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POLICIES & PROCEDURES

I confirm that l have received the policies and procedures for Little Acorns
· Admissions
· Behaviour Management
· British Values in Early Years Policy
· Broadmoor Alert
· Camera and Mobile Phone Policy and Social Networking Policy
· Child Protection and Safeguarding
· Complaints
· Confidentiality
· Curriculum
· Developmental Play 
· Drug and Alcohol Policy
· ‘e’ Policy
· Emergency Evacuation and Fire Safety
· Equality & Diversity
· Equipment & Resources
· Food Hygiene Policy
· General Data Protection Regulation Policy
· Health & Safety
· Healthy Lifestyle Policy
· Induction Training Plan
· Lost Child 
· Major Incident and Lockdown Procedure
· Nappy Changing Policy
· Needlestick Policy
· No Smoking Policy
· Operational Procedure for Outings
· Parental Involvement
· Preventing Extremism & Radicalisation Policy
· Privacy Notice
· Record Keeping
· Risk Management Statement
· Safeguarding Children through Safer Recruitment
· Settling in Policy
· Sick Children
· Sharing Sensitive Information Policy
· Special Educational Needs
· Staffing & Employment
· Student Placements
· Uncollected Child
· Vulnerable Child Policy
· Whistleblowing Policy

I would like to make the following comments:

I accept the policies and procedures 

Signed: ____________________________			Print name:____________________________________________	

ADMISSIONS POLICY 
Statement of intent

It is our intention to make Little Acorns accessible to children and families from all sections of the local community. 

Aim

We aim to ensure that all sections of our community have access to Little Acorns through open, fair and clearly communicated procedures.

Methods

In order to achieve this aim, we operate the following admissions policy.
· We ensure that the existence of Little Acorns is widely advertised in places accessible to all sections of the community.
· We ensure that information about Little Acorns is accessible - in written and spoken form - and, where appropriate, in different languages. Where necessary, we will try to provide information in Braille, or through signing or an interpreter.
· We arrange our waiting list in birth order. In addition, our policy may take into account the following:
		-	the vicinity of the home to the pre-school; and
		-	siblings already attending the pre-school.
· We describe Little Acorns and its practices in terms that make it clear that it welcomes both fathers and mothers, other relations and other carers, including childminders.
· We describe Little Acorns and its practices in terms of how it treats individuals, regardless of their gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English.
· We describe Little Acorns and its practices in terms of how it enables children with disabilities to take part in the life of the pre-school.
· We monitor the gender and ethnic background of children joining the group to ensure that no accidental discrimination is taking place.
· We make our equal opportunities policy widely known.
· We consult with families about the opening times of Little Acorns to avoid excluding anyone.
· We are flexible about attendance patterns to accommodate the needs of individual children and families.

			
BEHAVIOUR MANAGEMENT POLICY
Statement of intent
Little Acorns believes that children flourish best when they know how they are expected to behave and should be free to play and learn without fear of being hurt or unfairly restricted by anyone else.  

Aim
We aim to provide an environment in which there is acceptable behaviour and where children learn to respect themselves, other people and their environment.

Methods
· We have named persons who have overall responsibility for issues concerning behaviour. The persons responsible for behaviour are Michelle Tuddenham and Val Duffy.
· We require the named persons to: 
-	keep her/himself up to date with legislation and research and thinking on handling children's behaviour; 
-	access relevant sources of expertise on handling children's behaviour; and 
-	check that all staff have relevant in-service training on handling children's behaviour. We keep a record of staff attendance at this training.
· We require all staff, volunteers and students to provide a positive model of behaviour by treating children, parents and one another with friendliness, care and courtesy.
· We require all staff, volunteers and students to use positive strategies for handling any conflict by helping children find solutions in ways that are appropriate for the children's ages and stages of development - for example distraction, praise and reward.
· We familiarise new staff and volunteers with Little Acorn’s behaviour policy and its rules for behaviour.
· We expect all members of Little Acorns - children, parents, staff, volunteers and students - to keep to the rules, requiring these to be applied consistently.
· We praise and endorse desirable behaviour such as kindness and willingness to share.
· We avoid creating situations in which children receive adult attention only in return for undesirable behaviour.
· We recognise that codes for interacting with other people vary between cultures and require staff to be aware of - and respect - those used by members of Little Acorns.
· When children behave in unacceptable ways, we help them to see what was wrong and how to cope more appropriately. 
· We never send children out of the room by themselves.
· We never use physical punishment, such as smacking or shaking. Children are never threatened with these.
· We do not use techniques intended to single out and humiliate individual children.
· We only use physical restraint, such as holding, to prevent physical injury to children or adults 	and/or serious damage to property.  Details of such an event (what happened, what action was taken and by whom, and the names of witnesses) are brought to the attention of our pre-school leader and are recorded in our Incident Book.  A parent is informed on the same day and signs the Incident Book to indicate that he/she has been informed.
· In cases of serious misbehaviour, such as racial or other abuse, we make clear immediately the unacceptability of the behaviour and attitudes, by means of explanations rather than personal blame.
· We do not shout or raise our voices in a threatening way to respond to children's behaviour.
· We handle children's unacceptable behaviour in ways which are appropriate to their ages and stages of development - for example by distraction, discussion or by withdrawing the child from the situation.
· We work in partnership with children's parents.  Parents are regularly informed about their children's behaviour by their key person.  We work with parents to address recurring unacceptable behaviour, using objective observation records to help us to understand the cause and to decide jointly how to respond appropriately.

Bullying
Bullying involves the persistent physical or verbal abuse of another child or children. We take bullying very seriously. 

If a child bullies another child or children:
· we intervene to stop the child harming the other child or children; 
· we explain to the child doing the bullying why her/his behaviour is inappropriate;
· we give reassurance to the child or children who have been bullied;
· we help the child who has done the bullying to say sorry for her/his actions;
· we make sure that children who bully receive praise when they display acceptable behaviour;
· we do not label children who bully;
· when children bully, we discuss what has happened with their parents and work out with them a plan for handling the child's behaviour; and
· when children have been bullied, we share what has happened with their parents, explaining that the child who did the bullying is being helped to adopt more acceptable ways of behaving. 
					

BRITISH VALUES IN EARLY YEARS POLICY
Statement of intent

Little Acorns believes that it is our duty to uphold fundamental British values of democracy, rule of law, individual liberty, mutual respect and tolerance for those with different faiths and beliefs. 

Aim

Little Acorns will cover these values putting into practice the ideas stated in our statutory guidance.
These areas are split into four parts:
Democracy – making decisions together
Rule of law – understanding rules matter as cited in Personal, Social and Emotional Development.
Individual liberty – freedom for all
Mutual respect and tolerance – treat others as you want to be treated

Methods

Democracy
As part of the focus on self-confidence and self-awareness as cited in Personal, Social and Emotional development staff at Little Acorns will encourage children to see their role in the bigger picture, encouraging children to know that their views count, value 5each other’s views and values and talk about their feelings, for example when they do or don’t need help. When appropriate we will demonstrate democracy in action, for example, children sharing views on what the theme of the role play area could be with a show of hands.
Little Acorns staff will support decisions that the children make and provide activities that involve turn taking, sharing and collaboration. Children will be given opportunities to develop enquiring minds in an atmosphere where questions are valued.

Rule of Law
As part of the focus on managing feelings and behaviour Little Acorns will ensure that children understand their own and others’ behaviour and its consequences, and learn to distinguish right from wrong.
We will collaborate with children to create the rules and codes of behaviour, for example, to agree the rules about tidying up and ensure that all the children understand rules apply to everyone.


Individual liberty
As part of the focus on self-confidence & self-awareness and people and communities as cited in Personal, Social and Emotional development and Understanding the World children should develop a positive sense of themselves. At Little Acorns we will provide opportunities for children to develop their self-knowledge, self-esteem and increase their confidence in their own abilities, for example through allowing children to take risks on obstacle courses, mixing colours, talking about their experiences and learning.
We will also encourage a range of experiences that allow children to explore the language of feelings and responsibility, reflect on their differences and understand we are free to have different opinions.

Mutual respect and tolerance
As part of the focus on people & communities, managing feelings & behaviour and making relationships as cited in Personal, Social and Emotional development and Understanding the World we at Little Acorns aim to create an ethos of inclusivity and tolerance where views, faiths, cultures and races are valued and children are engaged with the wider community.
Our children will acquire a tolerance and appreciation of and respect for their own and other cultures; know about similarities and differences between themselves and others and among families, faiths, communities, cultures and traditions and we will share and discuss practices, celebrations and experiences.
We will encourage and explain the importance of tolerant behaviours such as sharing and respecting other’s opinions.
We will promote diverse attitudes and challenge stereotypes, for example, sharing stories that reflect and value the diversity of children’s experiences and providing resources and activities that challenge gender, cultural and racial stereotyping.


BROADMOOR ALERT
If there is an escape from Broadmoor, the warning siren will sound and all schools within approximately seven miles of Broadmoor Hospital will be notified.

The warning siren is tested each Monday at 10. 00a.m for 2.5 minutes. After a break of 2 minutes the all clear siren is also sounded for a further 2.5 minutes.

Schools will stay open and operate as normally as possible.

If the emergency extends to the end of the school session (either morning or afternoon) no child will be allowed to leave the safety of the school premises unless collected by a parent or a responsible adult known personally to the staff or in exceptional circumstances, an adult known personally to the child who also knows the password.  


CAMERA, MOBILE PHONE & SOCIAL NETWORK POLICY
Acceptable Use of Mobile Phones & Camera Policy
It is our intention to provide an environment in which children, parents and staff are safe from images being recorded and inappropriately used.
Mobile Phones
Little Acorns Montessori allows staff to bring in personal mobile telephones for their own use.
Users bringing personal mobile telephones into Little Acorns Montessori must ensure there is no inappropriate or illegal content on the device.
All staff/students must ensure that their mobile telephones are left inside their bag throughout contact time with children. Staff bags should be placed in the cupboard/office unless requested by the Manager to move them to another appropriate location.
Mobile phone calls may only be taken during staff breaks or in staff members’ own time. If staff have a personal emergency they are free to use the setting’s phone or make a personal call from their mobile in the office.
If a member of staff is waiting for an emergency personal call then their phone may be left with the Manager who with permission will answer and then notify the member of staff.
Staff will need to ensure that the Manager has up to date contact information and that staff make their families, children’s schools etc., aware of emergency work telephone numbers. This is the responsibility of the individual staff member. 
All parent helpers will be requested to place their bag containing their phone in the cupboard and asked to take or receive any calls in the kitchen area.
It is the responsibility of all members of staff to be vigilant and report any concerns to the Manager and or Deputy Manager.
Concerns will be taken seriously, logged and investigated appropriately in line with our safe guarding policy.
Social Network
Staff must not post anything onto any social networking sites that could offend any other member of staff or parent using the nursery.
Staff cannot allow parents to view their page on social networking sites.

If any of the above points are not followed then the member of staff will face disciplinary action, which could result in dismissal.
Parents and Visitors /Workmen
In order to ensure the safety and welfare of children in our care, parents and visitors are kindly asked to refrain from using their mobile phones whist in the nursery or when collecting or dropping off their children.
Mobile phones are to be left in the kitchen. If it is necessary for visitors/workmen to have their mobile phones to implement their role effectively then they are to be supervised at all times.
Cameras
Photographs are taken for the purpose of recording a child or group of children participating in activities or celebrating their achievements and are an effective form or recording their progression in the Early Years Foundation Stage. They may also be used on our website and/or by the local press with permission from the parents.
However, it is essential that photographs are taken and stored appropriately to safeguard the children in our care.
Only the designated Little Acorns camera is to be used to take any photos within the setting or on outings.
Images taken on this camera must be deemed suitable without putting the child/children in any compromising positions that could cause embarrassment or distress.
All staff are responsible for the location of the camera; which should be placed locked in the cupboard or taken home by the Manager at the end of the day.
Images taken and stored on the camera will be printed on a password protected computer and then wiped from the memory immediately. No photographs are retained after the child leaves the setting.
Under no circumstances must cameras of any kind be taken into the toilet area without prior consultation with the Manager.
If photographs need to be taken in the toilet area i.e. photographs of the children washing their hands, then the Manager or Deputy Manager must be asked first and staff to be supervised whilst carrying out this kind of activity. At all times the camera must be placed in a prominent place where it can be seen.
Productions/Outings
Photographs maybe taken during productions/outings if permission has been granted by the Manager as occasionally there are restrictions for safety reasons. If permission is granted, then photographs are only for parental/carers personal use and must not be placed on any social network sites.
Failure to adhere to the contents of this policy will lead to disciplinary/safeguarding procedures being followed.


CHILD PROTECTION & SAFEGUARDING POLICY
Little Acorns has a duty to protect the children who attend the childcare provision from abuse and neglect at all times. The staff must always follow the guidelines according to the Local Authority Child Protection Procedure.
Our school wants to work with the children, parents and the community to ensure the safety of children and to give them the very best start in life.

Aims
Our aims are to:
create an environment in our school which encourages children to develop a positive self-image, regardless of race, language, religion, culture or home background;
help children to establish and sustain satisfying relationships within their families, with peers and with other adults;
encourage children to develop a sense of autonomy and independence;
enable children to have the self-confidence and the vocabulary to resist inappropriate approaches;
work with parents to build their understanding of and commitment to the welfare of all our children.

Liaison with other bodies
We work within the Area Children Boards Child Protection Procedure guidelines.
We have a copy of the Berkshire local Safeguarding Children Boards Child Protection Procedure hand book available for staff and parents to see.
We notify the registration authority (Ofsted) of any incident or accident and any changes in our arrangements which affect the well-being of children.
We have procedures for contacting the local authority on child protection issues.
If a report is to be made to the authorities, we act within the Area Child Protection guidance in deciding whether we must inform the child’s parents at the same time.

Methods
Staffing and volunteering
The named person who co-ordinates child protection issues at the Windsor Campus is Michelle Tuddenham.
The named person who co-ordinates child protection issues at the Priestwood Campus is Valerie Duffy.

We provide adequate and appropriate staffing resources to meet the needs of children.
Applicants for posts within the school are clearly informed of the need to carry out checks before posts can be confirmed. Where applications are rejected because of information that has been disclosed, applicants have the right to know and to challenge incorrect information.
We abide by Ofsted requirements in respect of references and police checks for staff and volunteers to ensure that no disqualified person works at the school or has access to the children.
We abide by the Protection of Children Act requirements in respect of any person who is dismissed from our employment, or resigns in circumstances that would otherwise have led to dismissal for reasons of child protection concern.
We have procedures for recording the details of visitors to the school.
We take security steps to ensure that we have control over who comes into the school so that no unauthorised person has unsupervised access to the children.

Disciplinary Action
Where a member of staff or volunteer is dismissed from the school or internally disciplined because of misconduct relating to a child, we notify the Department of Child Health administrators so that the name may be included on the List for the Protection of Children and Vulnerable Adults.

Training
The designated person will ensure that all staff is aware of the Child Protection Procedures as outlined in the “Statutory Framework for the Early Years Foundation Stage” 2017.
We seek out training opportunities for all adults involved in the school to ensure that they are able to recognise the signs and symptoms of possible physical, emotional, sexual abuse and neglect. We also ensure that all staff are made aware of the procedures for reporting and recording their concerns in the school.
Little Acorns will ensure that all staff receive appropriate training.  

Planning
The layout of the room allows for constant supervision. Where children need to spend time away from the rest of the group the door is left ajar.

Curriculum
We introduce key elements of child protection into our foundation stage curriculum, so that children can develop understanding of why and how to keep safe.
We create within the school a culture of value and respect for the individual.
We ensure that this is carried out in a way that is appropriate for the ages and stages of our children.

Mobile Phones
Mobile phones may be used in settings, as long as their use is appropriate. The use of a mobile phone will not detract from the quality of supervision and care of children. Mobile phones have a place in settings, especially those without a landline or if the landline is unpredictable. They can often be the only means of contact and helpful in ensuring children are kept safe. The safety of children in childcare provision is paramount. Casual use of mobile phones is not appropriate when caring for children and staff are made aware of this.

Complaints
We ensure that all parents know how to complain about staff or a volunteer action within the school. See ‘Complaints Procedure’.
We follow the guidance as issued by Bracknell Forest Borough Council when investigating any complaint that a member of staff or volunteer has abused a child.
We also follow the procedures as stated in,’ What to do if you’re worried a child is being abused’. D.H et al, 2003.

Disclosures
Where a child makes a disclosure to a member of staff, that member of staff will immediately talk to Michelle Tuddenham or Valerie Duffy.
Michelle Tuddenham will first collate information and then contact;
	MASH (Multi-agency Safeguarding Hub) – 01344-352005
	Emergency Duty Team                            – 01344-786543
A record will be made of:
	The child’s name;
The child’s address;
The age of the child;
The date and time of the observation or disclosure;
An objective record of the observation or disclosure;
The exact words spoken by the child;
The name of the person to whom the concern was reported, with date and time;
The names of any other person present at the time 

These records are signed and dated and kept in a separate confidential file. All members of staff know the procedures for recording and reporting.

Michelle Tuddenham and Val Duffy will ensure that in the event of either of them being absent all managers will be familiar with the procedure they must follow and all other staff will know who to talk to if a problem occurs.

Informing Parents
Parents are normally the first point of contact. If suspicion of abuse is recorded, parents are informed at the same time as the report, except where the guidance does not allow for this. In these cases, a parent is the likely abuser. Here the investigating officers will inform the parents.

Confidentiality
All suspicions and investigations are kept confidential and shared only with those who need to know. Any information is shared under the guidance of the Berkshire Children Boards.

Support to families
The school takes every step in its power to build up trusting and supportive relations among families, staff and volunteers in the group. The school continues to welcome the child and the family whilst investigations are being made in relation to abuse in the home situation.
With the proviso that the care and safety of the child is paramount, we do all in our power to support and work with the child’s family.
	
Little Acorns Child Protection Statement

Michelle Tuddenham or manager on the day is the designated person responsible for child protection at Little Acorns Windsor Campus.

Val Duffy or manager on the day is the designated person responsible for child protection at Little Acorns Priestwood Campus.

All staff at Little Acorns are committed to the protection of children within their care.

Parent’s attention will be drawn to our Child Protection policy and procedure during the registration period and a copy will be made available.

Staff will record any child entering the school who has any prior injuries in the incident book which parents will be asked to sign.

Staff will follow the Child Protection procedures as laid down in the guidance and in accordance with the ‘What to do if you’re worried a child is being abused’ summary, (flow chart displayed on notice board).

It is the responsibility of all staff to report any concerns or worries they may have to Michelle Tuddenham, Val Duffy or Manager.

Worries and concerns will be discussed with parents except in the case of Sexual abuse or where it could put the child or other person at risk, or evidence being lost or destroyed.

Confidentiality and a regard to the Data Protection act will be adhered to at all times.

In the event of an allegation against a staff member the Berkshire LOCAL Safeguarding Children Boards Child Protection Procedure will be followed and OFSTED will also be informed.	


Useful telephone numbers

MASH (Multi-agency Safeguarding Hub) Mon – Fri 9am -5pm
Reading				01189 937 3641
Slough				01753 690 450
West Berkshire                                 01189 088 002
Bracknell Forest			01344 352 005
Wokingham				01189 088 002
Windsor & Maidenhead		01628 683 150
Pan-Berkshire out of hours
Duty team (7 days a week, 5pm- 9am)
Thames Valley Police		01344 786 543
Child line				0800 1111


BRUISING PROTOCOL FOR IMMOBILE INFANTS
Bruising in infants is rare and must always result in an immediate consultation with Children’s Social Care.
As far as possible Little Acorns will include parents or carers in the decision-making process, unless doing so would jeopardise information gathering (e.g. information could be destroyed) or if it would pose a further risk to the child.

The following Bruising Protocol will always be followed in these situations:
[image: img003]





COMPLAINTS PROCEDURE
Statement of intent
Little Acorns believes that children and parents are entitled to expect courtesy and prompt, careful attention to their needs and wishes. We welcome suggestions on how to improve our school and will give prompt and serious attention to any concerns about the running of the school. We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member of staff. If this does not achieve the desired result, we have a set of procedures for dealing with concerns.

Aim
We aim to bring all concerns about the running of our school to a satisfactory conclusion for all of the parties involved.
Methods
To achieve this, we operate the following complaints procedure.

How to complain
Stage 1
	
· Any parent who is uneasy about an aspect of the school's provision talks over, first of all, his/her worries and anxieties with Val Duffy or Michelle Tuddenham. 

Stage 2
	
· If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to Stage 2 of the procedure by putting the concerns or complaint in writing to Val Duffy or Michelle Tuddenham. 
· Most complaints should be able to be resolved informally at Stage1 or at Stage2.

Stage 3

· The parent requests a meeting with Val Duffy and Michelle Tuddenham. Both the parent and the school should have a friend or partner present if required. An agreed written record of the discussion is made. All of the parties present at the meeting sign the record and receive a copy of it.
· This signed record signifies that the procedure has concluded.

Stage 4
	
· If at the Stage 3 meeting the parent and school cannot reach agreement, an external mediator is invited to help to settle the complaint. This person should be acceptable to both parties, listen to both sides and offer advice.  A mediator has no legal powers but can help to define the problem, review the action so far and suggest further ways in which it might be resolved.
· Staff or volunteers within the Pre-school Learning Alliance are appropriate persons to be invited to act as mediators.
· The mediator keeps all discussion confidential. S/he can hold separate meetings with the school personnel and the parent, if this is decided to be helpful. The mediator keeps an agreed written record of any meetings that are held and of any advice s/he gives.

Stage 5 
	
· When the mediator has concluded her/his investigations, a final meeting between the parent, the school leader and the owner/chair of the management committee is held. The purpose of this meeting is to reach a decision on the action to be taken to deal with the complaint. The mediator's advice is used to reach this conclusion. The mediator is present at the meeting if all parties think this will help a decision to be reached.  
· A record of this meeting, including the decision on the action to be taken, is made.  Everyone present at the meeting signs the record and receives a copy of it.  This signed record signifies that the procedure has concluded.

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Area Child Protection Committee.

Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where there seems to be a possible breach of our registration requirements, it is essential to involve Ofsted as the registering and inspection body with a duty to ensure the National Standards for Day Care are adhered to. 

The address and telephone number of our Ofsted regional centre are: 
Ofsted Piccadilly Gate, Store Street, Manchester. M1 2WD
Telephone: 0300 123 1231

These details are displayed on our pre-school's notice board.
If a child appears to be at risk, our pre-school follows the procedures of the Area Child Protection Committee in our local authority.

In these cases, both the parent and pre-school are informed and the pre-school leader works with Ofsted or the Local safeguarding children’s board to ensure a proper investigation of the complaint followed by appropriate action.

Records
A record of complaints against our pre-school and/or the children and/or the adults working in our pre-school is kept, including the date, the circumstances of the complaint and how the complaint was managed for at least three years.


CONFIDENTIALITY POLICY
Statement of intent 
It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality school care and education.

Aim 
We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.

Methods
To ensure that all those using - and working in - the school can do so with confidence, we respect confidentiality in the following ways.

· Parents have ready access to the files and records of their own children but do not have access to information about any other child.
· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs.  Staff induction includes an awareness of the importance of confidentiality in the role of the key person.
· Any concerns/evidence relating to a child's personal safety are kept in a secure, confidential file and are shared with as few people as possible on a "need-to-know" basis. 
· Personal information about children, families and staff is kept securely in a lockable file whilst remaining as accessible as possible.
· Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.
· Students on Pre-school Learning Alliance or other recognised qualifications and training, when they are observing in the pre-school, are advised of our confidentiality policy and required to respect it.
· Some parents may share information about themselves with other parents as well as staff; the setting cannot be held responsible if information is shared beyond those parents whom the person has ‘confided’ in.
· We inform parents when we need to record confidential information beyond the general personal information we keep (see our Children's Records Policy) - for example with regard to any injuries, concerns or changes in relation to the child or the family, any discussions with parents on sensitive matters, any records we are obliged to keep regarding action taken in respect of child protection and any contact and correspondence with external agencies in relation to their child.
· We keep all records securely 

All the undertakings above are subject to the paramount commitment of the pre-school, which is to the safety and well-being of the child.  Please see also our policy on child protection.


CURRICULUM POLICY
There are seven areas of learning and development that shape educational programmes in early years settings. All areas of learning and development are important and inter-connected. Three areas are particularly crucial for igniting children’s curiosity and enthusiasm for learning, and for building their capacity to learn, form relationships and thrive. These three areas; the prime areas are: -
· Communication and Language
· Physical Development
· Personal, Social and Emotional Development

We support children in four specific areas, through which the three prime areas are strengthened and applied. These specific areas are: -
· Literacy
· Mathematics
· Understanding the World
· Expressive Arts and Design

We also promote Montessori methodology. (See prospectus)

We provide a child orientated environment where the children learn through discovery.

Children are free to choose their activities and learn to make predictions and decisions.

The teacher’s role is to;
· Understand the children’s abilities and observe the children
· Plan the curriculum to meet the needs and abilities of the children
· Introduce language and support positive learning and to initiate new ideas and concepts
	
Aims of the nursery curriculum

1. To provide quality learning experiences for all the children. Learning which is structured, balanced, relevant to the child and related to the real world.
2. To provide a curriculum that takes account of and responds to, the children’s developmental needs and allows them to make progress related to their differing abilities. “What the child can do” will be our starting point.
3. To ensure the children have positive experiences of success at their own level now, in order to give them motivation and confidence for learning in the future.
4. To provide a curriculum that promotes the Foundation stage as identified in the “Statutory Framework”.
5.  To provide a curriculum this provides equal learning and development opportunities for all children within the school.
6. To create a partnership with all parents to support and enhance the development of the children.


Curriculum Policy for Communication and Language

Aim
To develop, extend and enrich the skills of communication that the child has, in order to enable the child to function effectively as a member of society.
Communication and language development involves giving children opportunities to experience a rich language environment; to develop their confidence and skills in expressing themselves; and to speak and listen in a range of situations.
Communication and language permeate all areas of the nursery. The nursery as a whole is organised in order to promote and enhance development in communicating, speaking and listening and to promote positive images and role models for the children.
Learning will be achieved via a mixture of adult directed and structured free play activities, delivered through cross-curricular activities and topic based themes.

Objectives
To provide a stimulating environment in which communication and language skills can be nurtured and developed. To provide visual, auditory and tactile experiences which will provide stimuli for all children.

Talking:
The programme of activities will provide opportunity for the children to use, explore, and develop skills in verbal communication.

The activities will support the children in forming relationships with both peers and adults in their ability to interact with others, and in the expression of thoughts and feelings. The children will experience the spoken word as a means of conveying information, sharing and receiving of ideas, and as a means of gaining insight into the world of imagination.

Listening:
To provide the children with opportunities to develop skills in listening in order to be able to process information, interact with others and begin to share in other’s feelings and thoughts. 

The activities will help the children to develop imagination and aesthetic awareness, and to develop the ability to respond to their own experiences and those of others.


Operating Policy
The nursery will be organised in order to facilitate the development of the following areas of language:
			Talking
			Listening
			
A programme of activities based upon structured free play and staff directed work will be implemented and there will be opportunity for the children to communicate with peers, nursery staff, other adults and visitors to the nursery. 

The children will also experience the use of gesture and expression as a means of conveying information. Where appropriate, the nursery staff will support children in developing alternative strategies (such as Makaton signing) as a means of communication.

For children whose first language is not English, the nursery will offer support and show respect for the home language and culture of the child through the use of labels, books, pictures and other equipment which reflects and values their home language and culture. If possible parents will be encouraged to come into the nursery to share their knowledge with children and staff, and offer support to the bilingual learner.

Where there are already significant delays in the development of language when a child starts nursery (as noted by parents, health visitor, doctor, etc.) or where a child does not appear to be making progress (as noted by staff and parents) then the nursery will consult with outside agencies such as speech therapists or the educational psychologist in order to ensure that the child receives the support that he/she needs.

Equipment will be carefully selected to represent the nursery’s commitment to equal opportunity and will provide positive images for all the children.	

Curriculum Policy for Physical Development

Aim	
To provide opportunities for young children to be active and interactive; and to develop their co-ordination, control and movement. They must be enabled to develop an understanding of the importance of physical activity and making healthy choices in relation to food.


Objectives
To provide a balanced programme of activities to support the physical development and well-being of the children.
To provide sufficient space (indoors and outdoors), time and resources to allow effective physical development.
To provide time, opportunity and support for children with motor impairments or physical disabilities to develop their physical skills.  If appropriate this will include working with outside agencies such as physiotherapists.

Operating Policy
The activities will include such areas as hygiene, healthy eating and exercise. These activities will permeate all areas of the nursery curriculum.

Confidence, self-responsibility, enjoyment and enthusiasm will be developed through structured free play and adult directed activities with the emphasis on supporting individual progression. 

Provision will be made for the children to manipulate large and small pieces of equipment in order to develop both fine and gross motor control.

They will be encouraged to respond physically to verbal, auditory and visual stimuli such as music, stories, pictures, etc.

The equipment will be organised in order to develop an awareness of issues of health and safety and the children will be encouraged to think about and discuss such aspects.

Skills of co-operation turn taking and team building will be developed throughout the curriculum with adult support provided where appropriate.

Programme of Work
Programmes of work will be based upon a mixture of general and topic activities. The children may participate in such activities as an individual or as part of a group and in free play or adult directed situations.


Curriculum Policy for Personal, Social and Emotional Development

Aim
To promote and develop a positive sense of themselves, and others; to form positive relationships and develop respect for others; to develop social skills and learn how to manage their feelings; to understand appropriate behaviour in groups; and to have confidence in their own abilities.


Objectives
To provide the children with opportunities to observe, interact and learn about each other’s lives through a balanced programme of activities.


Operating Policy
When the child starts nursery, staff will work in partnership with parents in order to find out about the child’s experiences, culture and home background. A profile of each child will be built up, using information supplied by parents as the starting point.

The child will be supported in developing self-esteem, through shared experiences and by being given opportunities to learn about the lives of others around them.
There will be opportunity to participate in local and wider community visits, thus developing individual and communal responsibility.

Awareness of the national and global environment will be developed through the use of visitors to the nursery (parents, grandparents, workers, etc.), artefacts, books, photographs and information technology.

The children will be provided with experiences which:
· promote the development of independence, confidence and self-respect
· promote the development of responsibility for their own learning
· enable them to concentrate and persevere in their learning and seek help when necessary
· support them in making decisions
· enable them to resolve conflict through negotiation
· help them to form effective social relationships with other children and adults
· help them to take turns and share
· help them express their feelings
· provide opportunities to express their opinions, and to consider and respect those of others
· help them develop an understanding of right and wrong
· promote the development of equal opportunities and respect for people of 	other cultures and beliefs
· enable them to succeed
	
In providing such experiences the adults in the nursery will:
· be aware of the role models which they themselves provide for the children
· value the home lifestyle, culture and circumstances pertaining to the individual child
· share an agreed view about the nursery ethos
· encourage parents and other community members to share in the life of the nursery
	
	
Curriculum Policy for Literacy

Aim
We aim to promote and develop children’s ability to link sounds to letters and begin to read and write. Children will be given access to a wide range of reading materials including books, poems and other written materials to ignite their interest.


Objectives

Reading:
To foster an enjoyment of books within the children.
The activities will enable the children to develop skills in using books as a means of gathering information, and as a means of gaining and sharing pleasure.

Writing:
To provide opportunity for children to explore and develop skills in using writing as a means of communication.
The children will experience the use of writing as a means of conveying information, expressing their thoughts, ideas and feelings, and as a means of recording and ordering facts and information.

The programme of activities will help the children to develop an awareness of how language is constructed and the children will be encouraged to listen to and form sounds and letters.



Curriculum Policy for Mathematics

Aim
To foster enthusiasm, confidence and the development of knowledge in exploring, using and applying a broad range of mathematical concepts. To provide opportunities to develop and improve their skills in counting, understanding and using numbers, calculating simple addition and subtraction problems; and to describe shapes, spaces and measures.

Objectives
To provide all children with broad and varied experience in which problem solving, reasoning and numeracy skills and concepts can be created, supported and nurtured.




Operating Policy
The children will have an opportunity to observe peers and adults using and applying mathematical skills and concepts in everyday situations and in nursery based activities. Math’s is not seen as a separate area but rather as part of the whole curriculum and potential for developing mathematical awareness is built into all the activities provided by the nursery.

The children will have the opportunity to explore the properties of a wide range of materials in a range of contexts which will include much free play experience with and without adult input, and experience of real life situations such as shopping, cooking, sharing etc.

Confidence and enthusiasm will be supported through sensitive adult input which will provide for open ended questioning and the development of mathematical thinking and language.


Programme of Work
Learning will be achieved via a mixture of subject, cross-curricular and topic based activities. The curriculum will be delivered through both adult led and structured free play activities.
The activities will include opportunity for topic based and general activities these will encourage the children to explore, investigate and question.
Activities will involve the use of both natural and made material, selected to support the children’s learning.  The activities will be of a free play or teacher directed nature, and will be based upon structured play.
Where play is properly structured, and there is sensitive intervention and language input from adults, the child can gain knowledge of mathematical concepts and language in an incidental manner.
The children need many experiences of sorting, matching and comparing a wide variety of objects and materials in order that they can begin to count systematically and understand the true meaning of number. There are certain concepts that the child needs to understand, and in planning nursery activities we aim to provide the children with practical experience to enable the development of this understanding.

In planning these activities, we are very much aware that each child is an individual and that not all children will grasp concepts and ideas at the same rate or level. It is of utmost importance that the child is allowed to explore and experiment before being given more structured activities - ideally there will be four stages of development in the mathematical experience of the children: -
· Children should be allowed to play with as many activities and materials as possible without adult intervention.
· Children play with materials that have been deliberately provided by the adult in order to encourage the acquisition of certain concepts, but still without adult intervention.
· Children play with materials of their own choice with the active involvement with materials selected, guided and led by the adult.


Curriculum Policy for Understanding the World

Aim
To enable the children to develop the knowledge, skills and understanding they need to make sense of their physical world and their communities through opportunities to explore, observe and find out about people, places, technology and the environment.

Objectives
To provide the children with first-hand experiences that encourages observation, exploration, prediction, problem solving, critical thinking, decision making and discussion.
To provide a range of indoor and outdoor activities that stimulates children’s curiosity and interest.
To provide opportunities for children to become aware of the similarities and differences between themselves and other people and to understand that all people deserve to be treated with respect.
To provide support in helping children communicate and record their observations and predictions orally and in other ways (e.g. drawings or models).
To find out about and identify the uses of everyday technology and use programmable toys to support their learning.


Operating Policy
The curriculum will be implemented in order that the children have opportunity for practical investigation with a wide range of equipment and tools, in structured free play, individual, group and adult directed situations.

The children will be encouraged to question, hypothesis, predict and observe, and to form opinions based upon their experiences.


Programme of Work
The programme of work will take the form of a mixture of topic based and general activities. The children will be able to explore properties of materials and tools in an open-ended manner.  Parental and community links will be developed to further support learning and to allow them to begin to know about their own cultures and beliefs and those of other people.


Curriculum Policy for Expressive Arts and Design

Aim
To enable the children to express their ideas and feelings and to promote the development of the imagination, curiosity, exploration and play. To enable children to explore and play with a wide range of media and materials, as well as providing opportunities and encouragement for sharing their thoughts, ideas and feelings through a variety of activities in art, music, movement, dance, role play and design and technology.

Objectives
To provide a stimulating environment and to value originality, creativity and expressiveness.
To provide a wide range of activities that children can respond to by using their senses, developing ideas and expressing those ideas in a wide variety of way.
To use resources from a variety of cultures to stimulate different ways of thinking.
To accommodate children’s cultural or religious beliefs relating to forms of art or methods of representation.
To provide children with sensory impairment with opportunities to experience and respond to different stimuli (e.g. sounds, objects) in a variety of ways.
The children will have opportunity to explore a wide range of materials and media which will enable them to begin to appreciate and understand the many different forms and purposes that creative activity covers.



Operating Policy
Programme of work will be planned for each area of creative development, including exploration of colour, texture, shape, form and space in two or three dimensions.

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

They will be encouraged to explore freely by themselves, with peers, and with sensitive adult input, in order to extend the knowledge and skills required to make informed choices and develop personal interpretation.

They will be encouraged to use their imagination in art and design, music, imaginative play and role-play and stories.

Programme of Work
The programmes of work will be based upon a mixture of general and topic activities. These will be planned to ensure a broad and varied experience is provided for the children.

The children will have opportunity to explore in an open-ended manner the properties of a wide range of materials/media. The staff will bear in mind that it is the process, and not the end product, which aids creative development.



DEVELOPMENTAL MOVEMENT PLAY POLICY
Statement of intent
Developmental movement play (DMP) is about helping young children to build & make use of their felt sense of themselves and the world they live in – the foundation for everything they will be and do on their future lives.

Little Acorns has a commitment to DMP and the principles it recognising that all practice has to follow the Early Years Foundation Stage (EYFS). 

Aim
Staff have been trained by JABADAO in the principles of DMP
A movement play area will be available to all the children
Resources will be varied to ensure that all 5 areas of DMP are covered.
Trained staff will actively encourage all staff to make use of the DMP area to link in to the EYFS

For example;

EYFS, Positive relationships, respecting each other


Method

DMP shows why adult respect for children must include a respect for the movement behaviours which can be so readily labelled “silly”. It also helps children to develop physical & emotional respect for each other.

Information about DMP and the approach of JABADAO will be readily available o parents and staff at all times, and trained staff will be able to answer questions or find answers when necessary


DRUGS & ALCOHOL POLICY
Our setting has a policy that no alcohol is to be consumed on the premises.
Staff are not permitted to consume alcohol during their contracted hours of work or to care for the children if they have consumed alcohol prior to commencing work.
The same applies to all drugs other than those prescribed by a doctor and considered appropriate for intake while working with children.
Staff will ensure that all drugs are stored correctly.
Staff will promote positive role models in health and safety practices in relation to alcohol and drugs.
Should a member of staff be found under the influence of alcohol or drugs of any illegal form before or during the opening hours, they will be immediately asked to leave the premises and told to return home. Thereafter the normal disciplinary procedures will begin.
This will ensure that staff are able to respond appropriately to children at all times.

We also have a pre-school collection policy for a parent/carer under the influence of alcohol or drugs. The following guidelines will apply:
We will manage the incident tactfully to ensure that the professional relationship with the family is maintained.
If a senior staff member has any concerns regarding the child’s welfare, we would endeavour to speak to the parent/carer about their child’s needs.
We will ensure that there are two staff present when speaking to a parent so that staff should not jeopardise their own safety or others in these situations.
In the event that the parent/carer arrives at the pre-school under the influence of alcohol or drugs, we will ask that someone comes with the parent/ carer to take responsibility of the child before a member of staff gives up his/her responsibility of the child.
If no responsible adult comes with the parent, we will contact someone from the ‘Who can collect’ form.
A full written report will be made of the incident.

Your child’s safety is our main concern and as such this will determine the course of action taken.


‘e’ SAFETY  POLICY 
Statement of intent

Little Acorns recognises its duty to ensure that children are protected from potential harm. All staff have a shared responsibility to ensure that children are able to use the internet and related technologies appropriately and safely as part of the wider duty of care to which all adults working with children are bound.
Internet abuse is any type of abuse that happens on the web, whether through social networks, playing online games or using mobile phones, such as cyberbullying, grooming, sexual abuse, sexual exploitation, exposure to pornographic images or emotional abuse.
Aim

Little Acorns aims to ensure that children stay safe and secure when using the internet and/or related technologies by:
 
· Raising awareness amongst staff and parents/carers of the potential risks associated with online technologies, whilst also highlighting the many educational and social benefits
· To provide safeguards and rules for acceptable use to guide all users in their online experiences
· To ensure adults are clear about procedures for misuse of any technologies both within and beyond Little Acorns.

Methods

The use of the internet and related technologies enables Little Acorns not only to communicate with parents and carers but also to have access to a wealth of resources and support.
Little Acorns uses tablets, iPads, educational apps and games to enhance the learning experience of children and as an online tool for staff to track and share achievement with parents/carers

Procedure

· The named person with overall responsibility for ‘e’ safety is Val Duffy, they are required to keep themselves up to date with legislation and research and to ensure that all staff have relevant training and support in order to maintain the security of the network and safeguard children. 
· Little Acorns ICT infrastructure/system is secure and not open to misuse or malicious attack. 
· Anti-virus software is installed and maintained on all setting machines and portable devices. 
· Filtering is applied and updated on a regular basis. The member of staff with the responsibility for ‘e’ safety will allow or block access to sites and manage user internet access. The Designated Person for Safeguarding will monitor this. 
· Age appropriate content filtering is in place across the setting, ensuring that staff and children receive different levels of filtered internet access in line with user requirements.
· Any changes to filtering levels are documented and include the reason for the requested change, the date and name of staff member concerned.
· Any problems or faults relating to filtering are reported to Designated Person for Safeguarding and to the broadband provider immediately and recorded on the ‘e’ Safety Incident Log.
· Users may only access Little Acorns network through a rigorously enforced password protection policy, in which passwords are regularly changed. Staff should keep their passwords confidential and not allow unauthorised access to equipment.  
· The use of the setting’s network is regularly monitored in order that any deliberate or accidental misuse can be reported to the ‘e’ safety lead and Designated Person for Safeguarding. 
· Personal staff mobile phones or devices (e.g. iPad or iPhone) will not be used for any apps which record and store children’s personal details, attainment or photographs. Only Little Acorns issued devices will be used for such activities, ensuring that such devices are used appropriately and encrypted.  If such devices are taken off site, this is done with prior agreement with Val Duffy and reasons for this recorded.
· Children’s data will be stored securely.
· The setting provides all staff with access to a professional email account to use for all work related business, including communication with parents and carers. This allows for email content to be monitored and protects staff from the risk of allegations, malicious emails or inappropriate contact with children and their families. 

Social Networking

Little Acorns recognises that social networking sites (e.g. Facebook and Twitter) can be a useful advertising tool and an effective way of engaging with parents/carers. Due to the public nature of social networking and the inability to keep content truly private, great care will be taken in the management and use of such sites

· Identifiable images of children will not be used on social networking sites. 
· To maintain professionalism, staff should not link their personal social networking accounts to the setting’s page. 
· Privacy settings will be set to maximum and checked regularly. 

Children’s Use: 

Internet and related technology use will be supervised by an adult at all times and any games or apps used must be from a pre-approved selection checked and agreed by the Manager and Safeguarding Officer.
· Online searching and installing/downloading of new programmes and applications is restricted to authorised staff members only. Children will not be allowed to search or install anything on a setting device. 
· Parental controls are established on all internet enabled devices that children have access to, blocking or preventing access to any harmful, illegal or inappropriate content. 




Parents/Carers

Little Acorns will offer support to parents/carers to enable them to provide a safe ‘e’ environment at home. This will include signposting to web sites such as NSPCC and CEOP.

Conduct

All staff working at Little Acorns are expected to maintain high standards of conduct and behaviour both within and outside of their professional responsibilities. Their roles and responsibilities which require them to work with children, young people and their families, some of whom may be vulnerable or at risk, carries a duty of care and places staff in a position of power and trust. For this reason, staff should carefully consider their personal use of social networking sites and review not only the level of private information that they share online but also the suitability of any content in respect of their professional role. All communications should acknowledge and maintain respectful professional boundaries and be transparent and open to scrutiny. 
Any situations where a staff member feels they, or a user, may have compromised their professionalism should be reported to Val Duffy immediately.
In the event that it is suspected that a member of staff has misused social networking in an abusive or illegal manner, a report must be made to Val Duffy, Little Acorn’s Safeguarding Officer and Little Acorns Safeguarding and Staff Conduct Policies and Procedures followed. 
If proven, any inappropriate behaviour by a member of staff will be the subject of a disciplinary process and, if necessary, a criminal investigation which could result in the individual being barred from working with children and young people.


EMERGENCY EVACUATION & FIRE SAFETY POLICY
Statement of intent
Little Acorns believes that the health and safety of children is of paramount importance.  We make our school a safe and healthy place for children, parents, staff and volunteers.  

Aim
We ensure our premises present no risk of fire by ensuring the highest possible standard of fire precautions. The persons in charge and staff are familiar with the current legal requirements. Where necessary we seek the advice of a competent person, such as our Fire Officer, or Fire Safety Consultant.

Methods
Our emergency evacuation procedures are approved by the Fire Safety Officer and are:

· displayed on the premises
· explained to new members of staff, volunteers and students
· practised regularly at least once every six weeks
· records are kept of fire drills and the servicing of fire safety equipment

Procedure for Practise Drill

Practise drills include:
· Children being familiar with the sound of the fire alarm
· Children and staff knowing where the fire exits and assembly points are
· Children being led from the building to the assembly point
· Children and staff being accounted for
· Time taken to get the children out safely
· Who calls the emergency services and when in the event of a real fire.
· How parents are contacted


The fire record book contains:
· Date and time of drill
· How long it took
· Whether there were any problems that delayed evacuation
· Any further action taken to improve the drill procedure.  


EQUALITY & DIVERSITY POLICY
Statement of intent
Little Acorns is committed to providing equality of opportunity and anti-discriminatory practice for all children and families.

Aim
We aim to:	
· provide a secure environment in which all our children can flourish and in which all contributions are valued;
· include and value the contribution of all families to our understanding of equality and diversity;
· provide positive non-stereotyping information about different ethnic groups and people with disabilities;
· improve our knowledge and understanding of issues of equality and diversity; and
· make inclusion a thread which runs through all of the activities of the pre-school.

The legal framework for this policy is:
· Race Relations Act 1976;
· Race Relations Amendment Act 2000;
· Sex Discrimination Act 1975;
· Sex Discrimination and the Equality Act 2010
· Children Act 1989; and
· Special Educational Needs and Disability Act 2001.

Methods
Admissions
Little Acorns is open to all members of the community.	
· We advertise our service widely.
· We reflect the diversity of members of our society in our publicity and promotional materials.
· We provide information in clear, concise language, whether in spoken or written form.
· We provide information in as many languages as possible.
· We base our admissions policy on a fair system.
· We do not discriminate against a child with a disability or refuse a child entry to our pre-school because of any disability.
· We ensure that all parents are made aware of our equal opportunities policy.
· We develop an action plan to ensure that people with disabilities can participate successfully in the services offered by the pre-school and in the curriculum offered.

Employment
· Posts are advertised and all applicants are judged against explicit and fair criteria. 
· The applicant who best meets the criteria is offered the post, subject to references and vetting and barring checks. This ensures fairness in the selection process.   All job descriptions include a commitment to equality and diversity as part of their specifications.
· We monitor our application process to ensure that it is fair and accessible.

Training	
· We seek out training opportunities for staff and volunteers to enable them to develop practices which enable all children to flourish. 
· We review our practices to ensure that we are fully implementing our policy for equality and diversity.

Curriculum
The curriculum offered in Little Acorns encourages children to develop positive attitudes to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.

We do this by:	
· making children feel valued and good about themselves;
· ensuring that children have equality of access to learning;
· reflecting the widest possible range of communities in the choice of resources;
· avoiding stereotypes or derogatory images in the selection of materials;
· celebrating a wide range of festivals;
· creating an environment of mutual respect and tolerance;
· helping children to understand that discriminatory behaviour and remarks are unacceptable;
· ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities; and
· ensuring that children whose first language is not English have full access to the curriculum and are supported in their learning.

Valuing Diversity in Families	
· We welcome the diversity of family life and work with all families.
· We encourage children to contribute stories of their everyday life into the pre-school.
· We encourage parents/carers to take part in the life of the pre-school and to contribute fully.
· For families who have a first language other than English, we value the contribution their culture and language offer.


Food
· We work in partnership with parents to ensure that the medical, cultural and dietary needs of children are met.
· We help children to learn about a range of food, cultural approaches to mealtimes and eating and to respect the differences among them.




EQUIPMENT & RESOURCE POLICY
Statement of intent
We believe that high quality care and education is promoted by providing children with safe, clean, attractive, age and stage appropriate resources, toys and equipment. 

Aim
We aim to provide children with resources and equipment which help to consolidate and extend their knowledge, skills, interests and aptitudes.

Methods
In order to achieve this aim:
	
· we provide play equipment and resources which are safe and - where applicable -  conform to the BSEN safety standards or Toys (Safety) Regulation (1995);
· we provide a sufficient quantity of equipment and resources for the number of children;
· we provide resources which promote all areas of children's learning and development, which may be child- or adult-led;
· we select books, equipment and resources which promote positive images of people of all races, cultures and abilities, are non-discriminatory and avoid racial and gender stereotyping;
· we provide play equipment and resources which promote continuity and progression, provide sufficient challenge and meet the needs and interests of all children;
· we provide made, natural and recycled materials which are clean, in good condition and safe for the children to use;
· we provide furniture which is suitable for children and furniture which is suitable for adults;
· we store and display resources and equipment where children can independently choose and select them;
· we check all resources and equipment regularly as they are set out at the beginning of each session and put away at the end of each session. We repair and clean, or replace any unsafe, worn out, dirty or damaged equipment;
· we keep an inventory of resources and equipment.  This will record the date on which each item was purchased and the price paid for it; we use the inventory to-review the balance of resources and equipment so that they can support a range of activities across all areas of play, learning and development; and record the dates and results of checking the resources and equipment;
· we provide adequate insurance cover for the pre-school's resources and equipment;
· we use the local library and toy library to introduce new books and a variety of resources to support children's interests; and
· we plan the provision of activities and appropriate resources so that a balance of familiar equipment and resources and new exciting challenges is offered. 

FOOD HYGIENE POLICY
(Including the procedure for reporting food poisoning)
Statement of intent
We provide and/or serve food for children on the following basis
Snacks.
Packed lunches.

We maintain the highest possible food hygiene standards with regard to the purchase, storage, preparation and serving of food.
We are registered as a food provider with the local authority Environmental Health Department.Methods
 The person in charge and the person responsible for food preparation understands the principles of Hazard Analysis and Critical Control Point (HACCP) as it applies to their business. 

This is set out in
Safer Food, Better Business (Food Standards Agency 2011). The basis for this is risk assessment of the purchase, storage, preparation and serving of food to prevent growth of bacteria and food contamination.
All staff follow the guidelines of Safer Food, Better Business.
At least 2 members of staff involved in the preparation and handling of food have received training in food hygiene.
The person responsible for food preparation and serving carries out daily opening and closing checks on the kitchen to ensure standards are met consistently. (See Safer Food, Better Business.)
We use reliable suppliers for the food we purchase.
Food is stored at correct temperatures and is checked to ensure it is in-date and not subject to contamination by pests, rodents or mould.
Packed lunches are stored in a cool place; un-refrigerated food is served to children within 4 hours of preparation at home.
Food preparation areas are cleaned before use as well as after use.
There are separate facilities for hand-washing and for washing up.
All surfaces are clean and non-porous.
All utensils, crockery etc. are clean and stored appropriately.
Waste food is disposed of daily.
Cleaning materials and other dangerous materials are stored out of children's reach.
Children do not have unsupervised access to the kitchen.

When children take part in cooking activities, they:
are supervised at all times;
understand the importance of hand washing and simple hygiene rules;
are kept away from hot surfaces and hot water; and
do not have unsupervised access to electrical equipment, such as blenders etc.
Reporting of food poisoning
Food poisoning can occur for a number of reasons; not all cases of sickness or diarrhoea are as a result of food poisoning and not all cases of sickness or diarrhoea are reportable.
Where children and/or adults have been diagnosed by a GP or hospital doctor to be suffering from food poisoning and where it seems possible that the source of the outbreak is within the setting, the manager will contact the Environmental Health Department to report the outbreak and will comply with any investigation.
Any confirmed cases of food poisoning affecting two or more children looked after on the premises are notified to Ofsted as soon as reasonably practicable, and always within 14 days of the incident.





GENERAL DATA PROTECTION REGULATION POLICY
Statement of intent
The General Data Protection Regulation (GDPR) is designed to protect the privacy of individuals and replaces the previous Data Protection Directives that were in place. It was approved by the EU Parliament in 2016. It also requires that an individual’s data is not processed without their knowledge and are only processed with their explicit consent. This includes both staff and children. The General Data Protection Regulation requires the setting to strike the right balance in processing personal information so that an individual’s privacy is protected. Applying the principles to all information held by the pre-school will typically achieve this balance and help to comply with the legislation.
and comes into effect on 25th May 2018. It requires that any personal information about an individual should be processed fairly & lawfully and collected for specified, explicit and legitimate purp
Little Acorns Montessori Limited is committed to protecting the rights and freedoms of individuals with respect to the processing of children's, parents, visitors and staff personal data. The Data Protection Act gives individuals the right to know what information is held about them. It provides a framework to ensure that personal information is handled properly. Little Acorns Montessori Limited is registered with the ICO (Information Commissioners Office) under registration reference: ZA161231 and has been registered since 26th January 2016. 

General Data Protection Regulation Principals
To comply with the act, the setting must observe the eight ‘General Data Protection Regulation principles’, ensuring that:  
1. Personal data shall be processed fairly and lawfully  
2. Personal data shall be obtained only for one or more specified and lawful purposes, and shall not be further processed in any manner incompatible with that purpose or those purposes. 
3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed. 
4. Personal data shall be accurate and, where necessary, kept up to date. 
5. Personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that purpose or those purposes. 
6. Personal data shall be processed in accordance with the rights of data subjects under this Act. 
7. Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data. 
8. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data. 

 GDPR means that Little Acorns Montessori Limited must:
· Manage and process personal data properly. 
· Protect the individual’s rights to privacy.
· Provide an individual with access to all personal information held on them.

In practice, it means that the setting must: 
· have legitimate grounds for collecting and using the personal data; 
· not use the data in ways that have unjustified adverse effects on the individuals concerned;                                                
· be transparent about how they intend to use the data, and give individuals appropriate privacy notices when collecting their personal data; 
· handle people’s personal data only in ways they would reasonably expect; and 
· make sure they do not do anything unlawful with the data 

Personal data is information that relates to an identifiable living individual that is processed as data. Processing amounts to collecting, using, disclosing, retaining or disposing of information. The General Data Protection Regulation principles apply to all information held electronically or in structured paper files.  
 
The principles also extend to educational records – the names of staff and children, dates of birth, addresses, national insurance numbers, medical information, SEN assessments and staff development reviews.  
 
Sensitive personal data is information that relates to 
· race and ethnicity, 
· political opinions, 
· religious beliefs, 
· membership of trade unions, 
· physical and mental health, 
· sexuality  
· criminal offences 

Sensitive personal data is given greater legal protection as individuals would expect certain information to be treated as private or confidential – for example, a pre-school manager may have a pre-school e-mail account that is made publicly available on the school’s website whereas their home e-mail account is private and confidential and should only be available to those to whom consent had been granted. 
 
It is important to differentiate between personal information that individuals would expect to be treated as private or confidential (whether or not legally classified as sensitive personal data) and personal information you can make freely available.  For example: the pre-school manager’s identity is personal information but everyone would expect it to be publicly available. However, the pre-school manager’s home phone number would usually be regarded as private information.

Rights of individuals under GDPR
The General Data Protection Regulation includes the following rights for individuals: 

The right to be informed
Little Acorns Montessori Limited is a registered childcare provider with Ofsted and as so, is required to collect and manage certain data. We need to know parent’s names, addresses, telephone numbers, email addresses, date of birth and National Insurance numbers. We need to know children’s’ full names, addresses, date of birth and birth certificate number. For parents claiming the free nursery entitlement we are requested to provide this data to Bracknell Forest Council; this information is sent to the Local Authority via a secure electronic file transfer system. We are required to collect certain details of visitors to our pre-schools. We need to know visits names, telephone numbers, addresses and where appropriate company name. This is in respect of our Health and Safety and Safeguarding Policies. 

As an employer Little Acorns Montessori Limited is required to hold data on its employees; names, addresses, email addresses, telephone numbers, date of birth, National Insurance numbers, photographic ID such as passport and driver’s license, bank details. This information is also required for Disclosure and Barring Service checks (DBS) and proof of eligibility to work in the UK. This information is sent via a secure file transfer system to UKCRBs for the processing of DBS checks.

The right of access
At any point an individual can make a request relating to their data and Little Acorns Montessori Limited will need to provide a response (within 1 month). Little Acorns Montessori Limited can refuse a request, if we have a lawful obligation to retain data i.e. from Ofsted in relation to the EYFS, but we will inform the individual of the reasons for the rejection. The individual will have the right to complain to the ICO if they are not happy with the decision.

The right to rectification
Under the GDPR, all individuals have the right to rectify any personal data held by an organisation. This applies when the information is inaccurate or incomplete.

The right to erasure
You have the right to request the deletion of your data where there is no compelling reason for its continued use. However, Little Acorns Montessori Limited has a legal duty to keep children’s and parent’s details for a reasonable time before they can be erased. This data is archived securely offsite and shredded after the legal retention period. There is a full Risk Assessment in place for transportation and storage.

The right to restrict processing
Parents, visitors and staff can object to Little Acorns Montessori Limited processing their data. This means that records can be stored but must not be used in any way, for example reports or for communications.

The right to data portability
Little Acorns Montessori Limited requires data to be transferred from one IT system to another; such as from Little Acorns Montessori Limited to the Local Authority, to shared settings and to an Online Learning Journal. These recipients use secure file transfer systems and have their own policies and procedures in place in relation to GDPR.

The right to object
Parents, visitors and staff can object to their data being used for certain activities like marketing or research.

The right not to be subjected to automated decision-making including profiling
Automated decisions and profiling are used for marketing based organisations. Little Acorns Montessori Limited does not use personal data for such purposes.


Subject Access Request
The General Data Protection Regulation entitles an individual the right to request the personal information a pre-school holds on their behalf – this is known as a Subject Access Request (SAR) and includes all and any information held by the pre-school, not just that information held on central files or electronically, so it could also include correspondence or notes held by others in the pre-school.  

· SARs must be responded to within 1 month of receipt. 
· The SAR should be made in writing by the individual making the request. 
· The pre-school can refuse or charge for requests that are manifestly unfounded or excessive
Parents can make SARs on behalf of their children if the children are deemed to be too young or they have consented to their parents doing so on their behalf.

Storage and use of personal information
All paper copies of children's and staff records are kept in a locked office at Little Acorns Montessori Bracknell Campus and a locked filing cabinet and cupboard at Little Acorns Montessori Winkfield campus. Members of staff can have access to these files but information taken from the files about individual children is confidential and apart from archiving, these records remain on site at all times. These records are shredded after the retention period. 

Information about individual children is used in certain documents, such as, a weekly register, medication forms, referrals to external agencies and disclosure forms. These documents include data such as children's names, date of birth and sometimes address. These records are shredded after the relevant retention period. 

Little Acorns Montessori Limited collects a large amount of personal data every year including; names and addresses of those on the waiting list or from prospective parents. These records are shredded if the child does not attend or added to the child’s file and stored appropriately.
 
Information regarding families’ involvement with other agencies is stored in paper format. This information is kept in a locked office and Little Acorns Montessori Bracknell campus and in a locked filing cabinet at Little Acorns Montessori Winkfield campus. These records are shredded after the relevant retention period. 

Upon a child leaving Little Acorns Montessori Limited and moving on to school or moving settings, data held on the child may be shared with the receiving school. Such information will be sent via a secure file transfer system or at a School transition meeting. For children attending schools outside Bracknell Forest Council the parent/carer will be given the data to deliver to the receiving school. 

Little Acorns Montessori Limited ensures that access to all Office computers and Online Learning Journals is password protected. When a member of staff leaves the company these passwords are changed in line with this policy and our Safeguarding policy. Any portable data storage used to store personal data, e.g. USB memory stick, are password protected and/or stored in a locked filing cabinet. 

Staff Responsibilities 
What staff need to know and understand:  
· How to manage, keep and dispose of data 
· The settings procedures in relation to children’s records, email, social media, taking photos in the pre-school, mobile technology and the pre-school website 
· When they are allowed to share information with others and how to make sure it is kept secure when shared.

Access to staff personal data
· Employees are allowed to have access to all personal data about them held on manual or computer records under the Data Protection Act (1998). The Act requires the organisation to action requests for access to personal data within one month.
· Should an employee request access to their personal data, the request must be addressed in writing to the relevant line manager. The request will be judged in the light of the nature of the personal data and the frequency with which they are updated. The employee will be informed whether or not the request is to be granted. If it is, the information will be provided within one month of the date of the request.
· In the event of a disagreement between an employee and the line manager regarding personal data, the matter should be taken up under the charity's grievance procedure.
· The right of employees to see information held about them is extended to information held in paper record-keeping systems as well as computerised systems.
· There are some exemptions; for example employees will not be able to see employment references about them supplied in confidence, nor will people involved in negotiations with the data controller be able to see information about the data controller's intentions in relation to those negotiations.
· Employee data cannot be used for direct marketing (including fundraising) if the data subject objects.  

It is your responsibility to report suspected breaches of security policy without delay to the settings data protection team.

Bracknell campus
Designated Data Protection Officer- Val Duffy
Designated Data Controller- Michelle Tuddenham

Winkfield campus
Designated Data Protection Officer- Michelle Tuddenham
Designated Data Controller- Val Duffy

All breaches of information security policies will be investigated. Where investigations reveal misconduct, disciplinary action may follow in line with Little Acorns Montessori Limited disciplinary procedures.

Legal Framework
General Data Protection Regulation 2018 https://ico.org.uk/
Data Protection Act 1998
Computer Misuse Act 1990 
Freedom of Information Act 2000
Human Rights Act 1999
The Children Act 2004, 2006 (Every Child Matters)
Statutory Framework
Statutory Framework for the Early Years
Section 3: The Safeguarding and Welfare requirements 3.67-3.7

HEALTH & SAFETY POLICY
Statement of intent
Little Acorns believes that the health and safety of children is of paramount importance.  We make our school a safe and healthy place for children, parents, staff and volunteers.  

Aim
We aim to make children, parents and staff aware of health and safety issues and to minimise the hazards and risks to enable the children to thrive in a healthy and safe environment.

Methods
The member of staff responsible for health and safety is Michelle Tuddenham.    She is competent to carry out these responsibilities.  She has undertaken health and safety training and regularly updates her knowledge and understanding.  We display the necessary health and safety poster in the kitchen

Risk assessment
Our risk assessment process includes:
· checking for hazards and risks indoors and outside, and in our activities and procedures.  Our assessment covers adults and children;
· deciding which areas need attention; and
· developing an action plan which specifies the action required, the timescales for action, the person responsible for the action and any funding required.

We maintain lists of health and safety issues which are checked:
· daily before the session begins; 
· weekly; and
· annually - when a full risk assessment is carried out. 

Insurance Cover
We have public liability insurance and employers' liability insurance.  The certificate is displayed in the main lobby

Awareness raising
· Our induction training for staff and volunteers includes a clear explanation of health and safety issues so that all adults are able to adhere to our policy and understand their shared responsibility for health and safety.  The induction training covers matters of employee well-being, including safe lifting and the storage of potentially dangerous substances.
· Records are kept of these induction training sessions and new staff and volunteers are asked to sign the records to confirm that they have taken part.
· Health and safety issues are explained to the parents of new children so that they understand the part they play in the daily life of the pre-school.  
· As necessary, health and safety training is included in the annual training plans of staff and health and safety is discussed regularly at staff meetings.
· We have a no smoking policy.
· Children are made aware of health and safety issues through discussions, planned activities and routines.

Children's safety
· Only persons who have been checked for criminal records by an enhanced disclosure, vetting and barring checks and are registered with Ofsted as child carers have unsupervised access to the children, including helping them with toileting. 
· Adults do not normally supervise children on their own.  
· All children are supervised by adults at all times.
· Whenever children are on the premises at least two adults are present.

Security	
· Systems are in place for the safe arrival and departure of children. The times of the children's arrivals and departures are recorded.
· The arrival and departure times of adults - staff, volunteers and visitors - are recorded.
· Our systems prevent unauthorised access to our premises.
· Our systems prevent children from leaving our premises unnoticed.
· The personal possessions of staff and volunteers are securely stored during pre-school sessions.

Windows
· Low level windows are made from materials which prevent accidental breakage or are made safe.
· Windows are protected from accidental breakage or vandalism from people outside the building.
· Windows above the ground floor are secured so that children cannot climb through them.

Doors
We take precautions to prevent children's fingers from being trapped in doors.

Floors
All surfaces are checked daily to ensure they are clean and not uneven or damaged.

Kitchen
· Children do not have unsupervised access to the kitchen.
· All surfaces are clean and non-porous.
· There are separate facilities for hand-washing and for washing up.
· Cleaning materials and other dangerous materials are stored out of children's reach.
· When children take part in cooking activities, they:
 	-	are supervised at all times;
 	-	are kept away from hot surfaces and hot water; and 
 	-	do not have unsupervised access to electrical equipment.

Electrical/gas equipment
· All electrical/gas equipment conforms to safety requirements and is checked regularly. 
· Our boiler/electrical switchgear/meter cupboard is not accessible to the children.
· Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught not to touch them.
· Storage heaters are checked daily to make sure they are not covered.
· There are sufficient sockets to prevent overloading.
· The temperature of hot water is controlled to prevent scalds. 
· Lighting and ventilation is adequate in all areas including storage areas.

Storage
· All resources and materials which children select are stored safely. 
· All equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing.

Outdoor area
Our outdoor area is securely fenced.
· Our outdoor area is checked for safety and cleared of rubbish before it is used.
· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.
· Where water can form a pool on equipment, it is emptied before children start playing outside.
· Our outdoor sand pit is covered when not in use.
· All outdoor activities are supervised at all times.

Hygiene	
· We regularly seek information from the Environmental Health Department and the Health Authority to ensure that we keep up-to-date with the latest recommendations.
· Our daily routines encourage the children to learn about personal hygiene.
· We have a daily cleaning routine for the school which includes play room(s), kitchen and toilets.
· We have a schedule for cleaning resources and equipment, dressing up clothes and furnishings.
· The toilet area has a high standard of hygiene including hand washing and drying facilities and the disposal of nappies.
· We implement good hygiene practices by:
· cleaning tables between activities;
· checking toilets regularly;
· wearing protective clothing - such as aprons and disposable gloves - as appropriate;
· providing sets of clean clothes;
· providing tissues and wipes; and
· ensuring sole use of flannels and towels.
Activities
· Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and stages of the children currently attending the pre-school. 
· The layout of play equipment allows adults and children to move safely and freely between activities. 
· All equipment is regularly checked for cleanliness and safety and any dangerous items are repaired or discarded.
· All materials - including paint and glue - are non-toxic.
· Sand is clean and suitable for children's play.
· Physical play is constantly supervised.
· Children are taught to handle and store tools safely.
· Children who are sleeping are checked regularly.
· Children learn about health, safety and personal hygiene through the activities we provide and the routines we follow. 

Food and drink
· Staff who prepare and handle food receive appropriate training and understand - and comply with - food safety and hygiene regulations.
· All food and drink is stored appropriately.
· Adults do not carry hot drinks through the play area(s) and do not place hot drinks within reach of children. 
· Snack and meal times are appropriately supervised and children do not walk about with 	food and drinks.
· Fresh drinking water is available to the children at all times.
· We operate systems to ensure that children do not have access to food/drinks to which they are allergic.

Outings and visits
· We have agreed procedures for the safe conduct of outings.  
· Procedures to be followed on outings are contained within our operational plan.
· A risk assessment is carried out before an outing takes place.
· Parents always sign consent forms before major outings.
· Our adult to child ratio is high, normally one adult to two children.
· The children are appropriately supervised to ensure no child gets lost and that there is no unauthorised access to children.
· Records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover.

For those children remaining at pre-school, the adult to child ratio conforms to the requirements of the National Standards for Day Care.

Animals 
· Animals visiting the pre-school are free from disease, safe to be with children and do not pose a health risk.
· Our pre-school pets are free from disease, safe to be with children and do not pose a health risk.


Fire safety
· Fire doors are clearly marked, never obstructed and easily opened from inside.
· Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacturer.
· Our emergency evacuation procedures are approved by the Fire Safety Officer and are:
-	clearly displayed in the premises;
-	explained to new members of staff, volunteers and parents; and
-	practised regularly at least once every six weeks.
· Records are kept of fire drills and the servicing of fire safety equipment.

First aid and medication
At least two members of staff with a current first aid training certificate (relevant to infants and young children) are on the premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young children.

Our first aid kit:
· complies with the Health and Safety (First Aid) Regulations 1981;
· is regularly checked by a designated member of staff and re-stocked as necessary;
· is easily accessible to adults; and
· is kept out of the reach of children.

At the time of admission to the pre-school, parents' written permission for emergency medical advice or treatment is sought.  Parents sign and date their written approval.

Our Accident Book:
· is kept safely and accessibly;
· all staff and volunteers know where it is kept and how to complete it; and
· is reviewed at least half termly to identify any potential or actual hazards.

Ofsted is notified of any injury requiring treatment by a General Practitioner or hospital, or the death of a child or adult.

Any injury requiring General Practitioner or hospital treatment to a child, parent, volunteer or visitor is reported to the local office of the Health and Safety Executive.

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the local office of the Health and Safety Executive:

· any accident to a member of staff requiring treatment by a General Practitioner or hospital; and
· any dangerous occurrences (i.e. an event which does not cause an accident but could have done).

Children's prescribed drugs are stored in their original containers, are clearly labelled and are inaccessible to the children.
Parents give prior written permission for the administration of medication.  The administration is recorded accurately and parents sign the record book to acknowledge the administration of a medicine. 

If the administration of prescribed medication requires medical knowledge, individual training is provided for the relevant member of staff by a health professional.

Sickness
Our policy for the exclusion of ill or infectious children is discussed with parents.  This includes procedures for contacting parents - or other authorised adults - if a child becomes ill at pre-school.

Ofsted is notified of any infectious diseases which a qualified medical person considers notifiable.

Safety of adults
· Adults are provided with guidance about the safe storage, movement, lifting and erection 	of large pieces of equipment.
· When adults need to reach up to store equipment or to change light bulbs they are provided with safe equipment to do so. 
· All warning signs are clear and in appropriate languages.
· Adults do not remain in the building on their own or leave on their own after dark.
· The sickness of staff and their involvement in accidents is recorded.  The records are reviewed termly to identify any issues which need to be addressed. 

Records
In accordance with the National Standards for Day Care, we keep records of:	
· adults authorised to collect children from pre-school;
· the names, addresses and telephone numbers of emergency contacts in case of children's illness or accident;
· the allergies, dietary requirements and illnesses of individual children;
· the times of attendance of children, staff, volunteers and visitors;
· accidents; and
· incidents.

In addition, the following policies and documentation in relation to health and safety are in place.

National Standard 6: Safety

· Risk assessment.
· Record of visitors.
· Fire safety procedures.
· Fire safety records and certificates.
· Operational procedures for outings.
· Vehicle records including insurance.
· List of named drivers.



National Standard 7: Health

· Administration of medication.
· Prior parental consent to administer medicine.
· Record of the administration of medicines.
· Prior parental consent for emergency treatment.
· Accident record.
· Sick children.
· No smoking.





HEALTHY LIFESTYLE POLICY
Statement of intent
Children need to develop a positive attitude to food and healthy lifestyles. The early years is an important time to shape children’s food preferences and habits as this can have a positive impact on their health.

Little Acorns will promote healthy eating and support its users to make positive changes that can have a positive impact on their health.

Little Acorns wish to promote healthy lifestyles by developing healthy eating habits for children in partnership with their parents/carers by


Aim


· Supporting parents/carers and children to understand what constitutes a healthy, balanced diet
· Enabling adults and children to experience a wide range of healthy foods from a variety of cultures.
· To ensure food is prepared safely
· Providing opportunities for staff and children to sit together and share snacks/meals in a social environment
· Acting as positive role model
· Supporting parents/carers to understand the health issues that may arise from obesity, lack of exercise,
· Signposting those parents/carers who wish to make positive changes in their lifestyles to appropriate services for support.


Methods
Little Acorns will endeavour to sensitively support parents/carers who wish to adopt a healthier lifestyle. We will signpost adults to enable them to access support.
Meals and snacks provided for children are either free from or low in sugars and salt. Highly processed foods and those with artificial additives are also avoided. Fresh fruit will usually be provided for snacks, but vegetables, bread sticks and crackers may also be offered.

All staff are aware of good hygiene practice in order to prevent the spread of infection and will be informed of current hygiene procedures. Staff handling food will have a Food Hygiene qualification and be aware of the appropriate methods of preparing and handling food and will encourage all adults and children to wash their hands before any food is prepared and/or eaten. 

On registration, staff will ask parents/carers about their child’s dietary needs and preferences including allergies. This information will be recorded and acted upon. 

During sessions only milk and water will be on offer to children.

Families will be encouraged to provide a healthy balanced lunch for their children.
Little Acorns will organise meal and snack times so that they are social occasions in which children and staff participate and where children have opportunities to develop independence e.g. helping to set up and clear away and feed themselves.

To protect children with allergies we discourage children from sharing and swapping their food with one another

Staff will act as positive role models with reference to healthy eating. The consummation of sugary drinks and fast food is discouraged. 
The setting follows and signposts parents to appropriate evidence-based healthy eating advice and local services through BFC Children’s Centre.
Workshops may be delivered on site by BFC Children’s Centre to enable parents to understand the importance of healthy eating for themselves and their family.



INDUCTION TRAINING POLICY
A new member of staff will observe at least one typical session before they begin work.

They will have one on one training for the area of learning which they will use most frequently.

All new staff must familiarise themselves with the school’s policies and procedures.

New staff must attend a Manual Handling Awareness and Child Protection course as soon as possible.

There will be a trial period; the length of this will be dependent on the experience, qualifications and role of the new member of staff.

All new staff will be issued with an induction pack which will include Health and Safety Policy and a contract to be signed once the trial period is completed.

There will be a review of each person’s induction and an appraisal completed at this time.

All staff will be made aware of the complaints procedure and should they have a complaint to make they can;
Discuss the issue with Michelle Tuddenham or Val Duffy   
Or phone an Officer of the Borough on 01344-351 211




POLICY FOR A LOST CHILD
If there is a child lost, every attempt possible will be made to find the child immediately. Parents will be contacted in order of emergency listing i.e. Mother first (home & mobile), Father at place of work and then the emergency numbers listed. If on an outing, the loss will be reported to the persons in charge of outing premises. We will then follow the procedures which are in place at outing venue.

If child cannot be found immediately, Police and OFSTED will be notified.



MAJOR INCIDENT PROCEDURE
The school will stay open and operate as normally as possible.

Emergency services will immediately be notified.

Parents and carers of all children at present at school that day will also be notified immediately. If these main carers are not available, then an alternative person on the contact sheet will be contacted.

OFSTED will be notified directly on 0300 123 1231 and will be informed of the incident.

A written report will be made in full and kept on record.

LOCKDOWN PROCEDURE
If a trespasser threatens the premises or the local area Lock-Down procedure will be activated.

Parents and carers of all children at school will be notified by text. If these main carers are not available, then an alternative person on the contact sheet will be contacted.
Once we have been informed by emergency services or local authority that it is safe to leave the premises all parents will be contacted to come and collect their child/children.



NAPPY CHANGING POLICY
Statement of intent

We wish to include all children in our setting and understand that children arrive at pre-school at different stages in their development and that some children may still be in nappies or trainer pants. We work with parents towards toilet training, unless there are any medical or developmental reasons why this would be inappropriate.

Procedures
In the event of it being necessary to change a child’s nappy, the following procedures will be followed. 

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

	Make sure that wherever possible children arrive at pre-school wearing a   clean nappy or trainer pants
	Provide nappies, cream, wipes and bags for soiled nappies so that if it is necessary to change the child their individual needs can be met
	Discuss any issues arising from the policy with the child’s key worker

The pre-school will ensure that:

	Only a person with relevant police checks will change children’s nappies or trainer pants
	Children’s nappies or pants will be changed in a private, designated area which complies with Health, Hygiene and Safety regulations
	Although this area is private, it is not secret and the member of staff can still be easily seen and heard by other staff members
	The designated area/mats etc. will be cleaned before and after a child is changed with a suitable disinfectant cleaner
	A child will never be left alone on the changing mat
	Staff will wear clean disposable gloves for each child
	Appropriate hand washing facilities will be available for the adult and the child and hands will be washed using bacterial soap and dried after completing the procedure
	Any unused nappies/pants will be double bagged and returned to parents/carers when the child is collected 
	The child’s privacy will be respected at all times during nappy changing
	If the parent/carer has any queries or concerns about this procedure they should talk to their child’s key worker	 or the setting manager

NEEDLESTICK POLICY
RISKS AND PROCEDURES ASSOCIATED WITH NEEDLESTICK/SHARPS/SPLASH INJURIES AND HUMAN BITES 

Risks of bloodborne viruses associated with needlestick/sharps/splash injuries and human bites 
Bloodborne viruses (BBVs) are infectious agents that some people carry persistently in their blood. They can cause severe disease in some cases and few or no symptoms in others. The virus can be spread to another person and this may occur whether the carrier of the virus is ill or not. The main BBVs of concern are Human Immunodeficiency Virus (HIV), hepatitis B and hepatitis C. 
Bloodborne viruses are spread predominantly by direct contact with the blood of an infected person, not by normal social contact and daily activities e.g. coughing, hugging, sharing toilets, food and crockery. 
Transmission of BBVs may occur in a number of ways in educational establishments, including: 

· Human bites, where blood has been drawn
· Accidental or malicious inoculation of blood by a contaminated sharp such as a hypodermic needle, epipen or lancet 
· Blood splashes to mucous membranes e.g. eyes and mouth 
· Contamination of broken skin where clothes have been soaked in blood 

Safe disposal of sharps in educational establishments 

On discovering a needle in the nursery grounds, guard the needle and summon help from another member of staff. Request that the sharps retrieval kit (see below) be brought to the location. 

· Do not attempt to recover discarded needles while wearing sandals or other open shoes, if the needle is dropped, it could injure your foot. It is also inadvisable to retrieve discarded needles with bare legs for the same reason. 
· Never handle needles with your bare hands, always wear protective gloves – even when using tools to move needles. 
· Sweep up needles with a dustpan and brush or use a pincer tool, and place them directly into a sharps box. 
· Take the sharps box to the needle not vice versa. 
· Do not hold the sharps box while depositing the needle, open it and place it on an even surface. 
· Inform the manager as soon as possible of any needles found. 

Needlestick injuries from hypodermic needles is a risk for certain workers from the careless or malicious disposal of needles. Those who clean areas used by the general public and those who work with persons who normally use syringes, eg: in sheltered housing, should be risk-assessed for the likelihood of injury and any necessary control measures should be implemented. Under no circumstances should hypodermic needles be removed with bare hands. 
The risk of infection depends on whether the needle is infected and how much material enters the bloodstream. There is also a risk of tetanus if the needle has been contaminated by soil. 
Anyone finding a hypodermic needle in a public area should contact the Council's cleansing contractors who, wearing suitable protective clothing, will place it in a "sharps" container for disposal as clinical waste by incineration. Contact should be made via Forestcare out of normal working hours. 
Forestcare Emergency Response
Available 24 hours a day, 7 days a week
Tel: 01344 786500 
Fax: 01344 353236 
Injuries and exposure 
Persons receiving injuries or exposed to circumstances where there is reason to believe that infection could have occurred should seek immediate medical advice from their General Practitioner, the Council's Occupational Health Adviser or the Accident and Emergency Department of the nearest hospital.

NO SMOKING POLICY
We comply with health and safety regulations and the Safeguarding and Welfare Requirements of the Early Years Foundation Stage in making our setting a no-smoking environment - both indoors and outdoors
Procedures
All staff, parents and volunteers are made aware of our No-smoking Policy.
We display no-smoking signs.
The No-smoking Policy is stated in our information for parents.
We actively encourage no-smoking by having information for parents and staff about where to get help to stop smoking if they are seeking this information.
Staff who smoke do not do so during working hours, unless on a break and off the premises.
Staff who smoke during their break make every effort to reduce the effect of the odour and lingering effects of passive smoking for children and colleagues.


OPERATIONAL PROCEDURE FOR OUTINGS
1. Before Little Acorns will consider an offsite outing, the venue will be risk assessed; including
2. A letter to parent notifying them of proposed outing and requesting consent for outing.
3. Appropriate staffing levels maintained and request for parent volunteers.
4. On day of outing:
Essential records & equipment is taken by managers
For example:
Contact telephone numbers, first aid kit, mobile phone
Pre-arranged meeting time and place
Register taken on arrival
Children group with named key workers
2 staff to take children to bathrooms at pre-arranged times
Register taken before departure


PARENTAL INVOLVEMENT POLICY
We believe that children benefit most from pre-school education and care when parents and pre-schools work together in partnership.
Our aim
· To support parents as their children's first and most important educators.
· To involve parents in the life of the pre-school and their children's education. 
· To support parents in their own continuing education and personal development.

Method

In order to fulfil these aims:
· we are committed to ongoing dialogue with parents to improve our knowledge of the needs of their children and to support their families;
· Through access to written information and through regular informal communication, we inform all parents about how the group is run and its policies. We check to ensure parents understand the information which is given to them;
· we encourage and support parents to play an active part in the governance and management of the pre-school;
· we inform all parents on a regular basis about their children's progress;
· we involve parents in the shared record keeping about their children - either formally or informally - and ensure parents have access to their children's written records;
· we provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the group;
· we inform parents about relevant conferences, workshops and training;
· we hold meetings in venues which are accessible and appropriate for all;
· we welcome the contributions of parents; in whatever form these may take;
· We inform all parents of the systems for registering queries, complaints or suggestions and check to ensure these are understood.  All parents have access to our written complaints procedure; and
· We provide opportunities for parents to learn about the pre-school curriculum and about young children's learning, in the pre-school and at home.
· we will keep parents informed about how EYFS is delivered in the setting and we can signpost parents to where they can find out more information
· We will consult with parents to capture their opinions regarding satisfaction of our setting.
· We will ensure that all parents are included.
· We will ensure that information for parents is made available in ways which are accessible to them.
· We encourage parents to be involved in settling their child into the setting.
· We aim to consult parents about the activities we provide and we will share ideas for home learning.



PREVENTING EXTREMISM & RADICALISATION POLICY
 Introduction 
Little Acorns Montessori is committed to providing a secure environment for pupils, where children feel safe and are kept safe. All adults at Little Acorns Montessori recognise that safeguarding is everyone’s responsibility irrespective of the role they undertake or whether their role has direct contact or responsibility for children or not. 
In adhering to this policy, and the procedures therein, staff and visitors will contribute to Little Acorns Montessori’s delivery of the outcomes to all children, as set out in s10 (2) of the Children Act 20041. This Preventing Extremism and Radicalisation Safeguarding Policy is one element within our overall school arrangements to Safeguard and Promote the Welfare of all Children in line with our statutory duties set out at s175 of the Education Act 2002 
Our Preventing Extremism and Radicalisation Safeguarding Policy also draws upon the guidance contained in the “London Child Protection Procedures” and DfES Guidance “Keeping Children Safe in Education, 2015”; and specifically DCSF Resources “Learning Together to be Safe”, “Prevent: Resources Guide”, “Tackling Extremism in the UK”, DE’s “Teaching Approaches that help Build Resilience to Extremism among Young People” and Peter Clarke’s Report of July 2014. 
1 the physical, mental health and emotional well-being of children; the protection of children from harm and neglect; the education, training and recreation of children; the contribution made by them to society; and their social and economic well-being. 

School Ethos and Practice 
When operating this policy Little Acorns Montessori uses the following accepted Governmental definition of extremism which is: 
‘Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs; and/or calls for the death of members of our armed forces, whether in this country or overseas’. 
There is no place for extremist views of any kind in our school, whether from internal sources – pupils, staff or governors, or external sources - school community, external agencies or individuals. Our children see our school as a safe place where they can explore controversial issues safely and where our teachers encourage and facilitate this – we have a duty to ensure this happens. 
We recognise that extremism and exposure to extremist materials and influences can lead to poor outcomes for children and so should be addressed as a safeguarding concern as set out in this policy. We also recognise that if we fail to challenge extremist views we are failing to protect our pupils. 
Extremists of all persuasions aim to develop destructive relationships between different communities by promoting division, fear and mistrust of others based on ignorance or prejudice and thereby limiting the life chances of young people. Education is a powerful weapon against this; equipping young people with the knowledge, skills and critical thinking, to challenge and debate in an informed way. 
Therefore, at Little Acorns Montessori we will provide a broad and balanced curriculum, delivered by skilled professionals, so that our pupils are enriched, understand and become tolerant of difference and diversity and also to ensure that they thrive, feel valued and not marginalized. 
Furthermore, at Little Acorns Montessori we are aware that young people can be exposed to extremist influences or prejudiced views from an early age which emanate from a variety of sources and media, including via the internet, and at times children may themselves reflect or display views that may be discriminatory, prejudiced or extremist, including using derogatory language. 
Any prejudice, discrimination or extremist views, including derogatory language, displayed by children or staff will always be challenged and where appropriate dealt with in line with our Behaviour for Learning Policy for pupils and the Code of Conduct for staff. 
As part of wider safeguarding responsibilities school staff will be alert to: 
 Disclosures by children of their exposure to the extremist actions, views or materials of others outside of school, such as in their homes or community groups, especially where children have not actively sought these out. 
 Graffiti symbols, writing or art work promoting extremist messages or images 
 Children accessing extremist material online, including through social networking sites 
 Parental reports of changes in behaviour, friendship or actions and requests for assistance 
 Partner schools, local authority services, and police reports of issues affecting pupils in other schools or settings 
 Children voicing opinions drawn from extremist ideologies and narratives 
 Use of extremist or ‘hate’ terms to exclude others or incite violence 
 Intolerance of difference, whether secular or religious or, in line with our equalities policy, views based on, but not exclusive to, gender, disability, homophobia, race, colour or culture 
 Attempts to impose extremist views or practices on others 
 Anti-Western or Anti-British views 

Little Acorns will closely follow any locally agreed procedure as set out by the Local Authority and/Bracknell’s Safeguarding Children Board’s agreed processes and criteria for safeguarding individuals vulnerable to extremism and radicalisation. 

Teaching Approaches 
We will all strive to eradicate the myths and assumptions that can lead to some young people becoming alienated and disempowered, especially where the narrow approaches children may experience elsewhere may make it harder for them to challenge or question these radical influences. In our school this will be achieved by good teaching and also by adopting the methods outlined in the Government’s guidance ‘Teaching approaches that help build resilience to extremism among young people’ DfE 2011. 
We will ensure that all of our teaching approaches help our children build resilience to extremism and give children a positive sense of identity through the development of critical thinking skills. We will ensure that all of our staff are equipped to recognise extremism and are skilled and confident enough to challenge it. 
We will be flexible enough to adapt our teaching approaches, as appropriate, so as to address specific issues so as to become even more relevant to the current issues of extremism and radicalisation. 
This approach will be embedded within the ethos of our school so that children know and understand what safe and acceptable behaviour is in the context of extremism and radicalisation. This will work in conjunction with our school’s approach to the spiritual, moral, social and cultural development of pupils as defined in OfSTED’s School Inspection Handbook and will include the sound use of assemblies to help further promote this rounded development of our pupils. 
Our goal is to build mutual respect and understanding and to promote the use of dialogue not violence as a form of conflict resolution. 
We will help support children who may be vulnerable to such influences as part of our wider safeguarding responsibilities and where we believe a child is being directly affected by extremist materials or influences we will ensure that that child is offered mentoring. Additionally, in such instances our school will seek external support from the Local Authority and/or local partnership structures working to prevent extremism. 
At Little Acorns Montessori we will promote the values of democracy, the rule of law, individual liberty, mutual respect and tolerance for those with different faiths and beliefs. We will teach and encourage children to respect one another and to respect and tolerate difference, especially those of a different faith or no faith. It is indeed our most fundamental responsibility to keep our children safe and prepare them for life in modern multi-cultural Britain and globally. 
We recognise, however, that the ethos of our school is to encourage children to understand opposing views and ideologies, appropriate to their age, understanding and abilities, and to be able to actively engage with them in informed debate, and we may use external agencies or speakers to facilitate and support this. 
Therefore, by delivering a broad and balanced curriculum, augmented by the use of external sources where appropriate, we will strive to ensure our children recognise risk and build resilience to manage any such risk themselves where appropriate to their age and ability but also to help children develop the critical thinking skills needed to engage in informed debate. 

Whistle Blowing 
Where there are concerns of extremism or radicalisation children and Staff will be encouraged to make use of our internal systems to Whistle Blow or raise any issue in confidence. See Whistleblowing Policy 

Child Protection/Safeguarding 
Please refer to our Child Protection/Safeguarding Policy for the full procedural framework on our Child Protection duties. 
Staff at Little Acorns Montessori will be alert to the fact that whilst Extremism and Radicalisation is broadly a safeguarding issue there may be some instances where a child or children may be at direct risk of harm or neglect. For example; this could be due to a child displaying risky behaviours in terms of the activities they are involved in or the groups they are associated with or staff may be aware of information about a child’s family that may equally place a child at risk of harm. (These examples are for illustration and are not definitive or exhaustive) 
Therefore, all adults working in Little Acorns Montessori (including visiting staff, volunteers’ contractors, and students on placement) are required to report instances where they believe a child may be at risk of harm or neglect to the Designated Safeguarding Lead. 

Training 
Training on Safeguarding and Child Protection will be organised for staff at least every three years and will comply with the prevailing arrangements agreed by the Local Authority and Bracknell’s Safeguarding Children Board and will, in part, include training on extremism and radicalisation and its safeguarding implications. 
The Designated Safeguarding Lead will attend training courses as necessary. This will include training on extremism and radicalisation and its safeguarding implications. 

Recruitment 
We will apply safer recruitment best practice principles and sound employment practice in general and in doing so will deny opportunities for inappropriate recruitment or advancement. 
We will be alert to the possibility that persons may seek to gain positions within our school so as to unduly influence our schools character and ethos. We are aware that such persons seek to limit the opportunities for our pupils thereby rendering them vulnerable to extremist views and radicalisation as a consequence. 
Therefore, by adhering to safer recruitment best practice techniques and by ensuring that there is an ongoing culture of vigilance within our school and staff team we will minimise the opportunities for extremist views to prevail. 

Referral Process 
Staff and visitors to the school must refer all concerns about children and young people who show signs of vulnerability or radicalisation must be passed to the Designated Safeguarding Lead using the usual methods for reporting other safeguarding concerns. 
When there are significant concerns about a pupil, the Designated Safeguarding Lead will make a referral to the appropriate body. 

Monitoring and Review 
This policy will be monitored annually. 
This is not a statutory policy and will be reviewed at an appropriate time not later than two years after ratification by the governing body. 

See Also: Whistleblowing Policy, Child Protection/Safeguarding Policy, Safer Recruitment Policy




PRIVACY NOTICE DATA PROTECTION ACT 1998
Early Years Settings, Schools, Local Authorities (LAs), the Secretary of State for Education and the Department for children, schools and families (Dcsf), the government department which deals with education and children’s services, the Qualifications and Curriculum Authority (QCA), Her Majesty’s Chief Inspector for Schools and the Office for Standards in Education (Ofsted), and the National Assessment Agency (NAA) all process information on children and pupils in order to help administer education and children’s services and in doing so have to comply with the Data Protection Act 1998.  This means, among other things, that the data held about children must only be used for specific purposes allowed by law.  We are therefore writing to tell you about the types of data held, why that data is held, and to whom it may be passed on.

The Early Years Setting holds information on children in order to support their development, to monitor their progress, to provide appropriate pastoral care, and to assess how well the Setting as a whole is doing.  This information includes contact details, attendance information, characteristics such as ethnic group, special educational needs and any relevant medical information.  From time to time Early Years Settings are required to pass on some of this data to LAs, the Dcsf and to agencies that are prescribed by law, such as QCA and Ofsted.  In particular, at age five an assessment is made of all children (the Foundation Stage Profile) and this information is passed to the Local Authority and receiving maintained school.

The Local Authority uses information about children for whom it provides services to carry out specific functions for which it is responsible.  For example, the Local Authority will make an assessment of any special educational needs the child may have.  It also uses the information to derive statistics to inform various decisions.  The statistics are used in such a way that individual children cannot be identified from them.  

The Qualifications and Curriculum Authority uses information about children to administer national assessments such as the Foundation Stage Profile.  Any results passed on to the DfES are used to compile statistics on trends and patterns in levels of development.  The QCA can use the information to evaluate the effectiveness of the national curriculum and the associated assessment arrangements, and to ensure that these are continually improved.
 
Her Majesty’s Chief Inspector for Schools and Ofsted use information about the progress and performance of children to help inspectors evaluate the work of Early Years Settings, to assist them in their self-evaluation, and as part of Ofsted’s assessment of the effectiveness of education initiatives and policy.  Inspection reports do not identify individual children.

The National Assessment Agency uses information for those, relatively few, Settings undertaking the Foundation Stage Profile.  The resulting data is passed on to the NAA which also uses information in working with schools, the QCA, and Awarding Bodies, for ensuring an efficient and effective assessment system covering all age ranges is delivered nationally.
 
The Secretary of State for Education and the Department for Education and Skills use information about children and pupils for research and statistical purposes, to allocate funds, to inform, influence and improve education policy and to monitor the performance of the education and children’s services as a whole.  The DfES will feed back to LAs information about children for a variety of purposes that will include data checking exercises, and use in self-evaluation analyses. 

Information about children may be held to provide comprehensive information back to LAs to support their day to day business.  The DfES may also use contact details from these sources to obtain samples for statistical surveys: these surveys may be carried out by research agencies working under contract to the Department and participation in such surveys is usually voluntary.  The Department may also match data from these sources to data obtained from statistical surveys.
 
The DfES may also disclose individual child and pupil information to independent researchers into the educational achievements of pupils who have a legitimate need for it for their research, but each case will be determined on its merits and subject to the approval of the Department’s Chief Statistician.

Children, as data subjects, have certain rights under the Data Protection Act 1998, including a general right of access to personal data held on them, with parents exercising this right on their behalf if they are too young to do so themselves.  If you wish to access the personal data held about your child, then please contact the relevant organisation in writing:

· the Early Years Setting at the Windsor or Priestwood Campus
· the Local Authority at: Information Compliance Officer, Bracknell Forest Borough Council, Easthampstead House, Bracknell, RG12 1AQ;
· the QCA’s Data Protection Officer at QCA, 83 Piccadilly, LONDON, W1J 8QA;
· Ofsted’s Data Protection Officer at Alexandra House, 33 Kingsway, London WC2B 6SE;
· the National Assessment Agency Data Protection Officer at NAA, 29 Bolton Street, London W1J 8BT;
· the DfES’s Data Protection Officer at DfES, Caxton House, Tothill Street, LONDON, SW1H 9NA.

In order to fulfil their responsibilities under the Act the organisation may, before responding to this request, seek proof of the requestor’s identity and any further information required to locate the personal data requested.




RECORD KEEPING
We keep two kinds of records on children attending our setting:

Developmental records
Written records will be kept on each child. These records help staff develop the various skills in the appropriate way.  
Each child will have his/her own Learning and Development Story; this story contains progress reviews, records of achievement and learning, observations and photographs which capture moments and sequences of your child’s activity, interests and explorations. In addition, these records will enable a Foundation Stage transfer form for each child to be completed and sent to the child’s next school.  This is a statutory requirement. Your child’s Learning & Development Story is available to see at any time and is kept up to date on a weekly basis.
Little Acorns Priestwood is using on-line Learning Journals. Each parent will receive an email allowing access to their child’s/children’s learning journals. Parents will only be able to see children linked to them by the setting manager Val Duffy.

Personal records
These include registration and admission forms, signed consent forms, correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, an ongoing record of relevant contact with parents, and observations by staff on any confidential matter involving the child, such as developmental concerns or child protection matters.
These confidential records are stored in a lockable file or cabinet and are kept secure by the person in charge in an office or other suitably safe place.
Parents have access, to the files and records of their own children, but do not have access to information about any other child.
Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs. Staff induction includes an awareness of the importance of confidentiality in the role of the key person.
We retain children’s records for three years after they have left the setting, except records that relate to an accident or child protection matter, which are kept until a child reaches the age of 21 years. These are kept in a secure place.

Other records
We keep a daily record of the names of the children we are caring for, their hours of attendance and the names of their key person.
Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.
Students or others on recognised qualifications and training, when they are observing in the setting, are advised of our Confidentiality Policy and are required to respect it.




RISK MANAGEMENT STATEMENT
We are committed to ensuring that the environment we provide for both children and our employees is free from any hazards which have the potential to put children and adults at risk of harm and injury.


As a service provider to children we have a duty to abide by Health & Safety Legislation and the requirements of the Statutory Framework for the Early Years Foundation Stage.
 
As an employer we have a duty to ensure that the working environment is free from any hazards which may pose a risk to a member of staff as stated in the Health & Safety at Work act 1974.

All staff have a responsibility for identifying and highlighting any potential hazards to the Management and Michelle Tuddenham the Health & Safety Officer for Little Acorns.

Staff must take immediate steps to put into place any remedial steps (i.e. removing children from a particular area) needed in order to reduce any potential risks to children or staff until it has been reported to Management and Health & Safety Officer

In order to fulfil our responsibilities, we will:
· Provide an environment and equipment that is fit for purpose (including hygiene requirements)
· Ensure that staff receive the relevant instruction, training and supervision necessary
· Put in place reporting methods to ensure that all staff are aware of how to report a potential hazard
· Carry out regular checks of premises and equipment
· Undertake the Health & Safety five-point process to identify, assess, monitor, report and review any potential hazard within the setting
· Undertake regular reviews of any areas that need to be checked on a regular basis and keep detailed records of reviews
· To carry out a full risk assessment before taking the children off the premises

SAFEGUARDING CHILDREN THROUGH SAFER RECRUITMENT
Little Acorns are committed to safeguarding the welfare of children; we expect all staff and volunteers to share this commitment. All staff and volunteers have a responsibility in ensuring that the environment is safe and secure for children, and Little Acorns expects that staff will take reasonable steps to ensure the safety and well-being of children and young people.  Failure to do this may be regarded as neglect. 

Our Safer Recruitment Policy draws upon guidance in the DCSF “Safeguarding Children and Safer Recruitment in Education” (2007) document.

 “Working Together to Safeguard Children,” and “Section 11 of the Children Act 2004” places a statutory duty on all “who provide services for, or work with children” or young people, to “safeguard and promote the welfare of children.”

Aim
· To safeguard children by adopting recruitment and selection procedures that will help deter, reject or identify people who might abuse children, or are otherwise unsuited to working with them.
· To strive to secure a safe and secure environment for children by ensuring all staff are suitably trained, (and are committed to on going training)
· To plan the recruitment process to ensure adequate time is assigned to follow safeguarding procedures, such as obtaining references before interviews.
· To have a consistent and thorough process of obtaining, collating, analysing and evaluating information from and about applicants, and to investigate discrepancies and anomalies.
· To take advice from The Local Safeguarding Children’s Board in any child safeguarding matters


The measures described below will be adopted for anyone who works in the setting, whether or not they come into regular contact with the children, including regular volunteers, and those on workplace training or experience. Where a volunteer’s role will be a one off, such as accompanying the staff and children on an outing, measures will be unnecessary, as long as the volunteers will not be left alone and unsupervised in charge of a child or children.

Recruitment Procedures refer to guidance from Bracknell Forest Local Safeguarding Children’s Board-Safeguarding Children Together-Safer Workforce checklist and DCSF “Safeguarding Children and Safer Recruitment in Education” (2007) document – Recruitment and Selection Checklist.


· Advertisements for posts will make clear Little Acorns’ commitment to safeguarding and promoting the welfare of children, and will make clear what mix of qualities, qualifications and experience a successful candidate will need to demonstrate. The advertisement will also include reference to the need for the successful applicant to undertake an Enhanced Disclosure, via CRB, as well as the usual details of the post and salary, qualifications etc., and will state that the post is exempt from the Rehabilitation of Offenders Act 1974.

· The job description will make reference to the responsibility for safeguarding and promoting the welfare of children, and a commitment to inter-agency working.


· The person specification will include specific reference to suitability to work with children, and describe the competencies and qualities that the successful candidate should be able to demonstrate. 

· The application form, job description, and any other information will clearly set out the extent of the relationships and contact with children, and the degree of responsibility for children that the person will have in the position to be filled.

· The application form will contain a statement of the personal qualities and experience that the applicant believes are relevant to the post advertised, and how they meet the specification.

· The application form will also include an explanation that the post is exempt from the Rehabilitation of Offenders Act 1974, and that all convictions, cautions and bind-overs, including those regarded as spent, must be declared. The applicant will also be expected to sign a statement that they are not on List 99, disqualified to work with children, and have no convictions, cautions, or bind-overs.

· Independent professional and character references that answer specific questions to help assess an applicant’s suitability to work with children will be obtained, and any concerns arising from this will be followed up. One referee should be the applicant’s current or most recent employer. Where an applicant who is not currently working with children, but has done so in the past, then a reference will be sought from the employer by whom the person was most recently employed in work with children. (This also applies to any voluntary work that the applicant may have done) The reference will ask if the prospective candidate has been involved in any disciplinary offences regarding children, or subject to child protection concerns, and the outcome of any enquiry or disciplinary action. References will not be accepted from relatives or people writing in the capacity of friends. In addition to this, the referee will be requested to 

1. Confirm the details of the applicant’s current post, salary and sickness record,
2. Comment about the applicant’s performance history and conduct
3. Detail any concerns that have been raised about the applicant that relate to the safety and welfare of children, and the outcomes of those concerns, e.g. whether the allegations or concerns were investigated and the conclusion.
 References will be followed up with a telephone call to verify authenticity.

· Providing false information is an offence, and could result in the application being rejected or dismissal if the applicant has been selected and possible referral to the police.


· Candidates will attend a face to face interview that explores their suitability to work with children, and their suitability for the post. All candidates will be assessed equally against the criteria contained in the person specification. The interview will be conducted by at least two interviewers who have the authority to make decisions about the appointment, and notes will be taken. The interviewers will have attended training on Safer Workforce training, or will take guidance from the Local Authority Support Officers, who will be able to support the selection process. The interviewees will meet prior to the interview to agree on a set of questions to be asked, and issues to be explored, such as the candidate’s attitude towards children, and their ability to support safeguarding and promoting the welfare of children. The candidate will be asked at interview if they wish to declare anything in light of the CRB disclosure, and references that will be taken up, if not already done prior to interview. The candidate will also be asked, as part of the interview process, to perform a practical activity in the setting, so that their performance and interaction with children and staff can be assessed.

· The applicant’s identity will be verified. (e.g. passport, photo card driving licence, plus separate proof of current address, birth certificate and marriage certificate) Application forms will obtain full identifying details of the applicant, including current and former names, date of birth, current address, and National Insurance number. Foreign Nationals, interviewing for the post, will be asked to prove that they have permission to work in the UK, and the evidence will be checked. In addition, it may be necessary to make further checks as (…name) consider appropriate, due to the person having lived outside the UK. In addition, criminal records information will be sought from countries where the applicant has lived or worked.

(Further information re immigration and work permits can be found at www.gov.uk )

· The applicant’s qualifications (where appropriate) will be verified and applicants will be expected to provide details of the awarding body and date of award.


· The applicant’s previous employment history and experience will be checked. A full history in chronological order since leaving secondary education, including training, part time work and voluntary work, with start and end dates, and explanations for periods not in employment, education or training, and reasons for leaving employment will be sought.

· In accordance with the Equality Act 2010, the applicant will not be asked pre-employment health questions at the interview.  Conditional offers of employment will be dependent on receiving satisfactory health checks of candidate’s medical fitness to carry out the duties of the job.


· The mandatory check List 99 and an Enhanced Disclosure via CRB will be actioned. Successful applicants will be required to provide an Enhanced CRB disclosure.

· Little Acorns will not rely solely on criminal record and List 99 checks to screen out unsuitable applicants, as many individuals who are unsuitable to work with children will not have any previous convictions.


· A declaration of any family or close relationship to existing employees or employers will be made by applicant if applicable

· An offer of appointment will be made to the successful candidate, conditional upon

1. the receipt of at least 2 satisfactory references
2. verification of identity
3. a check of List 99, and satisfactory CRB Disclosure
4. verification of candidate’s medical fitness
5. verification of qualifications

· There will be an induction programme for all newly appointed staff and volunteers. The purpose of the induction is to

1. provide training and information about Little Acorns’ policies and procedures, and to ensure new staff have access to  “What to do if you’re worried a child is being abused”, Berkshire Child  Protection Procedures, LSCB Safeguarding cue card, training in the Common Assessment Framework and information sharing, effective inter agency working, guidance in keeping accurate and up to date records, which staff member is responsible for child protection issues, and the “Whistle Blowing” process, to ensure a safeguarding children culture is adopted and embedded into continuing practice.
2. provide support for newly appointed staff, in a way that is appropriate for their role
3. confirm the conduct expected. Newly appointed staff and volunteers will be given a copy of Little Acorns’ written policy on the expected standards of behaviour and the boundaries of appropriate behaviour expected of staff.
4. provide information about how and with whom any concerns about issues should be raised, and to provide opportunities for the new member of staff to discuss any concerns, or ask questions about their role and responsibilities, and who to report Safeguarding or allegation related concerns to outside of the organisation, i.e. Duty in Children’s Social Care, LADO, the Police. 
5.  enable the person’s line manager to recognise any concerns or issues about the person’s ability or suitability for their role, and to address them immediately.
6. explain other relevant personnel procedures, e.g. disciplinary, capability and whistle blowing.
7. arrange attendance at child protection training.
8. continue with performance management, and ensure safeguarding is given a high priority.
9. adhere to local LSCB “Procedures for dealing with allegations of abuse against members of staff and volunteers” including arrangements for notifying the Local Authority Designated Officer” (LADO)

Legal framework 

Primary legislation
· Children Act (1999, 2004)
· The Childcare Act (2006)
· Protection of Children Act (1999)
· Data Protection Act (1998)
· Safeguarding Vulnerable Groups Act (2006)
· The Equality Act (2006, 2010)
· Disability Discrimination Act (1995, 2005)
· Race Relations Act (1976) and Amendment (2000)
· Sex discrimination Act (1976, 1986)

Secondary legislation
· Sexual Offences Act (2003)
· Criminal Justice and Court Services Act (2000)
· Human Rights Act (1999)

Little Acorns is committed to ensuring that we have genuine equality of opportunity, and staff are encouraged to take action which eliminates discrimination and promotes equality of opportunity. Our recruitment and selection process will be fairly applied and be consistent to all applying for positions at Little Acorns, regardless of gender, race, marital status, national or ethnic origin, nationality, disability, sexuality, age, religion. 

CRB disclosure

· If a CRB disclosure reveals information that 
1. a candidate has not disclosed in the course of the selection process
2. the candidate is found to be on List 99, PoCa List, or the CRB disclosure shows that they have been disqualified from working with children by a court
3. an application has provided false information in, or in support of, his or her application
4. there are serious concerns about the applicant’s suitability to work with children
               then the facts will be reported to The Local Safeguarding Children’s Board
               and the police, and we will follow and act on their advice. 



SETTLING IN POLICY

Statement of intent
We want children to feel safe, stimulated and happy in Little Acorns and to feel secure and comfortable with staff. We also want parents to have confidence in both their children's well-being and their role as active partners with the pre-school.

Aim
We aim to make Little Acorns a welcome place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families. 

Methods
· Before a child starts to attend the school, we use a variety of ways to provide his/her parents with information. These include written information (including our prospectus and policies), displays about pre-school activities, information days and evenings and individual meetings with parents.
· Home visits are offered to parents to introduce ourselves in the child’s home environment.
· During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents to visit the pre-school.
· When a child starts to attend, we work with his/her parents to decide on the best way to help the child to settle into the pre-school. 
· We allocate a key person to each child and his/her family, before she/he starts to attend; the key person welcomes and looks after the child and his/her parents at the child's first session.
· We use pre-start visits and the first session at which a child attends to explain and complete with his/her parents the child's registration records. 
· Within the first four weeks of starting we discuss and work with the child's parents to create their child's record of achievement.
	

SHARING SENSITIVE INFORMATION POLICY
Statement of Intent

Little Acorns recognises our responsibility to keep sensitive information safe & secure, respecting the privacy rights of the individual.

Aim
Little Acorns mat decide to share this information with other professionals if we consider to be in the best interests of the child to do so. In these circumstances, we may do this either with or without the consent of the parent.

Method
· Decision & reasons to share sensitive information will be recorded. Equally, we will record our reasons if we decide not to share.
· We will inform the person to whom the information relates to that we are sharing their information unless there are circumstances where we fell informing the person of our decision about them may place another at risk of harm.
· We will record with whom we have shared the information & for what purpose.
· Checks will be made regarding who the information is to be shared with.
· If the information is shared on the phone, we will confirm the identity of the person we are talking to; also, we will take steps to ensure that the conversation cannot be overheard.
· Information sent through the post (recorded delivery) will be addressed as confidential & for their eyes only to the schools designated person for child protection (names) & we will request confirmation of delivery from recipient.
· Information shared by email will be sent through a secure system to intended recipient & confirmation of receipt will be requested.
· If we send information via FAX we will ensure that the recipient is on hand to receive the information so that it can be collected immediately & not read by unauthorised persons.
· We recognise our responsibility to retain ownership of sensitive material for 5 years.
· We will record our decisions to destroy of delete records.


POLICY FOR A SICK CHILD
Any child suffering from a sore throat, eye discharge, vomiting or diarrhoea, or a doubtful rash should be kept at home until a doctor has certified that he/she can return to school.

If a child becomes unwell at school, every effort will be made to contact Parents or the person listed as the emergency carer.

Every effort will be made to ensure comfort and safety whilst the sick child is on the premises awaiting collection.
If a child has a temperature, they are kept cool, by removing top clothing and sponging their heads with cool water,but kept away from draughts.
The child's temperature is taken using a forehead thermometer strip, kept in the first aid box.
In extreme cases of emergency, the child should be taken to the nearest hospital and the parent informed.
Parents are asked to take their child to the doctor before returning them to the setting; the setting can refuse admittance to children who have a temperature, sickness and diarrhoea or a contagious infection or disease.
Where children have been prescribed antibiotics, parents are asked to keep them at home for 48 hours before returning to the setting.
After diarrhoea, parents are asked to keep children home for 48 hours or until a formed stool is passed.
The setting has a list of excludable diseases and current exclusion times.

Definition of a ‘well child’

A child who is not reliant on Calpol
A child who is not running a temperature
A child who is well enough to participate in all nursery activities
A child with their normal appetite & is happy & sociable
A child who has their normal bowel functions



SPECIAL EDUCATIONAL NEEDS & DISABILITY POLICY
Main Aims & Objectives

Our setting aims to have regard to the DfES Code of Practice for Children with Special Educational Needs (2014) and the related SEN Toolkit.

We aim to provide a welcome environment, and appropriate learning opportunities for all children.

We aim to provide for the developmental needs of each child in the group.

We believe that all children, including those with Special Educational Needs (SEN) are owed the opportunity to develop to their full potential and should be expected to reach high standards achievement.

We ensure that all children are treated as equals and are encouraged to take part in every aspect of the Nursery activities.

Wherever possible we will promote positive images of those with SEN.

We believe that all children should be equally valued.

We believe that children present with a rich and diverse range of strengths and needs and that inclusion is most likely to be achieved when this diversity is recognised and regarded positively.

We recognise that all children within our group have entitlement to a broad and balanced and relevant curriculum and that appropriate support, advice and resources may be necessary to achieve this.

All children in the group, irrespective of their special needs, are encouraged wherever possible and appropriate to participate in all the groups’ activities.

We are committed to the principle that all children are entitled to care and an education of a high standard and recognise that all children require an education which values their abilities and promotes understanding in the school community.


Admission arrangements for children with SEN

Children with special needs are admitted to the pre-school after consultation between parents/carers, setting manager and key-worker.


Identification, Assessment and Provision for Children with SEN

A child’s parents/carers will be asked prior to admission to give details of any SEN and those will be passed to the SENCO and any key-worker and actioned as appropriate.

Every effort will be then made, with consent for the parents/carers, to obtain any relevant information and support from outside professionals involved.

If a child is identified during their time at the nursery as possibly having SEN, parents/carers will be immediately consulted and an agreed plan of action will result in accordance with the above mentioned SEN Code of Practice.

Arrangements for co-ordinating and monitoring SEN provision

The name of SENCO for Little Acorns Montessori Windsor Campus is Michelle Tuddenham.
The name of SENCO for Little Acorns Montessori Priestwood Campus is Val Duffy.
The SENCO’S role is to
·  Ensure all practitioners in our setting understand their responsibilities to children with SEN and our approach to identifying and meeting the needs of children with SEN
· Advise and support colleagues
· Ensure parents are closely involved throughout and that their insights inform actions taken by practitioners working with the child with SEN
· Liaise with other professionals or agencies beyond our setting

The SENCO with the support of the management monitors and takes responsibility for the day to day operation of provision made in accordance with the needs and progress of children who have SEN.

Systems of observation and record keeping, which operates in conjunction with parents, enables us to monitor children’s needs and progress on an individual basis.

Children identified as having SEN will have an individual education plan (IEP) which will be written in conjunction with the parents and will address 3 or 4 short targets for development. 

IEP’s will be reviewed and updated regularly (usually ½ termly) again in conjunction with the parents/carers.

Facilities for Children with SEN

Keyworker system ensures each adult is especially responsible for five or six children, so each child receives plenty of adult time and attention.

We have a wide range of resources and play equipment that can be deployed according to the individual needs.

Access:
· Wide doors are available for wheelchairs
· The entrance is ramped
· The play area is on one level
· Suitable bathroom, toilet and changing facilities are available
· We will access each child’s needs in terms of access and make every effort to adapt our facilities as appropriate


Partnership with Parents

We recognise that parents and guardians play a crucial part in their child’s progress.

We aim to work in partnership with parents and try to support them and listen carefully to their views.

We work closely with parents of all children in the group to ensure that:
· The group draws upon the knowledge and expertise of parents in planning provision for the child
· The child’s progress and achievements are shared and discussed with parents on a regular basis.
· Parents know the identity of the group’s SENCO.
· Parents are aware of the arrangements for the admission and inclusion of children with SEN.

Partnership with other Agencies

We work in liaison with relevant professionals and agencies outside the group to meet children’s specific needs. These may include:
· Social Services
· Health Services
· Educational Psychologists
· Speech & Language Therapists
· Behaviour support services
· SEN advisory services
· Advisory teachers


Staff Training

Our staff regularly attends in-service training on special needs arranged by the appropriate professional bodies.

Our staff will attend training courses wherever possible and keep themselves updated on SEN issues through relevant reading.

Training issues arising from SENCO training will be fed back to the staff team during staff meetings.

Complaints procedure

Any complaints relating to SEN issues should be addressed either to the SENCO or the Nursery Manager. If, after this, the complaint remains unresolved, it should be addressed to the Area SENCO at Bracknell Forest Borough Council.

Policy Review

This policy will be regularly monitored, reviewed and evaluated.

We will take into account the effectiveness of the provision we have made for children with SEN, and all children within the nursery, through means such as assessing the effectiveness of Individual Education Plans, the effectiveness of curriculum planning for groups of children and the effectiveness of staff training.


STAFFING & EMPLOYMENT POLICY
Statement of intent
We provide a high staffing ratio to ensure that children have sufficient individual attention and to guarantee care and education of a high quality.  Our staff are appropriately qualified and are checked for criminal records through the Criminal Records Bureau in accordance with Ofsted's requirements.

Aims
To ensure that children and their parents are offered high quality pre-school care and education.

Methods
· To meet this aim, we use the following ratios of adult to child:
  	-	children aged two years of age: 		1 adult: 4 children
 	-	children aged three - seven years of age: 	1 adult: 8 children 
· A minimum of two staff/adults are on duty at any one time.
· We use a key person system to ensure that each child and each family has a particular member of staff for discussion and consultation.
· We hold regular staff meetings to undertake curriculum planning and to discuss children's 	progress, their achievements and any difficulties which may arise from time to time.
· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection.
· All staff have job descriptions which set out their roles and responsibilities.
· We welcome applications from all sections of the community.  Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage by us imposing conditions or requirements which are not justifiable. 
· All staff hold appropriate qualifications and certificates.
· We provide regular in-service training to all staff - whether paid staff or volunteers - through the Pre-school Learning Alliance.
· Our pre-school budget allocates resources to training.
· We provide staff induction training in the first week of employment.  This induction includes our Health and Safety Policy and Procedures and Child Protection Policy and Procedures.  Other policies and procedures will be introduced within an induction plan.
· We support the work of our staff by holding regular supervision meetings and appraisals.
· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice.
· We use Ofsted guidance on obtaining references and criminal record checks through the Criminal Records Bureau for staff and volunteers who will have substantial access to children.


STUDENT PLACEMENT POLICY
Statement of intent
Little Acorns recognises that qualifications and training make an important contribution to the quality of the care and education provided by pre-school settings. As part of our commitment to quality, we offer placements to students undertaking early years' qualifications and training, including those studying for the CACHE level 2 Certificate in Pre-school Practice and CACHE level 3 Diploma in Pre-school Practice.

Aim
We aim to provide for students on placement with us, experiences which contribute to the successful completion of their studies and which provide examples of quality practice in early years care and education. 

Methods
· We require students to meet the 'suitable person' requirements of Ofsted.  
· We require schools placing students under the age of 17 years with the pre-school to vouch for their good character.
· We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access to children.
· Students who are placed in our pre-school on a short term basis are not counted in our staffing ratios. Students who are placed for longer periods - for example, a year - may be counted in our staffing ratios provided we consider them to be competent.
· We take out employers' liability insurance and public liability insurance which covers both trainees and voluntary helpers.
· We require students to keep to our confidentiality policy.
· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study.
· We provide students, at the first session of their placement, with a short induction on how our pre-school is managed, how our sessions are organised and our policies and procedures.
· We communicate a positive message to students about the value of qualifications and training.
· We make the needs of the children paramount by not admitting students in numbers which hinder the essential work of the pre-school.
· We ensure that students placed with us are engaged in bona fide early years' training which provides the necessary background understanding of children's development and activities.


UN-COLLECTED CHILD POLICY
Statement of intent
In the event that a child is not collected by an authorised adult at the end of a school session/day, Little Acorns puts into practice agreed procedures.  These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.  

Aim
In the event that a child is not collected by an authorised adult, we will ensure that the child receives 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
1. Parents of children starting at the school are asked to provide specific information which is recorded on our Registration Form, including:
		
· home address and telephone number - if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour's;
· place of work, address and telephone number (if applicable);
· mobile telephone number (if applicable); 
· names, addresses, telephone numbers and signatures of adults who are authorised by the parents to collect their child from pre-school, for example a childminder or grandparent; and
· information about any person who does not have legal access to the child.

2. On occasions when parents are aware that they will not be at home or in their usual place of work, they record how they can be contacted in our diary.  

3. On occasions when parents or the persons normally authorised to collect the child are not able to collect the child, they record the name, address and telephone number of the person who will be collecting their child in our diary.  We agree with parents how the identification of the person who is to collect their child will be verified.

4. 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 procedures.  We provide parents with our contact telephone number.   We also inform parents that - in the event that their children are not collected from pre-school by an authorised adult and the staff can no longer supervise the child in our premises - we apply our child protection procedures as set out in our child protection policy.

5. If a child is not collected at the end of the session/day, we follow the following procedures:
		
· the diary is checked for any information about changes to the normal collection routines;
· if no information is available, 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 from pre-school - and whose telephone numbers are recorded on the Registration Form - are contacted;
· all reasonable attempts are made to contact the parents/carers, for example a neighbour is contacted or another member of staff visits the child's home;
· the child stays at pre-school in the care of two fully-vetted workers until the child is safely collected;
· the child does not leave the premises with anyone other than those named on the Registration Form and in the diary;
· if no-one collects the child and the premises are closing, or staff are no longer available to care for the child, we apply the procedures set out in our Child Protection Policy.  We contact our local authority social services department (telephone number 01344 351582 or 01344 786543) and inform Ofsted (telephone number 0300 123 1231).
· a full written report of the incident is recorded; and
· depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff.



VULNERABLE CHILD POLICY
 Children may be vulnerable at various times in their lives and may need a variety of support.  Our PSED policy emphasises the importance we attach to emotional well being.  Issues may resolve or be temporary according to the child’s home circumstances or health. Adults may become aware of difficulties at home and should deal with these sensitively and within confidentiality boundaries. Concerns should be discussed with the Designated Person and logged.  Child protection issues may arise for any child and some of the risk factors include:

· A child has a disability
· A child has a medical condition; SEN
· Poverty
· Mental health issues within the family
· Domestic violence
· Family break up or changes
· Bereavement or trauma
· The family are asylum seekers or
· The parents are very young or have learning needs.

· If upon discussion with the Designated Person it is realised that a child is in need of additional support, then the Designated Person will explore other issues and based on need, communicate with other agencies.  

Some services, support and advice can be accessed through the Child and Family Support Worker Teams which are currently based at The Willows Children’s Centre.

“WHISTLEBLOWING” POLICY & PROCEDURE
Statement of Intent
Little Acorns is committed to the highest possible standards of openness, honesty and accountability. We encourage all employees and others with serious concerns about any aspect of work to come forward and voice those concerns (but not complaints made maliciously). Employees are often the first to realise that there may be something wrong. However, they may not feel able to express their concerns because they believe that speaking up would be disloyal. There should be no fear harassment or victimisation. It is always best not to ignore the concern rather than report what may just be a suspicion of malpractice.

Any concern should be shared with either Michelle Tuddenham or Val Duffy. This document makes it clear that staff can do so without fear of reprisals. This Whistleblowing Policy is intended to encourage and enable staff to raise serious concerns within Little Acorns rather than overlooking a problem or blowing the whistle outside.

Aims
This policy aims to;
· Provide avenues for you to raise concerns and receive feedback on any action taken. 
· Allow you to take the matter further if you are dissatisfied with Little Acorns response.
· Reassure you that you will be protected from reprisals or victimisation for Whistleblowing in good faith.

This Whistleblowing policy covers concern that;
· Are unlawful.
· Fall below established standards.
· Amount to impropriety.
· Or place the health or safety of any person at risk.

How to raise a concern
As a first step you should raise your concerns with Michelle Tuddenham or Val Duffy.
Concerns are better raised in writing as well as verbally.
You should set out the background and history of the concern, giving names, dates, place where the incident/s occurs and why you are particularly concerned about the situation.
The earlier you express the concern, the easier it is to take action.
Although you are not expected to prove the truth of an allegation, you will need to demonstrate that there are sufficient grounds for your concern.
You may invite a third party to raise a matter on your behalf.


How Little Acorns will respond
The action taken will depend on the nature of the concern. The matters raised may;
· Be investigated internally.
· Be referred to officers at Bracknell Forest
· Be referred to the Police
· Form the subject of an independent inquiry.

Some concerns may be resolved by agreed action without the need for investigation.

When any meeting is arranged, you have the right, if you so wish, to be accompanied by someone who is not involved in the area of work to which the concern relates.

Finally, you will receive information about the outcomes of any investigations.        
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POINTS OF CONCERN/COMPLAINTS OR COMPLIMENTS FOR PARENTS/STAFF

This form in not only for formal complaints but to register issues which you feel we need to discuss within the setting.

This is a formal complaint               This is a matter of concern           This is a compliment

NAME OF PERSON RAISING ISSUE:

DATE:

BRIEF OUTLINE OF THE NATURE OF CONCERN, COMPLAINT OR COMPLIMENT:







WHO OR WHAT IS THE ISSUE CONCERNING?

BRIEF OUTLINE OF THE CIRCUMSTANCE:



DATE AND TIME OF CIRCUMSTANCE LEADING TO THIS COMPLAINT:

INITIAL ACTION TAKEN BY YOU:


ACTION REQUESTED FROM LITTLE ACORNS:



I wish to make a formal complaint and request that my complaint is acknowledged and investigated by Little Acorns as soon as possible and that I am informed of the outcome.
Or
I wish to raise this as a matter of concern and request that the issue is acknowledged and investigated by Little Acorns as soon as possible and that I am informed of the outcome.
Or
Please make a note of my compliment and pass it on to the staff.
SIGNED:								DATE:
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Bracknell Forest Local Safeguarding Children Board

Safeguarding children together

Multi-Professional Bruising Protocol for Immobile Infants

Member of staff / volunteer observes bruising
to an immobile infant

Seek an explanation from the family and record
their explanation (i.e. using their exact words)

Record what the bruising looks like

Contact Children’s Social Care for discussion and advice

Children’s Social Care to lead multi-agency
information gathering/ assessment if appropriate

Follow Berkshire Child Protection Procedures

If you have any concern that a child is at immediate risk of
harm please contact Children’s Social Care and the police.
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