unacceptable for a child or young person to 

experience abuse of any kind and recognise that safeguarding the welfare of all children and 

young people is everyone’s responsibility. We follow Shropshire Safeguarding Community 

Partnership (SSCP) procedures and acknowledge that the welfare of the child is paramount.    

  

At Holy Trinity Preschool it is our duty to respond promptly and appropriately to all concerns, 

incidents or allegations of abuse or neglect of a child. We work in partnership with children, 

young people, their parents, carers and other agencies. Our statutory duties and supporting 

guidance are set out in The Safeguarding and Welfare Requirements in the Statutory 

Framework for the Early Years Foundation Stage (EYFS) 2021, the Ofsted Compulsory Childcare 

Register, Working Together to Safeguard Children 2018 and Keeping Children Safe in Education 

2021.  

 

Safeguarding and promoting the welfare of children is defined for the purposes of this policy as: 

 Protecting children from maltreatment; 

 Preventing impairment of children’s mental and physical health or development; 

 Ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care; and 

 Taking action to enable all children to have the best outcomes. 

     

 This policy is also based on the following legislation and guidance:  

 

 The Children Act 1989 and 2004 - Safeguarding and promoting the welfare of children is 

defined as; protecting children from maltreatment, preventing impairment of children’s 

health or development, ensuring that children are growing up in circumstances 

consistent with the provision of safe and effective care and undertaking that role to 

enable those children to have optimum life chances and to enter adulthood 

successfully.   

  

Section 3 (5) of the Children Act 1989 states that the law empowers anyone who has 

care of a child to do all that is reasonable in the circumstances to safeguard his/her 

welfare.  

  

 Counterterrorism and Security Act 2015 – preventing people being drawn into terrorism 

and promotion of British values to ensure children are kept safe from radicalisation  

  

 Female Genital Mutilation Act 2003 – Serious Crime Act 2015 - mandatory reporting of 

FGM from 31st October 2015  

 

 Education and Training (Welfare of Children) Act 2021 
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 The Rehabilitation of Offenders Act 1974, which outlines when people with criminal 

convictions can work with children  

 

 Schedule 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what 

‘regulated activity’ is in relation to children  

 Statutory guidance on the Prevent duty, which explains schools’ duties under the 

Counterterrorism and Security Act 2015 with respect to protecting people from the risk of 

radicalisation and extremism 

 Keeping Children Safe in Education 2021 

 The Statutory Framework for the Early Years Foundation Stage (EYFS) 2021 

 The Ofsted Compulsory Childcare Register 

 Shropshire Safeguarding Partnership Threshold Guidance 

 West Midlands Procedures 

 

  

During COVID-19, Holy Trinity Preschool has implemented a Safeguarding and Child Protection 

Addendum to ensure that additional safeguarding measures have been put in place. Staff are 

to refer to the Addendum for specific procedures during COVID-19 as well as following this 

policy. 

 

This policy and procedure will also link to other setting policies & procedures; 

 

 1. Safety, Health and Hygiene 

 1a. Administration of medicines 

 1a. First Aid 

 1b. Uncollected Child 

 1c. Outdoor play – hazardous plants 

 1d. Nappy changing  

 4. Special Educational Needs 

 5. Behaviour Management  

 5. Anti-Bullying  

 6d. Complaints 

 7. Safer Recruitment   

 10. Photography and online information sharing 

 11. Whistleblowing 

 15. Staff code of conduct 

 Preventing Extremism and Radicalisation – see ‘The Prevent Duty’ in policy appendices 

 

https://westmidlands.procedures.org.uk/local-content/2gjN/thresholds-guidance/?b=Shropshire
https://westmidlands.procedures.org.uk/
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See appendix M for our full and updated 

Safeguarding and Child Protection Policy. 
 

See also: 

 

APPENDIX A – DEFINITIONS OF ABUSE 

APPENDIX B – ROLE OF DESIGNATED LEAD PRACTITIONER 

APPENDIX C – FILE TRANSFER RECORD AND RECEIPT 

APPENDIX D – Child’s Chronology 

APPENDIX E – EARLY HELP 

APPENDIX F – Referral form 

APPENDIX G – BRITISH VALUES 

APPENDIX H – The Local Authority Designated Officer (LADO) 

APPENDIX I – STAFF SUITABILITY 

APPENDIX J – Serious accident, injury or death 

APPENDIX N – IMPORTANT CONTACTS 

APPENDIX O – Giving medication to children in registered 

childcare 

APPENDIX P – DfE clarification on medicines in early years settings  

APPENDIX Q – Addendum: COVID-19 EY arrangements for 

Safeguarding and Child Protection Policy 

APPENDIX R – The Prevent Duty – June 2015 

APPENDIX S – How every day practice promotes British Values  

 
 

 

 PARTNERSHIP WITH PARENTS 
A copy of this policy is made available to all parents prior to their child joining our 

setting, as well as details of the complaints procedure (included in the prospectus). In 

general any concerns will be discussed with parents and we will offer support.  If there 

continue to be concerns about a child’s welfare then we will discuss this with parents 

and seek their consent to approach other agencies for support (level 2 and 3 

threshold).  If our concerns meet the level 4 threshold for child protection then we will 

make parents aware that we are making a level 4 referral unless such a discussion 

would place the child at an increased risk of significant harm.  
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3. CURRICULUM & SESSIONS 
 

 CURRICULUM 
Holy Trinity Preschool recognises the importance of the EYFS Every Child Matters for the 

foundation stage and has implemented it within its long-term plans. These have been 

divided into workable units, which represent the academic year, and then into daily 

plans incorporating all six learning areas.  

   

We offer a planned time table which allows for child-led and adult-led play. The 

children's ages range from 2-5yrs at every session. They are encouraged to play and 

learn together for the child-led and circle sharing singing time. They are colour grouped 

in ages for the appropriate adult-led activity.  

 

HTP operates a key worker system. We accept that the parents know the child best and 

we use their knowledge to gather information in the child's folder - after a settling-in 

term we use the Early Years foundation stage profile record. This record forms the 

baseline for school entry.  Planned termly meeting with the keyworker/parents exist to 

discuss the child's progress.  Meetings can be more frequent if necessary.  With the 

parent's permission the profile can be used by other professionals for the continuity of 

the child's development. The profile and all written records become the parent's 

possession when the child leaves the setting.  

  

 

 SEVEN AREAS OF THE FOUNDATION STAGE 
 

THREE PRIME AREAS: 

 

1. Communication and Language  
 
In both small and large groups, children are encouraged to extend their vocabulary 

and fluency by talking and listening, and by hearing and responding to stories, songs 

and rhymes.  Children are helped to understand that written symbols carry meaning, to 

be aware of the purposes of writing and, when they are ready, to use drawn and 

written symbols for themselves. A well-stocked book corner gives every child the 

opportunity and encouragement to become familiar with books, able to handle them 

and aware of their uses both for reference and as a source of stories and pictures. A 

computer is available to develop their skills.  
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2. Personal, Social and Emotional Development  

 
Within a nurturing environment, children are individually 

supported in developing confidence, autonomy and self-

respect. They are encouraged to work and concentrate 

independently and also to take part in the life of the group, sharing and co-operating 

with other children and adults. Through activities, conversation and practical example, 

they learn acceptable ways to express their own feelings and to have respect for the 

feelings of others.  All children are given the opportunity, as appropriate, to take 

responsibility for themselves and also for the group, its member and its property.  

 

 

 

3.  Physical Development  
A range of equipment and opportunities, both 

indoors and outdoors, allows children to develop 

confidence and enjoyment in the use and 

development of their own bodily skills. A very high 

level of adult supervision enables children safely to 

create and meet physical challenges, developing 

increasing skill and control in moving, climbing and balancing. At the same time, 

children are supported in the development of fine motor skills required to use tools, 

including pens and pencils, and to handle small object with increasing control and 

precision.  

 

 

FOUR SPECIFIC AREAS: 

1. Mathematics 
By means of adult-supported practical experience, children become familiar with the 

sorting, matching, ordering, sequencing and counting activities which form the basis for 

early mathematics. As they use their developing mathematical understanding to solve 

practical problems, children are assisted to learn and use the vocabulary of 

mathematics, identifying objects by shape, position, size, volume and number. Songs, 

games and picture books help children become aware of number sequences and, 

when they are ready, to use simple mathematical operations such as adding. 

Technology is available to also help develop skills.  

2.  Understanding the World  
A safe and stimulating environment allows children to explore and experiment with a 

range of natural and manufactured materials. They learn to observe the features of 

objects and substances, recognising differences, patterns and similarities, and to share 

and record their findings. Children are assisted in exploring and understanding their 

environment, both within the group and also in their wider community. A range of safe 

and well maintained equipment enables children to extend their technological 
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understanding, using simple tools and techniques as appropriate to achieve their 

intentions and to solve problems.  

3. Literacy 
Children are helped to understand that written symbols carry meaning, to be aware of 

the purposes of writing and, when they are ready, to use drawn and written symbols for 

themselves. A computer is available to develop their skills. Children are given 

opportunities to mark make in various materials e.g sand, shaving foam, paint, saw-

dust. Adult led activities for literacy are planned using the Letters and Sounds phase 

one teaching programme. 

4. Expressive arts and design  
Children are encouraged to use a wide range of resources in order to express their own 

ideas and feelings. Art equipment, including paint, glue, crayons and pencils as well as 

natural and recycled resources, provides for open-ended exploration of colour, shape 

and texture and the development of skills in painting, drawing and collage. Children 

listen to and make music with simple instruments and opportunities are given to moving 

and dancing to music. There are opportunities for imaginative role play, both 

individually and as a part of a group.  

 

 

 SESSIONS – INCLUDING DAY CARE 

 (9-3pm)  

A staff member arrives 15 minutes before remainder of staff.  Their responsibilities are:-  

     

 Check garden area 

 Check inside area - put on heaters/lighting 

 Generally the playroom is set up the previous day with activities reflected in the 

daily plans.  If not the member of staff would start to set up with other staff 

helping as required.  

 

 At every session there is a First Aider and appropriate staff numbers with 

relevant qualifications for the session. 

 

 All adults including staff sign in and out of the Preschool building. 

 

 The Responsible Person opens the door, welcoming children and parents. 

The children come in to free play. This presents an opportunity for 

parents/carers to inform us about any changes in collecting the child, 

share any new notices etc.  

 

 The register of children is taken.  

 

 The first part of the session is “circle time” activities. 
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 Circle time is an opportunity for singing/music, sharing news and learning 

together. The children leave the circle and go to their colour groups.  Staff 

and children have drinks/snacks, story time together and an opportunity is 

given for children to look at books independently.  

 

 The group then goes on to the "adult-led" activity as set up in line with our 

curriculum plan. Adult-led activities are shaped by the children’s own likes 

and interests.  

 

  The remaining hour of the session is child-led, where children have 

opportunity to explore and extend the adult lead activity or, supported by 

adults, extend their own interests. 

 

 Whenever possible we have a period of outdoor play. If the weather 

prevents this, we use the large hall or church for physical activity. 

 

 Everyone is encouraged to take turns and tidy up.  

 

 An opportunity at the end of the session is given for the colour group to 

share their experiences of the activity with the main group. The responsible 

person calls each child by name and they leave the setting.  

 

Indoor play includes:-  

 Painting, collage, clay, sand, water, dough model making, baking.  

 Books, tapes, videos, computer.  

 Themed role play area, dressing up clothes, dolls house.  

 Building blocks, construction kits, puzzles, board games.  

 Trains, cars, zoo/farm animals.    

 Musical instruments.   .  

 

A range of resources are stored at child level allowing them to access them and 

encourage their independence.  

 

Outdoor play includes:-  

 Bikes and trikes, slide, climbing frame, balls, ropes, seesaw, tree climbing. 

 It is our aim to use the outdoor play area at every session (weather permitting).  

 We encourage visits from the library, police, musicians, and other interesting 

opportunities for the children.  

 

We have planned outings regularly. 

 

Day Care Provision at Holy Trinity Preschool  
Hours: 9.00am - 3.00pm  

 

After lunch club children would be offered a quiet space (within the Play Room) for 

rest/sleep if they desire. 
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We recognise that children attending the setting all day require something different 

from that of the morning. The PM session would continue the same for them until the 

adult led activity where they would be encouraged to extend the learning 

experienced in the morning. Information would be shared with parents/carers about 

their child's day when they are collected.  

  

Parental Involvement 
Parents/carers are welcome to help at any session time using their talents and skills to 

enhance the children's learning.  

 

We offer workshops, celebrations and social events for the children and their extended 

families.  

 

We have a specially created Seating area in the kitchen area for parents to relax and 

enjoy watching/interacting with their children. 

 

 

 LUNCH CLUB – INCLUDING AIMS & ACTIVITIES 

A Session at Holy Trinity Lunch Club  
11:30 a.m. Children attending the morning Preschool session will 

continue playing or sitting at a circle time until all other children 

going home have left.    

 

Children arriving for Lunch Club and afternoon session will then come in and all the 

children will come together.  

 

Register will be taken (by Responsible Person).  

 

Staff will encourage children to wash hands before eating lunch or to use antibacterial 

hand wash.  

 

Wherever possible the staff will encourage the children to eat and drink all their food.  

 

See sheet 'Aims of lunch Club’  

See sheet 'Activities and Aims' 

 

Lunch club staff will be responsible for cleaning tables with anti-bacterial spray and 

making floor clean, ready for afternoon sessions.   

 

The children arriving for the afternoon session will be welcomed in.  

 

There is a system for registering staff and children at every session.  

 

The lunch club will have appropriate ratios of staff to children: 
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 1 staff to 4  under 3’s 

 1 staff to 8 3-5 years 

 

There will be a minimum of 2 adults on duty.  

 

There will be a qualified staff member and at least one First Aider at the lunch club.  

 

Parents/carers will provide their children's lunch stored in a lunch box, labelled clearly 

on top and side with child's full name.  

Aims of Lunch Club 
 To extend personal and social skills  

 To encourage children to eat and  drink healthily  

 Talk to each other, consider each other’s feelings  

 Encourage good manners  

 Encourage friendship  
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 EQUALITY AND DIVERSITY 
 

Admissions  
As stated in admissions policy.  

Families, staff and volunteers joining the Preschool are made aware of its equal 

opportunities policy, which is regularly reviewed.  

Employment  
In the light of our Christian purpose and ethos, we reserve the right to recruit Christians 

as there is a Genuine Occupational Requirement (G.O.R) (Legislation 2 Dec 03).  

Families  
The Preschool recognises that many different types of family group can and do 

successfully love and care for children. The Preschool aims to offer support to all 

families. The Preschool offers a flexible payment system for families with differing means.  

 

Our aim is to show respectful awareness of all the major events in the lives of the 

children and families in the Preschool, and in our society as a whole, and to welcome 

the diversity of backgrounds from which they come.  

The curriculum  
All children will be respected and their individuality and potential recognised, valued 

and nurtured. 

 

Activities and the use of play equipment offer children opportunities to develop in an 

environment free from prejudice and discrimination. Management of resources within 

the Preschool will ensure that both girls and boys have full access to all kinds of activities 

and equipment and are equally encouraged to enjoy and learn from them.  

 

Appropriate opportunities will be given to children to explore, acknowledge and value 

similarities and differences between themselves and others.  

Resources  
These will be chosen to give children a balanced view of the world and an 

appreciation of the rich diversity of our multi-racial society.  

 

Materials will be selected to help children develop their self-respect and to respect 

other people by avoiding stereotypes and by using images and words which reflect 

positively the contribution of all members of society.  

 

 

 

  



 
 

Page 35 of 143 

 

4. SPECIAL EDUCATIONAL NEEDS  

i. Basic information about SEND provision.  
Principles and objectives:  

 

• We have regard to the definition of SEND stated in the' SEND Code of Practice, 1:3:-  

'Children have a learning difficulty which calls for special education 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 the child from making use of  educational 

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

area of the LEA  

c) are under compulsory school age and fall within the definition at a) or b) above or  

would do so if special education was not made for them. 

 

• We endeavour to monitor all children who are progressing significantly more 

slowly than their peers or than might be expected in the four broad areas specified in 

the SEND Code of Practice i.e. communication and interaction, cognition and learning, 

behaviour, emotional and social  development, and sensory and/or physical 

development.  

 

• We work closely with all parents to listen to their views so as to build on children's 

previous experiences, knowledge, understanding and skills so that they develop in the 

seven areas of learning identified in the EYFS.  

 

• We believe that all practitioners are teachers of children with SEND and 

differentiate according to the needs of the children in their care.  

 

• We believe in equal opportunities and try to meet the physical, emotional and 

intellectual  needs of all our children. This policy should therefore be read alongside our 

policy for equal opportunities  

 

• Parents are encouraged to discuss any issues and concerns with the key 

worker/SENDCO/head of the setting.  

 

Admissions:  

 
• We welcome all children to our setting and endeavour to ensure that 

appropriate provision is  made to cater for their needs.  

 

• All children with SEND play a full part in the daily life of the setting and are 

encouraged to join in all activities.  

 

• The entrance is ramped and wheelchair users can access the main classrooms 

and toilet for the disabled.  
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ii. Identification, assessment and review  

Resources:  

 A proportion of our budget is reserved for resources, which include identified 

materials for use to support children who need additional or different activities.  

 We intend to develop our resources to support children with SEND.  

 We are developing/have access to a toy library, to make available extra 

equipment.  

 We will seek out various technological aids available for us to use when 

necessary.  

 We will seek to access external funding from projects/commercial sources as 

necessary. 

 

Identification: 
• We are committed to the early identification and intervention of children who may 

have SEND.  

 

Observational/assessment:  
 More detailed observations are made in a variety of contexts as well as careful 

monitoring of the curriculum through the use of EYFS. We obtain information from 

parents/carers and any information available from previous settings.  

 Early Years Action - If a practitioner identifies a child with SEND an intervention 

plan is devised.  

 The Individual Education Plan (lEP, see proforma in the appendix) is additional to 

and different from the programme that is usually provided in the normal 

curriculum. The practitioner liaises with the SENDCO and parents/carers and 

involves them in setting targets and strategies. These are shared with the child 

and reviewed each half-term, or as appropriate.  

 The SEND Mentor/Area SENDCO is contacted for further advice and professional 

support, as necessary.  

 Early Years Action Plus - if adequate progress is not made after a substantial 

period of  intervention and review, the practitioner in consultation with the 

parents/carers, may conclude  that further support and advise is needed for the 

child. In some cases, outside professionals from health, social services or the 

education psychological service maybe involved with the child. The IEP, with new 

targets and strategies is always discussed with the parents/ carers.  

 The IEP (Individual Education Plan) is continually under review to ensure that the 

appropriate targets set provide success for the child and progress is made. The 

parents/carers and children are always involved.  

 In a very few cases it may be necessary for the setting to consider, in consultation 

with the parents and any outside agencies involved, whether a statutory 

assessment may be necessary. If, in rare cases, the needs are considered to be 

severe and complex a statement of special educational needs may be issued.  
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Review:  

 The SEND policy is subject to a regular cycle of monitoring evaluation and 

review.  

 The SEND policy should also be read alongside the behaviour and equal 

opportunities policy as they are directly linked.    

 The SENDCO ensures that all appropriate records are kept and available 

when needed. These are always available for parents/carers to see and 

can be a source of invaluable information for practitioners in the future. 

 

 

Management of SEND within the setting:  
• Parents will always be kept informed of any additional or different provision being  

given and invited to contribute to and attend any review meetings about their 

child.  

• Children who make slower progress will be given carefully differentiated learning 

opportunities  to help them progress with regular and frequent careful monitoring 

of their progress, which will  involve the parents/carers and children in working in 

partnership with the setting.  

• All children will receive a broad and balanced curriculum, relevant to the needs 

of the individual.  Access to the curriculum is therefore facilitated by whatever 

means necessary to ensure that success is achieved.  

• We aim to recognise strengths as well as weaknesses and try to involve all 

children in the activities of the setting.  

• We endeavour to give the appropriate enrichment programme to extend the 

more-able and gifted children in our care.  

• Early identification assessment and intervention are recognised as the key to 

meeting the needs of the individual children. 

 

SENDCO & role  

• The SENDCO (Special Educational Needs Co-ordinator) for our setting is Sheila 

Pilsbury. Our SENDCO is responsible for ensuring there is liaison with parents and 

other professionals in respect of children with SEND, advising and supporting other 

practitioners in the setting, ensuring that appropriate IEPs are in place, and 

ensuring that relevant background information about children with SEND is 

collected, recorded and updated.  

• The SENDCO instigates and co-ordinates formulating our policy. The draft is 

evaluated and amended from the comments received from all the relevant 

parties involved.  

• We work in liaison with relevant professional and agencies outside the group to 

meet the children's specific needs. These include, with other pre-school settings, 

voluntary organisations, health and social service departments, as well as the 

EYCCT and LA.  

  

Curriculum entitlement:  

•  All information gained is used to support planning in order to aid progress.  
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• The graduated response, adopted in the setting, recognises that there is a 

continuum of needs. This is recommended in the SEND Code of Practice and is in 

line with the LA policy.  

 

Integration:  
• There is a graduated increase in support offered to children identified with 

additional or different needs, to reflect the necessary response. This may be in the 

form of different materials or equipment, group or individual support, extra adult 

time to devise a programme or staff development or training.  

Evaluation procedures:  

• The management group, will on an annual basis, consider and report on the 

effectiveness of the work and if any amendments to the SEND Policy need to be 

made  

• The broad principles and objectives set out in the policy lay the foundation for 

the criteria by which we evaluate the success of our policy.  

• We continually review and report on areas of the policy such as the numbers of 

children identified and their progress, the levels of parental/carer involvement, 

materials and equipment used, resource allocation, liaison with other 

educational establishments, details of the staff's continual professional 

development and our priorities for the year.  

Procedures for concerns:  

• We endeavour to do our best for all children but if there are any concerns we 

encourage those concerned to approach the key worker in the first instance, the 

SENDCO and/or the leader of the setting and a response will be made as soon as 

possible.  

 

iii. Staffing policies and partnership with external agencies.  

 

Professional development for staff:  
• We have regular staff meetings where SEND issues are discussed. These are 

related to specific concerns relevant to the needs identified or in ensuring that 

staff keep up to date with information and legislation.  

• The SENDCO attends relevant training and disseminates the details to all the staff 

as is appropriate or individuals can access training that is necessary for their 

professional development.  

Support services available:  

• Advice and support from the SEND Mentor/Area SENDCO is available.  

• There are various support services available and these are referred to if there is a  

need to do so.  

• We would liaise with various voluntary agencies that could be supportive to parents, 

• We believe that effective action on behalf of children with SEND depends upon close 

co-operation between the setting and other professionals e.g. the area SENDCO, the 

LEA, health services, social services.  
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Links with other agencies:  

• The setting is committed to involving parents/carers whenever it is practically 

possible. This is a commitment to all parents but is especially important in the case 

of those whose children are identified with SEND. We include all in social events, 

curriculum workshops and informal meetings.  

 

 

Partnership with parents:  

• Parents/carers are notified early if we have any concerns and there is always a 

willingness to listen to issues brought forward for discussion. 

• We share information with parents/carers in informal conversations and individual 

 meetings.  

• Parents/carers are invited to review meetings to discuss progress and to be 

involved in setting targets with appropriate intervention strategies to help the 

child both in the setting and at home.  

• Parents/carers are encouraged to bring an appropriate relative/friend to 

meetings if they wish to do so for support and advice.  

 

 THE NAMED SENDCO PERSON IS SHEILA PILSBURY 
The Preschool recognises that children have a wide range of needs which differ from 

time to time, and will consider what part it can play in meeting these needs as they 

arise.  Planning for Preschool meetings and events will take into account the needs of 

people with special educational needs and disabilities.  

 MEETINGS 
The Preschool will make every effort to ensure that the time, place and conduct of 

meetings enable the majority of parents to attend so that all families have an equal 

opportunity to be involved in and informed about the Preschool.  
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5. BEHAVIOUR MANAGEMENT 
 

 POLICY & PRACTICE 

Statement of Intent 

Preschool recognised the need for rules within the group and the necessity for 

procedures for managing difficult behaviour. We believe that children and adults 

flourish best 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. 

 

Corporal Punishment will not be given in the setting. 

 

 NAMED PERSON IS: Shirley Corfield. 

Aim  

We aim to provide an environment in which there is acceptable behaviour and where 

children learn to respect themselves, other people and their environment. We also aim 

to work towards a situation in which children can develop self-discipline and self-

esteem in an atmosphere of mutual respect and encouragement. 

Methods 

In order to achieve this:  

 The play leader will have responsibility for issues concerning behaviour and will 

liaise with the SENDCO and all other staff on behavioural issues through the 

weekly staff meetings and will seek out appropriate training where necessary 

with regard to child behavioural issues and have an awareness of up to date 

legislation regarding child behavioural issues. Rules governing the conduct of 

the group and the behaviour of the children will be discussed and agreed within 

the Preschool and we will familiarize new volunteers and students with the 

playground behaviour policy and its rules for behaviour. 

 We require all staff, volunteers and students to provide a positive model of 

behaviour by treating children, parents and each other with friendliness, care 

and courtesy. 

 We expect all members of the Preschool - children, parents, staff, volunteers and 

students - to keep to the rules, requiring that these are applied consistently, so 

that children have the security of knowing what to expect. 

 We require all staff, volunteers and students to use positive strategies for handling 

any conflict by helping children find solutions which are appropriate to their 

ages and stages of development 

 We praise and endorse desirable behaviour such as kindness and respect 

towards other children and adults. 

 We will take positive steps to avoid a situation in which children receive adult 

attention only in return for undesirable behaviour. 

 Children will be consulted wherever possible in activities where appropriate and 
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inappropriate behaviour are discussed and will be encouraged in helping to 

formulate rules concerning behaviour in their Groups. 

 Children will also be given support and strategies to help them to learn to resolve 

conflict without the need for adult intervention. 

When children behave in unacceptable ways:  

 We will help them to see what was wrong and how to cope more appropriately. 

 We never use physical punishment, such as smacking or shaking, neither will 

children ever be threatened with these. We never send children out of the room 

by themselves. 

 We do not use techniques intended to humiliate, frighten or embarrass an 

individual child. 

 Children who continue to misbehave will be given adult support in seeing what 

was wrong and working towards a better pattern. 

 Where appropriate this might be achieved by a period of ‘time-out' with an 

adult. This takes the form of an adult getting down to a child's level and 

explaining to the child that s/he needs to think about what has just happened. 

The adult will explain clearly that this behaviour is unwanted and at Preschool 

we don't do that. This will only take moments; the child will be able to go back to 

play, better able to understand what is expected of him/her. 

 In cases of serious misbehaviour, such as racial or other abuse, the 

unacceptability of the behaviour and attitudes will be made clear immediately, 

but by means of explanation rather than personal blame. Our concerns about 

the behaviour will also be noted in our Incident book and the concerns 

discussed with parents. 

 In any cases 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. 

An explanation as to why the behaviour is unacceptable will always be given. 

 Any behaviour problems will be handled in a developmentally appropriate 

manner, respecting the individual child's level of understanding and maturity. 

 We work in partnership with children's parents. Parents are regularly informed 

about their children's behaviour by their key person. We work with parents to 

address recurring unacceptable behaviour, using objective observation records 

to help us understand the cause and to decide jointly how to respond 

appropriately. 

 Staff will spend quality time with the child, getting involved with things that 

interest the child and establishing a supportive relationship. By working closely 

with the child it can prevent any unwanted behaviour-from occurring. Give the 

child the words or appropriate actions which allow them to feel able to express 

themselves in a more appropriate manner. If the behaviour continues, she will 

refer the matter to the SENDCO. 

 Adults will be aware that some kinds of behaviour may arise from a child's 

special needs. 

 Where appropriate, and after discussion within the staff team and with parents, 

an Individual Education Plan (lEP) will be put into place for any child who needs 

an increased level of behavioural support in order to help them to participate 

fully in the life of the group and to facilitate improved access to the learning 

opportunities offered. 
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 Behaviour problems or concerns will be discussed regularly at staff meetings to 

ensure that the approach to the problem is agreed and consistent and that key 

persons supporting children's inappropriate behaviour are, in turn, supported by 

the staff team. 

 If the unwanted behaviour persists, the SENDCO will liaise with the Area SENDCO, 

who may deem it necessary to visit and observe the child. The Area SENDCO will 

then feed back to the SENDCO and the parent. The setting SENDCO will discuss 

with the rest of the staff-team the strategies suggested by the Area SENDCO. 

 

Providers are responsible for managing children’s behaviour in an appropriate way.  

 

Providers must not give corporal punishment to a child. Providers must take all 

reasonable steps to ensure that corporal punishment is not given by any person 

who cares for or is in regular contact with a child, or by any person living or working 

in the premises where care is provided. Any early years provider who fails to meet 

these requirements commits an offence. A person will not be taken to have used 

corporal punishment (and therefore will not have committed an offence), where 

physical intervention was taken for the purposes of averting immediate danger of 

personal injury to any person (including the child) or to manage a child’s behaviour 

if absolutely necessary.  

 

Providers, including childminders, must keep a record of any occasion where 

physical intervention is used, and parents and/or carers must be informed on the 

same day, or as soon as reasonably practicable. 

 

Providers must not threaten corporal punishment, and must not use or threaten any 

punishment which could adversely affect a child's well-being. 

 

 CHILDREN UNDER THREE 
* When children under three behave in inconsiderate ways we recognise that strategies 

for supporting them will need to be developmentally appropriate and differ from 

those for older children. 

* We recognise that very young children are unable to regulate their own emotions, 

such as fear, anger or distress, and require sensitive adults to help them do this. 

* Common inconsiderate or hurtful behaviours of young children include tantrums, 

biting or fighting. Staff are calm and patient, offering comfort to intense emotions, 

helping children to manage their feelings and talk about them to help resolve issues 

and promote understanding. 

 

 ROUGH & TUMBLE/FANTASY AGGRESSION PLAY 
Young children often engage in play that has aggressive themes - such as superhero 

and weapon play: some children appear pre-occupied with these themes, but their 

behaviour is not necessarily a precursor to hurtful behaviour or bullying, although it may 

be inconsiderate at times and may need addressing using strategies as above. 

 We will develop strategies to contain play that are agreed with the 
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children, and understood by them, with acceptable behavioural 

boundaries to ensure children are not hurt. 

 We recognise that fantasy play also contains many violent dramatic 

strategies - blowing up, shooting etc, and as such offer opportunities for us 

to explore concepts of right and wrong. 

 We have a ‘no gun' policy  

 We are able to tune in to the content of the play, perhaps to suggest 

alternative strategies for heroes and heroines, making the most of 

attackable moments' to encourage empathy and lateral thinking to 

explore alternative scenarios and strategies for convict resolution. 

 HURTFUL BEHAVIOUR 
We take hurtful behaviour very seriously. Most children under the age of five will at 

some stage hurt or say something hurtful to another child, especially if their emotions 

are high at the time, but it is not helpful to label this behaviour as bullying. For children 

under five, hurtful behaviour is momentary, spontaneous and often without cognisance 

of the feelings of the person whom they have hurt. 

 We recognise that young children behave in hurtful ways towards others 

because they have not yet developed the means to manage intense feelings 

that sometimes overwhelm them. 

 We will help them manage these feelings as they have neither the biological 

means nor the cognitive means to do this for themselves. 

 We understand that self management of these intense emotions, especially of 

anger, happens when the brain has developed neurological systems to 

manage the physiological process that take place when triggers activate 

responses of anger or fear. 

 Therefore we help this process by offering support, calming the child who is 

angry as well as the one who has been hurt by the behaviour. By helping the 

child to return to a normal state, we are helping the brain to develop the 

physiological response system that will help the child be able to manage his or 

her own feelings. 

 We do not engage in punitive responses to a young child's rage as that will 

have the opposite effect. 

 Our way of responding to pre-verbal children is to calm them through holding 

and cuddling. Verbal children will also respond to cuddling to calm them 

down, but we offer them explanation and discuss the incident with them to 

their level of understanding. 

 We recognise that young children require help in understanding the range of 

feelings experienced. We help children recognise their feelings by naming 

them and helping children to express them, making a connection verbally 

between the event and the feeling. 

 We help young children learn to empathize with others, understanding that 

they have feelings too and that their actions impact on others' feelings. 

 We help children develop pro-social behaviour such as resolving conflict over 

who had the toy. 

 We are aware that the same problem may happen over and over before such 

skills as turn-taking develop. In order for both the biological maturation and 

cognitive development to take place, children will need repeated 
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experiences with problem solving, supported by patient adults and clear 

boundaries. 

 We support social skills through modelling behaviour, through activities and 

stories. We build self-esteem and confidence in children, recognizing their 

emotional needs through close and committed relationships with them. 

 We help children to understand the effect that their hurtful behaviour has had 

on another child', we do not force children to say sorry, but encourage this by 

showing they are sorry through a kind deed towards the person they have hurt. 

 When hurtful behaviour becomes problematic, we work with parents to identify 

the cause and find a solution together. The main reasons for very young 

children to engage in excessive hurtful behaviour are that: They do not feel 

securely attached to someone who can interpret and meet their needs - this 

may be in the home and it may also be in the setting. Their parent, or carer in 

the setting does not have the skills in responding appropriately, and 

consequently negative patterns are developing where hurtful behaviour is the 

only response the child has to express feelings of anger; The child is exposed to 

levels of aggressive behaviour at home and may be at risk emotionally, or may 

be experiencing child abuse; and the child has a developmental condition 

that affects how they behave. 

 BULLYING 
We take bullying very seriously. Bullying involves the persistent physical or verbal abuse 

of another child or children. It is characterized by intent to hurt, often planned, and 

accompanied by an awareness of the impact of the bullying behaviour. 

 

A child who is bullying has reached a stage of cognitive development where he or she 

is able to plan to carry out a premeditated intent to cause distress to another. 

 

If a child bullies another child or children:  

 

* We show the children who have been bullied that we are able to listen to their 

concerns and act upon them;  

* We intervene to stop the child who is bullying from harming the other child or children;  

* We explain to the child doing the bullying why his/her behaviour is not acceptable;  

* We give reassurance to the child or children who have been bullied; 

* We help the child who has done the bullying to recognise the impact of their actions;  

* We make sure that children who bully receive positive feedback for considerate 

behaviour;  

* We do not label children who bully as “bullies”. We recognise that children who bully 

may be experiencing bullying themselves, or be subject to abuse or other 

circumstance causing them to express their anger in negative ways towards others; 

* We discuss what has happened with the parents of the child who did the bullying and 

work out with them a plan for handling the child's behaviour; and We share what has 

happened with the parents of the child who has been bullied, explaining that the 

child who did the bullying is being helped to adopt more acceptable ways of 

behaving. 
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6. WORKING IN PARTNERSHIP WITH PARENTS 

 

We believe that parents are the most important people in a child's life and that they 

have a wealth of knowledge about the child's interests, behaviours, capabilities and 

skills.  Our aim is to support parents in their essential role. 

 

We believe that a successful partnership needs to be a two way process, requiring 

knowledge and information to be shared and parents are welcome to support and 

contribute to Preschool in any way they can.  

 

The relationship we hope to build with parents will be based on respecting each other 

and valuing each other's contributions.  

 

We will meet the requirements of the Early Years Foundation Stage and Childcare 

register by: 

 Keeping children safe and helping them to thrive. 

 Making time to listen to parents and/or carers to learn about their child’s feelings 

and identify any concerns; making sure there is two-way flow of information, 

knowledge and expertise between parents and Preschool. 

 Make policies and procedures available to all parents and/or carers. 

 Informing parents and/or carers about their child’s progress and development, 

providing appropriate support for those whose English is an additional language. 

 Involve parents and/or carers in the observation, assessment and planning of 

their child’s next steps. 

 Seeking parental feedback. 

 Ensure parents and/or carers are aware of the Early Years Foundation Stage 

(EYFS) and how we will work together to support their child. 

 Keep you regularly informed about the type of activities. 

 Share details with parents and/or carers about how to complain to Ofsted should 

the need arise (please see our Complaints Policy below). 

 

6a. SHARING INFORMATION 
Information you provide the Preschool may be divulged to Shropshire Children's 

Information Service who in turn will share with Shropshire Council. This information is 

subject to the General Data Protection Regulations.  

 

We will listen carefully to parents' concerns and experiences.  

 

We make known to all parents the systems for registering queries, complaints or 

suggestions. 

 

We will invite parents to complete a parent assessment about their child.  
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We will produce a regular Newsletter, sharing with parents the events at Holy Trinity 

Preschool. 

  

Notice boards in the corridor and outside display general information, photographs of 

staff, term dates, trips, special occasions etc.  

 

We will invite parents to share special events with us such as Christmas, Easter, Harvest 

Festival and presentation of Leavers certificates.  

 

We encourage parents to be involved with helping at sessions where appropriate. 

 

All policies are available for all parents to read.  

• We will offer parents the opportunity to share their child's progress and 

development through the key worker who will be available at planned termly 

meetings to discuss the individual needs of their child and these records will only 

available to the parent/guardian. 

• We will share information in a positive manner.  

 

Making parents feel part of the session  

• We will greet all parents at the door with a smile and a personal hello.  

• We will encourage parents to come into the setting with their child and stay to 

settle them in where appropriate.  

 

 

 

6b. ADMISSIONS & SETTLING IN POLICY & PRACTICE 

 
HTP will place notices advertising Preschool in places where all sections of the 

community can access them.  

 

HTP can accept 24 children aged between 2 and 5 years during any session. This can 

be a mixture of AM sessions, PM sessions, Lunch Clubs or Day Care.   

 

We respect and accept the parents/carers wishes as to when/how many sessions/lunch 

clubs/ day care sessions they wish to access.  

 

In the event of there being a waiting list, the following system will operate: 

 Priority will be given to children placed on the waiting list first. 

 However, where the Preschool has the facilities, priority will also be given to those 

who may be referred to the Play Leader as being "at risk" and to children in 

special need. The decision of the Play Leader will be final.  

 Subject to the foregoing, the child with his/her name first will be offered a place 

first.  

 It is a statutory requirement that full details of children be kept on record by the 

Preschool and must be completed and retained prior to admission.  
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 HTP will wherever financially viable reserve a place to accommodate 

emergency admissions.  

We want children to feel safe and happy in the absence of their parents. In order to 

accomplish this we will:  

• Encourage parents to visit Preschool with their children before they are due to 

start through our pre-start session or an informal visit. Time is allocated to talk 

individually to parents regarding Preschool policies/procedures, registration form 

and our departure procedure.  Also, details regarding accidents, 

incident/emergency procedures, outings and administration of medicines are 

discussed.  

• We will be flexible with new admissions and treat them appropriately to meet the 

needs of individual families and children.  

•  Encourage parents to stay with their child until both parties are happy to be 

separated.  

•  Reassure parents that we will always telephone them if we are concerned.  

 

Clothing 

Please label your child's coat and shoes. Please ensure that your child's clothes are easy 

to get on and off as this helps establish independence.  

Aprons 

Aprons are provided for messy work but we cannot ensure that your child's clothes will 

remain clean. For this reason please send your child in comfortable clothes which are 

not their best.  

 

We do understand that children may wish to bring toys into Preschool but frequently 

these get lost or damaged.  Unless a specific toy is a comforter which cannot be left at 

home, please do not bring toys into Preschool.  

 

6c. KEY PERSON POLICY & PROCEDURE 
Aim: To provide each family with a Key Person. 

 

 We believe that children settle best when they have a Key Person to relate to, 

who knows them and their parents well, and who can meet their individual 

needs. 

 We want children to feel safe, stimulated and happy in the setting and to feel 

secure and comfortable with staff.  We also want parents to have confidence in 

both their children’s well-being and their role as active partners with the setting. 

 We aim to make the setting a welcoming place where children settle quickly and 

easily because consideration has been given to the individual needs and 

circumstances of children and their families. 

 The Key Person role is set out in the Welfare Requirements of the Early Years 

Foundation Stage.  Each setting must offer a Key Person for each child. 
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We will use the following procedure to achieve this: 

 
 We allocate a Key Person to every family before the child starts if possible. 

 The Key Person offers unconditional regard for the child and is non-judgemental. 

 The Key Person works with the parent to ensure that the setting provides for the 

child’s well-being, care and learning. 

 The Key Person acts as the key contact for the parents and, with prior permission 

from the parents, will make links with other carers involved with the child, such as 

a childminder, and co-ordinates the sharing of appropriate information about 

the child’s development with those carers. 

 The Key Person is responsible for developmental records and for sharing 

information on a regular basis with the child’s parents to keep those records up-

to-date, reflecting the full picture of the child in our setting and at home. 

 The Key Person is also responsible for feeding information about the child’s next 

steps for development into the planning team and processes within the setting. 

 The Key Person will endeavour to be available for parents to discuss their child’s 

progress regularly. 

6d. COMPLAINTS PROCEDURE 
 

We aim to provide the highest quality education and care for all our children. We aim 

to offer a welcome to each individual child and family and to provide a warm and 

caring environment within which all children can learn and develop as they play.  

 

We believe children and parents are entitled to expect courtesy and prompt, careful 

attention to their needs and wishes.  Our intention is to work in partnership with parents 

and the community generally and we welcome suggestions on how to improve our 

group at any time.  Most concerns can be resolved quickly by an informal approach to 

the appropriate member of staff.  If this does not achieve the desired result, the 

following procedure should be used.  

 

How to complain  

 A parent who is uneasy about any aspect of the group's provision should first of 

all talk over any worries and anxieties with the Manager or one of the Deputy 

Managers. 

 If this does not have a satisfactory outcome or if the problem recurs, the parent 

should put the concerns or complaint in writing to the Manager. 

 The next stage is to request a meeting with the Manager. Both parents and the 

Manager should have a friend or partner present if required and an agreed 

written record of the discussions should be made.  

 We will investigate all complaints and notify the outcome to the complainant 

within 28 days of receiving the complaint. 

 A record of all complaints will be available to Ofsted on request.  This record of 

complaint will be kept between Ofsted inspections. 
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Most complaints should be resolved informally or at this initial stage.  
 If the matter is still not sorted out to the parent's satisfaction, the parent should 

contact the chair/owner. At this point, if parent or group cannot reach 

agreement, it might be helpful to invite an external mediator, one who is 

acceptable to both parties, to listen to both sides and offer advice. A mediator 

has no legal powers but can help to define the problem, review the action so far 

and suggest further ways in which it might be resolved. Staff or volunteers within 

the setting will be available to act as mediator if both parties wish it.  

 The mediator will keep all discussions confidential. S/he will meet the group if 

requested and will keep an agreed written record of any meetings that are held 

and of any advice s/he has given.  

 The involvement of a mediator represents the final stage in the complaints 

procedure.  

 

The role of the registering authority  

 

 In some circumstances, it will be necessary to bring in the registering body, which 

has a duty to ensure registration requirements are adhered to and to ensure a 

proper investigation of the complaint followed by appropriate action.  

 

To contact Ofsted to complain: 

 

The National Business Unit 

OFSTED 

Piccadilly Gate 

Store Street 

Manchester 

M1 2WD  

 

enquiries@ofsted.gov.uk 

 

0300 123 4666 

  

https://www.gov.uk/government/organisations/ofsted/about/complaints-procedure 

 

 

We believe that most complaints are made constructively and can be sorted out at an 

early stage. We also believe that it is in the best interests of the Preschool and parents 

that complaints should be taken seriously and dealt with fairly and in a way which 

respects confidentiality.  

  

mailto:enquiries@ofsted.gov.uk
https://www.gov.uk/government/organisations/ofsted/about/complaints-procedure
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6e. BREASTFEEDING SUPPORT POLICY  
 

Holy Trinity Preschool recognises that in most cases, 

breastfeeding is the healthiest way for a woman to feed 

her baby and acknowledges the important health benefits 

now known to exist for the mother and her child.  Holy 

Trinity Preschool does however support all carers in their 

chosen feeding methods. 

 

Holy Trinity Preschool support appropriate feeding through the following actions: 

 

1. Staff, students, trainees and volunteers will not discriminate against any carer in 

their chosen method of infant feeding 

2. It is not the role of all staff, students, trainees and volunteers within the Preschool 

to provide breastfeeding or bottle-feeding support.  However, all should be 

prepared to signpost service users to the Children’s Centre to receive further 

information. 

3. Where possible, Holy Trinity Preschool will provide private, comfortable areas for 

those who wish to feed their child in private. 

4. Holy Trinity Preschool and Toddler’s Group will support all breastfeeding mothers 

who wish to breastfeed their child who attends Holy Trinity early years setting. 

 

This policy incorporates the ten steps to successful breastfeeding and the seven-point 

plan for the protection, promotion and support of breastfeeding in community settings 

and is compliant with the UNICEF Baby Friendly Initiative where appropriate. 

 

Promoting and supporting breastfeeding is a key target for the Children’s Centre and 

levels of breastfeeding in the area are used as performance indicators with regards to 

the quality of health promotion.  As such, this policy explicitly promotes breastfeeding 

but seeks not to discriminate against those who choose not to do so. 

 

1) Policy Communication and Review 

1.1. All staff, students, trainees and volunteers will be made aware of this policy.  Staff, 

students, trainees and volunteers should signpost parents to the Children’s Centre 

for advice and support with feeding their child. 

1.2. Aspects of this policy will be promoted in appropriate locations throughout 

Preschool and toddler group. 

1.3. No literature or products provided by infant formula manufacturers will be 

provided or promoted within the Preschool. 

 

2) Providing a Welcoming Environment for Breastfeeding Women and Bottle Feeding 

Carers 

2.1   Carers will be enabled and supported to feed their infants throughout Preschool 

and toddlers. 

2.2   Preschool and toddlers will ensure that its setting is baby feeding friendly, 

providing a welcoming atmosphere and facilities.  Private, comfortable areas 

should be available for those who wish to feed in private. 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjG3sLs7IXUAhXSERQKHYMID0YQjRwIBw&url=https://ideasinspiringinnovation.wordpress.com/page/214/&psig=AFQjCNFiEavrMHolKL7p6NfhHTLFd4GFxA&ust=1495623220217065
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2.3   Notices will be displayed advising mothers that they are welcome to breastfeed 

on the premises and that privacy will be available on request. 

 

 

 

Ten Steps to Successful Breastfeeding 

 

Every facility providing maternity services and care for newborn infants should: 

1. Have a written breastfeeding policy that is routinely communicated to all 

health care staff. 

2. Train all health care staff in skills necessary to implement this policy. 

3. Inform all pregnant women about the benefits and management of 

breastfeeding. 

4. Help mothers initiate breastfeeding with half an hour of birth. 

5. Show mothers how to breastfeed, and how to maintain lactation even if they 

should be separated from their infants. 

6. Give newborn infants no food or drink other than breast milk, unless medically 

indicated. 

7. Practise rooming-in – that is, allow mothers and infants to remain together – 24 

hours a day 

8. Encourage breastfeeding on demand. 

9. Give no artificial teats or pacifiers (also called dummies or soothers) to 

breastfeeding infants. 

10. Foster the establishment of breastfeeding support groups and refer mothers to 

them on discharge from the hospital or clinic. 

 

Source:  Protecting, Promoting and Supporting Breastfeeding:  The Special Role of 

Maternity Services, a joint WHO/UNICEF statement published by the World 

Health Organisation. 
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7. ORGANISATION 

  

Safer Recruitment Policy  
(Statutory Framework for the EYFS 2021) 

 

Policy Introduction 

 
Safer recruitment is the first step to safeguarding and promoting the welfare of children in 
education. 
 
Holy Trinity Preschool is committed to safeguarding and promoting the welfare of all children in 
its care and expects all staff and volunteers to share this commitment. 
 
It is vital that a culture of vigilance is promoted across the setting, and as such, the setting has 
adopted recruitment procedures that seek to deter, reject and identify people who may be 
unsuitable to work with children and young people.   
 
All elements of the Safer Recruitment Policy ensure that the recruitment and selection processes 
outlined: 
 

 meet the requirements of the Statutory Framework for the Early Years Foundation Stage 
(September 2021) 

 set out prescribed vetting and checking procedures 

 include a robust induction 

 provide for ongoing training, supervision and monitoring of staff, students and volunteers 
 
This policy outlines the steps this setting will take to ensure those employed are suitable to work 
with children and young people. Its main purpose is: 
 

 to deter unsuitable individuals from applying to work with us 

 to attract and engage suitable candidates  

 to promote and maintain a culture of vigilance  
 
The recruitment and selection process aims to support the selection of the most suitable 
applicant for a post based on the appropriate combination of ability, qualifications, experience 
and attitude, as measured against the job description and person specification. 
 
All those involved in the recruitment and selection of staff must ensure that policy, processes and 
procedures are compliant with current employment legislation. 
 

1. Scope of this policy 
 
This policy applies to the recruitment of all staff, students and volunteers to include third party 
and supply staff. Manager appointments will follow the same principles with key recruitment 
responsibilities to be undertaken by the Registered Body. 
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2. Roles and Responsibilities 
 
It is the responsibility of the Registered Registered Person to monitor and review the 
effectiveness of this policy and to be familiar with the current DfE guidance ‘The Statutory 
Framework for the Early Years Foundation Stage’ and its specific requirements relating to Safer 
Recruitment. 
 
It is the responsibility of the Registered Person to ensure that processes and procedures are in 
place to support the effective implementation of this policy and that all appropriate pre-
employment checks are carried out on all staff who work at the setting. 
 
The Registered Person must ensure, before convening any interview panel, that at least one 
member of the interview panel has completed training in ‘Safer Recruitment’. 
 
The Interview Panel must ensure that child protection and safeguarding matters are central to 
the interview process. 
 
Any member of staff involved in the recruitment and selection process must ensure they refer to 
and comply with all elements of this policy. 
 

3. Preparing to Recruit 
 

Identifying the Vacancy 

 

When a vacancy arises, the Leader/Manager, in conjunction with the Registered Person/Body, if 
appropriate, will review the needs of the setting and ensure the post to be advertised effectively 
meets the those needs. 
 
In line with the settings current and future budget and staffing structure, as set by the Registered 
Person/Body, the Leader/Manager will review the Job Description and Person Specification 
relating to the vacant post. 
 
Prior to advertising, the Registered Person/Body will consider the type of appointment to be 
made and determine the nature and length of the employment contract to be offered. 
 
The Selection Panel 
 
The selection panel will be formed as determined by the Registered Person.  
 
At least one of the persons who conducts an interview should have completed safer recruitment 
training.  
 
Interviews should be conducted by a panel of at least two people. 
 
Declaration of Interest 
 
Any person on the interviewing panel who has any interest in, or is related to, any of the 
applicants, must declare that interest or relationship. This is to ensure fairness, objectivity and 
awareness across the selection panel.  
 
If appropriate, an individual member may be removed or replaced on the selection panel. 
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Job Descriptions and Person Specifications 
  
The job description will summarise the duties and responsibilities of the post.   
 
It should be a clear, concise and fair representation of the requirements of the post holder and 
should be reviewed and updated annually at appraisal and whenever a post becomes vacant. It 
should also confirm whether the post is suitable for any flexible working arrangements. 
 
Where a job role is deemed to fall within the definition of regulated activity, the person 
specification will include the statutory criterion that “a satisfactory DBS check, at an enhanced 
level, to include a Children’s Barred List check” is required to be obtained for the appointed 
candidate. 
 
 
 
All posts in the setting have an element of safeguarding responsibility attached to them which is 
reflected in the job description and person specification. 
 
The person specification provides a profile of the ideal person for the post.  It sets out the 
qualifications, experience, skills, personal attributes, attitudes and behaviours needed to 
undertake the duties and responsibilities of the role, as detailed in the job description.  Person 
specifications are divided into education, skills and experience that are either the ‘essential’ or 
‘desirable’ attributes required of the ideal candidate. 
 
All criteria defined as essential is related directly to the job description and evaluated as the 
minimum requirements for a role to be undertaken effectively. 
 
The person specification will confirm how each essential requirement will be assessed throughout 
the selection process, e.g. at interview, on the application form etc.   
 
These criteria must not be changed after the post has been advertised.  
 
To be shortlisted, candidates must demonstrate, on the application form, how they meet the 
criteria listed on the person specification. 
 
If there is a legal requirement to do so and/or if it can be objectively justified as essential for the 
role, e.g., Manager and Deputy, relevant qualifications will be listed as essential.   
 
Where a qualification is preferred but cannot be justified as essential, the person specification 
will include the following statement:  
 
“If you do not have the formal qualifications specified but can demonstrate skills or experience of 
an equivalent standard, we would still be interested in your application”. 
 
To ensure equality of opportunity, consideration will be given when stating the length of previous 
experience required to undertake the role. 
 
The Application Form 
 
A standard application form is used for all vacancies, except for the recruitment of casual staff 
where there is a separate application form.  
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The standard application form is designed so that information related to recruitment monitoring; 
age, disability, ethnic or racial origin and marital status, is collected separately. Except for 
applicants who have a disability, shortlisting will be undertaken without this information being 
available to the appointment panel.  
 
It will be removed by the setting administrator, prior to shortlisting, but will be recorded to 
ensure the Registered Person is able to report equality data. 
 
Applicants should be advised that where they have submitted an electronic application, they will 
be asked to physically sign a hard copy of the application form, should they be invited to attend 
for interview. 
 
 
The Recruitment Information Pack 
 
Applicants responding to job adverts will receive appropriate information about the post, either 
on paper or electronically via the setting website. The pack should be made available 
electronically, where available, or provided within 48 hours of a request. 
 
The following documents may be made available in hard copy or electronic format. 
 
A covering or ‘welcome’ letter from the Registered Person- this will include details of the closing 
date, interview date (where known), contact telephone number for applicant queries to be 
directed, the process of application, shortlisting and deselection, i.e., when candidates should 
assume, they have been unsuccessful after a certain date.  

 
Where a post is defined as regulated activity, applicants should be advised that it is an offence for 
a barred person to apply. 
 
Applicants should be made aware that should they be shortlisted, further information relating to 
criminal records, sanctions and disqualifications will be requested to be considered and discussed 
at interview.  
 
It should be clearly stated that CVs are not acceptable and only fully completed application forms 
will be considered for shortlisting. 
 
Application Form  
 
Job Description and Person Specification 
 
Any specific job-related information (i.e., organisation chart and additional information) 
 
Any relevant background information (regarding the setting and local area.) 
 
Child protection policy / safeguarding statement 
 
Advertising 
 
The purpose of an advertisement is to attract the best candidate for the job role and to deter 
unsuitable applicants from applying.  The advertisement should give applicants information about 
the type, age range, location and size of the setting. 
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The setting may decide that a post can be filled from within the setting's current workforce. Such 
an appointment will be made on the basis of an internal advertisement and open internal 
competition.   
 
The aim of the job advert is to provide enough information about a vacant post to attract suitable 
applicants and provide access to, or direct requests for, further information or detail. 
 
Adverts should: 
 

 state the job title, function, pay (including any allowances) and contractual status of the 
post 

 clearly communicate the usual working location of the role, the working hours attached 
to the post and whether it is full or part time etc 

 contain brief information from the job description and essential criteria from the person 
specification 

 when appropriate, include the statement: “if you do not have the formal qualifications 
specified but can demonstrate skills or experience of an equivalent standard, we would be 
interested in your application” 

 include the statement: “The setting is committed to safeguarding children and young 
people. All post holders are subject to a satisfactory DBS check...” 

 contain language that is non-gender specific 

 avoid phrases which imply age restrictions 

 where appropriate, contain a contact number for an informal discussion about the 
vacancy, or to arrange a visit to the setting 

 specify a closing date for applications 

 state the date of the interview(s) 

 
 

4.  Shortlisting  
 
Shortlisting will be undertaken with reference to the criteria set out in the job description and 
person specification. The panel will consider any inconsistencies in the information provided, look 
for any gaps in employment and the reasons given for them. This will enable the panel to identify 
any potential concerns that may be appropriate to discuss with the applicant during the 
interview. 
 
Shortlisting will be undertaken by a panel convened by the Registered Person, Management 
Committee member, assisted by appropriate members of staff.  It is recognised good practice 
that an appointment panel should be made up of at least two people, one of whom one should 
have completed training in safer recruitment. 
 
At least one of those who undertake the shortlisting exercise must also be involved in the 
subsequent selection/interview process. If possible, one of these will be the line manager to 
whom the successful candidate will report. Wherever practicable, the panel should have a gender 
mix. 
 
Receipt of Application Forms 
 
An application form will be used for all setting vacancies.  CVs are not acceptable, and information 
provided on a CV will not be considered as part of the shortlisting process. 
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Where practicable, if a candidate submits a CV (only) before the closing date for the post, they 
should be given the opportunity to complete an application form, with a request to return the 
completed form before the closing date.  If an applicant is unable to complete an application 
form due to a disability, consideration may be given to accepting an application in an alternative 
format. 
 
Applicants should be notified that incomplete application forms will not be considered for 
shortlisting. 
 
Application forms received after the closing date will only be considered in exceptional 
circumstances, e.g., where proof of posting indicates undue delay through no fault of the 
applicant.  Any decision made to accept an application after the closing date will be recorded with 
the associated reason(s) for doing so. 
 
Applicants should be aware that receipt of applications will not be acknowledged and that no 
shortlisting will take place until after the advertised closing date for the vacancy has passed.   
 
Each application form will be carefully considered and applicants will be assessed against the 
criteria listed in the person specification and job description. Those undertaking the shortlisting 
process will apply the criteria from the job description and person specification objectively, based 
on the information provided by the applicant on the application form. 
 
The selection criteria will be applied consistently to all applicants, whether internal or external, 
and each applicant will be considered in the same way.  Candidates who are shortlisted must 
always meet the essential requirements of the post - the desirable criteria may be used as an 
additional filter to reach a final shortlist.   
 
Where a qualification is not a legal requirement of the postholder, applicants who do not have 
the formal qualifications specified, but can demonstrate skills of an equivalent standard, may still 
be considered for the shortlist. 
 
Recording the decision 
 
If there is a large number of applicants who meet the essential criteria of the person 
specification, the selection panel may apply and consider the desirable criteria of the ideal 
postholder.   
 
Any applicants who declare a disability on their application form and demonstrate, through their 
application, that they meet the essential criteria of the role, will automatically be invited to 
interview. 
 
The results of shortlisting will be recorded with clear reasons given for shortlisting or rejecting 
each applicant. The marks scored for each applicant against each criterion on the person 
specification will also be recorded. 
 
Information obtained during the shortlisting process will be treated confidentially.  Comments 
recorded as to why applicants were, or were not included, must not be discussed, or disclosed 
outside of the selection panel. The panel may, however, provide relevant and appropriate 
information to an applicant who requests feedback as to why they were not shortlisted for the 
vacancy. 
 
Successful  applicants and the self-disclosure of criminal records 
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Successful candidates should be asked to complete a self-declaration of their criminal record or 
information that would make them unsuitable to work with children. These might include 
individuals with a relevant criminal record, inclusion on the children’s barred list or if they are 
prohibited from teaching. 
 
This information must not be requested on the application form and only requested of the 
applicants who have been successful.  
 
Where an individual has voluntarily provided confidential information relating to criminal records 
as part of their initial application, this information must not be considered as part of the short-
listing process. 
 
Where information is provided under secure, separate cover, such as a sealed envelope, on no 
account will this be opened and accessed until a decision has been made to shortlist the 
applicant.  
 
Categorically, this information must not be accessed where an applicant is not shortlisted. 
 
Inviting Shortlisted Candidates to Interview 
 
Apart from in exceptional circumstances, all candidates will receive at least 5 days’ notice of their 
interview. Candidates will be sent written confirmation of their invitation to interview which will 
set out the following: 
 

 details of the selection process and the makeup of the selection panel 
 

 the date, time and venue of when and where the interview / selection process will take place 
 

 details of any reasonable adjustments discussed and agreed prior to interview, that will enable 
the candidate to attend   

 

 the list of documents required to be brought to the interview by the applicant for  
evidence checking, e.g., proof of identity, original certificates relating to professional or 
educational qualifications 

 

 confirmation that the post is exempt from the Rehabilitation of Offenders Act 1974 and that 
the successful candidate will be subject to an Enhanced DBS disclosure with a check against 
the Children’s Barred List.   

 
On the day of the interview, the setting must verify the identity of all candidates and ensure that 
they have signed their completed application form. 
 
NB. Where a candidate has completed and submitted an electronic application form, a clean hard 
copy will be presented to them for signing when they attend, in person, for interview. 
 
Inviting Shortlisted Candidates to Visit the Setting 
 
Where possible and if appropriate, shortlisted candidates should be given an opportunity to visit 
the setting whilst it is operational, and in advance of their scheduled interview. 

 
5. References 
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The challenges of seeking to access and verify references on all shortlisted candidates, in advance 
of the interview, are widely acknowledged but wherever possible, at least one reference will be 
requested for all successful candidates (including internal candidates) prior to interview, and in 
sufficient time for them to be made available to the interview panel.  
 
Where a candidate clearly requests on their application form that no contact should be made 
with their referee(s) until they have been formally offered a position, it should clearly 
communicate in a conditional offer of employment, that an appointment will not be confirmed 
until all relevant references have been received and deemed to be satisfactory. 
 
The setting will ensure that any references provided by the candidate’s current employer have 
been provided by a senior person with appropriate authority. 
 
NB. If the referee is setting or college based, the reference must be provided by the 
Manager/Leader/Registered Person/Body/Tutor so that any disciplinary investigations and/or 
safeguarding concerns that may have been confidentially recorded on a personnel record can be 
appropriately disclosed.  
 
Upon receipt of references, the Appointing Officer must contact the referee directly to confirm 
the authenticity and origin of the information provided and/or to clarify any aspect of the detail 
given.  Clear notes of any telephone discussion with a referee must be recorded along with the 
date and time the contact was made. 
 
Only in exceptional circumstances should an interview / selection panel member act as a referee. 
Where this occurs, such as in the case of internal candidates, a further reference should be 
sought from an alternative referee. 
 
Where references are not available or supplied in time for them to be referred to and explored as 
part of the interview and selection process, the setting will ensure that they are sought, 
reviewed, and verified as part of a conditional offer of employment and before an appointment 
has been confirmed. 
 
 
Information for Referees 
 
Requests for references must be made on the setting’s standard reference request form. 
Reference requests should be accompanied by the job description and person specification. 
 
Requesting References 
 
At least two references are required as part of the appointment process, one from the 
candidate’s current or most recent employer plus one other. A reference will also be requested 
from a previous setting / education employer. Should the current or most recent not be an 
educational or childcare setting, additionally, a reference may be requested from a previous 
employer where a candidate has worked with children. 
 
References will be sought directly from the referee named on the application form.  
 
Unsolicited references, sometimes called ‘open references’, addressed ‘to whom it may concern’ 
and provided directly by the candidate along with the application form, must not be accepted at 
any stage in the recruitment process. 
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6. The Interview and Selection Process 
 
The main objectives of the interview / selection process will be to: 
 

 determine each candidate’s suitability for appointment, as measured against the person 
specification and job description 

 provide candidates with further information about the job 

 select the most suitable person for the job 
 
One member of the Interview Panel should be nominated as the Appointing Officer with overall 
responsibility for making the final appointment decision. 
 
The Interview 
 
All vacancies will require a face-to-face interview designed to explore an applicant’s ability to do 
the job, as set out in the job description and person specification. 
 
The interview is a key element of the safer recruitment process and is a formal opportunity to 
identify and reject unsuitable applicants and prevent them from being appointed. 
 
During the interview, the panel should ask the same, previously agreed, core questions, devised 
to provide each candidate with an equal chance to demonstrate their suitability for the job.  
Supplementary questions may be asked of candidates based on responses to the core questions. 
 
Additional, pre-prepared questions may be asked of individual applicants based on the 
information provided on their application form and/or in relation to self-disclosure 
documentation, references etc.  

 
 
All members of the interview panel must remain objective and ensure they give each candidate 
equal opportunity to respond to questions asked during the interview. 
 
Whilst each panel member is responsible for keeping clear, concise, objective notes of candidate 
response, it is recommended good practice that at least one panel member does not take notes 
whilst the candidate is responding to the question being asked. This provides for appropriate eye 
contact and engagement with the candidate and will help to ensure that a full and clear response 
has been given.  
 
The panel should discuss and agree their approach, prior to the interview, identifying the 
questions they prefer to ask, between them. 
 
At the end of the interview, candidates will have the opportunity to ask their own questions 
about the job or the setting. The Chair of the panel will ensure that candidates are aware of the 
timetable for the rest of the recruitment process and how an appointment decision will be 
communicated. 

 
Other Selection Methods 
 
The selection process should normally involve at least one other selection method in addition to 
the interview.  
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Practical Task/Activity (relevant to the position) – applicants will be advised of the nature or focus 
of an observed lesson plus the details of any other practical task or activity they are required to 
undertake during the selection process. 

 
 
Feeding back to Candidates 
 
Once a decision has been made in relation to an appointment (even where it is decided that no 
appointment can be made), a nominated member of the panel will contact all shortlisted 
candidates who have attended for interview, appointed or not) to offer constructive feedback 
about the application and interview. This will normally be within 5-working days of the interview. 
 

7. Making an Appointment and Pre-employment Checks 
 
All offers of appointment should be conditional until satisfactory completion of the mandatory 
pre-employment checks has been undertaken. The offer of employment will be made in writing, 
by the Registered Person/Body, to the successful candidate as soon as possible after the 
interview.  
 
This will be in the form of a conditional offer of employment which is subject to satisfactory 
receipt and verification of all outstanding pre-employment checks. 

Once all pre-employment checks have been received and deemed to be satisfactory, a formal 
confirmation of appointment will be issued to the successful candidate, in writing, by the 
Registered Person.  

 
The Appointing Officer must send all appropriate new starter information to the Administrator as 
soon as possible. This will ensure that on ‘Day 1’ of employment, the appointee has been set up 
on payroll and can be issued with a written statement of employment particulars. 
 
Pre-employment Checks 
 
Appointments are subject to satisfactory receipt and/or confirmation of the employment checks 
detailed below, and any offer of employment will be conditional, until such time as all checks 
have been completed and accepted by the setting as satisfactory.   
 
Once the pre-employment checks have been completed, the Registered Person/Body will confirm 
the offer of employment in writing, confirming that all necessary checks have been made and 
confirmed as acceptable. 

 
Proof of Essential Qualifications - all shortlisted candidates will be asked to bring to the interview, 
documentary proof of the qualifications stated on the person specification as an essential 
requirement of the role. If these documents were not made available at the interview stage, the 
Appointing Officer will inform the candidate that, if successful, they will be required to present 
the original certificates prior to the offer of employment being confirmed. 
 
Criminal Records Checks (DBS) - All posts which involve working directly with children, young 
people in setting are exempt from the Rehabilitation of Offenders Act (1974), Section 4 (2) by 
virtue of the Rehabilitation of Offenders Act (1974) (Exemption) (Amendment) Order 1986. 
  
The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 
2020) provides that when applying for certain jobs and activities, certain convictions and cautions 
are considered ‘protected’.  
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This means that they do not need to be disclosed to employers, and if they are disclosed, 
employers cannot take them into account. 
 
Setting application forms have been revised and updated relating to positions that are eligible for 
a Standard or Enhanced DBS check, in line with the filtering rules. 
 
Settings are still entitled to ask if a shortlisted candidate has any unspent conditional cautions or 
convictions under the Rehabilitation of Offenders Act 1974 and if they have any adult cautions 
(simple or conditional) or spent convictions that are not protected as defined by the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) 
Order 2020. 
 
Shortlisted candidates for setting posts are obliged to declare any pending court actions, all 
previous criminal convictions, bind-over orders or cautions, which for other posts would be 
considered spent.  Failure to disclose this information could lead to an offer of employment being 
withdrawn. 

 
Further GOV.UK guidance is available here. 
 
The setting adheres to the relevant provisions of the DBS Code of Practice and all posts within this 
setting require an enhanced DBS check to be checked and approved prior to a new employee’s 
start date.  
 
The setting has a policy on the recruitment of ex-offenders and a criminal background will not 
automatically debar an applicant from employment. 
 
The appointed candidate is required to present an original DBS certificate for the Registered 
Person/Body to view and record the necessary details from it on the settings central record. 
  
Where a DBS check reveals information not previously disclosed by the individual and/or 
discussed at interview stage, a further meeting will be convened with the Registered Person/Body 
who will make a final decision as to whether or not employment will be confirmed. 
 
All information will be treated in the strictest confidence and access to such information will be 
restricted to those with a legitimate need to see it. 
 
Disqualification under the Childcare Act 2006 - The Childcare (Disqualification) and Childcare 
(Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018 
(“the 2018 regulations”) set out the circumstances in which an individual will be disqualified from 
providing ‘relevant childcare’ or from being directly concerned in the management of such 
provision 
 
Where applicable, shortlisted candidates will be asked to provide details of any such qualification 
and complete the setting’s self-declaration form which sets out the relevance of the 2018 
Regulations.  
 
Where a positive declaration is made, the Registered Person/Body will meet with the individual to 
discuss the declaration further. Employment will not commence until an appropriate decision has 
been made by the Registered Person/Body. 
 

 

https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide#can-an-employer-ask-an-individual-to-declare-details-of-all-convictions-and-cautions
https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006
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Equality and Access Considerations - if a candidate requires any adjustments to be made to 
enable them to do the job, these will be discussed with the individual prior to the start of their 
employment. 
 
Right to Work in the UK 
 
The law on preventing illegal working is set out in sections 15 to 25 of the Immigration, Asylum 
and Nationality Act 2006 (the 2006 Act) which replaced section 8 of the Asylum and Immigration 
Act 1996. 

There are two types of right to work checks: a manual document-based check and an online 
check.  

To ensure that a preferred candidate is legally allowed to do the work in question, a ‘right to 
work’ check must be made before the setting confirms an appointment 
 
 

8. Non-UK Nationals  

Individuals who have lived or worked outside the UK must undergo the same checks as all other 
staff in settings or colleges. 

The main visa route for non-UK teachers in England is the skilled worker visa. 

DBS checks for non-UK nationals require applicants to provide at least one primary document 
from the list prescribed the UK government. 

Not all countries provide criminal record information, and where they do, the nature and detail of the 
information provided varies from country to country. Settings and colleges should also be mindful that 
the criteria for disclosing offences in other countries often have a different threshold than those in the 
UK. The Home Office provides guidance on criminal records checks for overseas applicants which can 
be found on GOV.UK. 

 

9. Induction and Training 
 
All staff should be aware of systems within their setting which support safeguarding, and these 
should be explained to them as part of staff induction.  
 
All new employees will be subject to the setting’s induction process during the first term of their 
employment. 
 
The following elements of staff induction will be administered within the first week of 
employment. 
 
Reference and/or introduction to the:  
 
• Staff handbook 
• Safeguarding and child protection policy. 
• settings behaviour policy (which should include measures to prevent bullying, including cyber 

bullying) 
• staff behaviour policy (code of conduct/handbook) 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-from-1-july-2021#primary-documents
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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• role of the designated safeguarding lead (including the identity of the designated safeguarding 
lead and any deputies).  

 
Copies of policies referred to in the Safeguarding and Welfare requirement of the Statutory 
Framework for the Early Years Foundation Stage 2021; Staff qualifications, training, support and 
skills 3.21 should be provided to staff at induction. 
 
The Designated Safeguarding Lead will take a key role in ensuring all staff have access to, and 
opportunity for, continued training and development in relation to safeguarding and promoting 
the welfare of children. 
 
Training opportunities will be identified and agreed during an employee’s annual appraisal.  
 
The setting will ensure all employees receive appropriate training in accordance with statutory 
and/or setting requirements and priorities as well as to ensure its ongoing commitment to 
developing its workforce. 
 
Probationary Periods 
 
All new support staff employees will be subject to a probationary period which will be set out in 
the conditional offer letter and confirmed in the confirmation of appointment and the written 
statement of employment particulars. 

Probationary service shall not apply to any member of staff with previous continuous service with 
another local authority, or with other previous service accepted by the setting, as appropriate to 
the post being filled. 

 
Single Central Record 
 
Setting must maintain a record of all the pre-employment checks of employees (including supply 
staff and regular volunteers) who work in the setting. This record is subject to inspection by 
Ofsted.   
 
 
The setting’s record must cover all staff, including students and volunteers, agency and third-
party supply staff, even if they work for one day. 
 
The record must indicate whether the following checks have been carried out or certificates 
obtained, and the date on which each check was completed, or certificate obtained:  
 
• an identity check 
• a barred list check 
• an enhanced DBS check requested/certificate provided 
• a check of professional qualifications, where required; and  
• a check to establish the person’s right to work in the United Kingdom. 

 
Volunteers 
 
Under no circumstances should a volunteer on whom no checks have been obtained be left 
unsupervised or allowed to work in regulated activity. Whilst volunteers play an important role 
and are often seen by children as being safe and trustworthy adults, the nature of voluntary roles 
varies. The setting will undertake a written risk assessment and apply professional judgement and 
experience when deciding what checks, if any, are required.  
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The risk assessment will consider: 
 

• the nature of the work with children, especially if it will constitute regulated activity, including the 
level of supervision  

• what the establishment knows about the volunteer, including formal or informal information 
offered by staff, parents and other volunteers 

• whether the volunteer has other employment or undertakes voluntary activities where referees can 
advise on their suitability 

• whether the role is eligible for a DBS check and, if so, what level is appropriate.  
 
Details of the risk assessment will be recorded. 
 
The setting will seek an enhanced DBS check (with children’s barred list information) for all 
volunteers who are new to working in regulated activity with children, i.e., where they are 
unsupervised or look after children regularly, or provide personal care on a one-off basis in our 
setting. 
 

10. Recruitment Monitoring 
 
The setting is required to monitor its recruitment processes and provide information on the 
ethnic origin of applicants to fulfill its duty under the Equality Act 2010.  

 
All applicants for are required to complete a recruitment monitoring form as part of their 
application form. This form will be detached and stored separately and is not seen by any 
member of the selection panel.  

 
Examples of the type of information we gain from the monitoring process include:  

 numbers of applicants for posts  

 gender breakdown of applicants  

 age breakdown of applicants  

 ethnicity of applicants  

 disability status of applicants  

 where adverts are seen 
  
After an appointment has been made, the Appointing Officer is responsible for the completion of 
this information and should be retained within the setting for a minimum period of 6 months, 
post the appointment of the successful applicant.  
 

 RECRUITMENT OF EX-OFFENDERS 
 As an organisation using the DBS to assess applicant’s suitability for positions of 

trust, Holy Trinity Preschool complies fully with the CRB Code of Practice and 

undertakes to treat all applicants for the positions fairly.  It undertakes not to 

discriminate unfairly against any subject of a Disclosure on the basis of a 

conviction or other information revealed. 

 Holy Trinity Preschool is committed to the fair treatment of its staff, potential staff 

or users of its services, regardless of race, gender, religion, sexual orientation, 

responsibilities for dependants, age, physical/mental disability or offending 

background. 
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 We have a written policy on the recruitment of ex-offenders, which is made 

available to all Disclosure applicants at the outset of the recruitment process. 

 We actively promote equality of opportunity for all with the right mix of talent, 

skills and potential and welcome applications from a wide range of candidates, 

including those with criminal records.  We select all candidates for interview 

based on their skills, qualifications and experience. 

 A Disclosure is only requested after a thorough risk assessment has indicated that 

one is both proportionate and relevant to the position concerned.  For those 

positions where a Disclosure is required, all application forms, job adverts and 

recruitment briefs will contain a statement that a Disclosure will be requested in 

the event of the individual being offered the position. 

 Where a Disclosure is to form part of the recruitment process, we encourage all 

applicants called for interview to provide details of their criminal record at an 

early stage in the application process.  We request that this information is sent 

under separate, confidential cover, to a designated person within Holy Trinity 

Preschool and we guarantee that this information will only be seen by those who 

need to see it as part of the recruitment process. 

 Unless the nature of the position allows Holy Trinity Preschool to ask questions 

about your entire criminal record, we only ask about ‘unspent’ convictions as 

defined in the Rehabilitation of Offenders Act 1974. 

 We ensure that all those in Holy Trinity Preschool who are involved in the 

recruitment process have been suitably trained to identify and assess the 

relevance and circumstances of offences.  We also ensure that they have 

received appropriate guidance and training in the relevant legislation relating to 

the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

 At interview, or in a separate discussion, we ensure that an open and measured 

discussion takes place on the subject of any offences or other matter that might 

be relevant to the position.  Failure to reveal information that is directly relevant 

to the position sought could lead to withdrawal of an offer of employment. 

 We make every subject of a DBS disclosure aware of the existence of the DBS 

Code of Practice and make a copy available on request. 

 We undertake to discuss any matter revealed in a Disclosure with the person 

seeking the position before withdrawing a conditional offer of employment. 

 

 SECURE STORAGE OF DISCLOSURE INFORMATION 
As an organisation using the DBS service to help assess the suitability of applicants for 

positions of trust, Holy Trinity Preschool complies fully with the DBS Code of Practice 

regarding the correct handling, use, storage, retention and disposal of Certificates and 

Certificate information.  It also complies fully with its obligations under the Data 

Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, 

storage, retention and disposal of Certificate information and has a written policy on 

these matters, which is available to those who wish to see it on request. 

 

Storage and Access 
Certificate information should be kept securely in lockable, non-portable storage 

containers with access strictly controlled and limited to those who are entitled to see it 

as part of their duties. 
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Handling 
In accordance with section 124 of the Police Act 1997, Certificate information is only 

passed to those who are authorised to receive it in the course of their duties.  We 

maintain a record of all those to whom Certificates or Certificate information has been 

revealed and it is criminal offence to pass this information to anyone who is not entitled 

to receive it. 

 

Usage 
Certificate information is only used for the specific purpose for which it was requested 

and for which the applicant’s full consent has been given. 

 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep 

Certificate information for any longer that is necessary.  This is generally for a period of 

up to six months, to allow for the consideration and resolution of any disputes or 

complaints.  If, in very exceptional circumstances, it is considered necessary to keep 

Certificate information for longer than six months, we will consult the DBS about this and 

will give full consideration to the Data Protection and Human Rights of the individual 

before doing so.  Throughout this time, the usual conditions regarding the safe storage 

and strictly controlled access will prevail. 

 

Disposal 
Once the retention period has elapsed, we will ensure that any Certificate information 

is immediately destroyed by secure means, ie. by shredding, pulping or burning.  While 

awaiting destruction, Certificate information will not be kept in any insecure receptacle 

(eg. waste bin or confidential waste sack.)  We will not keep any photocopy or other 

image of the Certificate or any copy or representation of the contents of a Certificate.  

However, notwithstanding the above, we may keep a record of the date of issue of a 

Certificate, the name of the subject, the type of Certificate requested, the position for 

which the Certificate was requested, the unique reference number of the Certificate 

and the details of the recruitment decision taken. 

 

 STUDENT, VOLUNTEER & VISITORS POLICY 
Holy Trinity Preschool recognises that the quality and variety of work which goes on in 

Preschool makes it an ideal place for students on placement from school or college 

childcare courses.  It also recognises that individuals offering their voluntary help can 

add a wealth of experience that can enrich the life of Preschool.  The needs of the 

children are paramount; volunteers and students will not be permitted in numbers 

which hinder the work of the Preschool.  

 

Students must be confirmed by their tutor as being engaged on a bona fide Child Care 

course which provides necessary background understanding of children's development 

and activities.  Students required to conduct child studies will obtain written permission 

from the parents of the child to be studied. Any information gained by the student 

about the children's families or adults in the Preschool must remain confidential.  

Students/volunteers will not have unrestricted access to children, and will be supervised 
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by an appropriately qualified staff member.  All visitors to the setting who have not 

been checked will be accompanied by an appointed member of staff.  

 

Every visitor must read the visitors code of conduct before they sign in. (see 

Appendices) 
 

 

 JOB DESCRIPTIONS & CONTRACTS 
All staff and volunteers are given job descriptions which accurately set out their roles 

and responsibilities.  All job descriptions are formulated in line with the Equality of 

Opportunities policy and accurately reflect the requirements of the job, including the 

responsibility to safeguard and promote the welfare of children.  Job descriptions are 

reviewed each term through the appraisal process and updated if necessary. 

 

All employees are given two copies of their terms and conditions (i.e. contracts) to sign 

within two months of starting work and one copy is returned to and kept by the 

employer.  These are rewritten if there is a change in staff responsibilities, line 

management, hours of work, rates of pay or any other condition within. 

 

All records relating to staff, students and volunteers are kept securely at the setting and 

are current and accessible. 

 

The salary scales are reviewed annually taking into account the national minimum 

wage levels; business plan; local rates. 

 

Each adult’s confidential file will include: 

1. Their full name, address and telephone numbers 

2. Emergency contacts 

3. Recruitment information including Enhanced DBS disclosure 

reference 

4. Health declarations including existing conditions and known allergies 

and any medication needs 

5. Appraisals information 

6. Training and qualifications 
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8. DATA PROTECTION 
The Data Protection Act covers the correct storage and sharing of both manual and 

electronic information.  If you hold information about your parents, children or staff, you 

are legally obliged to protect that information.  The Statutory Framework for the Early 

Years Foundation Stage tells you what information you need to record for each child. 

 

Under the Data Protection Act, you must: 

 Only collect information that you need for a specific purpose 

 Keep the information secure 

 Ensure the information is relevant and up to date 

 Only hold as much information as you need, and only for as long as you need it. 

 Allow the subject of the information to see it on request. 

 

How do I keep sensitive records secure on my computer? 

 Equipment containing personal data could be stolen in a break-in.  You should 

ensure that personal data on your systems are protected against these threats. 

 If the computer is shared by other members of the family, each person must have 

their own username and password. 

 You should have anti-virus products regularly scanning your computer to prevent 

or detect threats.  You will also need to make sure they are kept up to date. 

 You should delete information if you really no longer need it. 

 

What is the Information Commissioners Office (ICO)? 

 Since 2008, as part of the Early Years Foundation Stage (EYFS), childminders and 

settings in England have been expected to keep more detailed records about 

individual children’s development. 

 If you store personal details about other people on our computer or any digital 

format (including smart phones and photos on digital cameras) you will need to 

register as a Data Controller with the ICO. 

 The Data Protection Act 1998 requires every data controller who is processing 

personal information to register with the ICO, unless they are exempt. 

 If you are in any doubt about whether you will need to register, you can contact 

the ICO on 01625 5457400 or by visiting: https://ico.org.uk/ 

 There is a charge for registering 

 You should include the fact you are registered in your Self Evaluation Form 

 If you have not registered and you should have, when your Ofsted Inspection 

takes place, you may be graded ‘requires improvement’. 

 

 
DATA PROTECTION ACT 1998  

Early Years Settings, Schools, Local Authorities (Las), the Secretary of State for Children, 

Schools and Families and the Department for Children, Schools and Families (DCSF) (the 

https://ico.org.uk/
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government department which deals with education and children’s services), the 

Qualifications and Curriculum Authority (QCA), Her Majesty’s Chief Inspector of 

Education, Children’s Services and Skills (Ofsted), and the National Assessment Agency 

(NAA) all process information on children and pupils in order to help administer 

education and children’s services and in doing so have to comply with the Data 

Protection Act 1998.  This means, among other things that the data held about children 

must only be used for specific purposes allowed by law.  We are therefore writing to tell 

you about the types of data held, why that data is held, and to whom it may be 

passed on. 

The Early Years Setting holds information on children in order to support their 

development, to monitor the progress, to provide appropriate pastoral care, and to 

assess how well the Setting as a whole is doing.  This information includes contact 

details, attendance information, characteristics such as ethnic group, special 

educational needs and any relevant medical information.  From time to time Early 

Years Settings are required to pass on some of this data to Las, the DCSF and to 

agencies that are prescribed by law, such as QCA and Ofsted.  In particular, at age 

five an assessment is made of all children (the Foundation Stage Profile) and this 

information is passed to the Local Authority and receiving maintained school 

The Local Authority (LA) uses information about children for whom it provides services to 

carry out specific functions for which it is responsible.  For example, the Local Authority 

will make an assessment of any special educational needs the child may have.  It also 

uses the information to derive statistics to inform various decisions.  The statistics are 

used in such a way that individual children cannot be identified from them. 

The Qualifications and Curriculum Authority (QCA) uses information about children to 

administer national assessments such as the Foundation Stage Profile.  Any results 

passed on to the DCSF are used to compile statistics on trends and patterns in levels of 

development.  The QCA can use the information to evaluate the effectiveness of the 

national curriculum and the associated assessment arrangements, and to ensure that 

these are continually improved. 

Her Majesty’s Chief Inspector of Education, Children’s Services and Skills and Ofsted do 

not routinely process any information about individual children.  However, whilst Ofsted 

holds no records of individual children’s progress, it does use information about the 

achievement of groups of children to help inform its judgements about the quality of 

education in Early Years Settings. 

 

The National Assessment Agency (NAA) uses information for those, relatively few, 

Settings undertaking the Foundation Stage Profile.  The resulting data is passed on to 

the NAA which also uses information in working with schools, the QCA, and Awarding 

Bodies, for ensuring an efficient and effective assessment system covering all age 

ranges is delivered nationally. 

The Secretary of State for Children, Schools and Families and the Department for 

Children, Schools and Families (DCSF_) use information about children and pupils for 

research and statistical purposes, to allocate funds, to inform, influence and improve 

education policy and to monitor the performance of the education and children’s 

services as a whole.  The DCSF will feed back to LAs information about children for a 

variety of purposes that will include data checking exercises, and use in self-evaluation 

analyses. 
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Information about children may be held to provide comprehensive information back to 

LA’s to support their day to day business.  The DCSF may also use contact details from 

these sources to obtain samples for statistical surveys:  these surveys may be carried out 

by research agencies working under contact to the Department and participation in 

such surveys is usually voluntary.  The Department may also match data from these 

sources to data obtained from statistical surveys. 

The DCSF may also disclose individual child and pupil information to independent 

researchers into the educational achievements of pupils who have a legitimate need 

to for it for their research, but each case will be determined on its merits and subject to 

the approval of the Department’s Chief Statistician. 

The Children Act 2004 permits the disclosure of information from registered childcare 

providers for inclusion on Contact Point.  The purposes of Contact Point are to:- 

 Help practitioners working with children quickly identify a child with whom they 

have contact; 

 Determine whether that child is getting the universal services (education, primary 

health care) to which he or she is entitles; 

 Enable earlier identification of needs and earlier, more effective action to 

address these needs by providing a tool to help practitioners identify which other 

practitioners are involved with a particular child; and 

 Encourage better communication and closer working between practitioners. 

 

ContactPoint will hold for each child or young person in England (up to their 18th 

birthday): 

 Basic identifying information: name, address, gender, date of birthday and an 

identifying number; 

 Name and contact details for a child’s parent or carer; 

 Contact details for services involved with a child: as a minimum education setting 

(e.g. school) and primary medical practitioner (e.g. GP Practice) but also other 

services where appropriate; and 

 The facility to indicate if a practitioner is a lead professional for a child and/or if 

an assessment under the Common Assessment Framework has been completed. 

ContactPoint will NOT contain any case information (such as case notes, assessments, 

attendance, exam results, medical records or subjective observations). 

Access will be strictly limited to those who need it to do their job.  All authorised users 

must have undergone relevant mandatory training, have security clearance and have 

a user name, a password, a PIN and a security  token to access ContactPoint.  To 

ensure high standards of accuracy, information on ContactPoint will be drawn from a 

number of existing systems, including the termly School Census from which pupils’ home 

address will be collected. 

For further information go to www.everychildmatters.gov.uk/contactpoint 

Children, as data subjects, have certain rights under the Data Protection Act 1998, 

including a general right of access to personal data held on them, with parents 

exercising this right on their behalf if they are too young to do so themselves.  If you wish 

to access the personal data held about your child, then please contact the relevant 

organisation in writing: 

A657-01 

http://www.everychildmatters.gov.uk/contactpoint
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 Holy Trinity Preschool 

 Early Years Education and Childcare Team at Shropshire County Council, 

Shirehall, Shrewsbury, SY2  6ND; 

 The QCA’s Data Protection Officer at QCA, 83 Piccadilly, LONDON, W1J  8QA; 

 Ofsted’s Data Protection Officer at Alexandra House, 33 Kingsway, London WC2B  

6SE; 

 The NAA Data Protection Officer at NAA, 29 Bolton Street, London, W1J  8BT; 

 The DCSF’s Data Protection Officer at DCSF, Caxton House, Tothill Street, 

LONDON, SW1H  9NA. 

In order to fulfil their responsibilities under the Act the organisation may, before 

responding to this request, seek proof of the requestor’s identity and any further 

information required to locate the personal data requested. 

 

Early Years Setting General Data Protection Regulations (GDPR)  

 

 

 

1. Aims: 

Holy Trinity Preschool aims to ensure that all personal data collected about staff, 

children, parents, students, volunteers, the Registered Person/Body, visitors and other 

individuals is collected, stored and processed in accordance with the General Data 

Protection Regulation (GDPR) and the expected provisions of the Data Protection Act 

2018 (DPA 2018) as set out in the Data Protection Bill.  

 

This policy applies to all personal data, regardless of whether it is in paper or electronic 

format.  

2. Legislation and guidance: 

This policy aims to meet the requirements of the GDPR and the expected provisions of 

the DPA 2018. It is based on guidance published by the Information Commissioner’s 

Office (ICO) on the GDPR and the ICO’s code of practice for subject access requests. 

3. Definitions: 

Term Definition 

Personal data Any information relating to an identified, 

or identifiable individual. 

This may include the individual’s:  

 Name (including initials) 

 Identification number 

 Location data 

 Online identifier, such as a 

http://data.consilium.europa.eu/doc/document/ST-5419-2016-INIT/en/pdf
http://data.consilium.europa.eu/doc/document/ST-5419-2016-INIT/en/pdf
https://publications.parliament.uk/pa/bills/cbill/2017-2019/0153/18153.pdf
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/
https://ico.org.uk/media/for-organisations/documents/2014223/subject-access-code-of-practice.pdf
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username 

It may also include factors specific to 

the individual’s physical, physiological, 

genetic, mental, economic, cultural or 

social identity. 

Special categories of personal data Personal data which is more sensitive 

and so needs more protection, including 

information about an individual’s: 

 Racial or ethnic origin 

 Political opinions 

 Religious or philosophical beliefs 

 Trade union membership 

 Genetics 

 Biometrics (such as fingerprints, 

retina and iris patterns), where 

used for identification purposes 

 Health – physical or mental 

 Sex life or sexual orientation 

Processing Anything done to personal data, such as 

collecting, recording, organising, 

structuring, storing, adapting, altering, 

retrieving, using, disseminating, erasing 

or destroying.    

Processing can be automated or 

manual.  

Data subject The identified or identifiable individual 

whose personal data is held or 

processed. 

Data controller A person or organisation that determines 

the purposes and the means of 

processing of personal data. 

Data processor A person or other body, other than an 

employee of the data controller, who 

processes personal data on behalf of 

the data controller. 

Personal data breach A breach of security leading to the 

accidental or unlawful destruction, loss, 

alteration, unauthorised disclosure of, or 
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access to personal data. 

4. The data controller: 

At Holy Trinity Preschool we process personal data relating to parents, children, staff, 

volunteers, visitors and others, and therefore are a data controller. 

The setting is registered as a data controller with the ICO and will renew this registration 

annually, or as otherwise legally required. 

5. Roles and responsibilities: 

This policy applies to all staff employed by our setting, and to external organisations or 

individuals working on our behalf. Staff who do not comply with this policy may face 

disciplinary action.  

 

5.1 Registered Person/Body: 

The Registered Person/Body has overall responsibility for ensuring that the setting 

complies with all relevant data protection obligations. 

 

 

5.2 Data Protection Officer/Lead (DPO/L): 

The Data Protection Officer/Lead is responsible for overseeing the implementation of 

this policy, monitoring our compliance with data protection law and developing 

related policies and guidelines where applicable. 

They will provide an annual report of their activities directly to the Registered 

Person/Body and report any recommendations on the settings data protection issues.  

The DPO/L is also the first point of contact for individuals whose data the setting 

processes and for the ICO. 

Full details of the DPO/L’s responsibilities are set out in their job description. 

Our DPO/L is: Anna Parry 

 

5.3 Data Controller: 

The Manager/Leader will act as the representative of the data controller on a day-to-

day basis. 

 

5.4 All staff: 

Staff are responsible for: 

 Collecting, storing and processing any personal data in accordance with this 

policy; 

 Informing the setting of any changes to their personal data, such as a change of 

address, telephone number etc. 

 Contacting the DPO/L in the following circumstances:  

o With any questions about the operation of this policy, data protection law, 

retaining personal data or keeping personal data secure; 

o If they have any concerns that this policy is not being followed; 
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o If they are unsure whether or not they have a lawful basis to use personal 

data in a particular way; 

o If they need to rely on or capture consent, draft a privacy notice, deal with 

data protection rights invoked by an individual, or transfer personal data 

outside the European Economic Area; 

o If there has been a data breach; 

o Whenever they are engaging in a new activity that may affect the privacy 

rights of individuals; 

o If they need help with any contracts or sharing personal data with third 

parties. 

6. Data protection principles: 

The GDPR is based on data protection principles that the setting must comply with.  

The principles state that personal data must be: 

 Processed lawfully, fairly and in a transparent manner; 

 Collected for specified, explicit and legitimate purposes; 

 Adequate, relevant and limited to what is necessary to fulfil the purposes for 

which it is processed; 

 Accurate and where necessary, kept up to date; 

 Kept for no longer than is necessary for the purposes for which it is processed; 

 Processed in a way that ensures it is appropriately secure. 

 This policy sets out how the setting aims to comply with these principles. 

7. Collecting personal data: 

 

7.1 Lawfulness, fairness and transparency: 

We will only process personal data where we have one of six ‘lawful bases’ (legal 

reasons) to do so under data protection law: 

1. The data needs to be processed so that the setting can fulfil a contract with 

the individual, or the individual has asked the setting to take specific steps, 

before entering into a contract; 

2. The data needs to be processed so that the setting can comply with a legal 

obligation;  

3. The data needs to be processed to ensure the vital interests of the individual 

e.g. to protect someone’s life; 

4. The data needs to be processed so that the setting, as a public authority, can 

perform a task in the public interest and carry out its official functions; 

5. The data needs to be processed for the legitimate interests of the setting or a 

third party (provided the individual’s rights and freedoms are not overridden); 

6. The individual (or their parent/carer when appropriate in the case of a child) 

has freely given clear consent.  
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For special categories of personal data, we will also meet one of the special category 

conditions for processing which are set out in the GDPR and Data Protection Act 2018. 

If we offer online services to children, such as apps and we intend to rely on consent as 

a basis for processing, we will get parental consent (except for online counselling and 

preventive services).  

 

7.2 Limitation, minimisation and accuracy: 

We will only collect personal data for specified, explicit and legitimate reasons. We will 

explain these reasons to the individuals when we first collect their data. 

If we want to use personal data for reasons other than those given when we first 

obtained it, we will inform the individuals concerned before we do so and seek consent 

where necessary. 

Staff must only process personal data where it is necessary to do their jobs.  

When staff no longer need the personal data they hold, they must ensure it is deleted 

or anonymised. This will be done in accordance with the setting’s record retention 

guidance. 

8. Sharing personal data: 

We will not normally share personal data with anyone else, but may do so where: 

 There is an issue with a child or parent/carer that puts the safety of our staff at risk: 

 We need to liaise with other agencies – we will seek consent as necessary before 

doing this; 

 Our suppliers or contractors need data to enable us to provide services to our 

staff and children – for example, IT companies. When doing this, we will: 

o Only appoint suppliers or contractors which can provide sufficient 

guarantees that they comply with data protection law; 

o Establish a data sharing agreement with the supplier or contractor, either in 

the contract or as a standalone agreement, to ensure the fair and lawful 

processing of any personal data we share; 

o Only share data that the supplier or contractor needs to carry out their 

service, and information necessary to keep them safe while working with 

us. 

We will also share personal data with law enforcement and government bodies where 

we are legally required to do so, including for: 

 The prevention or detection of crime and/or fraud; 

 The apprehension or prosecution of offenders; 

 The assessment or collection of tax owed to HMRC; 

 In connection with any legal proceedings; 

 Where the disclosure is required to satisfy our safeguarding obligations; 

 Research and statistical purposes, if personal data is sufficiently anonymised or 

consent has been provided. 

We may also share personal data with emergency services and local authorities to help 

them to respond to an emergency that affects any of our children or staff. 
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If we are required to transfer personal data to a country or territory outside the 

European Economic Area, we will do so in accordance with data protection law. 

9. Subject Access Requests and other rights of individuals: 

 

9.1 Subject Access Requests: 

Individuals have a right to make a ‘Subject Access Request’ to gain access to personal 

information that the setting holds about them. This includes: 

 Confirmation that their personal data is being processed; 

 Access to a copy of the data; 

 The purposes of the data processing; 

 The categories of personal data concerned; 

 Who the data has been, or will be, shared with; 

 How long the data will be stored for, or if this isn’t possible, the criteria used to 

determine this period; 

 The source of the data, if not the individual; 

 Whether any automated decision-making is being applied to their data, and 

what the significance and consequences of this might be for the individual. 

 

Subject access requests must be submitted in writing, either by letter, email or fax to the 

DPO/L. They should include: 

 Name of individual 

 Correspondence address 

 Contact number and email address 

 Details of the information requested 

If staff receive a subject access request they must immediately forward it to the DPO/L. 

 

9.2 Children and subject access requests: 

Personal data about a child belongs to that child, and not the child's parents or carers. 

For a parent or carer to make a subject access request with respect to their child, the 

child must either be unable to understand their rights and the implications of a subject 

access request, or have given their consent. 

Children below the age of 12 are generally not regarded to be mature enough to 

understand their rights and the implications of a subject access request. Therefore, most 

subject access requests from parents or carers of children at our setting may be 

granted without the express permission of the child. This is not a rule and a child’s ability 

to understand their rights will always be judged on a case-by-case basis. 

 

9.3 Responding to subject access requests: 

When responding to requests, we:  

 May ask the individual to provide 2 forms of identification; 

 May contact the individual via phone to confirm the request was made; 
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 Will respond without delay and within 1 month of receipt of the request; 

 Will provide the information free of charge; 

 May tell the individual we will comply within 3 months of receipt of the request, 

where a request is complex or numerous. We will inform the individual of this 

within 1 month, and explain why the extension is necessary. 

We will not disclose information if it: 

 Might cause serious harm to the physical or mental health of the child or another 

individual; 

 Would reveal that the child is at risk of abuse, where the disclosure of that 

information would not be in the child’s best interests; 

 Is contained in adoption or parental order records; 

 Is given to a court in proceedings concerning the child. 

If the request is unfounded or excessive, we may refuse to act on it, or charge a 

reasonable fee which considers administrative costs. 

A request will be deemed to be unfounded or excessive if it is repetitive, or asks for 

further copies of the same information.  

When we refuse a request, we will tell the individual why, and tell them they have the 

right to complain to the ICO. 

 

9.4 Other data protection rights of the individual: 

In addition to the right to make a Subject Access Request (see above) and to receive 

information when we are collecting their data about how we use and process it (see 

section 7), individuals also have the right to: 

 Withdraw their consent to processing at any time; 

 Ask us to rectify, erase or restrict processing of their personal data, or object to 

the processing of it (in certain circumstances); 

 Prevent use of their personal data for direct marketing; 

 Challenge processing which has been justified based on public interest; 

 Request a copy of agreements under which their personal data is transferred 

outside of the European Economic Area; 

 Object to decisions based solely on automated decision making or profiling 

(decisions taken with no human involvement, that might negatively affect them); 

 Prevent processing that is likely to cause damage or distress; 

 Be notified of a data breach in certain circumstances; 

 Make a complaint to the ICO; 

 Ask for their personal data to be transferred to a third party in a structured, 

commonly used and machine-readable format (in certain circumstances); 

Individuals should submit any request to exercise these rights to the DPO/L. If staff 

receive such a request, they must immediately forward it to the DPO/L. 
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10. Parental requests to see their child’s records: 

Parents, or those with Parental Responsibility, have a legal right to free access to their 

child’s records (which includes most information about a child) within one month of 

receipt of a written request.  

11. Photographs and videos: 

As part of our setting activities, we may take photographs and record images of 

individuals within our setting. 

We will obtain written consent from parents/carers for photographs and videos to be 

taken of their child for communication, marketing and promotional materials. We will 

clearly explain how the photograph and/or video will be used to both the parent/carer 

and child. 

Uses may include: 

 Within the setting on notice boards and in setting prospectus/brochures, 

newsletters etc.; 

 Outside of setting by external agencies such as the setting photographer, 

newspapers, campaigns; 

 Online on our setting website, or social media pages; 

Consent can be refused or withdrawn at any time. If consent is withdrawn, we will 

delete the photograph or video and not distribute it further. 

When using photographs and videos in this way we will not accompany them with any 

other personal information about the child, to ensure they cannot be identified. 

12. Data protection by design and default: 

We will put measures in place to show that we have integrated data protection in all of 

our data processing activities, including: 

 Appointing a suitably qualified DPO/L, and ensuring they have the necessary 

resources to fulfil their duties and maintain their expert knowledge; 

 Only processing personal data that is necessary for each specific purpose of 

processing, and always in line with the data protection principles set out in 

relevant data protection law (see section 6); 

 Completing Privacy Impact Assessments where the setting’s processing of 

personal data presents a high risk to rights and freedoms of individuals, and when 

introducing new technologies (the DPO/L will advise on this process); 

 Integrating data protection into any relevant documentation including this 

policy, any related policies and privacy notices; 

 Regularly training members of staff on data protection law, this policy, any 

related policies and any other data protection matters; we will also keep a 

record of attendance; 

 Regularly conducting reviews and audits to test our privacy measures and make 

sure we are compliant; 

 Maintaining records of our processing activities, including:  
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o For the benefit of data subjects, making available the name and contact 

details of our setting and DPO/L and all information we are required to 

share about how we use and process their personal data (via our privacy 

notices); 

o For all personal data that we hold, maintaining an internal record of the 

type of data, data subject, how and why we are using the data, any third-

party recipients, how and why we are storing the data, retention periods 

and how we are keeping the data secure. 

13. Data security and storage of records: 

We will protect personal data and keep it safe from unauthorised or unlawful access, 

alteration, processing or disclosure, and against accidental or unlawful loss, destruction 

or damage: 

 Paper-based records and portable electronic devices, such as laptops and hard 

drives that contain personal data will be kept under lock and key when not in 

use; 

 Papers containing confidential personal data will not be left on office desks, on 

staffroom tables, pinned to notice/display boards, or left anywhere else where 

there is general access; 

 Where personal information needs to be taken off site, staff will sign it in and out 

from the setting’s office; 

 Passwords that are at least 8 characters long containing letters and numbers will 

be used to access the setting’s computers, laptops and other electronic devices. 

Staff will be reminded to change their passwords at regular intervals; 

 Encryption software will be used to protect all portable devices and removable 

media, such as laptops and USB devices; 

 Employees who store personal information on their personal devices will be 

expected to follow the same security procedures as for setting-owned 

equipment;  

 Where we need to share personal data with a third party, we will carry out due 

diligence and take reasonable steps to ensure it is stored securely and 

adequately protected (see section 8). 

14. Disposal of records: 

Personal data that is no longer needed will be disposed of securely. Personal data that 

has become inaccurate or out of date will also be disposed of securely, where we 

cannot or do not need to rectify or update it. 

For example, we will shred, or incinerate paper-based records, and overwrite or delete 

electronic files. We may also use a third party to safely dispose of records on the 

setting’s behalf. If we do so, we will require the third party to provide sufficient 

guarantees that it complies with data protection law.  

15. Personal Data Breaches: 

The setting will make all reasonable endeavours to ensure that there are no personal 

data breaches.   
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In the unlikely event of a suspected data breach, we will follow the procedure set out in 

appendix 1. 

When appropriate, we will report the data breach to the ICO within 72 hours. Such 

breaches in a setting context may include, but are not limited to: 

 Safeguarding information being made available to an unauthorised person; 

 The theft of a setting laptop containing non-encrypted personal data about the 

staff or children. 

16. Training: 

All staff/volunteers/students are provided with data protection training as part of their 

induction process. 

Data protection will also form part of continuing professional development, where 

changes to legislation, guidance or the setting’s processes make it necessary.  

 

Personal data breach procedure 

 

This procedure is based on guidance on personal data breaches produced by the ICO. 

 On finding or causing a breach, or potential breach, the staff member or data 

processor must immediately notify the DPO/L. 

 The DPO/L will investigate the report, and determine whether a breach has 

occurred. To decide, the DPO/L will consider whether personal data has been 

accidentally or unlawfully:  

o Lost  

o Stolen 

o Destroyed 

o Altered 

o Disclosed or made available where it should not have been 

o Made available to unauthorised people 

 The DPO/L will alert the leader and the Registered Person/Body 

 The DPO/L will make all reasonable efforts to contain and minimise the impact of 

the breach, assisted by relevant staff members or data processors where 

necessary. (Actions relevant to specific data types are set out at the end of this 

procedure). 

 The DPO/L will assess the potential consequences, based on how serious they 

are, and how likely they are to happen. 

 The DPO/L will work out whether the breach must be reported to the ICO. This 

must be judged on a case-by-case basis. To decide, the DP/LO will consider 

whether the breach is likely to negatively affect people’s rights and freedoms, 

and cause them any physical, material or non-material damage (e.g. emotional 

distress), including through:  

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/
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o Loss of control over their data 

o Discrimination  

o Identify theft or fraud 

o Financial loss 

o Unauthorised reversal of pseudonymisation (for example, key-coding)  

o Damage to reputation 

o Loss of confidentiality 

o Any other significant economic or social disadvantage to the individual(s) 

concerned 

If it’s likely that there will be a risk to people’s rights and freedoms, the DPO/L must 

notify the ICO. 

 The DPO/L will document the decision (either way), in case it is challenged at a 

later date by the ICO or an individual affected by the breach. Documented 

decisions are stored on the setting’s computer. 

 Where the ICO must be notified, the DPO/L will do this via the ‘report a breach’ 

page of the ICO website within 72 hours. As required, the DPO/L will set out:  

 A description of the nature of the personal data breach including, where 

possible: 

o The categories and approximate number of individuals concerned; 

o The categories and approximate number of personal data records 

concerned. 

 The name and contact details of the DPO/L; 

 A description of the likely consequences of the personal data breach; 

 A description of the measures that have been, or will be taken, to deal with 

the breach and mitigate any possible adverse effects on the individual(s) 

concerned. 

 If all the above details are not yet known, the DPO/L will report as much as they 

can within 72 hours. The report will explain that there is a delay, the reasons why, 

and when the DPO/L expects to have further information. The DPO/L will submit 

the remaining information as soon as possible. 

 The DPO will also assess the risk to individuals, again based on the severity and 

likelihood of potential or actual impact. If the risk is high, the DP/O will promptly 

inform, in writing, all individuals whose personal data has been breached. This 

notification will set out:  

o The name and contact details of the DPO/L; 

o A description of the likely consequences of the personal data breach; 

o A description of the measures that have been, or will be, taken to deal with 

the data breach and mitigate any possible adverse effects on the 

individual(s) concerned. 

https://ico.org.uk/for-organisations/report-a-breach/
https://ico.org.uk/for-organisations/report-a-breach/
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 The DPO/L will notify any relevant third parties who can help mitigate the loss to 

individuals – for example, the police, insurers, banks or credit card companies. 

 The DPO/L will document each breach, irrespective of whether it is reported to 

the ICO. For each breach, this record will include the:  

o Facts and cause 

o Effects 

o Action taken to contain it and ensure it does not happen again (such as 

establishing more robust processes or providing further training for 

individuals) 

Records of all breaches will be stored on the setting’s computer system. 

 The DPO/L and Registered Person/Body will meet to review what happened and 

how it can be stopped from happening again. This meeting will happen as soon 

as reasonably possible.  

 

Actions to minimise the impact of data breaches 

We will take the actions set out below to mitigate the impact of different types of data 

breach, focusing especially on breaches involving particularly risky or sensitive 

information. We will review the effectiveness of these actions and amend them as 

necessary after any data breach. 

Sensitive information being disclosed via email (including safeguarding records) 

 If special category data (sensitive information) is accidentally made available via 

email to unauthorised individuals, the sender must attempt to recall the email as 

soon as they become aware of the error 

 Members of staff who receive personal data sent in error must alert the sender 

and the DPO/L as soon as they become aware of the error 

 If the sender is unavailable or cannot recall the email for any reason, the DPO will 

ask the ICT department to recall it 

 In any cases where the recall is unsuccessful, the DPO/L will contact the relevant 

unauthorised individuals who received the email, explain that the information 

was sent in error, and request that those individuals delete the information and 

do not share, publish, save or replicate it in any way 

 The DPO/L will ensure we receive a written response from all the individuals who 

received the data, confirming that they have complied with this request 

 The DPO/L will carry out an internet search to check that the information has not 

been made public; if it has, we will contact the publisher/website owner or 

administrator to request that the information is removed from their website and 

deleted. 
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9.CONFIDENTIALITY POLICY 

 
Statement of Intent 

It is our intention to respect the privacy of children and their parents and carers, while 

ensuring that they access high quality pre-school care and education. 

 

Aim 

Holy Trinity Preschool aims to ensure that all parents and carers can share their 

information in the confidence that it will only be used to enhance the welfare of their 

children. 

 

Methods 

We keep two kinds of record on children attending our setting.  To ensure that all those 

using – and working in – the pre-school can do so with confidence, we respect 

confidentiality in the following ways: 

 

1. Developmental Records 

 These include observations of children in the setting, samples of their work, 

summary developmental reports and records of achievement. 

 They are usually kept in the office or play room during the session and can 

be accessed, and contributed to, by staff, the child and the child’s 

parents.  At the end of the day, Preschool records are stored in a locked 

cupboard in the office. 

 

 

2. Personal Records 

 These include registration and admission forms, signed consents, and 

correspondence concerning the child or family, reports or minutes from 

meetings concerning the child from other agencies, an ongoing record of 

relevant contact with parents, and observations by staff on any 

confidential matter involving the child, such as developmental concerns or 

child protection matters. 

 These confidential records are stored in a lockable cabinet and are kept 

secure by the Manager in the office. 

 Parents have access to the files and records of their own children but do 

not have access to information about any other child. 

 Staff will not discuss personal information given by parents with other 

members of staff except where it affects planning for the child’s needs.  

Staff induction includes an awareness of the importance of confidentiality 

in the role of the key person. 

 When staff need to discuss issues with regard to a child’s needs with a 

parent, these discussions can be discussed privately to preserve the 

parent’s and child’s right to confidentiality. 

 When a parent wishes to pass on confidential information about their child 

or family to the Preschool manager, a separate room can be made 

available where the parent can speak freely and in privacy. 
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Other Records 

 Issues to do with the employment of staff, whether paid or unpaid, remain 

confidential to the people directly involved with making personal 

decisions. 

 Volunteers within the group and students on training or work placements 

are advised of our confidentiality policy and are required to respect it. 

 

Information Links 

Children HCT 1989, 2004 

United Nations Convention on the rights of the child 1989 

International Children’s Emergency Fund (UNICEF) 1989 

Data Protection Act 1998 

Every Child Matters: Change for Children 2004 

Human Rights Act 1998 

Freedom of Information Act 2000 

General Data Protection Regulations 2018 – see policy pg.64 

For further information:  www.direct.gov.uk 

 

 

 

 

 

  

http://www.direct.gov.uk/
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10.  PHOTOGRAPHY AND ONLINE INFORMATION 

SHARING 
 

 CAMERA POLICY 
Photographs taken for the purpose of recording a child or a group of children 

participating in activities or celebrating their achievements are an effective form of 

recording their progression in the Early Years Foundation Stage.  However, it is essential 

that photographs are taken and stored appropriately to safeguard the children in our 

care.  This includes mobile phone photographs. 

 

Here are the rules: 

 You must have written parental permission before taking photos of children.  

Consent is found on the registration document. 

 Only the designated setting’s camera, mobile phone or IPad are to be used to take 

any photo within the setting or on outings.  The responsible person has overall photo 

responsibility. 

 Images taken on these devices must be deemed suitable without putting the 

child/children in any compromising positions that could cause embarrassment or 

distress. 

 All staff are responsible for the location of the IPad 

 Images taken and stored on the camera must be downloaded as soon as possible 

(usually within a week). 

 Ideally images should be downloaded on-site.  Should this facility not be available 

these may be downloaded off-site and erased from the computer as soon as the 

images have been successfully printed. 

 Photographs should then be recorded in children’s learning journeys as soon as 

possible and kept secure. 

 Under no circumstances must cameras of any kind be taken into the bathrooms or 

changing areas. 

 Failure to adhere to the contents of this policy may lead to disciplinary procedures 

and criminal charges being made. 

 

 

 MOBILE PHONE POLICY 
 

Statement of Intent 

It is our intention to provide an environment in which children, parents and all staff are 

safe from images being recorded and inappropriately used or shown.  Our aim is to 

help eliminate the following concerns: 

 Staff being distracted from their work with children 

 The inappropriate use of mobile phone cameras around children 

 

Aim 

Our aim is to: 

A680-01 
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 Have a clear policy on the acceptable use of mobile phones and cameras that 

is understood and adhered to by all parties concerned without exception. 

 

In order to achieve this aim, these are the rules: 

 Setting allows staff to bring in personal mobile telephones and devices for their 

own use with agreed procedures for storage and use. 

 Under no circumstances does the setting allow staff to contact a current child or 

parent/carer using a device other than that belonging to the setting. 

 All staff must ensure that their mobile telephones/devices are left with their 

personal belongings or in agreed storage throughout contact time with children. 

 Mobile phone calls may only be taken at staff breaks or in staff members’ own 

time and in the designated staff are away from children. 

 If a staff member has a personal emergency they are free to use the setting’s 

phone or make a personal call from their mobile in the designated staff area of 

the setting. 

 If a staff member’s family has an emergency or similar, the setting number should 

be used. 

 If circumstances require the practitioner to keep their mobile phone to hand, 

prior permission must be sought from the setting and the mobile phone should be 

accessed in the presence of the manager. 

 All parent helpers/students will be requested to place their mobile phone in the 

appropriate place and not take calls in work contact time. 

 During group outings only the manager will have access to the setting’s mobile 

phone, which is used for emergency purposes only.  It is the responsibility of 

everyone to be vigilant and report any concerns of other people’s behaviour 

immediately to the manager or another party such as Ofsted of the Local 

Authority Designated Officer (LADO). 

 The Setting reserves the right to check the image contents of a staff member or 

parent’s mobile phone should there be any cause for concern over its use. 

 Concerns will be taken seriously, logged and investigated appropriately. 

 Should inappropriate material be found then the LADO will be contacted 

immediately. 

 We will follow the guidance of the LADO as to the appropriate measure for the 

staff member’s disciplinary action. 

 

 

Mobile phones and parents: 

 

 Anyone bringing personal mobile phones or devices into the setting must ensure 

they contain no inappropriate or illegal material. 

 

 Parents are asked to switch their mobile phone off when collecting or dropping 

off their child. 
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 SOCIAL NETWORKS 
 

Social Networks 
If staff members or volunteers choose to use social networking sites, or instant 

messaging sites such as MSN or Facebook, they must not discuss any child at Preschool, 

any staff member (past or present) or any issue relating to the setting.  If the situation 

arises, we advise staff to state that they are not allowed to discuss anything related to 

their child/ren’s care at Preschool.  This also applies to the use of e-mails. 

 

 INFORMATION SHARING 
The work of the Preschool with children and families will sometimes bring staff into 

contact with confidential information. To ensure that all those using and working in the 

Preschool can do so with confidence, confidentiality will be respected in the following 

ways:  

• Parents will have access to files of their own children, but will not have access to 

information about any other child.  

• Staff will not discuss individual children other than for the purpose of curriculum 

planning/group management with people other than the parent/carer of that 

child.  

• Information given by parent/carer to the Play Leader or key worker will not be 

passed to other adults without permission.  

• Issues to do with the employment of staff, whether paid or unpaid, will remain 

confidential to the people directly involved with making the decisions.  

• Any anxieties/evidence relating to a child's personal safety will be kept in a 

confidential book and will not be shared within the group except with the Play 

Leader, key worker and Chairman.  

• Students on recognised courses observing the Preschool will be advised of the 

group's Confidentiality policy and be required to respect it.  

 

  

A679-01 
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11. WHISTLE BLOWING POLICY 
 

Definition: Whistle Blowing is raising a concern about malpractice within an 

organisation. 

 

We are committed to delivering a high quality pre-school service.  This policy provides 

individuals in the workplace with protection from victimisation or punishment where 

they raise a genuine concern about misconduct or malpractice in Preschool.  The 

policy underpinned by the Public Interest Disclosure Act 1998, which encourages 

people to raise concerns about misconduct or malpractice in the workplace, in order 

to promote good governance and accountability in the public interest.  The Act covers 

behaviour which amounts to: 

 Abusive behaviour towards a child or member of staff 

 A criminal offence 

 Failure to comply with any legal obligation 

 A miscarriage of justice 

 Danger to health and safety of an individual and/or environment 

 Deliberate concealment of information about any of the above. 

 

It is not intended that this policy be a substitute for, or an alternative to the formal 

Grievance Procedure, but is designed to nurture a culture of openness and 

transparency within the organisation, which makes it safe and acceptable for 

employees and volunteers to raise, in good faith, a concern they may have about 

misconduct or malpractice. 

 

An employee or volunteer who, acting in good faith, wishes to raise such a concern 

should normally report the matter to the Preschool leader who will advise the employee 

or volunteer of the action that will be taken in response to the concerns expressed.  

Concerns should be investigated and resolved as quickly as possible. 

 

If an employee or volunteer feels the matter cannot be discussed with the Preschool 

leader, he or she should contact the Chairman (Verity Lowe) or contact Ofsted: 

 

 call our whistleblowing hotline on 0300 1233155 (8am to 6pm, Monday to Friday) 

 email whistleblowing@ofsted.gov.uk 

 write to: WBHL, Ofsted, Piccadilly Gate, Store Street, Manchester, M1 2WD 

 

You can also contact the NSPCC National Whistleblowing Advice Line: 0808 800 5000, 

 

A disclosure in good faith to the Preschool leader will be protected.  Confidentiality will 

be maintained wherever possible and the employee or volunteer will not suffer any 

personal detriment as a result of raising any genuine concern about misconduct or 

malpractice within the organisation. 

 

  

https://www.gov.uk/government/publications/whistleblowing-about-childrens-social-care-services-to-ofsted/whistleblowing@ofsted.gov.uk
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
tel:08088005000
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12. FEE STRUCTURE & POLICY 
 

Nursery Education Funding 
Children are eligible for nursery funding for 38 weeks per year from the term after their 

3rd birthday.  Each child is entitled to 15 hours per week, which can be taken flexibly 

over a minimum of 3 days and can be divided between different providers.  Once 

eligible for funding parents will be asked to complete a NEF form stating which sessions 

they would prefer.  

 

Some children are eligible for 24U government funding.  It is the parent’s responsibility to 

apply for funding and then show the acceptance letter to the manager. 

 

Fees continue to be payable if a child is absent for a short time and their place will be 

kept open for them. All fees are non-refundable. 

 

Current Fee structure available upon request 

Fees are reviewed annually.  

 
This setting is a ‘learning community’ where everyone is involved in the continuous 

process of improvement and enrichment.  The setting is committed to fostering a 

positive climate for continuous professional development and aims to provide it for all 

at a variety of levels – individual, team, whole setting and through wider networks.  We 

will provide our staff with a coherent and progressive opportunity to develop, both 

personally and professionally, in order to improve standards, raise morale, help 

recruitment and retention and improve outcomes for children. 

 

Childcare vouchers from various companies are accepted. 

 

We are a small not for profit business offering high standards.  In order to maintain these 

it is essential that fees are paid promptly.  Persistent late payment of fees may result in 

Holy Trinity Preschool having no option but to reduce your child’s sessions and/or cease 

lunch club. 

 

Payment by BACS is preferred.  
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Fees are invoiced monthly in advance, Example invoice:  
 

Holy Trinity Preschool 
Holy Trinity Church 

Belle Vue Road 
Shrewsbury, SY3 7LL 

Tel. 01743 241195 
Email: htbvpreschoolfinanace@outlook.com 

Ofsted URN: 224115 
 

INVOICE 
Date: 01 Aug 16 

Invoice number: 332 
Mr and Mrs F Amily 
Someone’s House 
Someone’s Street 

Shrewsbury 
SY 

 
 

Period Covered: 01 Jul 16 to 22 Jul 16 
 

Child: Peppa Pig 
Mon 04 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Tue 05 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Thu 07 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Mon 11 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Tue 12 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Thu 14 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Mon 18 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Tue 19 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 
Thu 21 Jul 16 - mLa - 3.50, Free Hours:5.0, Paid Hours:1.0 

 
Total Free Hours :## 
Total Paid Hours :## 

Arrears: £0   24/06/16 - £36.00 
 To Pay: £36.00 

 
 
 

Key: M = morning session (£10.00 fees due),    m = morning session (free) 
L = lunch (£4.00 fees due),              l = lunch (free) 

A = afternoon session (£10.00 fees due),    a = afternoon session (free) 
F = Forest School session - £3 

 
Cheques/cash/bank transfers accepted 

Cheques made payable to ‘Holy Trinity Preschool’ 
Please write invoice number on back of cheque. 

Bank Account No.: 55573975, sort code: 55-50-05 
If you use a bank transfer, please make sure invoice number is included in the transfer details. 

PLEASE REPLY TO EMAIL ADDRESS:  htbvpreschoolfinanace@outlook.com 
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Example of payment plan where fees have fallen into arrears:  
 

Individual Payment Plan  

 

This Payment Plan is between:  
The Management Committee of  
 
HOLY TRINITY PRESCHOOL 
 
and  
 
Parent (s) name and address:  
 
 
 
Reason for Payment Plan: FEES ARREARS 

 

Amount in arrears @:                                                                      £ 

Current weekly session/lunch club amount:                                    £ 

Your suggested weekly arrears payment:                                       £ 

 Day of week to be paid: 

 

/ 

 

I agree to the above figures and understand that by signing this document, I  
 agree to repay the debt to the Preschool in full by  (Date).  
Failure to do this may result in Holy Trinity Preschool re-claiming any losses and  
costs incurred through the Small Claims Court.  

 

To be reviewed weekly  

Parent(s) signature  __________________________ Date  ________________ _____  

  

Signed on behalf of Holy Trinity Preschool ______________________Date_________  

Role of signatory_____________________  
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13. COVER FOR MANAGER POLICY 
 

If the Manager is not leading the group for any reason including study and sickness 

then the following procedures must be followed: 

 

The Acting Deputy Manager, Sheila Pilsbury (level 3) will deputize in the Manager’s 

absence or a qualified level 3 trained responsible member of staff. The responsible 

member of staff for the session will be named on the register. 

 

If the Manager is absent and the Deputy Manager cannot deputize then another level 

3 member of staff will act as Manager. 

 

Cover for staff absences 
 

At all times we will have 50% of staff qualified. 

 

We hold a list of emergency contacts in the blue contact number box.  The list consists 

of members of staff who will be contacted first.  All contacts have been DBS checked 

for the setting.  The box is located in the setting’s office. 
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14. HEALTH AND SAFETY – FOREST SCHOOL 
During Forest School sessions Preschool’s health and safety policies will be adhered to.  

In addition to these, further precautions will also be taken to ensure safety.  

 

6. Risk Assessments 

A risk assessment will be carried out each day on the Forest School site/area before 

the session begins.  This risk assessment will include the check of the area and any 

changes that have occurred which could possibly cause an accident.  The weather 

conditions will be included within the check in case further precautions need to be 

taken.  To also ensure safety some of the activities that take place during the session 

may have their own risk assessments, which will be brought along to the session and 

kept for further reference. 

 

7. Equipment 

The forest school leader will take the following with them to a session: 

 First Aid kit – this will be the Forest School First aid kit which will include a survival 

blanket. 

 Clean water 

 Mobile phone 

 Preschool’s phone number for emergencies 

 Signed ‘outings’ consent form 

 A record of allergies or extra need requirements 

 Inhalers or epi-pens for children who may need one in the Preschool setting 

 Wet wipes and hand gel to use before eating and other occasions 

 Spare clothing, plastic bags and cloth/wet wipes. 

 

 

8. Adult Supervision 

Sufficient adult supervision is required during Forest School sessions.  There is to be a 

ratio of no less than 1:3. 

 

9. In the event of an accident 

All first aid will be carried out by the Forest School leader or an adult with First Aid 

training.  If the emergency services are not required, the child will be taken back to 

Preschool with the first aider (if this is the Forest School leader the session will be 

ended and all the children will go back to Preschool).  The parent or guardians will 

be informed and the incident will be noted in the accident book. 

 

If the emergency services are required 999 will be called from the forest school site.  

(The directions to and post code of the site will be in an easily accessible place). 

 

Preschool will be rung and the parents informed.  It will be ensured that adequate 

child to adult ratio will be maintained and the remaining children will return to 

Preschool when it is appropriate. 

 

10. Other procedures to be followed 

 Adults volunteering to assist with Forest School will need to be DBS checked 

(formally known as CRB check). 
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 Tree climbing is allowed but the children will be asked not to go above adult 

shoulder height. 

 Children will be taught to return to the call of ‘one, two, three, where are 

you?’ 

 The Forest School leader will carry a mobile phone on their person to safety 

reasons.  It is Preschool policy that the use of mobile phones and camera 

phones by other adults is not allowed during Forest School sessions.  The 

Preschool camera will be used during the sessions and Preschool procedure 

will be adhered to regarding its use. 

 

In the event of a lost child, or uncollected child we will follow The Lost child and 

uncollected child Policy & Practice.  

 

11. Fires at Forest School 

It may be that in the planning there will be a camp fire at Forest School.  Appropriate 

risk assessments are to be done and the children should know about the safety of the 

fire pit.  The Forest School leader will bring the appropriate first aid and fire safety 

equipment, including a fire blanket and lots of water. 

 

If a burn was to occur, the procedures stated in the health and safety procedures 

section 4 (in the event of an accident) are to be followed and parents or emergency 

services are to be telephoned. 

 

If a fire gets out of control 

The children will be taught that if the whistle is continually being blown they are to leave 

the forest school area and line up on the school playground.  The Forest school leader 

will do a head count and supervise the calling of the fire brigade. (The directions to and 

post code of the site will be in an easily accessible place to be quickly taken when the 

site is evacuated). 

 

A member of staff will also ring the school office and Preschool.  A member of the 

school staff will greet the Fire Brigade.  The Preschool children will gather with adults at 

the front of school and await their transport. 
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15. STAFF CODE OF CONDUCT POLICY 
 

THE BASIC PRINCIPLE IS THAT THE INTEREST OF THE CHILD/CHILDREN IS PLACED BEFORE 

ALL ELSE.  

 

Staff should:  

 value and respect each child as an individual; 

 be aware of, and SAFEGUARD the right of all children; 

 FACILITATE and promote the GROWTH and DEVELOPMENT of the whole child; and  

 be aware of, and endeavour to meet the needs of, each child for whom they 

are professionally responsible. 

 

The child within the family: 

Staff should: 

 SEE the child in the context of his or her family situation and be aware of 

differences in family structure in our society; 

 be aware that the care of the child is a shared responsibility which must take 

account of the customs, VALUES and BELIEFS of the family or the family or the 

main carers; and 

 work in a COOPERATIVE and collaborative manner with the family to promote 

and safeguard the well-being of the children. 

 

Professional practice: 

Staff should: 

 maintain the highest possible standards of performance, and aim to improve 

their knowledge, skills and competencies to taking advantage of in-service and 

other training; 

 constantly evaluate and reappraise their own methods, policies and practices 

and be aware of the need to keep up-to-date with current developments in the 

light of changing needs and circumstances; and 

 be aware of the need for confidentiality within their PROFESSIONAL PRACTICE.  

Confidential information received should not be disclosed unless required by law 

or to protect the interests or welfare of the child. 

 

Working with others 

Staff should: 

 work with a cooperative manner with other professionals in the care and 

education of all children; 

 acknowledge, demonstrate their skills with STUDENTS and other colleagues to 

develop and promote good CHILDCARE practice whilst offering guidance and 

support as appropriate; and 

 be prepared to give support and SUPERVISION to, and receive support and 

supervision from, colleagues and management to further their own personal and 

professional development and that of the childcare given. 

 

ACTION PLAN (in the case of inappropriate staff conduct) 

 

a) What action should be taken to correct the conduct. 
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b) That she/he will be given reasonable time to rectify matters. 

c) That is she/he fails to improve then further action will be taken. 

d) That a record of the warning will be kept. 

e) That she/he may appeal against the decision. 

 

1. If the employee fails to correct her/his conduct and further action is necessary: 

i. The employee will be interviewed and given the opportunity to state 

her/his case, as before. 

ii. If the need for disciplinary action is established, a letter will be sent to the 

employee immediately. 

 

2. The letter must: 

i. Contain a clear reprimand and give the reason for it. 

ii. Explain what corrective action is required and that reasonable time will be 

given for improvement. 

iii. Warn that failure to improve will result in further action being taken. 

iv. Explain that she/he has the right to appeal against the decision. 

 

3. If the employee still fails to correct her/her conduct then: 

i. The employee will again be interviewed and given an opportunity to state 

her/his case as above. 

ii. If the decision is to dismiss, the employee will be given notice of dismissal, 

stating the reasons for the dismissal and giving details of the right to appeal. 

 

*If progress is satisfactory within the time given to rectify matters, the record of verbal 

warning on the individual’s file will be destroyed. 

 

APPEALS 

 

At each stage of the disciplinary procedure the employee must be told she/he has 

the right to appeal against any disciplinary, and that the appeal must be made in 

writing to the Preschool Manager within five days of a disciplinary interview, it will be 

heard as soon as possible.  Procedure will be informal and the employee may take a 

friend to speak for her/him. 

 

a) The employee will explain why she/he is dissatisfied and may be asked questions. 

b) The Preschool Manager will be asked to put her/his point of view and may ask 

questions. 

c) Witnesses may be heard and may be questioned by the employee and the 

Preschool Manager. 

d) The Management will consider the matter and make known their decision. 
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16. EQUALITY AND DIVERSITY POLICY 
 

 EQUALITY POLICY 
Holy Trinity Preschool works in accordance with all relevant legislation, including:  

 Disability Discrimination Act 1995 - Amended Regulation 2003 

 Race Relations Act 1976 - Amended Regulation 2008 

 Sex Discrimination Act 1986  

 Children's Act 1989  

 Children's Act 2004 

 Human Rights Act 1998  

 Special Educational Needs and Disability Act 2001  

 Special Educational Needs Code of Practice Revised 2014 

 Equality Act 2010 

 

We believe that the group's activities should be open to all children and families, and to 

all adults committed to their education and care.    

Statement of Intent 

Holy Trinity Preschool is committed to providing equality of opportunity and 

antidiscrimination practice for all our children, families and staffers value diversity as 

richness in our setting. We aim to promote equality of opportunity and anti- 

discriminatory practice and ensure that every child and adult is included and not 

disadvantaged because of ethnicity, culture or religion, home language, family 

background, learning difficulties or disabilities, gender or ability. 

 

We will work within the current legislation and within the sphere of best practice in order 

to promote equality and value diversity, and work to address unfair treatment, 

discrimination and prejudice where found in the setting. Al1 principles of diversity and 

equality will underpin all of this within the setting. 

 

We recognise that we have an important leadership role in terms of promoting and 

encouraging tolerance, fairness and equality whilst ensuring that all individuals who 

have contact with us are treated in a fair and consistent manner. 

Aim 

We aim to:  

 Provide a secure environment in which all our children can flourish and in which 

all contributions are valued. 

 Include and value the contribution of all families to our understanding of equality 

and diversity 

 Provide positive non-stereo-typing information about different ethnic group and 

people with disabilities  

 Improve our knowledge and understanding of issues of equality' and diversity  

 Make inclusion a thread which runs through all of the activities of the Preschool.  

 Monitor and evaluate the effectiveness of inclusive practices in the setting using 

staff meetings and team discussions. Sheila is the named responsible person for 

inclusion in the group. 



 
 

Page 99 of 143 

 

 Provide activities and resources to promote children and staff/ students 

understanding of equality and diversity. 

 Value each person as an individual. 

 Provide support for children and families that have additional needs. 

 

Our Preschool is open to all members of the community  

* We provide information in clear, concise language, whether in spoken or written form. 

* We base our Admissions Policy on a fair system. We do not discriminate against a child 

with a disability or refuse a child entry to our pre-school because of any disability. 

* We do not discriminate against a child or their family or prevent entry to our setting, 

on the basis of colour, ethnicity, religion or social background, such as being a 

member of a travelling community or an asylum seeker. 

* We ensure that all parents have access to our equal opportunities policy. 

* We take action against any discriminatory behaviour by staff or parents. 

* Displaying of openly racist insignia, distribution of racist material, name calling, or 

threatening behaviour are unacceptable on or around the premises and will be dealt 

with in the strongest manner. 

* We develop Individual Educational plans to ensure that children with disabilities can 

participate successfully in the services offered by the playgrounds in the environments 

offered. 

 

Employment 
 Posts are advertised and all applicants are judged against explicit and fair 

criteria. 

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

 We may use the exemption clauses of the Race Relations Act and the Sex 

Discrimination Act where this is necessary to enable the service to best meet the 

needs of the community. 

 The applicant who best meets the criteria is offered the post, subject to 

references and checks by Criminal Records Bureau. This ensures fairness in the 

selection process. 

 All job descriptions include a commitment to equality and diversity as part of-their 

specifications. 

 We monitor our application process to ensure that it is fair and accessible. 

 See Recruitment policy. 

Training 

 We seek out training opportunities for staff to enable them to develop practices 

which enable all children to flourish. 

 We review our practices to ensure that we are fully implementing our policies for 

equality and diversity. 

Curriculum 

The curriculum offered in the Preschool encourages children to develop positive 

attitudes to people who are different from themselves. It encourages children to 

empathize with others and to begin to develop the skills of critical thinking. All children 

will be respected and their individuality and potential recognised, valued and nurtured. 
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Activities and the use of play equipment offer children opportunities to develop in an 

environment free from prejudice and discrimination. Appropriate opportunities will be 

given to children to explore, acknowledge and value similarities between themselves 

and others. 

 

We do this by:  

 Making children feel valued and good about themselves.  

 Ensuring that children have equality of access to learning.  

 Reflecting the diversity of our Preschool and the wider community' in our 

resources. These will be chosen to give children a balanced view of the world 

and an appreciation of the rich diversity of our multi-racial society. 

 Avoiding stereotypes or derogatory images in the selection of books and other 

materials. 

 Recognising the different learning styles of girls and boys. 

 Making appropriate provision within the curriculum to ensure each child receives 

the widest possible opportunity to develop their skills and abilities. 

 Positively reflecting the widest possible range of communities in the choice of 

resources. 

 Celebrating a range of festivals. Children will be made aware of the festivals 

which are being celebrated by their own families or others, and will be 

introduced, where appropriate, to the stories behind the festivals. Children will be 

encouraged to welcome a range of different festivals, together with the stories, 

celebrations and special food and clothing they may involve, as part of the 

diversity of life. 

 Creating an environment of mutual respect and tolerance  

 Ensuring inappropriate attitudes and practices are challenged (see below). 

 Helping children to understand that discriminatory' behaviour and remarks are 

unacceptable. 

 Ensuring that the curriculum offered is inclusive of children with special 

educational needs and children with disabilities, and ensuring that children 

learning English as an additional language have access to the curriculum and 

are supported in their learning. 

 Ensuring that children speaking languages other than English are supported in the 

maintenance and development of their home languages. Multi cultural resources 

will be sourced from children centres, forums and the library. 

 Staff are made aware that just because parents/carer's can speak English, they 

may not read English writing. 

 Encouraging children to respect each child's cultural background. We 

encourage children to contribute stories of their everyday life into the Preschool 

We encourage parents/carers to take part in the life of the Preschool and to 

contribute fully. For families who speak languages in addition to English, we will 

develop means to ensure their inclusion, we value the contribution their culture 

and language offer. 

 

Inappropriate attitudes and practice will be challenged in the following ways. 

 Children and staff will be corrected and the reasons explained at the time of 

such an event. In the event of this occurring with a staff member the Manager 

will speak to the member of staff and seek further appropriate training for the 
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staff. We do not tolerate any form of bullying, harassment and victimisation. Any 

employee that feels that they have been unfairly treated in any way will have 

their concerns taken seriously and may use the grievance policy procedure. 

 

We offer a flexible payment system for families of differing means. 

 DISCRIMINATORY BEHAVIOUR/REMARKS 
Any discriminatory language, behaviour or remarks by children, parents or any other 

adults are unacceptable in the Preschool.  

 

Our response will aim to demonstrate support for the victim(s), to help those responsible 

to understand and overcome their prejudices and to make it clear that such 

behaviour/remarks will not be tolerated.  

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

languages as are necessary and possible. Bilingual/multilingual children and adults are 

an asset to the whole group. Parents will be encouraged to speak to children in their 

first language at home.  

 

Children and parents who have English as a second or additional language will be 

valued and their languages recognised and respected in the Preschool.  

 FOOD 
Working in partnership with parents, children's medical, cultural and dietary needs will 

be met. We help children to learn about a range of food, cultural approaches to 

eating and to respect the differences among them. 

 MEETINGS 
The Preschool will make every effort to ensure that the time, place and conduct of 

meetings enable the majority of parents to attend so that all families have an equal 

opportunity to be involved in and informed about the Preschool.  
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17. APPENDICES 

  
 

APPENDIX A – DEFINITIONS OF ABUSE 
 

Working together to safeguard children 2018 - Definitions of Abuse 

 

Abuse 

A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting 

harm, or by failing to act to prevent harm. Children may be abused in a family or in an 

institutional or community setting by those known to them or, more rarely, by others 

(e.g. via the internet). They may be abused by an adult or adults, or another child or 

children.  

 

Physical abuse 

A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 

scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical 

harm may also be caused when a parent or carer fabricates the symptoms of, or 

deliberately induces, illness in a child.  

 

Emotional abuse 

The persistent emotional maltreatment of a child such as to cause severe and persistent 

adverse effects on the child’s emotional development. It may involve conveying to a 

child that they are worthless or unloved, inadequate, or valued only insofar as they 

meet the needs of another person. It may include not giving the child opportunities to 

express their views, deliberately silencing them or ‘making fun’ of what they say or how 

they communicate. It may feature age or developmentally inappropriate expectations 

being imposed on children. These may include interactions that are beyond a child’s 

developmental capability, as well as overprotection and limitation of exploration and 

learning, or preventing the child participating in normal social interaction. It may 

involve seeing or hearing the ill-treatment of another. It may involve serious bullying 

(including cyber bullying), causing children frequently to feel frightened or in danger, or 

the exploitation or corruption of children. Some level of emotional abuse is involved in 

all types of maltreatment of a child, though it may occur alone.  

  

Sexual abuse 

Involves forcing or enticing a child or young person to take part in sexual activities, not 

necessarily involving a high level of violence, whether or not the child is aware of what 

is happening. The activities may involve physical contact, including assault by 

penetration (for example, rape or oral sex) or non-penetrative acts such as 

masturbation, kissing, rubbing and touching outside of clothing. They may also include 

non-contact activities, such as involving children in looking at, or in the production of, 

sexual images, watching sexual activities, encouraging children to behave in sexually 

inappropriate ways, or grooming a child in preparation for abuse (including via the 
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internet). Sexual abuse is not solely perpetrated by adult males. Women can also 

commit acts of sexual abuse, as can other children.  

 

Neglect 

The persistent failure to meet a child’s basic physical and/or psychological needs, likely 

to result in the serious impairment of the child’s health or development. Neglect may 

occur during pregnancy as a result of maternal substance abuse. Once a child is born, 

neglect may involve a parent or carer failing to:  

• provide adequate food, clothing and shelter (including exclusion from home or 

abandonment);  

• protect a child from physical and emotional harm or danger;  

• ensure adequate supervision (including the use of inadequate care-givers); or  

• ensure access to appropriate medical care or treatment.  

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  

If a child is considered to be at risk of neglect, the SSCB Neglect Strategy and Toolkit will 

be used to record concerns over time and submitted to Shropshire Council’s Compass 

as evidence. 
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APPENDIX B – ROLE OF DESIGNATED LEAD PRACTITIONER 
 

 

                                                     

 
 

Role and responsibilities of the Designated Safeguarding Lead   
Our Designated Safeguarding Lead will update their child protection/safeguarding 
training in line with Shropshire Safeguarding Partnership (SSP) recommendations. 
They are responsible for:   

• Ensuring that all staff have up to date knowledge of safeguarding issues;  
• Ensuring that staff are enabled to identify signs of possible abuse and neglect at 

the earliest opportunity, and to respond in a timely and appropriate way. Signs 
that indicate possible abuse may include significant changes in children's 
behaviour; deterioration in children’s general well-being; unexplained bruising, 
marks or signs of possible abuse or neglect; children’s comments which give 
cause for concern; any reasons to suspect neglect or abuse outside the setting, 
for example in the child’s home; and/or inappropriate behaviour displayed by 
other members of staff, or any other person working with the children. E.g. 
inappropriate sexual comments; excessive one-to-one attention beyond the 
requirements of their usual role and responsibilities; or inappropriate sharing of 
images;  

• Being the first point of contact for staff, volunteers, parents and children/young 
people where concerns about children’s welfare, poor practice or child abuse are 
identified;  

• Providing basic advice and support regarding child protection and poor practice;  
• Completing the organisation’s reporting and recording procedures following the 

policy and procedures;  
• Promoting safe working practice/code of conduct;  
• Attending, promoting and organising training;  

• Promoting and ensuring confidentiality is maintained;  
• Promoting anti-discriminatory practice;  
• Maintaining records related to child protection and unsuitable adults, and ensuring 

these are stored securely on the premises;  
• Reviewing records on a regular basis to identify possible patterns of abuse;  
• Making decisions on whether to refer any concerns, recording the reasons for that 

decision;  

• Completing SSP audits which include:  
 - Termly Section 9 Practice Audits  
- Annual Section 11 Compliance Audits   
- Multi-agency Audits  

• Maintaining up to date contact details for other agencies and know how to access 
the most up to date SSP guidelines;  

• Passing information to other relevant organisations /agencies as appropriate;  
• Making referrals to the investigating agencies - Shropshire Council Compass and 

the Police - in line with child protection procedures;  
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• Informing Ofsted of any allegations of abuse made against a person working in 
the setting, or any other abuse alleged to have taken place on the premises;  

• Sharing information about Safeguarding Children procedures with parents prior to 
their cchild starting in the setting;  

• Updating the policy and procedure, and communicating any updates with staff, 
committee members, volunteers and parents;  

• Contributing to multi-agency meetings, assessments, core groups and 
conferences as required.  
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APPENDIX C  
 

FILE TRANSFER RECORD AND RECEIPT 
  
  

PART 1:  To be completed by sending / transferring school or college  

  

NAME OF CHILD:    
  

DOB:    
  

NAME OF SCHOOL 
SENDING CP FILE:  

  
  

ADDRESS OF 
SCHOOL SENDING  
CP FILE:  

  
  
  

METHOD OF 
DELIVERY:   

 
BY HAND      SECURE POST     ELECTRONICALLY  
 

DATE FILE SENT:    
  

NAME OF DSL 
TRANSFERRING  
FILE:  

  
  
  

NAME OF PERSON 
TRANFERRING TO:  

  

SIGNATURE:    
  

   

PART 2: To be completed by receiving school or college  

  

NAME OF SCHOOL 
RECEIVING FILE:  

  

ADDRESS OF 
SCHOOL  
RECEIVING FILE:  

  
  
  

DATE RECEIVED:    
  

NAME OF PERSON 
RECEIVING FILE:  

  

DATE  
CONFIRMATION  
OF RECEIPT SENT:  

  

SIGNATURE:    
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Receiving School/setting: Please complete Part 2 and return this form to the 
Designated Safeguarding Lead listed in Part 1 above. You are advised to keep a 
copy for your own reference.  
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APPENDIX D 
Child’s Chronology 

 
Name of child:……………………………………..  D.O.B……………………….. 
 

Brief summary of events prior to chronology: 
 
 
 
 
 
 

 

Date  Significant event 

 Any event that has an impact on child or 
family 

Source of 
information 
(eg contact, 
home visit, 
from other 
agency etc.) 

Action taken and 
reasons why 

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  

  
 
 
 

  



 
 

Page 109 of 143 

 

APPENDIX D – How to report concerns about a child 
 

 
 



 
 

 

_________________________________________________________________________________________ 

Page 110 of 143 

 

 

APPENDIX F – Referral form 

 

 Shropshire Multi-Agency Referral Form 

(MARF) 
 
 
This form should be used to make contact with Children’s Social Care, should your request for a referral not 
be accepted then your information will remain as a contact on the child’s electronic record.  PLEASE NOTE 
the parent will be notified of your contact and the actions taken, you will be copied into this letter as 
notification/feedback on your contact into Children’s Social Care. 
 
BEFORE PROCEEDING PLEASE ensure you have referred to the Threshold Document on the local pages 
of the West Midlands Safeguarding Procedures. 
 
You MUST inform those with parental responsibility of your contact and seek consent for a referral to 
be made. 
Consent is not required for child protection referrals where it is suspected that a child may be suffering or be 
at risk of suffering significant harm; however, it is considered good practice to inform an adult with parental 
responsibility that you are making a referral, unless to do so may: 

 Place the child at increased risk of Significant Harm 

 Place any other person at risk of injury  

 Obstruct or interfere with any potential Police investigation 

 Lead to unjustified delay in making enquiries about allegations of significant harm 
The child’s interest must be the overriding consideration in making such decision. Decisions should be 
recorded within your own agency’s records. 
 
If the matter is urgent then please telephone First Point of Contact (FPOC) on 0345 6789021 or if you are 
concerned about an immediate risk telephone the police on 999. Following a verbal request for a referral 
the MARF must be fully completed and forwarded within 24 hrs to the Compass Team email account (you will 
need to do this securely*): Compass.Referrals@shropshire.gov.uk 
 
 

First Point of Contact (FPOC)  0345 678 9021 

Out of hours Emergency Duty Team 0345 678 9040 

 
 

Have you obtained parental consent to make a referral and share information? 

 

Yes No     

  

If you haven’t obtained parental consent, why not? 

 

  

http://westmidlands.procedures.org.uk/local-content/2gjN/thresholds-guidance/?b=Shropshire
http://westmidlands.procedures.org.uk/
mailto:Compass.Referrals@shropshire.gov.uk
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1. Child / Young Person Details (if more than one child can you please list all the children’s details in the 

boxes below, a separate MARF for each child is not required). 

Child’s First Name Child’s Surname / Last Name 

 

 

 

Any alternative name 

 

Date of Birth or Estimated 

Date of Delivery 

Gender 

(M/F) 

Gender 

Identity 

Language or preferred method of 

communication e.g. sign language 

 

 

   

Religion  NHS number   

 

 

 

 

   

Name of Parents / Carers: Include all adults 

involved in the care of the child 

Date of Birth Contact Telephone Number 

 

 

  

 

 

  

 

 

  

Who holds parental responsibility? Does the child have any special needs disability? 

 

 

Yes                No    

Home Address: 

 

 

 

Any other relevant addresses: 

Post Code  

 

Post Code  

2. Ethnic Origin (please check as applicable) 

White: ☐White English / Welsh / Scottish / Northern Irish / British 

☐White Irish                          ☐Gypsy or Irish Traveller 

☐Any other White background please specify……………… 

 

Mixed / Multi-Ethnic Group: 

 
☐White and Black Caribbean        ☐White and Black African 

☐White and Asian                         ☐Any other Mixed Multi-Ethnic 

background, please specify…… 
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Asian / Asian British: 

 
☐Indian                                          ☐Pakistani 

☐Bangladeshi                                ☐Chinese 

☐Any other Asian background, please specify…………….. 

 

Black / African / Caribbean / 

Black British: 

 

☐African                                         ☐Caribbean 

☐Any other Black / African / Caribbean background, please specify… 

Other ethnic group: 

 
☐Arab                                             ☐Any other ethnic group, please 

specify………………… 

 

3. Other Significant Family Members / Adults and children e.g. siblings, grandparents and any other people 

residing in the home 

Name Relationship Contact Phone Number Address 

 

 

   

 

 

   

 

 

   

4. Contact information: of other agencies involved if known (please add others you think may be relevant) 

Agency Name Address Telephone 

GP 

 

   

Health Visitor 

 

   

School 

 

   

School Nurse 

 

   

Other Agency 

 

   

Other Agency 

 

   

Other Agency 

 

   

Other Agency 

 

   

 

 

5. Have you discussed Early Help with the family prior to making this request for a referral? This is not 

designed to be a barrier but may offer the family the opportunity to engage in the support needed to 

address your concerns about the child(ren). 

Yes  

 

If yes please give details of the early help offered.  

No   

 

If Early Help wasn’t discussed or offered why not? 
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6. Reason for request for referral 

What evidence / information are your concerns based on, please identify your specific concerns.  State how 

long you have known the child and in what capacity, i.e. as teacher, doctor etc Please give as much concise 

and evidence-based information as possible to help us in our assessment. 

 

 

 

 

 

 

 

 

 

 

 

7. What are your concerns for the child? 

 

 

 

 

 

 

 

 

 

 

 

 

8. Which level threshold level do you feel this referral meets 

Level 1  Universal 

Children with no additional 
needs and where there are 
no concerns. Typically, 
these children are likely to 
live in a resilient and 
protective environment 
where their needs are met. 
These children will require 
no additional support 
beyond that which is 

Level 2  

Early Help 

These 
children can 
be defined as 
needing 
some 
additional 
support 
without which 
they would be 

Level 3 –  

Targeted Early Help 

This level applies to 
those children identified 
as requiring targeted 
support. It is likely that for 
these children their needs 
and care are 
compromised. Only a 
small fraction of children 
will fall within this band. 

Level 4 –Complex 

Significant Needs 

These are children whose 
needs and care at the 
present time are likely to 
be significantly 
compromised thereby 
requiring assessment 
under Section 47 or 
Section 17 of the 
Children Act 1989. These 
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universally available.  
 

at risk of not 
meeting their 
full potential. 
Their 
identified 
needs may 
relate to their 
health, 
educational, 
or social 
development, 
and are likely 
to be short 
term needs. If 
ignored these 
issues may 
develop into 
more 
worrying 
concerns for 
the child or 
young 
person. 
These 
children will 
be living in 
greater 
adversity 
than most 
other children 
or have a 
greater 
degree of 
vulnerability 
than most if 
their needs 
are not clear, 
not known or 
not being met 
a lead 
professional 
will 
coordinate a 
whole family 
assessment 

These children will be 
those who are vulnerable 
or experiencing the 
greatest level of 
adversity.  
Children with additional 

needs: These children are 

potentially at risk of 

developing acute/ complex 

needs if they do not receive 

early targeted intervention.  

children may become 
subject to a child 
protection plan and need 
to be accommodated 
(taken into care) by 
Children’s Social Care 
either on a voluntary 
basis or by way of Court 
Order. Section 17-1989 
Children Act states a 
child shall be taken to be 
in need if: (a) He is 
unlikely to achieve or 
maintain, or to have the 
opportunity of achieving 
or maintaining, a 
reasonable standard of 
health or development 
without the provision for 
him of services by a local 
authority under this Part; 
(b) His health or 
development is likely to 
be significantly impaired, 
or further impaired, 
without the provision for 
him of such services; or 
(c) He is disabled.  
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and plan 
around the 
child.  
 

9. What support do you think this child/family require? For example, help managing the child(ren)’s 

behaviour, help managing the home conditions, respite, etc 

 

 

 

 

 

 

 

 

 

 

 

10. Is there a perceived risk that could place those making contact with this family in danger i.e violence to 

staff, dangerous dog, etc? 

Yes                       No   

 

If yes, please specify what the identifies risk is: 

 

    

 

If you are making a request for a Child in Need referral, agreement must be sought from the parent/carer (and 

where appropriate the young person). If parental agreement is not obtained it will not be possible to progress a 

Child in Need referral. 

If you are making a referral of a child protection concern and are unsure about whether to advise the 

parent/carer about the referral, you should consult your agency about this issue. If you remain unsure about 

whether the parent/carer should be contacted/informed about the referral i.e. due to evidence being 

compromised, or someone being placed at risk, please consult Children’s Services in the first instance. 

 

11. Referrer details 

Name and Status 

 

 

Email Address 

 

 

Work Address 

 

 

Contact Telephone 

Number 

 

Signature 

 

 

Date  
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The MARF must be fully completed and forwarded within 24 hrs of a telephone referral to the Compass Team 
Compass.Referrals@shropshire.gov.uk 
Or 
 
By post: 
 
Compass 
Mount Mckinley 
Shrewsbury Business Park 
Anchorage Avenue 
Shrewsbury 
SY2 6LG 

 
* Government organisations have been advised to adhere to the TLS encryption delivery of email over the 
internet.  Shropshire Council and Compass team will soon be sending out all secure data using TLS 
encryption. 
 
Do you send and receive TLS 1.2 encrypted email? Please contact your support desk if you need advice or 
support. 

 

 

 

 

 

 

 

 

 

 

 

 

Notification of the outcome of your request for a referral: 

Shropshire’s procedures note The Children and Young People’s Services should acknowledge receipt 

of a written referral within ONE working day. If the referrer has not received an acknowledgement 

within THREE working days they should make contact with the relevant manager in the Children and 

Young People’s Services Team.   

Please note as from 02.01.19 our process of notification is changing, as from 02.01.19 the parent will 

be notified of your contact and the actions taken, you will be copied into this letter as 

notification/feedback on your contact. 

 

mailto:Compass.referrals@shropshire.gov.uk
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Appendix 1 

 

BODYMAP 

(This must be completed at time of observation) 
 

Name of Child:  Date of 
Birth: 

 

Name of 
observer: 

 Job 
title: 

 

Date and time of 
observation: 
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Appendix 2 
 
Name of 
child: 

  
 
 
 
 
Date and time of 
observation: 

 

 
 

FRONT BACK 
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RIGHT LEFT 
 

 
 
 
 
 
 
 
 
Appendix 3  
 
 
 
 
Name of 
child: 

  
 
 
 
 
 
 
 
 
 
 
 
Date and time of 
observation: 
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Appendix 4  
 
 
 
 
Name of 
Child: 

  
 
 
 
 
 
 
 
 
 
Date and time of 
observation: 
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APPENDIX G – BRITISH VALUES 
 

Fundamental British Values in the Early Years  
  

Democracy: making decisions together   

As part of the focus on self-confidence and self-awareness as cited in Personal, Social and 
Emotional Development:   
• Managers and staff can encourage children to see their role in the bigger picture, encouraging 

children to know their views count, value each other’s views and values and talk about their 
feelings, for example when they do or do not need help. When appropriate demonstrate 
democracy in action, for example, children sharing views on what the theme of their role play 
area could be with a show of hands.   

• Staff can support the decisions that children make and provide activities that involve turn 
taking, sharing and collaboration. Children should be given opportunities to develop enquiring 
minds in an atmosphere where questions are valued.   

  

Rule of law: understanding rules matter as cited in Personal Social and Emotional development   

As part of the focus on managing feelings and behaviour:   

• Staff can ensure that children understand their own and others’ behaviour and its 
consequences and learn to distinguish right from wrong.   

• Staff can collaborate with children to create the rules and the codes of behaviour, for example, 
to agree the rules about tidying up and ensure that all children understand rules apply to 
everyone.   

  

Individual liberty: freedom for all   

As part of the focus on self-confidence & self-awareness and people & communities as cited in 
Personal Social and Emotional development and Understanding the World:   

• Children should develop a positive sense of themselves. Staff can provide opportunities for 
children to develop their self-knowledge, self-esteem and increase their confidence in their 
own abilities, for example through allowing children to take risks on an obstacle course, 
mixing colours, talking about their experiences and learning.   

• Staff should encourage a range of experiences that allow children to explore the language of 
feelings and responsibility, reflect on their differences and understand we are free to have 
different opinions, for example in a small group discuss what they feel about transferring into 
Reception Class.   

  

Mutual respect and tolerance: treat others as you want to be treated   

As part of the focus on people & communities, managing feelings & behaviour and making 
relationships as cited in Personal Social and Emotional development and Understanding the 
World:   
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• Managers and leaders should create an ethos of inclusivity and tolerance where views, 
faiths, cultures and races are valued, and children are engaged with the wider community.   

• Children should acquire a tolerance and appreciation of and respect for their own and other 
cultures; know about similarities and differences between themselves and others and among 
families, faiths, communities, cultures and traditions and share and discuss practices, 
celebrations and experiences.   

 

Staff should encourage and explain the importance of tolerant behaviours such as sharing and 
respecting other’s opinions.   

Staff should promote diverse attitudes and challenge stereotypes, for example, sharing stories 
that reflect and value the diversity of children’s experiences and providing resources and activities 
that challenge gender, cultural and racial stereotyping.   
  

A minimum approach, for example having notices on the walls or multi-faith books on the 
shelves will fall short of ‘actively promoting’.   

  

It is NOT acceptable to:   
 

• actively promote intolerance of other faiths, cultures and races   
• fail to challenge gender stereotypes and routinely segregate girls and boys   

• isolate children from their wider community   

• fail to challenge behaviours (whether of staff, children or parents) that are not in line with 
the fundamental British values of democracy, rule of law, individual liberty, mutual respect 
and tolerance for those with different faiths and beliefs   
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APPENDIX H 
   

The Local Authority Designated Officer (LADO) 

Duty to refer  

In addition to informing Ofsted, the Designated Lead for Safeguarding or senior manager has a 
duty to refer any concerns to the LADO where it is alleged that a person who works* with children 
has:  
 

• Behaved in a way that has harmed a child, or may have harmed a child - whether the alleged 
abuse occurred on or off the premises where the childcare takes place;  

• Possibly committed a criminal offence against or related to a child;   

• Behaved towards a child or children in a way that indicates he/she is unsuitable to work with 
children such as excessive one-to-one attention beyond the requirements of their usual role; 
or  

• Displayed inappropriate behaviour such as inappropriate sexual comments, inappropriate 
sharing of images, or displays violent or aggressive behaviour.    

Responsibility would also include reporting applications to work or volunteer with children and 
young people from adults who are barred from doing so as this poses a potential risk of 
significant harm to children and young people.  

The LADO should be informed of ALL allegations that come to a Senior Manager’s    
attention within 1 working day of the manager becoming aware of the allegation.   

In cases where the nature of the allegation has not required immediate referral to the Compass or 
the Police, the Senior Manager and the LADO will decide jointly as to whether such a referral is 
necessary and who will make it.  

The LADO should also be informed of any allegations that are made directly to the police or 
Compass. It is important that even apparently less serious allegations are seen to be 
followed up objectively by someone independent of the organisation concerned. Therefore, 
the LADO should be informed of ALL allegations that come to the employers’ attention.  

The role of the Local Authority Designated Officer  

The LADO will advise the employer of any action that may be necessary, whether an investigation 
will take place, and if so what form the investigation will take.  It is their role to provide on-going 
advice and liaison and to monitor the progress of cases. This may include:  
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• Advising the employer on next steps, such as the need to inform the child’s parents; advice 
on dismissal or suspension of the member of staff accused; the decision as to whether the 
case will be investigated and by whom.  

• Regularly monitoring the progress of cases to ensure that they are dealt with as quickly as 
possible consistent with a fair and thorough process.  

• Liaising with the employer to provide advice and support when required/requested.  

• Oversight and management of individual cases.  

If an allegation is substantiated and the employer dismisses the person or ceases to use that 
person’s services, the employer should consult with the LADO about whether a referral to the 
Disclosure and Barring Service is required.  
 

Referral to the LADO should form part of your disciplinary and whistleblowing procedures.  

The role of the setting’s Designated Lead for Safeguarding  

The Designated Lead for Safeguarding or the senior manager making the referral will be 
expected to play a key role in the investigative process and follow the advice given by the LADO. 
This may involve:  

• Gathering any additional information which may have a bearing on the allegation, for 
instance: previous concerns, care and control incidents and so on;  

• Providing the subject of the allegation with information and advising them to inform their union 
or professional body;  

• Attending Strategy Meetings where required;  

• Liaising with the LADO;  

• Ensuring that risk assessments are undertaken where and when required;  

• Ensuring that effective reporting and recording systems are in place which allow for the 
tracking of allegations through to the outcome;   

• Should the allegation be unfounded, considering a referral either to Compass or the police if 
the allegation is deemed to be deliberately malicious or invented.  

Record keeping  

It is important that employers keep a clear and comprehensive summary of any allegations made, 
details of how the allegation was followed up and resolved. This record should be placed on the 
person’s confidential personnel file with a copy given to the individual.  

The record should be kept at least until the person reaches retirement or for ten years if that 
would be longer.  
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The purpose of the record is to enable accurate information to be given in response to any future 
request for a reference.  

Details of allegations that are found to be malicious should be removed from personnel records.  

Further information  

SSCB Inter Agency Child Protection Procedures - chapter 4.1 Managing Allegations against 
Adults Working with Children & Young People: 
http://westmerciaconsortium.proceduresonline.com/chapters/p_all_against_adults.ht ml  
*The term ‘works with children’ refers to any individual employed to work with children or acting in 
a voluntary capacity.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://westmerciaconsortium.proceduresonline.com/chapters/p_all_against_adults.html
http://westmerciaconsortium.proceduresonline.com/chapters/p_all_against_adults.html
http://westmerciaconsortium.proceduresonline.com/chapters/p_all_against_adults.html
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APPENDIX I – STAFF SUITABILITY 

 
STAFF SUITABILITY DECLARATION FORM 

Name of setting:  

This form should be completed by all new school staff before commencement of 

employment and all by all staff and volunteers on an annual basis at the commencement 

of the autumn term. Staff and volunteers are advised to refer to The Statutory Framework for 

the Early Years Foundation Stage 2014 3.14-3.18 Disqualification (all registered providers and 

employees in registered settings) for further information. 

 

Name: ………………………………………. 

 

Post:  …………………………………….... 

 

Please answer the questions set out below and sign the declaration to confirm that you are 

safe to work with and care for children.  If there are any parts of the declaration that you 

are not able to meet, you should disclose this immediately to the Registered Person. 

 

Please tick the box to indicate YES/ NO against each bulleted question below: 

 

 

Questions relating to you:  YES NO 

 Are you disqualified for caring for children?   

 Have you been cautioned or convicted of any offences against a child?  

 

 

 Have you been cautioned or convicted of any violent or sexual offences against an adult?   

 Have you been barred from working with children by the Disclosure and Barring Service 

(the DBS, this used to be known as the CRB)? 

  

 If you have children, have your children, at any time, been taken into care?   

 Have your children been, at any time, the subject of a child protection order?   

 Has a court order been made, at any time, in respect of a child under your care?   

 Have you ever been refused registration or had registration cancelled in relation to 

childcare or a children’s home or have you ever been disqualified from private fostering 

  

 

If you have answered YES to any of the questions on page 1, please provide further 

information below: 

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………
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……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

…………………………………………………………………… 

 

I understand my responsibility to safeguard children and am aware that I am required to 

notify the Registered Person of anything that may affect my suitability or that of anyone 

currently living in my household.   

 

I will ensure that I notify the Registered Person immediately of any changes to my situation 

or that of anyone living in my household. 

 

I give permission for you to contact any previous settings, local authority staff, the police, 

the DBS, or any medical professionals, to share information about my suitability to care for 

children. 

 

Signed………………………………… 

 

Date…………………………………… 

 

Name in block capitals………………………………………………………….. 

 

Registered Person (signature) ………………………………… 

 

Date………………………………….. 

Name in block capitals………………………………………………………….. 

 

Registered Person – please record follow-on action taken, where relevant 

 

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………… 

 

Registered Person (signature) ………………………………………………... 

 

Date action taken…………………………………………………………. 
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APPENDIX J – Serious accident, injury or death 
 
Serious accidents, injuries and deaths - what you must notify to Ofsted: 

 the death of a child while on the premises, or later, as the result of something that happened 
while the child was in your care 

 death or serious accident or serious injury to any other person on your premises (Childcare 
Register only) 

 serious injuries (please see the section below for the definition of serious injuries) 

 where a child in your care is taken to hospital (to an Accident and Emergency Department for 
more than 24 hours), either directly from your provision, or later, as the result of something 
that happened while the child was in your care 

 any significant event which is likely to affect the suitability to care for children. 
 
Serious injuries are defined as: 

 broken bones or a fracture 

 loss of consciousness 

 pain that is not relieved by simple pain killers 

 acute confused state 

 persistent, severe chest pain or breathing difficulties 

 amputation 

 dislocation of any major joint including the shoulder, hip, knee, elbow or spine 

 loss of sight (temporary or permanent) 

 chemical or hot metal burn to the eye or any penetrating injury to the eye 

 injury resulting from an electric shock or electrical burn leading to 

 unconsciousness, or requiring resuscitation or admittance to hospital for more than 24 hours 

 any other injury leading to hypothermia, heat-induced illness or 

 unconsciousness; or requiring resuscitation; or requiring admittance to 

 hospital for more than 24 hours 

 unconsciousness caused by asphyxia or exposure to harmful substance or 

 biological agent 

 medical treatment, or loss of consciousness arising from absorption of any 

 substance by inhalation, ingestion or through the skin 

 medical treatment where there is reason to believe that this resulted from 

 exposure to a biological agent, or its toxins, or infected material. 
 
You are not required to inform Ofsted of minor injuries, but you must keep a record of these 
incidents. You are also not required to inform Ofsted of general appointments to hospital or routine 
treatment by a doctor, such as the child’s general practitioner, that is not linked to, or is a 
consequence of, a serious accident or injury. 
 
Minor injuries are defined as: 

 sprains, strains and bruising 

 minor cuts and grazes 
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 wound infections 

 minor burns and scalds 

 minor head injuries 

 insect and animal bites 

 minor eye injuries 

 minor injuries to the back, shoulder and chest 
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APPENDIX K 

Visitors Code of Conduct 
 

Visitors to the setting are requested to read and understand the following rules and regulations: 
 

 Signing in confirms that you have read this code of conduct. Only sign in after you have read this. 
 

 Regular volunteers with have an Enhanced DBS check with Preschool. Otherwise visitors will need to 
be supervised at all times. 
 

  Visitors should value and respect different racial origins, religions, cultures and language, and where 
a visit involves the discussion or promotion of religious beliefs these should promote tolerance, 
appreciation and respect for others including those of different faiths. 
 

 Visitors must use appropriate language and behaviour with children. 
 

  If you feel any way uncomfortable about the behaviour of a young person please discuss this with 
the responsible person for the session. 
 

 Only use the staff toilet. 
 

 No photographs may be taken at any time without the consent of the nominated responsible person 
for the session (highlighted green on the register). 
 

 Mobile phones must not be used in any part of the Preschool, indoors or outdoors, apart from in the 
designated area (staffroom). 
 

 Please do not smoke on the premises. 
 

 Should you have concern about the safety or welfare of any child you MUST inform the Designated 
Lead for Child Protection (Shirley Corfield) (Details on the notice board). 
 

 In the event of first aid being required please contact a trained member of staff. 
 

 In the event of the fire alarm sounding you must leave the building in an orderly manner and follow 
instructions given by staff members. 
 

 At the conclusion of your visit, you must record the time of your departure and we would be grateful 
if you complete a visitor appraisal questionnaire. 
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APPENDIX L  – Toddlers fire procedure 
 

 
 

Fire evacuation procedure for Toddler group  
 

The fire evacuation procedure will be practiced once a term during a Toddler session 
as follows: 
 

1. The lights will be turned off and on as a sign that evacuation of the building is 

needed and that the responsible person wants everyone’s attention. 

 
2. The kitchen volunteer will phone Preschool and inform them of the emergency, 

and inform anyone in church of the evacuation. 

 
3. The kitchen volunteer will inform the emergency services. 

 
4. The responsible person will nominate another person to take parents and 

children out of the most accessible fire door with the register.  

 
5. The kitchen helper will come out last, ensuring all rooms are cleared of parents 

and children. 

 
6. Assembly will be in Reception at Coleham School. 

 
7. Parents should just take their children and leave the building, without buggies or 

belongings. 

 
8. Parents with more than one child will receive help from the additional 

volunteers. 
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APPENDIX M 
 
 
 

              

 

 

 

 

SAFEGUARDING AND CHILD 
PROTECTION POLICY 

 

September 2021 update 

 
 

 

 

 

 

 

This policy must be reviewed annually unless there are any 
changes in legislation or guidance in the interim, in which 
case the policy must be updated as and when necessary. 

 
Review Date: September 2022 
 

(see paper copy) 
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APPENDIX N – IMPORTANT CONTACTS 

 
Compass (FPOC) 0345 678 9021 

 

Emergency Social Work Duty Team (after 5pm and 
weekends) 

0345 678 9040 

Local Authority Designated Officer 03456 789021 (FPOC first) 

Disclosure and Barring Service helpline 03000 200 190 

Ofsted (general helpline) 0300 123 1231 

Ofsted (Whistleblower helpline) 0300 1233155 (8am to 6pm, Monday to Friday) 
OR email whistleblowing@ofsted.gov.uk 

NSPCC 24 hour helpline 0808 800 5000 

 
Serious accidents and injuries 
 

Ofsted 0300 123 1231 

Compass (FPOC) 0345 678 9021 
 

RIDDOR  
All incidents can be reported online but a telephone 
service remains for reporting fatal and specified 
injuries only. Call the Incident Contact Centre on 
0845 300 9923 (opening hours Monday to Friday 
8.30 am to 5 pm) 
www.hse.gov.uk/riddor 

0845 300 9923 

 
If the child has a social worker: 
 

 

tel:+443456789021
tel:03001231231
https://www.gov.uk/government/publications/whistleblowing-about-childrens-social-care-services-to-ofsted/whistleblowing@ofsted.gov.uk
tel:03001231231
tel:+443456789021
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APPENDIX O – Statutory Framework for EYFS – Medicines 

section 

 

See paper copy 

 

 
Available online (see pages 32-33) at 

https://www.gov.uk/government/publications/early-years-foundation-stage-

framework--2  

 

  

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2


 
 

 

_________________________________________________________________________________________ 

Page 138 of 143 

 

 

APPENDIX P – Prescribing over-the-counter medicines in 

nurseries and schools 

 

See paper copy 

 
Available online at 

https://www.bma.org.uk/advice-and-support/gp-practices/managing-

workload/prescribing-over-the-counter-medicines-in-nurseries-and-schools  

 

  

https://www.bma.org.uk/advice-and-support/gp-practices/managing-workload/prescribing-over-the-counter-medicines-in-nurseries-and-schools
https://www.bma.org.uk/advice-and-support/gp-practices/managing-workload/prescribing-over-the-counter-medicines-in-nurseries-and-schools
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APPENDIX Q – Addendum: COVID-19 EY arrangements for 

Safeguarding and Child Protection Policy 

 

See paper copy 

 

 
Saved separately in 60 folder. 
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APPENDIX R 

 

The Prevent Duty (June 2015) and Revised Prevent Duty 

Guidance (April 2021) 

 

See paper copies 

 

 

2015 document 

Available as a PDF at gov.uk at 

https://assets.publishing.service.gov.uk/government/uploads

/system/uploads/attachment_data/file/439598/prevent-

duty-departmental-advice-v6.pdf 
 

 

2021 document 

Available at 

https://www.gov.uk/government/publications/prevent-duty-

guidance/revised-prevent-duty-guidance-for-england-and-

wales  

 

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
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APPENDIX S – How every day practice promotes British 

Values 
 

See paper copy 
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APPENDIX T – Working in partnership with other agencies  
 
Policy statement 

 

We work in partnership with local and national agencies to promote the well-being of all 

children. 

 

Procedures 

 We work in partnership, or in tandem, with local and national agencies to promote 

the well-being of children. 

 We have procedures that are in place for the sharing of information about children 

and families with other agencies. These are set out in our 

o Information Sharing Policy (see section 6a above) 

o Safeguarding and Child Protection Policy (see Appendix M above) 

o Supporting Children with Special Needs policy (see section 4 above) 

 Information shared by other agencies with us is regarded as third party information. 

This is also kept in confidence and not shared without consent from that agency. 

 When working in partnership with staff from other agencies, we make those 

individuals welcome in our setting and respect their professional roles. 

 We follow the protocols for working with agencies, for example, on child protection. 

 We ensure that staff from other agencies do not have unsupervised access to the 

child they are visiting in the setting and do not have access to any other 

child/children during their visit. 

 Our staff do not casually share information or seek informal advice about any named 

child/family. 

 When necessary, we consult with and signpost to local and national agencies who 

offer a wealth of advice and information that will help us to develop our 

understanding of the issues facing us and who can provide support and information 

for parents. For example, ethnic/cultural organisations, drug/alcohol agencies, 

welfare rights advisors or organisations promoting childcare and education, or adult 

education. 
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APPENDIX U – Keeping Children Safe in Education 2021 (Part 

One) 
 

See paper copy 

 
Available as a PDF at gov.uk at 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/

attachment_data/file/1021914/KCSIE_2021_September_guidance.pdf  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021914/KCSIE_2021_September_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1021914/KCSIE_2021_September_guidance.pdf

