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 2: Whistle blowing policy & allegations against staff
This policy form part of the safeguarding policies, making sure the highest regard is always maintained for children’s welfare. 
This policy applies to all employees and visitors to our nursery as it is everyone’s responsibility to maintain the welfare of both the children and staff.
What is whistleblowing?
Whistleblowing is a term used when someone who works in or for an organisation and wishes to raise concerns about malpractice within the organisation. 
· All members of staff are made aware of our Whistleblowing procedure. It is a disciplinary offence not to report concerns about the conduct of a colleague that could place a child at risk. Remember if you are not part of the solution then you are part of the problem. 

Your concern could cover, but is not limited to:
· A safeguarding concern
· 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
· Bullying, humiliation, discrimination, poor practice, unsafe practice, abuse or neglect
· Deliberate concealment of information about any of the above
· Breaches of nursery policies or procedures
· Any other behaviour that could harm the nursery’s reputation or the well-being of children
Aim of the policy
· To encourage you to feel confident in raising concerns and to question and act upon concerns with regards to behaviour or practise.
· To provide avenues for you to raise concerns in confidence and receive feedback on any action taken
· To reassure you that you will be protected from possible reprisals or victimisation if you have a reasonable belief that you have made a disclosure in good faith.
· To ensure that you receive a response to your concerns and that you are aware of how to pursue them if you are not satisfied.
How to raise a concern:
· If your concern relates to a child protection or conduct this should be raised with Bernadette Woods (Nursery Manager and DSL), in her absence Sarah Turner (Deputy Manager)
· Staff can also access the NSPCC whistleblowing helpline if they do not feel able to raise concerns regarding child protection failures internally. 
· Staff can call 0800 028 0285 (8:00 AM to 8:00 PM Monday to Friday) or email help@nspcc.org.uk. 
To make a referral to LADO:  If you need to make a referral to the LADO regarding an allegation against a member of staff, please complete a LADO referral via the Kent Integrated Children’s Services portal. Childrens Portal

 Allegations against staff
It is essential that any allegation of abuse made against a member of staff, students on placement or volunteers in our setting are dealt with fairly, and quickly.
This policy is to be used alongside our Child protection policy, and complaints policy.
It is our policy that all allegations are reported to the Manager without delay, so the correct action can be followed and that any investigations are not compromised. In the event of it being an allegation towards the Manager, then the Deputy Manager should be informed.
This policy will be used in cases in which it is alleged that a member of staff (including a volunteer, student) has:
• behaved in a way that has harmed a child, or may have harmed a child;
• possibly committed a criminal offence against or related to a child; or
• behaved towards a child or children in a way that indicates s/he is unsuitable to work with children. This will include cases of verbal abuse.
There may be up to 3 strands in the consideration of an allegation:
• a police investigation of a possible criminal offence;
• enquiries and assessment by children’s social care about whether a child is in need of protection or in need of services;
• consideration by the Nursery of disciplinary action in respect of the individual.
LADO
The Manager or the Deputy Manager will contact The Local Authority Designated Officer (LADO, Local Authority Designated Officer) on the day of the allegation via either the LESAE enquiry form LADO Education Safeguarding Advisory Service (LESAS) Enquiry Form (to be used if you are unsure of whether it meats criteria or referred straight though to Lado via the online portal Childrens Portal  , even where the police are contacted directly.
The Manager will inform the accused person about the allegation as soon as possible after consulting the LADO (Local Authority Designated Officer). However, where a strategy discussion is needed, or where police or children’s social care need to be involved, the manger will not do that until those agencies have been consulted and have agreed what information can be disclosed to the person. 
If the allegation is not false or unfounded, and there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy discussion will be convened by the manager with the LADO (Local Authority Designated Officer) and other appropriate agencies, such as the police and social services.
In cases where a formal strategy discussion is not considered appropriate because the threshold of “significant harm” is not reached, but a police investigation might be needed, the manager will consult with the LADO (Local Authority Designated Officer), police and any other agencies involved with the child to evaluate the allegation and decide how it should be dealt with.
(NB. The police will be consulted about any case in which a criminal offence may have been committed.)
If the allegation is about physical contact, the strategy discussion or initial evaluation with the police will take account of the fact that staff are entitled to use reasonable force to control or restrain children in certain circumstances, including dealing with disruptive behaviour, under s.93 of the Education and Inspections Act 2006.
The LADO (Local Authority Designated Officer) and the manager may conclude that the complaint or allegation is such that it is clear that an investigation by police and/or enquiries by social care is not necessary. In these circumstances it is down to the nursery, dependant on the nature and circumstances of the allegation and the evidence and information available, what will happen next. This could mean taking no further action, to dismissal or a decision not to use the person’s services in future.
 Suspension
Suspension will be considered in any case where there is cause to suspect a child is at risk of significant harm, or the allegation warrants investigation by the police, or is so serious that it might be grounds for dismissal. However, a person will not be suspended automatically, or without careful thought.
The power to suspend is vested in the Manager and the Committee. However, they will speak to the LADO (Local Authority Designated Officer) who may canvass police/social care views about whether the accused member of staff needs to be suspended from contact with children.
Action on Conclusion of a Case
If the allegation is substantiated and the person is dismissed or the nursery ceases to use the person’s services, or the person resigns or otherwise ceases to provide his/her services, the Manager will determine with the LADO (Local Authority Designated Officer) whether a referral to the DBS (Disclosure & Barring Service) is required, or advisable. The nursery must report to the DBS (Disclosure & Barring Service), any person (whether employed, contracted or a volunteer) whose services are no longer used because he or she is considered unsuitable to work with children. This report will be made within one month of the decision to cease using the services of that person.
In cases where it is decided on the conclusion of the case that a person who has been suspended can return to work the nursery will consider how best to facilitate that. We appreciate that most people will benefit from some help and support to return to work after a very stressful experience. Depending on the individual’s circumstances, a phased return and/or the provision of a mentor to provide assistance and support in the short term may be appropriate. The nursery will also consider how the person’s contact with the child or children who made the allegation can best be managed if they are still attending the nursery
Action in Respect of False Allegations
If an allegation is determined to be false, the manager will refer the matter to children’s social services to determine whether the child concerned is in need of services, or may have been abused by someone else. In the rare event that an allegation is shown to have been deliberately invented or malicious, the manager will consider whether any disciplinary action is appropriate against the staff who made it, or the police should be asked to consider whether any action might be appropriate against the person responsible if s/he was not a child.
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3: Arrivals and departures from nursery
The nursery opens at 8am and closes at 4pm, Monday to Friday.
Sessions starts at 8am and end at either, 1pm, 3.30pm or 4pm dependant on what your child is booked for.
Children can come in any time from and after 8am and picked up any time before the end of their session. 
In the odd occasion of a late pick up, there is a late charge of £10, per every 15 minutes, where the fee increases by £10 at the start of the next 15 minutes. 
A member of the management team will be on gate duty from 8am to 8.30am, children arriving between these times can be taken round to the nursery garden where they will be met by their key person, and a brief hand over can be had with the parent/carers (if the key person is not available than the second key person will great the child).
 Arrivals after 8.30am, will need to call the office to say they are at the main gate and the child’s key person will come round to greet them and a brief hand over can be had with the parent/carers.hild). 
Children being picked up between 3pm-3.30pm: The schools main gates will be open so parents can walk through the school playground, and wait at the nursery garden gate, where your child will then be brought out to you by their key person. This is our busiest time of day so please be prepared to wait around 5- 10 minutes.  
For children leaving at 1pm, or after 3.30pm: Parents/carers will need call the office to say they are at the main gate and the child’s key person will bring your child out to the main gate for a brief hand over with the parents/carers.
All children will be signed in and out on the rooms register as they enter or depart the nursery, this will also be updated on the headcount board within the room to make sure that all children are accounted for throughout the day. 

	This policy was adopted / continued by
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4: Safe and Healthy eating
We operate a healthy eating policy at nursery, working alongside our parents/carers to do this.
We offer a choice of breakfasts to the children between 8am-8.30am, a varied snack around 10am and again in the afternoon at around 2.30pm. This can be a mixture of fruit or vegetables with crackers, cheese, houmous, natural yogurt… This will vary from season to season depending on what is available. All staff have basic food hygiene, or a level 2.
Children are encouraged to try new foods and explore what is on offer to them by good role modelling from staff and praise. We also talk about where our food comes from, what are healthy choices and what food is a treat and should only be eaten occasionally.  We also talk about the importance of teeth brushing.
At snack time we offer a choice of Milk or Water, at lunch times we offer water only. Water is available throughout the day at water stations within each room.
Lunches are provided by the parents, who are encouraged to make sure they are providing a healthy balanced lunch which consists of a main (sandwich, wrap, pitta, pasta…), fruit, vegetables, another side such as cheese or yogurt, and a treat if they feel necessary such a crisps. We make sure the children eat their lunches starting with the main, fruit and vegetables, sides then their treat if they are still hungry. 
Supervision of children while eating.
Children are encouraged to sit at tables in their key groups with their key person during lunch/snack times, no children are allowed to walk around with food. Mealtimes are a social occasion and talking as a group is encouraged. Children who are eating must always be in sight and hearing of staff, and at least one member of the staff in the room must be first aid trained; however, this is generally higher as most of the staff hold a paediatric first aid certificate.
Allergies, dietary requirements and preferences.  
When children are registered at the nursery, they are booked in for settling in visits, on their first visits we ask the parent to stay with them. During this visit the key person will spend time with both the child and parent so that they can start to form a relationship and talk about the child individual needs. Part of this conversation will be around any medical or dietary requirements; there is also paperwork where this is all recorded.  Dietary requirements and/or medical conditions are displayed on a board within the child room, and where necessary a care plan stating what procedures to follow (please see our medicine policy for more details on this.)
Food Play:
All food that is out for play purposes should be risk assessed for its safety. This does not have to be a written risk assessment however where there is an action, such as only out if an adult is present this does need to be effectively communicated to all staff.
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5: Ratios and lone working
We make sure we are always in ratios by planning staff shifts and holidays in advance. The manager is available out of ratios so that in the case of sickness other staff can be called in to cover, or the manager will be available to cover.
In September 2023 the ratios for 2- to 3-year-olds was increased from 4 per staff member to 5, as a nursery we found this ratio to be too high when we have a lot of younger 2-year-olds, or when we have a lot of children toilet training at once, therefore we plan our staffing on a 1:4 ratio most of the time.  Under 2-year-olds remain on a 1:3 ratio and 3–5-year-olds on a 1:8 ratio.
Due to the layout of the building all areas of the nursery are within sight and hearing of others or at least in sight or hearing of others. The room is divided by furniture to create three separate spaces for the three age groups. The office has a glass panel from floor to ceiling on each side which over looks all three areas. 
Our toilet and change areas have a doorway opening onto the room/areas, that makes it open to sight and/or hearing of staff. 
There are the odd times that this is not the case, for example if all the children are in the garden leaving one member of staff inside with sleeping children, the garden door will be open with the baby gate across it, and office staff in the office, meaning staff can be called upon should they be needed.  
This policy is to protect staff and children attending the nursery. We understand that there may be times during the day that staff may be left alone with the children. To ensure that staff and children are not left in vulnerable situations the following guidelines should be followed:
· Good communication should ensure that all staff are aware of each other’s intentions and whereabouts. Staff should inform their colleagues if they intend to leave the room, even for a short period. This gives them the opportunity to seek cover if necessary. For example staff toilet breaks…
· Staff should ensure that they are appropriately placed around the nursery to maintain the safety of the children; this may mean staff and child merging when necessary.
· At least one member of staff on shift should be paediatric first aid trained. (we currently have 90% of our staff trained).
· Use of walkie talkies when not in the same area (such as going out within the school grounds).

Lone room working is defined as one practitioner with a group of children in ratio within a room/area with other staff members in the building to support if needed. Practitioners may work in the rooms on their own with children within ratio for short periods of time provided they hold the following.
 • Full DBS check 
• A valid Paediatric first aid qualification (12-hour course) 
• A valid level 2 or above safeguarding qualification 
• Are 18 years of age or over
	This policy was adopted / continued by
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6: Rest and Sleep 
We recognise that all children may need a rest or sleep during their nursery day, especially the younger children. We provide a separate area within our room for this, which offers a quieter, darker space with relaxing sounds to encourage a peaceful sleep. The sleep area should be within the temperature of 16-20, this is monitored and adjusted should it go below or above.  
Children are put down to rest or sleep by their key person (where possible), in a way that is unique to them, this would have been discussed and agreed with the parents/carers during the settling in process and update as and when changes occur. For example, whether they are patted off, cuddled, they may have a comforter such as a teddy (teddies should be removed once asleep) or a dummy. Some parents will also express how long they would like their child to sleep or have a time that they would prefer their child to be woken up by. Children will not be given a bottle in bed, if they require milk to sleep, this will be given while having a cuddle before placed down to rest/sleep. 
Children should be put to sleep on their backs, on a firm flat surface, such as a cot, bed or mattress on the floor that is waterproof and meets the British Standards. Babies under 12 months must be placed in a cot or pod. Once children can move from their back to front and back again, they may choose their own sleeping position. 
Children should be placed at the foot of the bed/cot/pod/mattress and blankets tucked under the foot of the mattress so that they come NO HIGHER than the child’s shoulders, while children are sleeping there should be NO lose bedding or pillows. 
Bedding is to be used for one child only, it can be used all week and washed at the end of the week unless it is dirty before, in which case it needs to be washed sooner. Where mattresses are used for different children they must be wiped over after use and before the next use. 
When children are sleeping, they are always in sight and hearing of the staff, with the acceptance of those under 6 months who must always have a member of staff in the room with them, and are checked every 10 minutes, which is recorded on a sleep sheet. Checking will mean they are visually checked for movement, breathing … Children’s temperature should be checked to make sure they are not too hot or too cold by touching the back of their necks or chest.  
	This policy was adopted / continued by
	Beltinge and Reculver Day Nursery

	On
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7: Health and Safety Policy
Here at Beltinge and Reculver  Day Nursery we are committed to promoting the children’s welfare and safeguarding them using a variety of policies, this is one of the policies that helps us in doing so we have a duty of care to not only the children in our care but the staff and visitors of our setting.
Measure taken to promote health and safety:
Daily opening/closing checks, and garden checks ensures that the premises are safe and secure for the children’s use, they also identify areas of concern and action will then be taken i.e.: removing broken toys or equipment.  Anything identified needs to be reported to the manager (Deputy in the managers’ absence) who has the overall responsibility that will act upon the information appropriately and share this with the designated person for H&S. 
Bernadette Woods is the designated person for health and safety.
Though Bernadette is the designated person she is not the only person who can write a Risk assessment, all staff should have the experience, so they fully understand the procedure. This would then have to be signed off by Bernadette. It is important that everyone adheres to health and safety and plays an active role in implementing them.
Accident and incidents reporting:
· If an accident/incident occurs a written record should be made in the accident book clearly stating the child’s name, date of birth, description of the accident/incident, the part of the body affected, and treatment given. The staff member who treats the child and the witness needs to sign the form before the manager and finally the parent/carer
· The incident/accident book is closely monitored to pick up on any patterns or reoccurring incidents with the same child or area of provision.
· The accident book is kept in the office in the lockable filing cupboard.
· Should an accident need reporting to RIDDOR, also reportable to Ofsted within 14 days.
The Reporting of Injuries, Diseases & Dangerous Occurrences regulations 1995 place legal duty on employers and people in control of work premises to report work related deaths, major injuries or over 3 day injuries, work related diseases and near miss accidents. 
Types of reportable injury
· Deaths 
· Major injuries 
· Over-seven-day injuries 

Reportable major injuries are:
· fractures (other than to fingers, thumbs, and toes)
· amputation of an arm, hand, finger, thumb, leg, foot or toe
· any injury likely to cause permanent blinding or reduction in sight in one or both eyes
· any crush injury to the head or torso causing damage to the brain or internal organs in the chest or abdomen
· serious burns (including scalding) which:
· cover more than 10% of the body
· cause significant damage to the eyes, respiratory system, or other vital organs
· any scalping requiring hospital treatment
· any loss of consciousness caused by head injury or asphyxia
· any other injury arising from working in an enclosed space which:
· leads to hypothermia or heat-induced illness
· requires resuscitation or admittance to hospital for more than 24 hours
You should refer to the detailed guidance Types of reportable incidents - HSE 

Over-seven-day injuries
Work-related accidents must be reported where they result in an employee (or self-employed person) being away from work, or unable to do their normal work duties, for more than 7 consecutive days as the result of their injury.
Where the worker’s injury or condition does not become apparent until sometime after the accident, it must be reported as soon as it has prevented them from doing their normal work duties for more than 7 consecutive days.
This 7-day period does not include the day of the accident but does include weekends and rest days. The report must be made within 15 days of the accident.
Some situations will include days when the injured person would not normally have been expected to work. You must take those days into account when deciding whether they were unable to do their normal duties for ‘more than 7 consecutive days’.

Over-three-day injuries
Accidents must be recorded where they result in a worker being away from work, or unable to do their normal work duties, for more than 3 consecutive days.
As an employer, you don’t need to report this type of accident – recording it in your accident book (under social security law) will be enough.

Please refer to the HAS website for further and up to date information including, but not limited to:
Occupational diseases
Dangerous occurrences
Types of reportable incidents - HSE
Anything that is reportable to RIDDOR also needs reporting to Ofsted within 14 days.
Risk assessment minimises the risk of accidents occurring
Risk Assessments 
Risk assessment minimises the risk of accidents occurring
Though Bernadette is the designated person she is not the only person who can write a Risk assessment all staff should have the experience, so they fully understand the procedure. This would then have to be signed off by Bernadette. A Risk Assessment should take place as soon as a risk is identified and reviewed as and when needed i.e. if a change occurs and annually.
Identified in the Risk Assessment is:
The risk itself
Who is at risk?
The level of the risk before precautionary measures
Measures in place to reduce the risk
Level after 
Signed and review date

Daily checklist act as daily risk assessments upon opening up and closing up and checking the outdoor area before use by the children. These check that the premises are safe for use. 

First Aid:

At least 50% of staff holds the appropriate Paediatric first aid certificate which is renewed every three years.
The first aid boxes are found in both kitchens, the contents of which is based on a combination of advice from the Health and Safety Executive, the National Child-Minding Association, the Pre-school Learning Alliance and colleagues from the Ambulance Service.

First aiders are:
Bernadette Woods		
Sarah Turner
Chanel Fleming
Claire Baker
Laura Jeive
Fiona Adams
Natasha Page
Wendy Hughes
Claire Hayward

The Rota’s are done so that there is a First aider always on site.
All medication including those for staff need to be kept locked in the kitchen/office/staffroom with the exception of medication for care plans which is kept in the room for quick access but out of reach of children in the kitchen area of each room.

Cleaning and equipment:
It is the responsibility of all the staff to maintain a healthy clean environment. This means cleaning as you go and identifying areas the needs cleaning and acting upon it appropriately.
 If there is an outbreak of illness, toys and equipment will need to be sterilized again regardless of when they were last done.
The children are actively encouraged to join in with cleaning as it encourages and promotes good hygiene for the future.

All body fluid is to be cleaned up by the staff using the correct protective clothing i.e.: gloves and aprons, paper towels, and Anti-bacterial spray, all equipment used is then placed in a separate yellow bag before being placed in the nappy bin bag. 

COSHH:
Control of Substances Hazardous to Health
We have a folder all the COSHH data sheets, which excludes first aid treatment.

All Chemicals are stored out of the reach of children in the kitchen area, and antibacterial sprays are up on high shelves within each room.

All Chemicals used by the cleaners are stored in the cleaning cupboard in the main kitchen.
Training on induction means that all staff is aware of the COSHH policy, which is also revisited in staff meetings.

Insurance 
Public liability insurance and employers’ liability insurance is in place. The
Certificate is displayed on the noticeboard in the lobby.

Fire:
For Fire and emergency evacuation see separate policy

Electrical equipment
All electrical/gas equipment conforms to safety requirements and is checked regularly.

Heaters, radiators, electric sockets, wire and leads are properly guarded, and the children are taught not to touch them. There are sufficient sockets to prevent overloading. The temperature of hot water is thermostatically controlled to prevent scalds. Lighting and ventilation is adequate in all areas. 
PAT testing is done yearly, and we have a five-year fixed wire test.


Kitchen
· The kitchen gate is always closed to ensure children do not have unsupervised access to the kitchen areas.
· All surfaces are clean and non-porous
· There are separate areas for hand washing and for washing up.
· Cleaning materials are kept in the kitchen, and in the cleaning cupboard as mentioned under COSHH.
· The children are kept away from hot water. 

Manual Handling
We ensure a current policy of minimal lifting. 
We provide training, for those who have duties under the policy. 

Consider the risks from manual handling to the health and safety of your employees – this guidance will help you to do this. If there are risks, the Regulations apply. Consult and involve the workforce. Your employees and their representatives know first-hand what the risks in the workplace are. They can probably offer practical solutions to controlling them. The Regulations require employers to: 
■ avoid the need for hazardous manual handling, so far as is reasonably practicable. 
■ assess the risk of injury from any hazardous manual handling that can’t be avoided; and 
■ reduce the risk of injury from hazardous manual handling, so far as is reasonably practicable.

We understand that those working with the younger, under 2-year-old children will be lifting. They are advised to follow the guidelines in respect of Manual Handling.

Vehicles: 
The staff are not permitted to take the children out in their personal vehicles, if children require medical attention, then an ambulance or the parents should be called to take them. 
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8: Accidents / Injuries Policy.
Accidents / Injuries 
We recognise we have a duty to protect children from harm wherever possible. We also know that children will have accidents as they grow and become used to how their body moves, how they negotiate space and other children or equipment around them.
We record accidents on accident sheets that when completed by staff and signed by the parents/carers upon collection, they are then indexed and stored in the accident file in date order.
Procedures
· When a child has an accident, the record is completed by the staff who witnessed the accident or treated it, with the date and time, place and circumstances of the accident. The nature of any injuries and the treatment given is also recorded. This is signed by a member of the management team before being signed by the parent/carer on collection. 
· In the event of a head injury the above procedures are followed but in addition, a head injury record is also completed at set times after the accident which is set by a member of the management team dependant on the accident/injury.
· With head injuries Parents / Carers are contacted by telephone as soon as possible after the accident to inform them of what has happened. They are informed about what happened, treatment, how their child reacted and how they are. If the accident caused us to believe the child may have suffered a harder impact to their head the parent/carers will be asked to collect their child and continue to monitor at home or to seek medical advice.
· Children are observed and if there is a change in their appearance or behaviour after a head injury, Parents are called again to collect their child, or an ambulance may be called.
· Parents are advised to seek medical attention in the event of some head injury.
· Children who have had a head injury outside of nursery should be monitored at home for 24 hours before returning to nursery.
Ofsted 
Ofsted and RIDDOR will be informed of any serious accidents / injuries and in the event of the death of a child in our care.
Accident that happens in the care of Parents/carers with a visible injury or head injury should be recorded on an accident form, and existing injury should be circled at the top of the form. This form will need to be filled out before the child is allowed into nursery. In the event of a head injury children should be monitored at home for 24 hours before coming into nursery. 
If a child needs to be restrained for their own or others safety an accident form will be filled out, and incident should be circled at the top, this will need to be signed by the parent/carer upon collection. and 
	This policy was adopted / continued by
	Beltinge and Reculver Day Nursery
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9. Medicine and ill children policy.
Children who are unwell should NOT be brought into nursery, if your child needs medicine to be able to cope with their day than consideration needs to be given to whether, they are well enough to attend. We generally do not except children into nursery if they have had medicine before coming in. 

Parents are informed of our Medicine and Ill Children Policy when visiting, and upon registration.
· Parents are expected to inform the setting of their child’s absence from nursery and the reasons as soon as possible on the morning of their normal attendance. 
· Parents are expected to inform the setting of a pre-planned absence, e.g.; DR/Hospital/Dental appointment or Holiday so this can be recorded on our registers.
· Absences without warning either before or on the day of absence, will result in the nursery manager or Deputy calling to enquire about the reasons for absence
· Records of absence are kept on the child’s file and may be used if concerns are raised about a child safety/care.

Procedures for children who are sick or infectious
· If children appear unwell during the day – for example, if they have a temperature, sickness, diarrhoea or pains, particularly in the head or stomach – a member of the management team will call the parents/carers and ask them to collect their child, or to send a known carer to collect the child on their behalf.
· If a child has a temperature, they are kept cool, by removing their top layer of clothing.
· The child's temperature is taken using an electronic thermometer.
· We recommend Parents take their child to the doctor if their child is requiring medicine for more than 2 days and, that they are well before returning to nursery; we can refuse admittance to children who have a temperature, sickness and diarrhoea or a contagious or infection/ disease.
· After diarrhoea or vomiting, Parents/Carers MUST keep children home for 48 hours following the last episode.
· We have a list of excludable diseases and current exclusion times. 

Reporting of ‘notifiable diseases’
· If a child or adult is diagnosed as suffering from a notifiable disease will report this to Public Health England.
· When we become aware, or are formally informed of the notifiable disease, the Manager will inform Ofsted and contacts UKHSA  England, and will act on any advice given.
Procedures for children with allergies
· When children start at the setting, we ask their parents if their child suffers from any known allergies. This is recorded on the Registration Form and accompanying paperwork.
· If a child has an allergy, we complete a care plan form to detail the following:
· The allergen (i.e. the substance, material or living creature the child is allergic to, such as nuts, eggs, bee stings, etc).
· The nature of the allergic reactions (e.g. anaphylactic shock reaction, including rash, reddening of skin, swelling, breathing problems etc).
· What to do in case of allergic reactions, any medication used and how it is to be used (e.g. EpiPen).
· A care plan will be produced and agree with the parent and any other professionals working with the child. 




WE DO NOT ADMINSTER NON-PRESCRIBED (OVER THE COUNTER) MEDICATION. Please see exceptions for this below.

Children who are taking prescribed medications WILL NOT be allowed to attend the setting for 48 hours from the time of their first dose. This is in case of allergic/adverse reactions to the medication, and that the medication has had time to take effect. Even if a child had had the medicine previously. 
Procedure
· Children taking prescribed medication must be well enough to attend the setting. If it is over the 48 hours of starting new medication, and your child is still unwell they must be cared for at home. 
· We only administer medication when it has been prescribed for a child by a doctor (or other medically qualified person). It must be in-date and prescribed for the current condition. 
· Children's prescribed medicines are stored in their original containers with prescription labels and are inaccessible to the children. Short life medicines also require an opened-on date.
· On receiving the medication, the member of staff checks that it is in date and prescribed specifically for the current condition.
· [bookmark: _Hlk24284504]Parents must give prior written permission for the administration of medication. The staff member receiving the medication will ask the parent to complete and sign a consent form stating the following information. 
· the full name of child and date of birth.
· the name of medication and strength.
· who prescribed it.
· the dosage and times to be given in the setting AND THE TIME OF THE LAST GIVEN DOSE.
· the signature of the parent, their printed name, and the date.
 No medication may be given without these details being provided
· MEDICATION CAN ONLY BE ADMINISTERED BY OR WITNESSED BY A MEMBER OF THE MANAGEMENT TEAM. This means a key person can administer in the presence of and checked by a member of the management team.
· When medication is given the record is completed and details of the person administering and witnessing are also recorded on the medicine consent form.
· Parents must sign this record when they collect their child at the end of the session.
Non prescribed medicine expectations:
· Babies under 2 years old, MAY be given Paracetamol for teething once a day at nursery, at the discretion of the manager. This will not be done more than twice in one week, as it could mask other symptoms. 
· We hold emergency paracetamol on site which can only be given if a child has a high temperature which we are unable to lower if you (the parent/carer) are uncontactable, and the child has been in nursery for more than 4 hours. This is with prior Witten consent at the time of registration.  
Storage of medicines
· All medication is stored safely in a locked safe or refrigerated as required. 
· For some conditions, medication may be kept in the setting to be administered on a regular or as-and-when- required basis. Epi pens and Asthma inhalers.
· The Manager / Deputy Manager checks that any medication held in the setting is in date and will return any out-of-date medication back to the parent.

Children who have long term medical conditions and who may require ongoing medication
· We carry out a care plan for each child with a long-term medical condition that requires on-going medication. This is the responsibility of our manager, alongside the key person. Other medical or social care personnel may need to be involved in the care plan.
· Parents will also contribute to a care plan. 
· For some medical conditions, key staff will need to have training in a basic understanding of the condition, as well as how the medication is to be administered correctly. The training needs for staff will be undertaken before a child starts with us.

Managing medicines on trips and outings
· If children are going on outings, the key person for the child will accompany the children with a care plan, or another member of staff who is fully informed about the child’s needs and/or medication.
· Medication for a child is taken in a sealed plastic box clearly labelled with the child’s name and the name of the medication. Inside the box is the medication form where details of medication administered will be recorded.
· When collecting their child, the Parent signs the medication form.
· If the Parent accompanies the child on the outing, they are responsible for transporting and administering the medication
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10: Behaviour Management
Policy
We believe that children flourish best when their personal, social and emotional needs are understood, supported and met and where there are clear, fair and developmentally appropriate expectations for their behaviour.
When dealing with unwanted behaviour the staff will NEVER use physical punishment.
Staff will use different strategies to deal with children’s behaviour, as children are individual and unique no one strategy will work for all children.
Child on child abuse is delt with sensitively and both the perpetrator and the victim will require support to understand what is acceptable behaviour. 
Procedures
In order for us to manage children’s behaviour in an appropriate way we will:
· attend relevant training when available to help understand and guide appropriate models of behaviour.
· The use of visuals to aid understanding.
· Model good behaviours, talk respectfully to each other, children, Parents/Carers and visitors.  We address unwanted behaviours immediately, calmly and with explanation. 
· We have a set of ‘Golden Rules’ that the children have agreed upon for our setting and theses are discussed daily and through our routines and activities.  These are also used when an incident occurs to reflect on what has happened.
· To use positive praise, to re-enforce and label good behaviour. “That’s lovely sharing”
· If unwanted behaviour occurs or cause concern, we will monitor behaviour and try different strategies. 
· Behaviours that result in concerns for the child and/or others will be discussed between the key person, and Special Educational Needs Coordinator (SENDCO) or/and Manager. During the meeting, the key person will use their knowledge and assessments of the child to share any known influencing factors (new baby, additional needs, illness etc.) to place the behaviour into context. Appropriate adjustments to practice will be agreed and if successful normal monitoring resumed. 
· If the behaviour continues and remain a concern, then the key person should liaise with parents to discuss possible reasons for the behaviour and to agree next steps. If a cause for the behaviour is not known or only occurs whilst in the setting then the SENDCO will suggest using a focused intervention approach to identify a trigger for the behaviour, for example, ABC charts.
· If a trigger is identified, then the SENDCO and key person will meet with the parents to plan support for the child through developing a support plan. If relevant, recommended actions for dealing with the behaviour at home should be agreed with the parent/s and incorporated into the plan. Other members of the staff team will be informed of the agreed actions in the plan and help implement them. The plan should be monitored and reviewed regularly by the key person and SENDCO until improvement is noticed.
· If, despite applying the initial intervention and focused intervention approaches, the behaviour continues or is of significant concern, then the SENDCO will invite the parents to a meeting to discuss external referrals and next steps for supporting the child in the setting. 
· It may also be agreed that Early Help process should begin, and that specialist help be sought for the child if deemed necessary.
· Physical punishment is not allowed or tolerated; such behaviours will result in disciplinary action being taken.
· Exceptional circumstances may arise where a child may need to be restrained, for their own or others safety. This is a last resort after other strategies have not worked, such as removing other children from the immediate area or removing any dangers. If restraint is necessary an accident form will need to be completed, circling incident at the top on the form and parents/carers will need to sign the form upon collection. 
· If a child is a danger to themselves or others reasonable force can be used to make sure no harm comes to any of the children in our care. 
· In some circumstances, children will be offered reduced sessions to make sure, theirs and other children’s needs can be met. In extreme circumstances some places may be removed.
Advice provided by external agencies should be incorporated into the child’s support plan and regular meetings held to review the child’s progress.
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11: Dummies policy.
We recognise that at a young age some children are given a dummy for soothing purposes. However, research has shown that children who have a dummy can develop speech difficulties, and distorted speech sounds. Therefore, we discourage the use of dummies in nursery, except for sleep times and if a child becomes ill or distressed.
Procedure
· When children come along with their Parents to visit the setting, we note if the child has a dummy. Key persons will discuss this with Parents and find out when / why the child needs a dummy.
· If a child has a dummy when they enter the setting at the start of their session, this will be removed when the child is settled and placed in their bag as soon as possible.
· If the child is distressed or requires their dummy for a short while, they may have it, but it will be time limited. Dummies may be used as part of a sleep routine than taken away after.
· We will work with Parents to ensure they are supported in their efforts to stop their child using their dummy.
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12: Equality, Diversity and inclusion policy
Equality is about ensuring every child has an equal opportunity in nursery so that everyone is treated fairly.
Diversity is about taking account of the differences between people in our group and beyond and placing a positive value on these differences while making sure everyone is valued and included.
We have a fully inclusive practice, where every child is given the same experiences, opportunities, and attention. We value our similarities and embrace our differences.
Procedure
· We welcome children from all areas of the community and backgrounds. We welcome children with varying abilities and needs.
· We aim to create an environment where all children can thrive by helping them to understand that individual characteristics make people unique and prevent them from seeing differences as a negative from their early stages of development.
· We do this via our own interactions with and expectations of one another. Modelling positive interactions, embedding our golden rules, and encouraging everyone to achieve their best.
· We provide activities and experiences which reflect the children that attend our setting regularly and by introducing knowledge and understanding of celebrations beyond their own community at an age-appropriate level.
· By having golden Rules that incorporate ‘British values’ and underpin PSED in the ‘Early Years Foundation Stage’
· We also support children with SEND and EAL as part of our inclusive practice, adapting activities where appropriate so everyone has access to experiences in our setting.
· The setting has 2x SENDCO’s – Fiona Adams and Bernadette Woods– who works with Parents / Practitioners and outside agencies to ensure ALL children attending the setting are treated fairly and with the same expectations.
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13: Special Educational Needs policy
We provide an environment in which all children with special educational needs and or disabilities (SEND) are supported to reach their full potential.
· We have regard for the Special Educational Needs and Disability Code of Practice (2015). 
· We ensure our provision is inclusive to all children with special educational needs.
· We support parents and children with special educational needs.
· We identify the specific needs of children with special educational needs at the earliest opportunity and meet those needs through a range of SEN strategies.
· We work in partnership with parents and other agencies in meeting individual children's needs.
· We monitor and review our policy, practice, provision and, if necessary, make adjustments and changes.

Procedures
· We have 2 designated member of staff to be the Special Educational Needs and Disabilities Co-ordinators (SENDCO) and give their name to parents. Our SENCO is: Fiona Adams and Bernadette Woods
· Through observations and assessments by Key Persons, children who may not be developing as expected are flagged up to the setting SENCO.
· The SENCO and Key Person will discuss their concerns with the child’s Parents and ask if they have any concerns.
· The Parents, SENDCO and Key Person will discuss and agree on the next steps and what action need to take place next. This could be continued observation, a Support plan, Referral to Speech and Language services, and referral to PRG for Specialist intervention.
· The SENCO works closely with other colleagues and has responsibility for the day-to-day operation of our Supporting Children with Special Educational Needs Policy and for co-ordinating provision for children with SEN.
· We ensure that the provision for children with special educational needs is the responsibility of all members of the setting.
· We ensure that our inclusive admissions practice ensures equality of access and opportunity.
· We use the graduated approach system for identifying, assessing, and responding to children's special educational needs.
· We work closely with the parents of children with special educational needs to create and maintain a positive partnership.
· We ensure that parents are informed at all stages of the assessment, planning, provision, and review of their children's education.
· We provide parents with information on sources of independent advice and support.
· We liaise with other professionals involved with children with special educational needs and their families, including in connection with transfer arrangements to other settings and schools.
· We provide a broad, balanced, and differentiated curriculum for all children with special educational needs.
· We use a system of planning, implementing, monitoring, evaluating, and reviewing action plans for children with special educational needs.
· We ensure that children with special educational needs are appropriately involved in the graduated approach, considering their levels of ability.
· We have systems in place for supporting children based on a continuous cycle of ‘assess, plan, do and review’, which is applied in increasing detail and frequency to ensure that children progress.
· We have systems in place for working with other agencies through Support Plans, EHC plan, etc.
· Where possible and where budgets allow, we provide resources to implement strategies and plans for supporting children SEN.
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14: Uncollected Children Policy.
Parents are expected to collect their child on time at the end of their session.
if a child is not collected by an authorised adult by their expected collection time, we put into practice the procedures below. During this time the child will receive a high standard of care in order to cause as little distress as possible.
We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children will be properly cared for.

Procedures
· Parents/Carers are asked to provide the following specific information when they register their child. 
· Home address and telephone 
· Work telephone number (if applicable).
· Mobile telephone number (if applicable).
· Names, and telephone numbers of adults who are authorised by the parents to collect their child from the nursery, for example a childminder or grandparent. (Emergency contacts)
· Names of those with parental responsibility for the child.
. 
· On occasions when parents, or the persons normally authorised to collect the child, are not able to collect the child, they provide us with details of the name and telephone number of the person who will be collecting along with a photo. We agree with parents how to verify the identity of the person who is to collect their child, by use of a password system.

· Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back-up measures, such as the staff that will stay at the setting until collection. Our contact telephone number is 01227 366311. 

If a child is not collected at their expected collection time, the follow the procedures apply:
· Parents/carers are contacted at home or at work.
· If this is unsuccessful, the adults who are authorised by the parents to collect their child - and whose telephone numbers are recorded on the Registration Form (emergency contacts) - are contacted.
· If the child has siblings in Reculver School, we will contact them to see if they have been collected.
· The child does not leave the premises with anyone other than those named on the Registration Form or in their file.


Once all reasonable attempts are made to contact the parents or nominated carers without success:
· As a last resort we will contact the ‘Front Door’ : Telephone number – 03000 411111 (outside office hours 03000 419191)
· The child stays at the setting in the care of two of our fully vetted staff, one of whom will be from our management team until the child is safely collected either by the parents or by a social care worker.
· Under no circumstances will we go to look for the parent, nor leave the setting premises with the child.
· A full written report of the incident is recorded in the child’s file.
· Depending on circumstances, we reserve the right to charge parents for the additional hours worked.
· Ofsted will be informed as soon as practically possible but within 14 days. 0300 123 1231 
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15: Curriculum and Learning policy.
At Beltinge and Reculver Day Nursery we believe that every child deserves the best, with a curriculum that is exciting and inspires the children to learn in a safe and nurturing environment with ambitious and caring staff. 
We already know that the children who come to our nursery arrive with a unique set of skills and experiences, and it is our job to build on these and give each child the skills they need for their next stage of learning, when they leave us and go to school. 
We aim to deliver this by spending as much time as possible with the children, making every minute a possible learning opportunity, by reducing paperwork and giving staff more time to spend with the children.
Routines and Practices
Routines are in place in each room that are built around, not only the age of the children, but the individual children who are in the room at the time. 
Routine plays an important part in the curriculum as it offers the children different opportunities.  Snack time, for example, offers many opportunities for social interactions between children and their peers as well as with staff.  It offers the opportunity to use communication skills to talk about the food on offer, whether it is healthy, where it comes from and their likes and dislikes. This also offers opportunities for self-service.
At mealtimes and snack times, the children sit at the table. This is for their own safety as well as having the benefits mentioned above.  As the children get older their mealtime will naturally extend as they will begin to enjoy the social interactions that mealtimes offer. The skill of being able to sit for longer periods of time will help the children in their readiness for school.  
Small group times such as key person times and larger group activities will give the children different opportunities to have an input into the group. We will allow all children time to have their voice heard and to develop the ability to accept that we do not all have the same opinion all the time. To let them understand that it is acceptable to think differently and respect each other’s views, thoughts, and feelings.  
Sensitive grouping of children at small group times allows the staff to have children at a similar stage together giving all children a chance to flourish and grow.  
We know that not all children learn in the same way and that there is evidence that there is a difference in the way that boys and girls learn. It is important therefore that we allow different styles of learning with opportunities to learn both inside and outside.
It is also important to have skilled staff who know when to sit back and observe the children and when to step in and help children in their journey of discovery in their play and learning. Giving the child the time to answer, time to make predictions and test ideas without being told the answer. 
We believe in a balance of adult and child lead experiences that will offer the children a chance to experience new and exciting things, as well as exploring current interests, schemes, and general play. By giving the children time to build on, and embed skills they already have, this will help them adapt to new experiences in the future.  
Communication is a key feature of our curriculum, with enthusiasm on the importance of stories, songs and rhymes.  The older children will have these built into their routines with stories, songs, and word of the fortnight.  
Planning 
We have a long-term plan of possible and predictable areas of interest, which includes day/weeks of celebration, such as ‘world science week’. This runs alongside planned activities and in the moment planning. 
Planning in the moment is a big part of our everyday practice building upon what the children are doing in the here and now, so that opportunities are not lost. 
* For example, two children playing pirates could be supported by:
· Making treasure maps giving opportunities for mark making and fine motor skills.
· Looking at maps and understanding the world around us. 
· Making treasure, hiding it, marking it on our maps, and using problem solving skills to find it.
· Learning new words associated with pirate role play such as “compass”, what it is and what it does. 

With younger children this could be a child observed posting books though the bookcase, which could be supported by:
A selection of posting toys available.
· Gutters and balls set up for the children.
· Shape sorters.

Younger children’s routines will be based around care routines with lots of opportunities for communication though songs, rhymes, games, and everyday interactions with staff.   
Some of the key things we would like for our children to be able to do by the time they leave nursery and move onto school are:
· To be confident, competent learners.
· Be confident communicators who can Initiate conversations with peers as well as be part of a conversation. 
· To ask and answer questions.
· Have a good vocabulary of words, including mathematical words and describing words.
· To be able to use previous knowledge they have gained and apply it to new situations, to make predictions and test ideas.
· To be able to identify others feelings and how their actions impact on others.
· To have some basic phonics knowledge.
· To be able to share and take turns in groups.
· To play co-operatively and resolve differences.
· To be able to understand and accept that we all have differences and that is ok.
· To have a good foundation of mathematical concepts and numbers and apply these to everyday experiences. 
· To be resilient. To persist when challenges occur and not just give up.   
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16: Complaints/Concerns Policy

All settings are required to keep a written record of any complaints, and their outcome. This is to be made available to parents, as well as to Ofsted inspectors on request. 

Making a complaint
· Any Parent/Carer who has a concern about an aspect of our setting's provision or the welfare of a child should in the first instance, discuss his/her concerns with the manager. Most complaints should be resolved amicably and informally at this stage. We record the issue, and how it was resolved, in the complaints log.
· If the Parent/Carer is unsatisfied with the outcome, or if the problem re-occurs, the Parent/Carer should put their concerns or complaint in writing, to the Management Committee.
· This will trigger an investigation into the complaint/concern. This is carried out by the Manager and reported to the Committee once completed. If the Committee feels further investigation is needed it will be done. If the Committee is satisfied with the investigation, our manager meets with the Parents/Carers to discuss the outcome. 
· An investigation, and written notification of outcome to the complainant will be made within 28 days of receiving the complaint. This is also logged in the complaints log. If the Parent/Carer is not satisfied with the outcome of the investigation, he/she may request a meeting with our manager and the Committee. The parent may have a friend or partner present if they prefer and our manager should have the support of the management team/committee. 
· An agreed written record of the discussion is made, as well as any decision or action to take as a result. All the parties’ present at the meeting sign the record and receive a copy of it. This signed record signifies that the procedure has concluded. A follow up meeting may need to be arranged to ensure all parties are satisfied, and any actions needed are in place/been carried out. 
· Ofsted details are on the parent notice board or available online if they wish to contact them regarding a complaint.
· All reported concerns will be taken seriously and considered within the relevant and appropriate process. Anything that constitutes an allegation against a member of staff or volunteer will be dealt with under the specific Procedures for Managing Allegations against Staff within our child protection policy and staff code of conduct. 
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17: Admissions, Registration, Sessions and Fees Policy.
We welcome children from the age of 3 months – 4 years 11 months. We provide Care and Early Education for all children including those with Special Educational Needs (SEND) and children with English as an Additional Language (EAL). We are providers of Free for Two (FF2) funded places, Universal Early Education Entitlement and working families Entitlement (up to 30 hours) We are an inclusive practice and welcome children from all areas of the community, providing the same high-quality care and education for all.
Procedure 
· We advertise our setting via social media, including Facebook and our own website. We are also on various childcare websites and the KCC Childcare website.
· Prospective Parents / Carers are welcome to visit the setting with a pre-booked appointments or at regular open days.
· During an initial visit, Parents and their children are shown around the Nursery building. This is usually with the Manager but can also be the Deputy or other senior staff in the Managers absence.
· Parents are given a Prospectus, and the routines and ‘flow’ of the day are explained. Parents are told about sessions, snacks and lunch times and general activities and information. Parents are told about our Key Person and second key person system and how we monitor children’s learning and development, including how they themselves can be a part of this process.
· Parents are also informed of how we deliver the funded sessions and our private business session along with any additional cost such as nursery sun cream or the right to bring in your own.
· If Parents wish to put their child’s name on our waiting list, they can do so at these visits, or later when they have had a chance to look at other settings and have made their choice. 

Registration Policy
At Beltinge and Reculver Day Nursery we require ALL children to be registered, if they wish to attend. 
Procedure
· Parents/carers of children on our waiting list are contacted and offered a place dependant on what is available. If Parents/carers accept the place for our private chargeable contract sessions there is a registration fee to pay which is nonrefundable, once this has been received, we arrange an appointment for Parent/carers and their child to come in and spend some time with their child’s key person. If the place booked is one of our totally free funded hours patterns, then NO REGISTRATION FREE IS PAYABLE. There will be some paperwork that will need to be filled out during this visit. This provides an important first impression of the child and their likes / interests and general development.
· They are required to bring along the child’s full birth certificate and / or passport, their ‘red book’ for immunisation and developmental records, documentation relating to funding reference numbers. 
· Parents are also required to bring along any documentation relating to their child’s involvement with outside agencies or any health issues/conditions their child may have.
· During the initial settling in session, discussions are had regarding the Parents’ wishes, children medical and dietary needs and further settling in sessions will be booked. If the child’s start date is in the future, they will be contacted nearer the start date to book settling in sessions. 
· Parents are then issued with a registration letter and sent all the settings policies via email.

Sessions Policy
We offer a selection of sessions, to help fit around parent’s/carers other commitments.
Procedure
· The setting offers childcare and education from 8am-4pm on a private chargeable contract with consideration to use funding.
· Our funded sessions are 15 hours Monday to Friday 1-4pm or 30 hours Monday to Friday 9.30-3.30pm. NO FEES APPLY.
· Parents can opt to take the funded hours over 38 only. 
· Additional hours over entitlement will be charged at the settings hourly rate.
· Sessions / Days of attendance and any extra hours MUST be pre-booked and remain the same for the term.
· We require one month’s notice for any changes; however, changes are dependent on the nursery’s availability.
· Fees are due in advance.
· Additional sessions / hours will be refused if Fees are not paid and until payment is made, children can only attend for their ‘funded’ sessions, in line with our free funded hours patterns. (See our Fees Policy below)
**subject to change in line with operational pattern.
Fees Policy
Parents who qualify for FF2, Universal and Extended Early Education Entitlement will receive up to 15 or up to 30 hours per week. Parents who have chosen our private chargeable sessions additional sessions / hours above this entitlement, or outside of funded hours will be charged for. 
Invoices are produced for Parents monthly. Failure to pay for hours above free entitlement will result in the extra hours being removed (only free hours can be used) until the debt is paid.
Procedure
· Fees are charged at our session/hourly rate.
· Parents are told at Registration what their weekly fee will be and must sign a contract agreeing to the payment of fees.
· Parents are given a monthly invoice at the end of each month for the following month detailing their fees where applicable and the date by which they must pay these.
· We offer totally free places for FF2 and both 15 and 30-hour. These sessions/days are slightly different from other Private chargeable sessions and Parents are informed of this when accepting the place. NOT FEES ARE ATTACHED TO THESE SESSIONS
· Parents receiving one of our totally free places cannot book extra sessions / hours.
· Parents are still charged if a child is absent or on holiday as it is their place they are paying for and not the attendance of their child.
· In the event a parent does not pay their fees then the additional sessions will no longer be available to them. Fees must be paid in full before the additional times over their entitlement are reinstated.
· There is a late fee for late payment of nursery fees. This will be £20 For any outstanding payments not received on or before the payment date if fees remain unpaid after 10 days your place will be terminated.
· In the event a Parent still does not pay, the Management Committee will be informed and legal action to recover the cost may be taken.
· Session times must be adhered to in order for us to maintain ratios, late collection will result in a fee of £10 for any time after your sessions finish time and increases by £10 every 15 minutes. 
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18: Committees Policy.
Our Management Committee and the Manager, who is responsible for ensuring the setting is organised, and fulfils its statutory obligations with regard to running an Early Years Setting, as well as making major decisions regarding staffing, operational days / times, management and financial aspects.
The Management Committee is also responsible for any Fundraising activities and events.
Procedure
· As soon as a child starts to attend the setting, their Parents automatically become ‘Family Members’, and will be invited to attend meetings in that capacity.
· Each family holding family membership will count as one member and will be entitled to one vote at any general meetings of the members.
· Family members MUST declare the nature and extent of any interest, direct or indirect, to which they are connected to and;
· Family members MUST absent themselves from any discussions in which a possible conflict of interest may arise where the best possible interests of Beltinge and Reculver Day Nursery will be affected.
· Any member absenting themselves from discussions MUST NOT vote on any discussion where there is a conflict of interest.
Parents / Carers are very welcome to join our Fundraising Committee at any time.
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19: Vision Statement
At Beltinge and ReculverDay Nursery we believe that every child deserves the best, with a curriculum that is exciting and inspires the children to learn in a safe and nurturing environment with ambitious and caring staff. 
We already know that the children who come to our nursery arrive with a unique set of skills and experiences, and it is our job to build on these and give each child the skills they need for their next stage of learning, when they leave us and go to school. 
We hope to achieve this by working in partnership with parents and carers, which starts with the relationship between the Key person, the child and the parents/carers on their very first visit to the setting. We believe that every child is unique and with this in mind the Key person will plan challenging activities that extend and promote children’s learning from their starting points and their interests which are initially provided by the parents.  We respect the views of the children by recording these in observations of what the children say which are added to the child’s Learning Journal and are then used to inform planning and in changing around our environment.
We are committed to providing quality childcare and experiences in line with the EYFS principles and believe in delivering this using the three characteristics of learning:
· Play and exploration.
· Active learning
· Creative and critically thinking.
We believe that we never stand still and there are always new challenges, with this in mind we not only provide each staff member with training and development in the form of supervision, we also all work together in a setting improvement plan. This also includes moving with the times, changing guidelines and new families entering the setting.
We value not only the opinion of the uses of our setting but those of the local Early Years advisory team, other agencies, and Ofsted. 
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20: Intimate and personal care, including nappy changing Policy.
All children are able to access our nursery, even if they are not yet be toilet trained and who may still be wearing nappies or equivalent. We work with parents towards toilet training unless there are medical or other developmental reasons why this may not be appropriate at the time.
Changing times and toileting assistance happens in a calm and relaxed manner. Children have access to toilets that have doors for privacy that are child heigh for safety. Toilets and changing areas are visible to staff while maintaining privacy and safety.  
Procedures
· Changing times and toileting assistance happens in a calm and relaxed manner. 
· Children have access to toilets that have child height doors for privacy. 
· Toilets and changing areas are visible to staff and are in hearing of staff.  
· Wherever possible we ensure that nappy changing is relaxed and a time to promote independence in young children, where they will be spoken to, and asked to help in the process where possible. For example helping to remove clothes, shoes…
· We provide clean changing facilities, and staff wear aprons and gloves when changing nappies / pull-ups. 
· We encourage children to wash their hands after a nappy change and using the toilet.
· Occasionally a child may wet or soil their underwear and clothing. Children are never ‘told off’ if this happens, they will be helped to change by a member of staff in a positive and supportive manner. Children are encouraged to be as independent as possible in the process and adult guidance, assistance and supervision is always given. Underwear that has been wet or lightly soiled, are placed in a nappy bag and sent home. Parents/Carers are always informed of a change of clothing upon collection of their child.
· Nappy changes are recorded.
Potties:
We understand that not all children will be happy to move to sitting on the toilet straight away and they may wish to use a potty. 
· Potty will be used, cleaned and put away after each use.
· To clean the potty the contents will be emptied down the toilet, and they will be cleaned with blue roll and antibacterial spray. Blue roll is then disposed of in the nappy bin. 
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21: Lost or missing Child
Policy
Children’s safety is our highest priority, both on and off the premises. Every attempt is made to ensure the security of children is maintained at all times.
In the event of not arriving at setting
Procedure
· Parents are expected to inform the setting of their child’s absence from nursery and the reasons as soon as possible on the morning of their normal attendance. 
· Parents are expected to inform the setting of a pre-planned absence, e.g.; DR/Hospital/Dental appointment or Holiday so this can be recorded on our registers.
· Parents are also expected to inform the setting of any intention to remove their child from our setting permanently and the reasons for it.
· If the above actions do not happen, the following procedure applies. 
· On the first session of absence, if a child has not arrived in setting after 2 hours of that sessions start time, the Manager/Admin or Deputy will call the Parents for clarification. This information will be recorded, and the child marked A (absent) on the daily register.
· If we are unable to contact Parents by phone, we will email them. We will also call the Parents mobile phone and leave a message asking them to contact us.
· While awaiting a reply, we will look at past registers to see if a pattern of absence is evident. If so, we will discuss this with Parents, on the child’s return to setting to see if there are specific barriers or issues that we may be able to help with.
· We may also contact the school of any siblings to see if they too are absent. (if we have this information).

Headcounts:
Headcounts are done throughout the sessions, upon arrivals and departures, transitions from one area of the nursery to another, or into/in-from the garden. This is then recorded on the headcount board for the room and tallied with the rooms register.
In the unlikely event of a child going missing in our care, the following procedure is followed.
Child going missing on the premises.
· As soon as it is noticed that a child is missing, a member of staff alerts our setting manager.
· Our manager / deputy manager will carry out a thorough search of the building and garden. 
· If the child is not found, our manager / deputy manager calls the police immediately and reports the child as missing. If it is suspected that the child may have been abducted, the police are informed of this.
· The parent(s) are then called and informed.
· Our manager/ deputy manager talks to our staff and the children to find out when and where the child was last seen and records this.
· A senior staff member will search the school grounds, as far the road and local houses.
· Our manager/ deputy manager contacts our committee and reports the incident. 
· Following the event of a missing child a full investigation will take place. 
· Ofsted are informed as soon as practically possible but within 14 days.

Child going missing on an outing.
This describes what to do when our staff have taken a group on an outing, leaving our manager and/or other staff back in our setting premises. If our manager has accompanied children on the outing, the procedures are adjusted accordingly. 
· As soon as it is noticed that a child is missing, the manager / deputy manager is informed. 
· Gather all the children into one area and conduct a headcount, against the register to ascertain if a child is missing and if so who.
· At this point enough staff should remain with the children as needed to meet the ratios while the other staff conducts a search of the premises. One staff should alert the manager if not already with the group by calling the nursery number on 01227 366311. One person should be in charge of directing the staff to organise the search.
· The staff of the place of visit should be alerted so they can look out for the child, and man any exits.
· [bookmark: _Hlk147319716]One staff member searches the immediate vicinity.
· Our manager / deputy manager contacts the police and reports that child as missing.
· Our manager is contacted immediately (if not on the outing) and the incident is recorded.
· Our manager / deputy manager contacts the parent(s).
· According to the advice of the police, a senior member of staff, or our manager where applicable, should remain at the site where the child went missing and wait for the police to arrive. 
· Our manager contacts our committee and reports the incident. 
· Ofsted are be informed as soon as practically possible but within 14 days.
· Following the event of a missing child a full investigation will take place. 
· Our staff must not discuss any missing child incident with the press.
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22: Emergency Evacuation (Fire Drills) Policy.
In order to keep the children and adults in our setting safe we must practice what to do in the event of a fire or the need to evacuate the premises quickly. 
We hold fire drills regularly and record the following information about each fire drill in the Fire Safety Log Book:
· The date and time of the drill.
· Number of adults and children involved.
· How long it took to evacuate.
· Whether there were any problems that delayed evacuation.
· Any further action taken to improve the drill procedure.
· See attached Fire Procedure and Fire Drill/Emergency Evacuation.



Fire Drill Procedure
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Fire Drill & Emergency Evacuation procedures.
In the event of a fire drill the manager will set off the alarm, to alert staff and children that a fire practice drill is taking place.
When the whole school and the nursery have a fire practice drill the fire alarm will sound, as it would in the event of a real fire. 
· On hearing the alarm all staff will gather the children in their rooms, conducting a headcount to account for all children and head to the nearest/safest exit.
· Make their way to the assembly point with their register and care plan medicines. Registers will be checked to make sure all children are accounted for.  
· All spare staff, manager, admin… will head to baby room to help with the evacuation of the smaller less mobile children. 
· Manager/Deputy (person in charge on day) will take staff register and do a sweep of the premises as they leave, helping where needed along the way.
The assembly point for the nursery is: 
Where the school playground meets the grass, opposite the nursery marked with the number 7.
If this was a practice drill, you will be allowed back in when all staff and children are accounted for, and the timer has stopped.
In the event of a real fire or false alarm you will be allowed back in when it is deemed safe to do so by the relevant people.
· In the event of a real emergency, 1 x staff to go the reception class, via the garden, to raise the alarm with the school.

Silent drill will take place in the same way, however there will be no alarm sound, the alarm will be conveyed be message in person from the person who takes the call. Calmly and quietly, we will evacuate the building.  Management team will call Reculver school office to inform them. 
Lockdown procedures:
In the event of a treat from either an individual or group, all staff and children must make their way to the designated place where they will be out of sight and away from doors and windows as much as possible.
Place of safety: Explorer room by the bathroom area. 
· Staff will calmly guide the children to their place of safety from wherever they are, if in the garden they will make their way in, and the doors locked behind them. 
· All spare staff, manager, admin… will head to baby room to help with smaller non mobile children. 
· Manager/deputy should go around checking doors and windows are, locked and shutter/blinds pulled down, and lights off.
· There should be a headcount and all children cross referenced against the register along with staff. 
· The manager/deputy/admin should ASAP call 999 and take instructions.
· Reculver school should also be alerted if it was not them who alerted us.
· To practice Lockdown the phrase “lock down, Quick, quiet crawl” will be called, making it a game for the children. This will also be called in the event of a real emergency. 
· Staff should help the children to remain calm, quiet, and low to the floor.
In the event of a real emergency, we will wait in our place of safety until the treat has been secured and we are advised by the emergency service it is safe to come out.           
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23: Bereavement Policy.
Younger children can, and often do, react strongly to their own grief, but also to the grief of significant adults involved in their day-to-day care. Whatever the circumstances, babies, and children under five years of age need to have their grief acknowledged and their distress comforted.
People are often at a loss as to know what to say or do to help a child who has been bereaved by the death of someone important to them. Every situation is different, and children will be affected to a greater or lesser degree, dependent on the circumstances of the death and the nature of the relationship they had with the person who has died.
Most grieving children do not need a ‘bereavement expert’ they need people who care. Early years settings, just by carrying on with their usual day-to-day activities while being aware of the bereavement, can do a huge amount to support a grieving child.
Where possible and appropriate, we at will also support Parents, sign posting to others that can help, or by offering additional sessions or days of attendance if required/possible.
Where needed staff will have access to training that will help them to help the child.
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24: Outing policy
Here at Beltinge and Reculver Day Nursery we feel that outings can play an important role in helping to promote children’s learning, however we also know that there needs to be careful planning when considering an outing not only about the children’s safety and wellbeing but also what learning they will get out of it.
Any outing would need to be planned in advance and individual permission obtained from each parent prior to the event. This will be in the form of a letter outlining where, when, transport being used (if used), provisions for food and drink and how an outing will take place and permission slip to be returned to the nursery filled out with the parent signature.
Each outing, whether small or large would need to be planned for using the nursery risk assessment forms. Local visits to the same place do not need a new risk assessment they just need to be reviewed before going to make sure all the information is relevant and gives you the opportunity to add anything i.e.: Road works.
For larger planned outing a senior member of staff needs to visit the venue in advance to prepare a risk assessment and with the help the venues own risk assessment. All of which are available to the parent upon request.
In planning an outing, groups are arranged including a named staff member and appointed children. The appointed staff member must be aware of all their children individual needs and will be accountable for the supervision of their named children though out the entire trip.
During a trip there will always be a senior member of staff present who is not in the adult to child ratio and will there for be able to help wherever needed.
This staff member will be in contact with the other senior member of staff left on site at the nursery, making sure they alert the nursery of any delays in their departure, traffic and any other incidences.
Parents accompanying on outing are only allowed to account for their own child.
Each outing will be recorded in the setting, on an Outings form, along with the risk assessment.

Recorded on this form is:
· The names and contact numbers of all the children on the trip.
· The names of all the staff on the trip.
· Named First aiders,
· Place of visit,
· Nursery Mobile phone number.
· Any necessary medical notes.
 
Equipment needed for an outing:
· Travel first aid kit
· Mobile phone
· Spare clothes
· Wipes
· Nappies
· Contact details of the nursery stored on the mobile phone. The nursery will then have all the contact details of the children and staff on the outing in case of emergencies.
· Any medication and care plans
 
Prior to trips where transport is needed all MOT and insurance certificates need to be seen and recorded as seen on the risk assessment.
 
Lost and missing child while on a trip:
 
·  Gather all the children into one area and conduct a headcount, against the register to ascertain if a child is missing and if so who.
· At this point enough staff should remain with the children as needed to meet the ratios while the other staff conducts a search of the premises. One staff should alert the manager if not already with the group by calling the nursery number on 01227 366311. One person should oversee directing the staff to organise the search.
· The staff of the place of visit should be alerted so they can look out for the child, and man any exits.
· One staff member searches the immediate vicinity.
· Our manager / deputy manager contacts the police and reports that child as missing.
· Our manager is contacted immediately (if not on the outing) and the incident is recorded.
· Our manager / deputy manager contacts the parent(s).
· According to the advice of the police, a senior member of staff, or our manager where applicable, should remain at the site where the child went missing and wait for the police to arrive. 
· Our manager contacts our chairperson and reports the incident. 
· Ofsted are be informed as soon as practically possible but within 14 days
· Following the event of a missing child a full investigation will take place. 
· Our staff must not discuss any missing child incident with the press.

• The manager should then alert the police by calling 999.
They will need the following information:
•         The name of where you are or the setting address
•         The child’s name and date of birth
•         A detailed description of the child and what they were wearing
•         Details of the incident, what happened prior, when they were noticed and how long they have been missing.
•         Contact numbers for the child’s parents
•         Contact number to call you back on
•         When the child is found they should be checked all over to make sure they are ok
Once again, an incident form will need to be completed.

Reference
Administering Medication
Missing policy
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25: Data Protection (GDPR) Policy and Procedures
· Beltinge and Reculver Day Nursery
1. Policy Statement
· Beltinge and Reculver Day Nursery is committed to protecting and respecting the privacy of children, parents/carers, staff, visitors, and any other individuals whose personal data we process.
· We comply with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. We ensure that all personal information is handled fairly, lawfully, and transparently.
· We only collect and use personal data when it is necessary to provide safe, effective childcare and to meet legal requirements.

2. Who this policy applies to
· This policy applies to:
· Children attending the nursery 
· Parents and carers 
· Staff, students, and volunteers 
· Visitors and external professionals 

3. Types of information we collect
· We may collect and process the following personal data:
· Children:
· Full name, date of birth, and address 
· Emergency contact details 
· Medical information, allergies, and dietary needs 
· Attendance records 
· Learning and development records (including observations and photos) 
· Parents/Carers:
· Names and contact details 
· Emergency contact information 
· Payment and funding information 
· Staff:
· Recruitment records and references 
· DBS information 
· Payroll and contact details 
· Training records 

4. Why we collect personal data
· We collect and use personal data to:
· Safeguard and promote the welfare of children 
· Provide appropriate care, learning, and development 
· Meet legal obligations (including Ofsted and safeguarding requirements) 
· Communicate effectively with parents and carers 
· Manage staff employment and training 
· Maintain accurate nursery records 
· We do not use personal data for any unrelated or unnecessary purpose.

5. Legal basis for processing data
· We process personal data under the following lawful bases:
· Legal obligation (e.g. safeguarding and Ofsted requirements) 
· Contract (e.g. nursery contracts with parents and staff) 
· Vital interests (e.g. medical emergencies) 
· Consent (e.g. use of photographs where required) 
· Legitimate interests (e.g. internal nursery administration) 

6. How we store data safely
· We take appropriate steps to ensure all personal data is kept secure:
· Paper records:
· Stored in locked filing cabinets 
· Access restricted to authorised staff only 
· Shredded securely when no longer required 
· Digital records:
· Password-protected systems and devices 
· Access limited to relevant staff roles 
· Secure nursery systems such as Tapestry (where used) 
· Regular password updates 
· Devices:
· Nursery-owned devices only are used for storing or accessing data 
· Personal devices are not used for nursery data 

7. Sharing information
· We will only share personal information when necessary and appropriate. This may include:
· Schools and educational settings (transition information) 
· Health professionals (GPs, health visitors, SEN services) 
· Safeguarding agencies (if a child is at risk of harm) 
· Local Authority or Ofsted when required by law 
· We ensure all information shared is:
· Relevant 
· Proportionate 
· Secure 

8. Parents’ and individuals’ rights
· Under UK GDPR, individuals have the right to:
· Be informed about how their data is used 
· Access their personal data (subject access request) 
· Request correction of inaccurate information 
· Request deletion of data (where legally possible) 
· Withdraw consent (where consent is the legal basis) 
· Raise concerns or complaints 
· Requests should be made to the Nursery Manager.

9. Photographs and digital learning records
· We use photographs and digital records (e.g. Tapestry) to support children’s learning.
· We will:
· Obtain written parental consent before using images 
· Only use nursery-owned devices to take photos 
· Store images securely within approved systems 
· Never use children’s full names alongside images in public materials 
· Remove images when no longer required 
· Parents/carers must not share nursery images publicly without permission.

10. Data breaches
· A data breach includes any loss, theft, or unauthorised access to personal data.
· If a breach occurs:
· It will be reported immediately to the Nursery Manager/DSL 
· Steps will be taken to reduce any risk of harm 
· A record will be kept of the incident 
· Serious breaches will be reported to the Information Commissioner’s Office (ICO) if required 

11. Responsibilities
· The Nursery Manager is responsible for ensuring this policy is followed.
· All staff must:
· Follow confidentiality procedures at all times 
· Only access data needed for their role 
· Keep information secure 
· Report any concerns or breaches immediately 
· Complete relevant training 

12. Confidentiality
· All personal information is treated as confidential. Staff must not discuss children, families, or colleagues outside of their professional role unless required for safeguarding or legal reasons.

13. Policy review
· This policy is reviewed annually or sooner if legislation or guidance changes.
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26: Use of Images/Videos of Children by the Setting Policy.

This policy seeks to ensure that images and videos taken within and by Beltinge and Reculver Day Nursery are taken and held legally and the required thought is given to safeguarding all members of the community. 
This policy applies to all staff including the Management Committee, practitioners support staff, external contractors, visitors, volunteers, and other individuals who work for or provide services on behalf of the nursery (collectively referred to as ‘staff ‘in this policy) as well as children and parents/carers. 
This policy must be read in conjunction with other setting policies including (but not limited to) our child protection, and staff code of conduct.
This policy applies to all images (including still and video content) taken by the setting. 
All images taken by the setting will be used in a manner respectful of the seven-point framework as described in the Data Protection Act 2018. This means that images will be: 

· fairly and lawfully processed. 
· processed for limited, specifically stated purposes only. 
· used in a way that is adequate, relevant, and not excessive. 
· accurate and up to date 
· kept on file for no longer than is necessary. 
· processed in line with an individual’s legal rights. 
· kept securely. 
· adequately protected if transferred to other countries.  

The DSL, Committee Management team is responsible for ensuring the acceptable, safe use and storage of all camera technology and images within the setting. This includes the management, implementation, monitoring, and review of the Settings Image Use Policy. 

All tablets and camera must be accounted for and locked away when the setting is closed. 

Parental Consent 

Written permission from parents or carers will always be obtained before images/videos of children are taken, used, or published by the setting. 
Written parental consent will always be sought to take and use photographs offsite for professional, marketing and training purposes. This may be in addition to parental permission sought for onsite images. 
Written consent from parents will be kept by the setting where children’s images are used for publicity purposes (such as brochures or publications), until the image is no longer in use. 
Parental permission will be sought on an agreed basis (on admission, annually, specific events or productions). 
A record of all consent details will be kept securely on file. Should permission be withdrawn by parents/carers at any time, then all relevant images will be removed and disposed of, and the record will be updated accordingly. 

Safety of Images and Videos 

All images taken and processed by or on behalf of the setting will take place using setting provided equipment and devices ONLY, no personal equipment will be used as this is a disciplinary offence. 
Staff will receive information regarding the safe and appropriate use of images as part of their safeguarding training and responsibilities. 
 All members of staff (including volunteers) will ensure that all images are available for scrutiny and will be able to justify any images in their possession. 
Images will not be kept for longer than is to be considered necessary. A designated member of staff (DSLs) will ensure that all photographs are permanently wiped from memory cards, computer hard and portable drives, or other relevant devices once the images will no longer be of use. 
All images will always remain on site. Staff ARE NOT permitted to remove images or image recording devices from the setting. Breaches of this WILL result in disciplinary action. 
The DSLs reserve the right to view any images taken and/or to withdraw or modify a member of staffs’ authorisation to take or make images at any time. 
Only official setting owned equipment (e.g. work provided digital or video cameras, cameras and tablets) will be used by staff to capture images of children for official purposes. Use of personal cameras by staff is always prohibited. 

Publication and sharing of images and videos.
 
Images or videos that include children will be selected carefully for use e.g. only using images of children who are suitably dressed. 
Children’s’ full names will not be used on the website or other publication (e.g. newsletters, social media channels) in association with photographs or videos. 
The setting will not include any personal information, addresses, emails, telephone numbers…..

Usage of systems to share images with parents. 
 
We use Tapestry Online Learning Journals (referred to as Tapestry) to upload and share images of children with parents. 
The use of the system has been appropriately risk assessed, and the setting has taken steps to ensure all data stored is held in accordance with GDPR. 
Images uploaded to Tapestry will only be taken on setting devices. 
All users of Tapestry are advised on safety measures to protect all members of the community e.g. using strong passwords, logging out of systems after use etc. 
Parents/carers will be informed of the settings expectations regarding safe and appropriate use (e.g. not sharing passwords or copying and sharing images) prior to being given access. Failure to comply with this may result in access being removed. 

Safe Practice when taking images and videos. 

Careful consideration is given before involving very young or vulnerable children when taking photos or recordings, who may be unable to question why or how activities are taking place. 
The setting will discuss the use of images with children and young people in an age-appropriate way. 
A child or young person’s right not to be photographed is to be respected. Images will not be taken of any child or young person against their wishes. 
Photography is not permitted in sensitive areas such as toilets.

Use of Images/Videos of Children by Parents/Carers/Others 

Parents/carers are not permitted to take photographs or video footage of events. There may be opportunities at the end of group events for Parents/Carers to take photographs of their own child(ren).
Parents/carers who are using photographic equipment must be mindful of others (including health and safety concerns) when making and taking images. 
The right to withdraw consent will be maintained and any photography or filming on site will be open to scrutiny at any time. 
Parents may contact the setting DSLs to discuss any concerns regarding the use of images. 
Photos and videos taken by the setting and shared with parents should not be shared elsewhere (e.g. posted on social media site), to do so may breach intellectual property rights, data protection legislation and importantly may place members of the community at risk of harm. 

Use of Photos/Videos by Children 

The setting will discuss and agree age-appropriate acceptable use rules with children regarding the appropriate use of cameras, such as places children cannot take the camera (e.g. unsupervised areas, toilets etc.).
All staff will be made aware of the acceptable use rules regarding children’s use of cameras and will ensure that children are appropriately supervised when taking images for official or curriculum use. 
Members of staff will role model positive behavior to the children by encouraging them to ask permission before they take any photos. 
Photos taken by children for official use will only be taken with parental consent and will be processed in accordance with the Data Protection Act 2018. 
Parents/carers will be made aware that children will be taking photos/videos of other children and will be informed how these images will be managed by the setting e.g. will be for internal use by the setting only (not shared online or via any website or social media tool). 
Photos taken by children for official use will be carefully controlled by the setting and will be checked carefully before sharing online or via digital screens. 
Still and video cameras provided for use by children and the images themselves will not be removed from the setting. 


Use of Images of Children by the Media 

Where a press photographer is to be invited to celebrate an event, every effort will be made to ensure that the newspaper’s (or other relevant media) requirements can be met. 
A written agreement will be sought between parents and carers and the press which will request that a pre-agreed and accepted amount of personal information (e.g. first names only) will be published along with images and videos. 
The identity of any press representative will be verified, and access will only be permitted where the event is planned, and where press are to be specifically invited to attend. No authorisation will be given to unscheduled visits by the press under any circumstances. 
Every effort will be made to ensure the press abide by any specific guidelines should they be requested. No responsibility or liability, however, can be claimed for situations beyond reasonable control, and where the setting is to be considered to have acted in good faith. 
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27: Use of mobile phones and Image capturing / recording devices Policy.

The use of Mobile phones on the Nursery premises is strictly forbidden while children are on site, during opening hours.

Personal mobile phones
· Personal mobile phones and image capturing device, including wearable tech with photographic capabilities belonging to our staff and volunteers are not used on the nursery premises during working hours.
· Parents/Carers and visitors are required to turn off/put away mobile phones while on nursery premises and within school grounds.
· At the beginning of everyone’s shift, personal mobile phones are to be stored in staff lockers, or in the manager’s office.
· In the event of an emergency, personal mobile phones may be used in privacy, where there are no children present, with permission from the manager. In the staff room or office.
· Our staff and volunteers ensure that the setting’s telephone number is known to immediate family and other people who need to contact them in an emergency. 
· We also have a nursery mobile phone for Parents to contact if they cannot get through on the land line, or in the event of emergency, or loss of land line service.
· The nursery mobile phone will be taken on outings for the purpose of contacting the setting, Parents/Carers or emergency services. Staff must not use their own mobile phones.
· Our staff and volunteers will not use their personal mobile phones for taking photographs of children.
· Parents and visitors are requested not to use their mobile phones whilst on the premises. Visitors will be advised of a quiet space where they can use their mobile phone, where there are no children present.
· This policy also applies to wearable ‘tech’. (Please see the staff code of conduct for further information).
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