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9.1  About our childcare and early education 

Welcome to RCC and thank you for registering your child with us.  

We know how important your child is and aim to deliver the highest quality of education and care to help them to achieve their best. 

Our setting aims to: 

• Provide high quality care and education for children. 

• Work in partnership with parents to help children to learn and develop. 

• Add to the life and well-being of the local community. 

• Offer children and their parents a service that promotes equality and values diversity. 

Parents/carers 

You are regarded as members of our setting who have full participatory rights. These include a right to be: 

• Valued and respected. 

• Kept informed. 

• Consulted. 

• Involved. 

• Included at all levels. 

Children's development and learning 

We aim to ensure that each child: 

• Is in a safe and stimulating environment. 

• Is given generous care and attention, because of our ratio of qualified staff to children, as well as volunteer helpers. 

• Has the chance to join in with other children and adults to live, play, work and learn together. 

• Is helped to take forward her/his learning and development by being helped to build on what she/he already knows and can do. 

• Is in a setting that sees parents/carers as partners in helping each child to learn and develop. 

• Is in a setting in which parents/carers help to shape the service it offers. 

The Early Years Foundation Stage 

Provision for the development and learning of children from birth to five years is guided by the Early Years Foundation Stage. Our 

provision reflects the four overarching principles of the Statutory Framework for the Early Years Foundation Stage: 

• A Unique Child 

Every child is a unique child who is constantly learning and can be resilient, capable, confident and self-assured. 

• Positive Relationships 

Children learn to be strong and independent through positive relationships. 
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• Enabling Environments 

Children learn and develop well in enabling environments with teaching and support from adults, who respond to their individual 

interests and needs and help them to build their learning over time. Children benefit from a strong partnership between educators, 

parents and/or carers. 

• Learning and Development 

• Children develop and learn at different rates. The framework covers the education and care of all children in early years provision 

including children with special educational needs and disabilities (SEND). 

How we provide for learning and development  

Children start to learn about the world around them from the moment they are born. The care and education offered by our setting helps 

children to continue to do this by providing all the children with interesting activities that are appropriate for their age and stage of 

development. 

The Areas of Learning and Development comprise: 

• Prime Areas 

- Personal, social and emotional development. 

- Physical development. 

- Communication and language. 

• Specific Areas 

- Literacy. 

- Mathematics. 

- Understanding the world. 

- Expressive arts and design. 

 

For each area, the level of progress that children are expected to have attained by the end of the Early Years Foundation Stage is defined 

by the Early Learning Goals. These goals state what it is expected that children will know, and be able to do, by the end of the reception 

year of their education. 

We refer to non-statutory curriculum guidance to support our professional judgment as we assess each child’s progress and level of 

development as they progress towards the Early Learning Goals. We have regard to these when we assess children and plan for their 

learning by creating a curriculum that is ambitious and meets every child’s needs. Our educational programmes support children to 

develop the knowledge, skills and understanding they need for: 

Personal, social and emotional development 

• self-regulation 

• managing self 

• building relationships 
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Physical development 

• gross motor skills 

• fine motor skills 

Communication and language 

• listening, attention and understanding 

• speaking 

Literacy 

• comprehension 

• word reading 

• writing 

Mathematics 

• number 

• numerical patterns 

Understanding the world 

• past and present 

• people, culture and communities 

• the natural world 

Expressive arts and design 

• creating with materials 

• being imaginative and expressive 

Our approach to learning and development and assessment 

Learning through play 

Being active and playing supports young children’s learning and development through doing and talking. This is how children learn to think 

about and understand the world around them. We use the EYFS education programmes to plan and provide opportunities which will help 

children to make progress in all areas of learning. This programme is made up of a mixture of activities that children plan and organise for 

themselves, and activities planned and led by educators. 

Characteristics of effective learning 

We understand that all children engage with other people and their environment through the characteristics of effective learning that are 

described in the Early Years Foundation Stage as: 

• playing and exploring - engagement 

• active learning - motivation 

• creating and thinking critically - thinking 
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We aim to provide for the characteristics of effective learning by observing how a child engages with learning and being clear about what 

we can do and provide to support each child to remain an effective and motivated learner. 

Assessment 

We assess how young children are learning and developing by observing them. We use information that we gain from observations of the 

children, to understand their progress and where this may be leading them. We believe that parents know their children best, and we will 

ask you to contribute to assessment by sharing information about what your child likes to do at home and how you, as parents/carers, are 

supporting development. 

We may make periodic assessment summaries of children’s achievement based on our on-going observations. These help us to build a 

picture of a child’s progress during their time with us and form part of children’s records of achievement/learning journeys. We undertake 

these assessment summaries at regular intervals, as well as at times of transition, such as when a child moves into a different group or 

when they go on to school. 

The progress check at age two 

The Early Years Foundation Stage requires that we supply parents and carers with a short-written summary of their child’s development in 

the three prime areas of learning and development - personal, social and emotional development; physical development; and 

communication and language - when a child is aged between 24 - 36 months. Your child’s key person is responsible for completing the 

check using information from on-going observations carried out as part of our everyday practice, taking account of the views and 

contributions of parents and other professionals. 

Records of achievement/learning journeys 

We keep a record of achievement/learning journey for each child. Your child's record of achievement/learning journey helps us to 

celebrate together her/his achievements and to work together to provide what your child needs for her/his well-being and to make 

progress. 

Your child's key person will work in partnership with you to keep this record. To do this you and they will collect information about your 

child's needs, activities, interests and achievements. This information will enable the key person to identify your child's progress. Together, 

we will then decide on how to further support your child’s learning and development. 

Working together for your children 

We maintain the ratio of adults to children in the setting that is set by the Safeguarding and Welfare Requirements. We may also have 

volunteer parent/carer helpers, where possible, to complement these ratios. This helps us to: 

• give time and attention to each child 

• talk with the children about their interests and activities 

• help children to experience and benefit from the activities we provide 

• allow the children to explore and be adventurous in safety 

Snacks and meals 

We make snacks and meals a social time at which children and adults eat together. We plan the menus for snacks and meals so that they 

provide the children with healthy and nutritious food. Please tell us about your child's dietary needs, particularly any known allergies or 

food intolerance and we will plan accordingly. 

Policies 

Our staff can explain our policies and procedures to you.  
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Our policies help us to make sure that the service we provide is of high quality and that being a member of the setting is an enjoyable and 

beneficial experience for each child and her/his parents.  

Our staff and parents/carers work together to adopt the policies, and they all can take part in the annual review of the policies. This review 

helps us to make sure that the policies are enabling our setting to provide a quality service for its members and the local community. 

Information we hold about you and your child 

We have procedures in place for the recording and sharing of information [data] about you and your child that is compliant with the 

principles of the General Data Protection Regulations (2018) as follows: 

The data is [I/we] collect is: 

1. processed fairly, lawfully and in a transparent manner in relation to the data subject [you and your family] 

2. collected for specified, explicit and legitimate purposes and not further processed for other purposes incompatible with those 

purposes 

3. adequate, relevant, and limited to what is necessary in relation to the purposes for which data is processed 

4. accurate and, where necessary, kept up to date 

5. kept in a form that permits identification of data subjects [you and your family] for no longer than is necessary for the purposes for 

which the personal data is processed 

6. processed in a way that ensures appropriate security of the personal data including protection against unauthorised or unlawful 

processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures 

When you register your child with us, we will provide you with a privacy notice that gives you further details of how we fulfil our 

obligations regarding your data. 

Safeguarding children 

Our setting has a duty under the law to help safeguard children against suspected or actual ‘significant harm’. Our employment practices 

ensure that people looking after children are suitable to fulfil the requirements of their role and help to protect children against the 

likelihood of abuse in our setting and we have a procedure for managing complaints or allegations against a member of staff. 

Our way of working with children and their parents/carers ensures that we are aware of any problems that may emerge and can offer 

support, including referral to appropriate agencies, when necessary, to help families in difficulty. 

Special educational needs 

To make sure that our provision meets the needs of each individual child, we take account of any special educational needs a child may 

have. We work to the requirements of the Special Educational Needs and Disability Code of Practice: 0 to 25 years (2015). 

9  Early years practice procedures 

9.02 Promoting positive behaviour 

The setting manager will: 

• ensure that all new staff attend training on behaviour management such as that available on EYA Central. 

• advise staff on how to address behaviour issues and how to access expert advice if needed 

Use of physical intervention  

Staff will already use different elements of physical contact with a child as part of their interaction in the setting especially when they are 

comforting a child or giving first aid. However, physical intervention to keep a child or other children safe is different and should only be 

applied in exceptional circumstances. 
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The EYFS states that physical intervention from a staff member towards a child may be used for the purposes of “averting immediate 

danger of personal injury to any person (including the child) or to manage a child’s behaviour if it is absolutely necessary.” 

Staff must do all they can to avoid using a physical intervention because this is not the preferred way of addressing children’s behaviour.  

To offer protection to children a range of appropriate graded interventions may be needed before physical intervention is applied. Most 

single incidents such as a child throwing a book on the floor or kicking a chair usually only require a verbal intervention from a member of 

staff. In other situations, an intervention can be applied through mechanical and environmental means such as locking doors and stair 

gates. This usually stops a situation escalating. However, there will be some situations where a child places themselves or others in danger 

which requires an immediate need for the use of both verbal and physical intervention. If a single or persistent incident requires a physical 

intervention such as physical handling from a staff member towards a child, then this is used intentionally to restrict a child’s movement 

against their will. In most cases this can be applied using the adult’s body gently and safely blocking the child from access to danger or to 

prevent danger.  

To physically intervene, an educator may use “reasonable force” to protect a child from injuring themselves or others. Legally an educator 

may also use reasonable force to prevent a child from damaging property. However, we would expect that in instances of damaging 

physical property a child would only experience a physical intervention if the broken property presented a risk or is high value.  

If a situation arises which requires urgent physical hands-on intervention this is best applied by the staff who knows the child well such as 

their key person who is more able to calm them or use other known methods for defusing situations without physical intervention.  

Physical handling 

We use the principle of applying reasonable minimal force and handling in proportion to the situation. Staff use as little force as necessary 

to maintain safety. This intervention should only be used for as short a period as possible to keep the child safe and maintain well-being by 

aiming for: 

- keeping the child’s safety and well-being paramount 

- a calm, gentle but firm approach and application of the intervention 

- never restricting the child’s ability to breathe 

- side-by-side contact with the child 

- no gap between theirs or the child’s body 

- keeping the adults back as straight as possible 

- avoiding close head-to-head positioning to avoid injury to the child and themselves (head butting) 

- only holding the child by their ‘long’ bones to avoid grasping at the child’s joints where pain and damage are most likely to occur 

- avoiding lifting the child unless necessary 

- reassuring the child and talking about what has happened 

- only applying a physical intervention on a disabled child if training or preferred method is provided from a reputable external source 

e.g. British Institute of Learning Disabilities www.bild.org.uk/ 

Risks 

There are risks associated with any physical intervention and handling of a child. The younger and more vulnerable a child may be, the 

greater risk to the child of using physical intervention towards them. However, there are also risks to children associated with not 
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intervening physically; for instance, if an educator did not take hold of a child by the wrist, they may have run into the path of a fast-

moving car.  

Before intervening physically to protect a child from immediate harm an educator needs to decision make in a split second, considering 

the following factors. This is described as dynamic risk assessment. 

• What is the immediate risk to this child if I do not intervene now? 

• What might the risks be if I do intervene? If this were my child, what would I want someone looking after them to do in this 

situation? 

• What is the minimum level of intervention that will be effective here? How can I do this as gently as possible for as short a time as 

possible and how am I going to manage myself to stay calm? 

Recording 

Any instance of physical intervention is fully recorded immediately and reported to the designated person as soon as possible on 6.1b 

Safeguarding incident reporting form, ensuring that it is clearly stated when and how parents were informed. Parents/carers are asked to 

sign a copy of the form which is then kept on the child’s file. The designated person decides who will notify the parent/carer and when, 

ensuring that the parent/carer signs to say they have been notified. An individual risk assessment should be completed after any physical 

intervention with a child which considers the risks and likelihood of such behaviour re-occurring and how this will be managed. The risk 

assessment should be agreed and signed by parents. 

Temporary suspension (fixed term)  

Any decision to temporarily suspend a child must be carefully considered lawful, reasonable, and fair. If despite following the stepped 

approach for behaviour it is necessary to temporarily suspend a child, for no more than five days, on the grounds of health and safety, the 

following steps are followed. 

• The setting manager provides a written request to suspend a child to their line manager; the request must detail the reason the child 

must be suspended and the length of time of the proposed suspension. 

• If the line manager approves, the parents/carers must be invited to a meeting to discuss next steps. Parents/carers are invited to 

bring a representative along. Notes must be taken at the meeting and shared later with the parents. The meeting aims for a positive 

outcome for the child and not to suspend. 

• If no acceptable alternative to suspension is found then the setting manager must give both verbal and written notice of time related 

suspension to the parent, meanwhile the setting manager must ensure that continued resolution is sought, and suitable adjustments 

are in place for the child’s return. 

Suspension of a disabled child 

We have a statutory duty not to discriminate against a child based on a protected characteristic. This includes suspending a child based on 

a disability. Ignorance of the law or claiming it was unknown that a child was disabled is no defence. However, if the child’s behaviour 

places themselves or others at risk then the setting must take actions to avoid further harm. Time limited suspension may be applied to 

keep the child and/or others safe whilst finding a solution. Suspension is only used if reasonable steps and planned adjustments are first 

used to help resolve the situation. Without this action, suspension of a child with SEND may constitute disability discrimination (Equality 

Act 2010). A decision to suspend a disabled child must be clearly evidenced, specific, measurable, achievable, realistic, and targeted. Plans 

and intervention must be recorded on the child’s file and 9.12b SEN Support - Action plan. If little or no progress is made during the 

suspension period, the following steps are taken.  

• The setting manager sends a written/electronic invite to the parents/carers, a local authority representative and any relevant 

external agencies to attend a review meeting. Each attendee must be made aware that the meeting is to avoid the situation 

escalating further and to find a positive solution.  

• After the meeting, the setting manager continues to maintain weekly contact with the parents/carers and local authority to seek a 

solution. 
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• Suitable arrangements offer the parent/carer continued support and advice during the suspension. The setting manager reviews the 

situation fortnightly and provides their line manager with a monthly update. 

Expulsion 

In some exceptional circumstances a child may be expelled due to:  

- a termination of their childcare and early education agreement as explained in 9.1d Childcare and early education terms and 

conditions 

- if despite applying a range of interventions (including reasonable adjustments), the setting has been unable to adequately meet the 

child’s needs or cannot protect the health, safety and well-being of the child and/or others. 

Challenging unwanted behaviour from adults in the setting 

We do not tolerate behaviour demonstrating dislike, prejudice, discriminatory attitudes, or action towards any individual/group. This 

includes those living outside the UK (xenophobia). This also applies to behaviour towards specific groups of people and individuals who are 

British Citizens residing in the UK.   

Allegations of discriminatory remarks or behaviour made in the setting by any adult will be taken seriously. The perpetrator will be asked 

to stop the behaviour and failure to do so may result in the adult being asked to leave the premises. Where a parent/carer makes 

discriminatory or prejudice remarks to staff at any time, or other persons while on the premises, this is recorded on the child’s file and is 

reported to the setting manager. The procedure is explained, and the parent/carer is asked to comply while on the premises. An 

‘escalatory’ approach will be taken with those who continue to exhibit this behaviour. The second stage comprises a letter to the 

parent/carer requesting them to sign a written agreement not to make discriminatory remarks or behave in discriminatory or prejudice 

ways; the third stage may be considering withdrawing the child’s place. 

Further guidance 

Behaviour Matters (Alliance Publications) 

9  Early years practice procedures 

9.03 Identification, assessment and support for children with SEND 

We have regard for the Special Educational Needs and Disability (SEND) (DfE and DoH 2015) which states that local authorities must 

ensure that all early years providers that they fund in the maintained, private, voluntary and independent sectors are aware of the 

requirement on them to meet the needs of children with SEN and disabilities. When securing funded early education for two, three- and 

four-year-olds local authorities should promote equality and inclusion for children with disabilities or SEN; this includes removing barriers 

that prevent access to early education and working with parents/carers to give each child support to fulfil their potential.  

The term SEN support defines arrangements for identifying and supporting children with special educational needs and/or disabilities. We 

are required to offer appropriate support and intervention and to promote equality of opportunity for children that we care for. Children’s 

SEND generally falls within the following four broad areas of need and support: 

- communication and interaction 

- cognition and learning 

- social, emotional and mental health 

- sensory and/or physical needs 

Graduated approach 

Initial identification and support (identifying special educational needs) 
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• Ongoing formative assessment forms part of a continuous process for observing, assessing, planning and reviewing children’s 

progress.  

• Children identified as having difficulty with one or more area of development should be given support by applying some simple 

strategies and resources. 

• If despite applying differentiated strategies a child continues to struggle and is showing significantly more difficulty with learning 

than their peers or has a disability which requires specific adjustments, then the key person should raise a concern with the setting’s 

SENCo/setting manager and the child’s parents.  

Involving the child 

• The SEND Code of Practice supports the rights of children to be involved in decisions about their education. 

• Inclusion of children with SEND helps build self-confidence and trust in others. 

• Ascertaining children’s views may not be easy, a range of strategies will be needed. 

• Accurate assessment helps identify children’s strengths and possible barriers to learning. 

• The key person and setting manager/SENCo work in partnership with parents/carers and other agencies to involve the child 

wherever appropriate. 

• Children are involved at appropriate stages of the assessment and to their level of ability. 

• Establishing effective communication is essential for the child’s involvement. 

Record keeping 

If a child has or is suspected of having a SEN, a dated record should be kept of: 

- the initial cause for concern and the source of this information, (the progress check at age two and/or outcomes of previous 

interventions). 9.03a SEN support: Initial record of concern form can also be used for this purpose drawing information from other 

sources 

- the initial discussion with parents/carers raising the possibility of the child’s SEN 

- the views of the parents/carers and other relevant persons including, wherever possible, the child’s views 

- the procedures followed regarding the Code of Practice to meet the child’s SEND e.g. SEN action plan, referrals to external agencies 

and for statutory assessment  

- evidence of the child’s progress and any identified barriers to learning 

- advice from other relevant professionals; and all subsequent meetings with parents and other persons and any subsequent referrals 

Records may include 

- observation and monitoring sheets 

- expressions of concern 

- risk assessments 

- access audits 

- health care plans (including guidelines for administering medication) 
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- SEN action plans 

- meetings with parents/carers and other agencies 

- additional information from and to outside agencies 

- agreements with parents/carers 

- guidelines for the use of children’s individual equipment; Early help CAF referrals 

- referral to the local authority identifying a child’s special educational needs and request for statutory Education, Health, Care 

(EHC) needs assessment, and a copy of an EHC plan 

Further guidance 

SEND Code of Practice: 0 to 25 years (DfE and DoH 2015)  

Ready, Steady, SENCO (Alliance Publication)  
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9.03a  SEN Support: Initial record of concern form – FOUND IN ASSESMENTS AND FORMS FOLDER 

Name of child:  DOB:  

Name and role of person recording concern:  Date:  

Nature of concern:  

 

  

Observation notes  

(detail evidence here): 

 

 

     

Parents informed of concern and their views are known? Yes  No  

 

Notes:  

 

     

Curriculum differentiation applied? Yes  No  

  

Notes  

(detail when and how) 

 

 

     

Other adjustments made? Yes  No  

  

Notes  

(detail when and how) 

 

 

  

Next steps  
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9.03b SEN Support - Action plan - FOUND IN ASSESMENTS AND FORMS FOLDER 

Date:  

My name is: 

My DOB is:  

This is Me! IMAGE OF CHILD 

I can: 

•  

•  

I would like to: 

•  

•  

This is what is important to me: 

•  

•  

I can’t do everything I like because: 

•  

•  

My parents/carers think: 

•  

My key person thinks: 

•  

I receive help from: 

•  

•  

I already have this help from my setting: 

•  

•  

I would like to try this activity 
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•  

When and where? 

•  

With whom? 

•  

With what? 

•  

The outcome should be: 

•  

I may also like to try to 

•  

When and where? 

•  

With whom? 

•  

With what? 

•  

The outcome should be: 

•  

My parents/carers will help me by: 

•  

We will look at my plan again on:   
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Action plan - Recording Sheet 

Name of child:  Key person:  

Planned objective:  

Date: Activity: Outcomes: Persons present: 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Notes: 



   
 

Policies & Procedures for the EYFS 2025/26 (Early Years Alliance 2025)   

 

Action plan - Review sheet 

Name of child:  Date:  

People present at this review: 

 

 

Planned objectives: 

 

 

 

 

Outcome (setting): 

 

 

 

 

Outcome (home): 

 

 

 

 

Next steps: 
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