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Access and Storage of Information E@Egy Y@&E’g

At esSENTtial Early Years we have an open access policy in relation to accessing information about the nursery and

parents’ own children. This policy is subject to the laws relating to data protection and document retention.

Parents are welcome to view the policies and procedures of the nursery which govern the way in which the nursery
operates. These may be viewed at any time when the nursery is open, simply by asking the nursery manager or by
accessing the file in the office or on the nursery website. The nursery manager or any other relevant staff member will
also explain any policies ancdl proceclures to parents or use any other methods to make sure that parents understancd these

in line with the nursery’s communications policy.

Parents are also welcome to see and contribute to all the records that are kept on their child. However, we must aclhere to

cata protection laws and, where relevant, any quicdlance from the relevant agencies for child protection.

As we hold personal information about staff and families, we are registered undler clata protection law with the
Information Commissioner’s Office. A copy of the certificate is clisplayec within the nursery. All parent, child and staff
information is storec securely accorcling to the requirements of data protection registration, including details, permissions,
certificates and photographic images. We will ensure that staff understand the need to protect the privacy of the children
in their care as well as the legal requirements that exist to ensure that information relating to the child is handled in a

way that ensures confidentiality.

— , . . S .
The nursery's records and cdocumentation that are required to be kept and storec by current legislation are performed in
accordance with minimum legal archiving requirements. We currently archive these recordls for at least 24 years to ensure

we are covered for any child protection concerns.

Nursery records and documentation that are not required to be kept are cleleted or clestroyed in line with the current

cata protection laws and our Privacy Notice which can be found on our website.

If Parents have a specific deletion or retention request regarding any data that we hold, please raise a query in writing

and we will respond formally to your request.

This policy will be reviewed annually and amended accorcling to any change in law/legislation.
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Admissions ﬁaﬁ’@y Y@@E@

The numbers and ages of children admitted to the nursery comply with the legal space requirements set out in
the Early Years Foundation Stage (EYFFS). When considering acdmissions we are mindful of staff: child ratios

and the facilities available at the nursery.
The nursery will use the following aclmission criteria which will be applied in the following orcler of priority:

1. Looked after children
2. A wulnerable child with either a Child Protection or a Child in Need Plan or Local Authority/Common
Assessment Framework

3. Children who have siblings who are already with us

A child requiring a full-time place may have preference over one requiring a part-time place. This is clepenclent

upon work commitments, occupancy and room availability.

We operate an inclusion and equality policy and ensure that all children have access to nursery places and

services irrespective of their gencler, race, clisability, religion or belief or sexual orientation of parents.

Prior to a child attending nursery, parents must complete andl sign a contract and registration form. These
forms provice the nursery with personal details relating to the child. For example, name, date of birth, acdldress,
emergency contact details, parental responsibilities, dietary requirements, collection arrangements, fees and
sessions, contact details for parents, doctor’s contact details, health visitor contact details, allergies, parental

consent and vaccinations etc.
Providers eligible to provide government funded places for early education

All settings registered to accept government funcling (detailed in the code of practice) must offer free places
for two, three to five year olds for early learning sessions specifiecl by the local authority. At esSENtial Early
Years we currently provice free funcled places available for children subject to availability. These places will be
allocatec on a first come, first served basis and can be booked a term in advance. Please note for admissions

for the free nursery eclucation we have a termly intake, beginning the term following your child’s birthday.

All fundled sessions are now in line with the flexible arrangement as specified by the Government. When you
register your child for their funcled place we will discuss your neecls andl, as far as possible with availability and

staffing arrangements, we will accommodate your wishes.
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Arrivals and Departures ﬁaﬁ’@y Y@&E@

At esSENtial Early Years we give a warm welcome to every child and family on their arrival.

Parents are requested to pass the care of their child to a specific member of staff who will ensure his/her
safety (this is usually a child’s key person). The staff member receiving the child immediately records his/her
arrival in the daily attendance register. The staff member also records any specific information proviced by

the parents, including the child’s interests, experiences and observations from home.

If the parent requests the child is given medicine during the day the staff member must ensure that the

medlication proceclure is followed.

If the child is to be collected by someone who is not the parent at the end of the session, there is an agreed
proceclure that must be followed to iclentify the designated person. A password is requirec where possible for

the designated adult. Parents are informed about these arrangements ancd reminded about them reqularly.

The child’s key person or other nominated staff member must plan the departure of the child. This should
include opportunities to discuss the child’s day with the parent, e.q. meals, sleep time, activities, interests,
progress and friendships. The parent should be told about any acciclents or incicdents and the appropriate
records must be signed by the parent before departure. Where applicable, all medicines should be recoverecd
from the medicine box/fridge after the parent has arrived and handed to him/her personally. The medication

policy is to be followed regarding parental signature.

The nursery will not release a child to anyone other than the known parent unless an agreement has been
macle at the time of arrival. In the case of any emergency such as a parent being delayecd and arranging for a
cesignated adult to collect a child, the parent should inform the designated person of the agreed procedure
and contact the nursery about the arrangements as soon as possible. If in any doubt the nursery will check the
person’s identity by ringing the child’s parent or their emergency contact number (please refer to the late

collection policy).

On departure, the staff member releasing the child must mark the child register immediately marked to show

that the child has left the premises.
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Complaints and Compliments E@Egy Y@&E@

At esSENTtial Early Years we believe that parents are entitled to expect courtesy and prompt, careful attention to their
incliviclual neecls and wishes. We hope that at all times parents are happy with the service proviced and we encourage

parents to voice their appreciation to the staff concerned. We record all compliments and share these with staff.

We welcome any suggestions from parents on how we can improve our services, and will give prompt and serious attention
to any concerns that parents may have. Any concerns will be dealt with professionally and promptly to ensure that any
issues arising from them are handled effectively and to ensure the welfare of all children, enable on going cooperative

partnership with parents and to continually improve the quality of the nursery.

We have a formal proceclure for cealing with complaints where we are not able to resolve a concern. Where any concern

or complaint relates to child protection, we follow our Safequarcling Policy.

Internal complaints procecdure
Stage 1

If any parent should have cause for concern or any queries regarding the care or early learning provided by the nursery,

they should in the first instance take it up with the child's key person or a senior member of staff/room leacler.
Stage 2

If the issue remains unresolved or parents feel they have received an unsatisfactory outcome, then they must present
their concerns in writing as a formal complaint to the nursery manager. The manager will then investigate the complaint

and report back to the parent within 28 cdays.
Stage 3

If the matter is still not resolved, the nursery will hold a formal meeting between the manager, parent and a senior staff

member to ensure that it is cealt with comprehensively.
Stage 4
If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with Ofstedl.

Contact details for Ofsted:

Email: enquiries@ofstecl.qov.uk

Telephone: 0300 123 1231
Ofsted
Piccadilly Gate
Store Street
Manchester
M1 2WD
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Inclusion and Equality

Statement of intent

At esSENtial Early Years we take great care to treat each indlividual as a person in their own right, with equal
rights and responsibilities to any other individual, whether they are an adult or a child. We are committed to
providing equality of opportunity and anti-cliscriminatory practice for all children and families accorcling to
their indiviclual needs. Discrimination on the grounds of gendler, age, race, religion or belief, marriage or civil
partnership, disability, sexual orientation, gencler reassignment, pregnancy or maternity, ethnic or national

origin, or political belief has no place within our nursery.

A commitment to implementing our inclusion and equality policy will form part of each employee’s job
cescription. Should anyone believe that this policy is not being upheld, it is their duty to report the matter to
the attention of the manager at the earliest opportunity. Appropriate steps will then be taken to investigate
the matter and if such concerns are well-founded, disciplinary action will be invoked uncler the nursery’s

cisciplinary policy.
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Late Collection and Non-Collection ﬁaﬁy Y%@ES

At esSENtial Early Years we expect all parents to agree an approximate time to collect their child from the

nursery. We give parents information about the procedures to follow if they expect to be late. These inclucle:

Agreeing a safety password with the nursery in advance to be used by anyone collecting a child who is
not the parent (designated adult)

Calling the nursery as soon as possible to aclvise of their situation

Asking a designated adult to collect their child wherever possible

Informing the nursery of this person’s identity so the nursery can talk to the child if appropriate. This
will help to reduce or eliminate any cdlistress caused by this situation

If the designated person is not known to the nursery staff, the parent must provicde a detailed
description of this person. This designated person must know the individual child’'s safety password in

orcler for the nursery to release the child into their care. This is the responsibility of the parent.

If a child has not been collected from the nursery after a reasonable amount of time has been allowed for

lateness, we initiate the following proceclure:

The nursery manager will be informed that a child has not been collected

The manager will check for any information regarding changes to normal routines, parents’ work
patterns or general information. If there is no information recorded, the manager will try to contact
the parents on the telephone numbers providecd for their mobile, home or work. If this fails the
manager will try the emergency contacts shown on the child’s records

The manager/staff member in charge and one other member of staff must stay behind with the child
(if outside normal operating hours). During normal operating times, the nursery will plan to meet
required staff ratios. If the parents have still not collected the child, the manager will telephone all
contact numbers available every 1O minutes until contact is made. These calls will be logged on a full
inciclent record

In the event of no contact being macle after one hour has lapsed, the person in charge will ring the
local authority children’s social services emergency cluty team

The nursery will inform Ofsted as soon as convenient

The two members of staff will remain in the building until suitable arrangements have been macle for
the collection of the child

The child's welfare and needs will be met at all times and to minimise distress staff will distract,
comfort and reassure the child cluring the process

In order to provide this additional care a late fee will be charged to parents. This will pay for any

additional operational costs that caring for a child outsicle their normal nursery hours may incur.
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Parents and Carers as Partners

At esSENtial Early Years we believe that parents and staff need to work together in a close partnership in
orcler for children to receive the quality of care and early learning to meet their inclividual neecls. We welcome
parents as partners and support a two-way sharing of information that helps establish trust and understancling,.

We are committed to supporting parents in an open and sensitive manner to include them as an integral part

of the care and early learning team within the nursery.

The key person system supports engagement with all parents and will use strategies to ensure that all parents
can contribute to their child’s learning and development. Parents contribute to initial assessments of children’s
starting points on entry and they are kept well informed about their children’s progress. Parents are

. . . . . . —
encouraged to support and share information about their children’s learning and development at home. The

key person system ensures all practitioners use effective, targeted strategies and interventions to support

learning that match most children’s individual needls.
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Safequarding ﬁaﬁy Y@@E@

At esSENtial Early Years we work with children, parents, external agencies and the community to ensure
the welfare and safety of children and to give them the very best start in life. Children have the right to be

treated with respect, be helped to thrive and to be safe from any abuse in whatever form.

We support the children within our care, protect them from maltreatment and have robust procedures in place
to prevent the impairment of children’s health and development. In our setting we strive to protect children

from the risk of radicalisation and we promote acceptance and tolerance of other beliefs and cultures (please
refer to our inclusion and equality policy for further information). Safequarding is a much wider subject than
the elements covered within this single policy, therefore this cdocument should be used in conjunction with the

nursery’s other policies and proceclures.
To safequard children and promote their welfare we will:

¢ Create an environment to encourage children to cevelop a positive self-image

*  Provide positive role mocdlels ancdl develop a safe culture where staff are confident to raise concerns
about professional conduct

*  Support staff to notice the softer signs of abuse and know what action to take

* Encourage children to develop a sense of indepenclence and autonomy in a way that is appropriate to
their age and stage of cdevelopment

* Provide a safe and secure environment for all children

*  Promote tolerance ancd acceptance of different beliefs, cultures and communities

¢ Help children to understand how they can influence and participate in clecision-making and how to
promote British values through play, ciscussion and role modelling

*  Always listen to children

*  Provide an environment where practitioners are confident to identify where chilcdren ancd families may
need intervention and seek the help they need

¢ Share information with other agencies as appropriate.

Our prime responsibility is the welfare and well-being of each child in our care. As such we believe we have a
cuty to the children, parents and staff to act quickly and responsibly in any instance that may come to our
attention. This inclucles sharing information with any relevant agencies such as local authority services for
children’s social care, health professionals or the police. All staff will work with other agencies in the best

interest of the child, inclucling as part of a multi-agency team, where neecdled.
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Special Educational Needs and Disability Ear yygﬁﬁg

We aim to create a listening atmosphere and environment where dll indiviclual neecdls are met, support
is given and information is sharec. We also ensure that we enable all chilcdren to become confident
learners with a growing ability to communicate their own views. We are committed to working in
partnership with parents/carers ancl outsicle agencies to raise aspirations and expectations for
children with SEND by focusing on the whole child to ensure positive outcomes and to enable all

children to fulfil their potential.
To achieve this we will:

+Provide a welcoming and responsive environment in which parents/carers work in partnership with

staff to meet each child’s indliviclual neecls.

«Ensure effective communication between staff and children, staff and parents/carers,

staff/parents/carers and outsicle agencies.
*Ensure that dll children have access to a broad and balanced curriculum.

«Plan for and reqularly assess children’s indivicual needs following the cycle of observation,

assessment and planning.

*Develop a strong leaclership and management team to support staff to identify neecls and enable

them to access training.

«Meet with parents reqularly allowing flexibility for meeting times and respecting them as their child's

first and most encduring ecucators.

+Ensure transition periods are well planned for and information is transterrec promptly and

conficlentially.

«Ensure all nursery policies are inclusive and are known, and accessible, to all parents/carers and
staff.

Lynnette Tane Bonner is the Special Educational Needs and Disability Co-ordinator
(SENDCO), however, all staff are trained in the completion and implementation of

play plans, interventions, referrals and record keeping.
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Settling In Ear y Y@@Eg

At esSENtial Early Years we aim to support parents and other carers to help their children settle quickly and
easily by giving consideration to the indivicual needs and circumstances of every child and their families. Our
aim is for children to feel safe, stimulated ancd happy in the nursery and to feel secure and comfortable with all
staff. We also want parents to have conficdence in both their children's continued well-being and their role as

active partners, with the child being able to benefit from what the nursery has to offer.

All our staff know about the importance of building strong attachments with children. They are trained to
recognise the different stages of attachment ancdl use this knowledge to support children and families settling in

to the nursery.
Our nursery will work in partnership with parents to settle their child into the nursery environment by:

¢ Allocating a key person to each child and his/her family, before hefshe starts to attend. The key person
welcomes and looks after the child, ensuring that their care is tailored to meet their inclividual neecls.
He/she offers a settled relationship for the child and builds a relationship with hisfher parents curing
the settling in period and throughout his/her time at the nursery, to ensure the family has a familiar
contact person to assist with the settling in process

*  Reviewing the nominated key person if the child is bonding with another member of staff to ensure the
child’s needs are supported

*  Providing parents with relevant information about the policies and procedures of the nursery

*  Encouraging parents and children to visit the nursery cluring the weeks before an admission is planned
and arranging home visits where applicable

¢ Planning settling in visits and introductory sessions (lasting approximately 1-2 hours). These will be
provicded free of charge over a one or two week period, depenclent on individual neecls, age and stage
of development

*  Welcoming parents to stay with their child during the first few weeks until the child feels settled and
the parents feel comfortable about leaving their child. Settling in visits and introcluctory sessions are
key to a smooth transition and to ensure good communication and information sharing between staff
and parents

* [Reassuring parents whose children seem to be taking a long time settling in to the nursery and
ceveloping a plan with them

*  Encouraging parents, where appropriate, to separate themselves from their children for brief periods at
first, graclually builcing up to longer absences

¢ Assigning a buddy/back-up key person to each child in case the key person is not available. Parents will
be made aware of this to support the settling process and attachment

¢  [Respecting the circumstances of all families, inclucling those who are unable to stay for long periocs of
time in the nursery and reassure them of their child’s progress towards settling in

¢ Not taking a child on an outing from the nursery until he/she is completely settledl.
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Sickness and Illness E@E@‘? Y@&E@

At esSENtial Early Years we promote the good health of all children attending. To help keep children healthy
and minimise infection, we cdo not expect children to attend nursery if they are unwell. If a child is unwell it is
in their best interest to be in a home environment with adults they know well rather than at nursery with their

peers.
Our procedures

In order to take appropriate action of children who become ill and to minimise the spread of infection we

implement the following procedures:

e If a child becomes ill during the nursery day, we contact their parent(s) and ask them to pick up their
child as soon as possible. During this time we care for the child in a quiet, calm area with their key
person, wherever possible

¢ We follow the quidance given to us by Public Health England (Health Protection In Schools and other
childcare facilities) and advice from our local health protection unit on exclusion times for specific
illnesses, e.qg. sickness and diarrhoea, measles andl chicken pox, to protect other children in the nursery

¢  Should a child have an infectious clisease, such as sickness and diarrhoea, they must not return to
nursery until they have been clear for at least 48 hours. We inform all parents if there is a contagious
infection identified in the nursery, to enable them to spot the early signs of this illness. We thoroughly
clean and sterilise all equipment and resources that may have come into contact with a contagious childl
to recluce the spread of infection

* We notify Ofsted as soon as possible and in all cases within 14 days of the incident where we have
any child or staff member with food poisoning.

¢ \We exclude all children on antibiotics for the first 48 hours of the course (unless this is part of an
ongoing care plan to treat indlividual medical conditions e.q. asthma and the child is not unwell) This is
because it is important that chilcdren are not subjected to the rigours of the nursery clay, which requires
socialising with other children and being part of a group setting, when they have first become ill and
require a course of antibiotics

¢ We have the right to refuse admission to a child who is unwell. This decision will be taken by the
manager on cluty and is non-negotiable

e We make information/posters about head lice readily available and all parents are requested to
reqularly check their children’s hair. If a parent finds that their child has head lice we would be
grateful if they could inform the nursery so that other parents can be alerted to check their child’s

hair.
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Staff Suitability ﬁagﬁy Years

At esSENtial Early Years we are committed to ensuring that all staff, including students and volunteers are
suitable to work with or be in reqular contact with children. We have systems in place to ensure that this
inclucles making a decision about suitability, as part of the recruitment process and monitoring continuecl

suitability, as part of regular staff or stuclent supervision.

The nursery manager is responsible for ensuring that all staff and students have an enhanced check with the
Disclosure and Barring Service (DI3S), and that the results of such a check are assessed as part of a decision
on suitability. Where possible staff will have the checks completed prior to starting employment. However, if
there are delays in checks coming through, as a last resort staff may work in the nursery before these checks
are completed as long as they are supervised at all times by staff who already hold an enhanced check andl the

check has been applied for.
All nursery staff will be informed of any staff awaiting enhanced DI3S clearance.
Staff awaiting these checks will never:

* e left unsupervisec whilst caring for children

*  Take children for toilet visits unless supervised by staff holding an enhanced check

¢ Change nappies

* e left alone in a room or outsicle with children

*  Administer medication

*  Administer first aicl

*  Take photographs of any children

¢ [Be involved in looking at a child’s learning and development log, but can contribute to it

¢ Have access to children’s personal details and recorcls.

While aclhering to the above list, we recognise that it is vital that the staff member awaiting an enhanced
cisclosure is made to feel part of the team and we support them in participating fully in every other aspect of

the nursery day.

We recognise that the enhanced DI3S disclosure is only one part of a suitability cecision and nursery
management will ensure every indiviclual working with a child goes through a vigorous recruitment andl incluction
procedure (as laid out in the safe recruitment policy). We will also ensure they receive continuous support,
training and supervision from management in order to provice a safe, secure and healthy environment for all
chilcdren in the nursery. We act on any information that comes to our attention that suggests someone may no

longer be suitable for their role.
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Use of dummies in nursery ﬁaﬁ’@y Y@&E@

At esSENtial Early Years we recognise that a dummy can be a source of comfort for a child who is settling

and/or upset, and that it may often form part of a child’s sleep routine.

We also recognise that overuse of dummies may affect a child’s language development as it may restrict the
mouth movements needed for speech. As babies get older they need to learn to move their mouths in cifferent
ways, to smile, to blow bubbles, to make soundls, to chew food and eventudlly to talk. As babies move their
mouths and experiment with babbling souncls they are learning to make the quick mouth movements neecled for
speech. The more practice they get the better their awareness of their mouths ancl the better their speech will

be.
Our nursery will:

* Discuss the use of cdummies with parents as part of individual care plans

¢ Only dllow dummies for comfort if a child is really upset (for example, if they are new to the setting or
going through a transition) andfor as part of their sleep routine

¢ Store dummies in individual hygienic dummy boxes labelled with the child’s name to prevent cross-
contamination with other children

¢  Immediately clean or sterilise any dummy or bottle that falls on the floor or is picked up by another

childl.

When discouraging the cdummy staff will:

* Make each child aware of a designated place where the cummy is storec

¢ Comfort the child and, if agefstage appropriate, explain in a sensitive and appropriate manner why they
do not need their cummy

¢ Distract the child with other activities and ensure they are settled before leaving them to play

¢ Offer other methods of comfort such as a toy, teddy or blanket

*  Explain to the child they can have their dummy when they go home or at sleep time.

We will also offer support and advice to parents to discourage cdummy use cluring waking hours at home andl

suggest ways which the child can be weaned off their dummy through books and stories (when appropriate).
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Vaccinations E@Eﬁy Y@&E@

At esSENtial Early Years we expect that children are vaccinated in accordance with the government's health
policy and their age. We ask that parents inform us if their children are not vaccinated so that we can manage
any risks to their own child or other children/staff/parents in the best way possible. The nursery manager must

be aware of any children who are not vaccinated within the nursery in accorclance with their age.

We make all parents aware that some children in the nursery may not be vaccinated, cue to their age, medical
reasons or parental choice. Our nursery does not discriminate against children who have not received their
immunisations and will not disclose individual details to other parents. However, we will share the risks of

infection if children have not had immunisations and ask parents to sign a disclaimer.

We record, or encourage parents to record, information about immunisations on children’s registration
documents and we upclate this information as and when necessary, inclucling when the child reaches the age for

the appropriate immunisations.

Staff vaccinations policy
It is the responsibility of all staff to ensure they keep up-to-date with their vaccinations, as recommencled by

the NHS vaccination schedule and keep the nursery informed.

If a member of staff is unsure as to whether they are up-to-clate, then we recommend that they visit their GIP

or practice nurse for their own goocl health.

Emergency information
We keep emergency information for every child and update it every six months with reqular reminders to

parents in newsletters, at parents’ evenings and a remincder notice on the Parent Information Board.
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Visits and Outings ﬁaﬁ’@y Y@&E@

At esSENtial Early Years we offer children a range of local outings including walks and visits off the premises.
We believe that plannecd outings and visits complement and enhance the learning opportunities insice the

. . 1 . 1 - . -
nursery environment and extend children’s experiences. We always seek parents’ permission for children to be

inclucled in such outings.
Procedures

Visits and outings are carefully planned using the following quiclelines, whatever the length or destination of

the visit:

* A pre-visit checklist, full risk assessment and outings plan will always be carriecd out by a senior member
of staff before the outing to assess the risks or hazarcs which may arise for the children, and identify
steps to be taken to remove, minimise and manage those risks and hazards. We will endeavour to visit
the venue prior to the visit. This will ensure that the chosen venue is appropriate for the age, stage
and development of the children

¢ \Written permission will always be obtained from parents before taking children on trips

¢ \We provide appropriate staffing levels for outings depenclent on an assessment of the safety and the
incividual neecls of the children.

* At least one member of staff will hold a valicl and current paecliatric first aid certificate and this will be
increased where risk assessment of proposed activity cdeems it necessary

¢ A fully stocked first aid box will always be taken on all outings along with any special meclication or
equipment required

* A completed trip register together with all parent and staff contact numbers will be taken on all outings

*  Reqgular heaclcounts will be carried out throughout the outing. Timings of headcounts will be cliscussed in
full with the nursery manager prior to the outing

¢ All staff will be easily recognisable by other members of the group; they will wear the nursery uniform
and high visibility vests/jackets

¢ A fully charged mobile phone will be taken as a means of emergency contact

¢ In the event of an accident, staff will assess the situation. If required, the group will return to nursery
immediately and parents will be contacted to collect their child. In the event of a serious accident an
ambulance will be callecd at the scene, as well as parents being contacted. One member of staff will

accompany the child to the hospital, and the rest of the group will return to the nursery.
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