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AIM OF THE NURSERY
It is sometimes assumed that day nurseries care for children and nursery schools educate.

It has never been this way in our setting as we educate and care. One is no good without the other.

We know that children are learning before they come to us from their family and the environment in which they live and we acknowledge the varying lifestyles that encourage this learning. Our aim is to work alongside our parents and carers offering affordable childcare for all at a fair price to achieve the best outcomes for children in our care.
Our curriculum is based around the children’s individual interests ~ with the key-person supporting the children, in collaboration with the parents and main carers of the child. Using observations to plan the environment and implementing a variety of activities to help develop this. 

We implement Development matters (2021) as guidance to help us establish the statutory requirements of the Early Years foundation stage Statutory Requirements. (2021)
It is very important that a good basis for all future learning is established through children’s early play and through the attitudes they acquire in these formative years. Within the group all children are supported in developing their potential at their own pace.  Our key person system enables us to ensure planned activities and interests are tailored to the needs of each individual child, by means of developmentally appropriate play activities and a high level of individual quality adult input to extend and develop their current interests. 
We offer activities, which leads to nationally approved learning outcomes and prepares children to progress with confidence to the national curriculum at the age of five years. 

Working towards three prime areas: Communication and language: Physical development: Personal, Social and Emotional development; and supporting children through specific areas: literacy: mathematics: understanding the world: expressive arts and design: 

All these areas of learning and development are important and are inter-connected, and are crucial for developing children’s curiosity and learning experiences.  

ADMISSIONS POLICY
It is our intention to make our organisation genuinely accessible to children and families from all sections of the local community.  In order to accomplish this, we will:

· Have at least 1 practitioner to 3 children under 2 years of age, 1 practitioner to 4 children (aged 2-3 years) and 1 practitioner to 8 children (aged 3 years and over).

· Ensure that the existence of our organisation is widely known in all local communities.  Placing notices advertising our Organisation in places where all sections of the community can see them, in more than one language if needed.

· Provide a copy of our policies and procedures in different languages upon request.  

· Describe the organisation and its practices in terms which make it clear that it welcomes both fathers and mothers, other relations and other carers, including child minders, and people from all cultural, ethnic, religious and social groups, with and without disabilities.

· Monitor the gender and ethnic background of children joining the group to ensure that no accidental discrimination is taking place.

Absences 

Unexplained or continuous absences of children will be investigated. This is to enquire as to whether there are any family problems we can assist with. This will initially be by phone then an in house meeting with management team and key-person of child to promote the importance of regular attendance. If any concerns are discovered then an early help plan will be discussed to offer support to the parent/carers. If safeguarding issues or other concerns arise as a result, then the flow chart procedure from KMSB will be followed.  Long term absences of children who are in receipt of Early Educational funding will be reported to the Early Educational Management Team.

SETTLING IN TO NURSERY POLICY

Families are encouraged to have three visits initially, however if needed this will be extended or adapted to suit the parents and the child’s needs.

First visit:  Building relationships, practitioners introduction and time to let the families familiarise themselves with the Canterbury Day Nursery.  Observe what happens, ask questions, and clarify child’s needs.  Parents meet with the room senior to go over application forms, medicine and ‘All About Me sheets’.  They will also receive a Welcome booklet, discuss individual learning journeys files and the Early Years Foundation Stage framework document, and explain why input from parents is important. Financial implications and how fees are to be paid (see payments policy below) will also be discussed at this time to ensure parents are clear about financial terms and conditions. While this is taking place the child is introduced to the room and practitioners   to explore their new environment and begin the bonding process.

Second visit:  When a mutual agreement is established the parent may leave their child for an hour. This timing is taken seriously so as not to cause the child any separation anxiety. This will give the child and the key person time to start developing their bond.

Third visit: The child can be left at the nursery with their key person, ideally while parent leaves for an hour, to one hour and half.

Only under very exceptional circumstances will the setting will allow a child to start sessions without any visits.  The child’s well-being and the families’ situation are both assessed in each case.

Transition between rooms:

A month before a child is due to move to the next room, their key person will take them for a visit to support them with the transition period. They will stay and play until they and the room practitioners feel the child is secure.

These transitional visits will usually occur twice per week; however this can be adjusted to suit the child.  Initially visits will be for one hour, then increasing to include lunch if applicable and longer sessions by the final week.  If child is not showing signs of settling then this will be discussed with parents as to the best course of action to take. 

The Parent/Carer will be introduced to child’s new room and practitioners within the first week and to their key person as soon as possible. Parents to be invited to come into play in new room, at a time suitable to them and practitioners. This can be when practitioners will share new routine and discuss child’s needs with parents.

ARRIVAL AND DEPARTURE POLICY

The setting is open from 8 am until 6 pm Monday to Friday.  We have set sessions for each room.  The entrance to the main building is through a locked CCTV door entry system. Please press the bell on the right hand side of the door, where a member of the team will come to talk to you.  
When dropping off children for their nursery session please go the appropriate entrance for your room. All the rooms have their own entrance located either at the front of the nursery in Havelock Street or at the back of the Nursery in Old Ruttington Lane. All rooms have a door bell system. Please ring and you will greeted by a member of the room. 

The children can arrive any time after 8 am and must be collected before the end of the session which they are booking in for. (Except for the Ladybirds room 9.15-12.15) This is to ensure that we have the correct ratio of adult/child.

On arrival you will be greeted by a member of your child’s room.  Ideally this will be your child’s family key person.  They will ask how your child is or if there is any information which the practitioner caring for your child needs to know to enhance the care for that day.  We appreciate all information which you give us, if you have noticed your child achieving or enjoying things at home please let us know so that we can continue to offer them these opportunities whilst in our care.  The greeting practitioner will also welcome the child and make sure they feel relaxed and content about the separation with you.

This ensures the smooth transitions from carer to carer for the child.  (Any medicine or incident forms for parents/carers to complete can also be exchanged at this time)

Coats and bags have a specific area for storage.  Comforters can be stored in child’s tray or sleep basket.  Please label all of your children’s personal items.

You will be asked of your child has eaten breakfast, has sun cream on, has a sun hat or rain coat and wellingtons with them.

The practitioner will sign your child in on the electronic register, making notes of any information to be passed on to the team. 
Practitioners will do their best at both arrival and departure of children to ensure that the transition is a smooth and a stress free experience.  Please feel free to spend as much time as you wish within the setting in order to feel happy about leaving your child.  If at any time a child is showing extreme stress due to be separated from their parents then after trying to alleviate the stress with cuddles, attention and comforters then we will telephone parents advising to come and spend time with their child. This may necessitate a meeting to discuss ways in which we can lessen the separation anxiety for both child and parent/carer.

On departure ideally your family key person or another practitioner from your child’s room will provide you with brief details of your child’s day, what they have eaten, their sleep, what they have played with and any new learning experiences. Please note lots of information is shared on the Parentzone App.   Any accidents/incidents and medicine forms will be provided for your signature. If by any chance we have forgotten to pass over information regarding an accident (especially to the head) we will phone parents to inform them. 

On registration with our setting you will be asked to complete a form which will provide us with information of people you state can collect your child from the setting, along with a pass word for added insurance. 
Canterbury Day Nursery, Holiday Playscheme & After School Club           Child Protection Policy
This is a core policy that forms part of the induction for all staff. It is a requirement that all members of staff have access to this policy and sign to say they have read and understood its content.
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1. Child Focused Approach to Safeguarding

Every child deserves the best possible start in life and the support that enables them to fulfil their potential. Children develop quickly in the early years and a child’s experiences between birth and age five have a major impact on their future life chances. A secure, safe and happy childhood is important in its own right.’ Early Years Foundation Stage (EYFS) 2021
1.1 Introduction 
· The registered person, trustees & committee of Canterbury Day Nursery, Holiday Playscheme & After School Club believe that all those directly involved with our setting have an essential role to play in making it safe and secure. Our setting aims to create the safest environment within which every child can achieve their full potential and we take seriously our responsibility to promote the welfare and safeguard all the children and young people entrusted to our care.

· Canterbury Day Nursery recognise our statutory responsibility to safeguard and promote the welfare of all children. Safeguarding is everybody’s responsibility and all those directly connected (staff, Committee, volunteers, parents, families, and children) are an important part of the wider safeguarding system for children and have an essential role to play in making this community safe and secure. 

· Canterbury Day Nursery believe that the best interests of children always come first. All children (defined as those up to the age of 18) have a right to be heard and to have their wishes and feelings taken into account and all children regardless of age, sex (gender), ability, culture, race, language, religion or sexual identity, have equal rights to protection. 

· This policy applies where there are any child protection concerns regarding children who attend the settings but may also apply to other children connected to the setting, for example, siblings or younger staff (under 18s) or children on student/work placements. 

· Staff working with children at Canterbury Day Nursery will maintain an attitude of ‘it could happen here’ where safeguarding is concerned.  When concerned about the welfare of a child, staff will always act in the best interests of the child and if any member of our community has a safeguarding concern about any child or adult, they should act and act immediately.
· As part of the safeguarding ethos of the setting we are committed to:

· Maintaining children’s welfare as our paramount concern

· Providing an environment and culture in which children feel safe, secure, valued, and respected, confident to talk openly and sure of being listened to

· Developing appropriate and positive relationships between children and the adults that care for them

· Providing suitable support and guidance so that children have a range of appropriate adults who they feel confident to approach if they are in difficulties

· Using learning opportunities to increase self-awareness, self-esteem, assertiveness, and decision making.  This is so that young children develop a range of contacts and strategies to ensure their own protection and understand the importance of protecting others

· Working with parents/carers to build an understanding of the setting’s responsibility to ensure the welfare of all children including the need for referral to other agencies in some situations

· Ensuring all staff have regular and appropriate training (including induction) to enable them to recognise the signs and symptoms of abuse and ensure they are aware of the setting’s procedures and reporting mechanisms

· Monitoring children who have been identified as ‘in need’ including the need for protection, keeping confidential records which are stored securely and shared appropriately with other professionals.

· Developing effective and supportive liaison with other agencies.

· The procedures contained in this policy apply to all staff, including trustees, temporary or third-party agency staff and volunteers.
· Canterbury Day Nursery adheres to the Kent Safeguarding Children Multi-Agency Partnership (KSCMP) safeguarding children’s procedures. The full KSCMP procedures document and additional guidance relating to specific safeguarding issues can be found on the KSCMP website: www.kscmp.org.uk  

1.2 Policy context

· This policy is implemented in accordance with our compliance with the statutory guidance from the Department for Education, Early Years and Foundation Stage (EYFS) 2021, especially section 3: the safeguarding and welfare requirements.

· This policy has been developed in accordance with the principles established by the Children Acts 1989 and 2004 and related guidance. This includes but is not limited to:

· Keeping Children Safe in Education 2022 (KCSIE) 

· Working Together to Safeguard Children 2018 (WTSC) 

· Ofsted: Education Inspection Framework’ 
· Framework for the Assessment of Children in Need and their Families 2000

· Kent and Medway Safeguarding Children Procedures
· Early Years and Foundation Stage Framework 2021 (EYFS)

· The Education Act 2002

· The Human Rights Act 1998 

· The Equality Act 2010 (including the Public Sector Equality Duty)

· Canterbury Day Nursery will continue to follow government guidance in response to the coronavirus (Covid-19) pandemic; regardless of the action required, our safeguarding principles will always remain the same. We will amend this policy and our approaches, as necessary. 
· Canterbury Day Nursery recognise that as a result of the Covid-19 pandemic, some members of our community may have been exposed to a range of adversity and trauma including bereavement, anxiety and in some cases experienced increased welfare and/or safeguarding risks. We will work with local services, such as health and the local authority, to ensure necessary support is in place.
1.3 Definition of safeguarding

· Working Together to Safeguard Children (2018) states that safeguarding and promoting the welfare of children is defined as:

· protecting children from maltreatment. 

· preventing impairment of children's mental and physical health or development. 

· ensuring that children grow up in circumstances consistent with the provision of safe and effective care; and 

· taking action to enable all children to have the best outcomes. 

· It also reminds us that safeguarding “is everyone’s responsibility” and everyone who comes into contact with children and families has a role to play.  Everyone should consider wider environmental factors in a child’s life that may be a threat to their safety and/or welfare.

· The setting acknowledges that safeguarding includes a wide range of specific issues including (but not limited to):

· Abuse and neglect

· Bullying, including cyberbullying

· Child-on-child abuse

· Children with family members in prison

· Children Missing Education (CME)

· Child missing from home or care 

· Child Sexual Exploitation (CSE)

· Child Criminal Exploitation (CCE)

· Contextual safeguarding (risks outside the family home)

· County lines and gangs 

· Domestic abuse 

· Drugs and alcohol misuse

· Fabricated or induced illness 

· Faith abuse

· Gender based abuse and violence against women and girls

· Hate

· Homelessness 

· Human trafficking and modern slavery

· Mental health

· Nude or semi-nude image sharing, aka youth produced/involved sexual imagery or “Sexting”

· Online safety

· Preventing radicalisation and extremism

· Private fostering 

· Relationship abuse

· Serious violence

· Sexual violence and sexual harassment

· So-called ‘honour-based’ abuse, including Female Genital Mutilation (FGM) and forced marriage

· ‘Upskirting’

· Annex B of ‘Keeping Children Safe in Education’ (KCSIE) contains important additional information about specific forms of abuse and safeguarding issues. Staff at the setting who work directly with children will read part one and annex B of KCSIE.
· If staff have any concerns about a child’s welfare, they should act on them immediately. They should follow this policy and speak to the Designated Safeguarding Lead (or deputy).
1.4 Related safeguarding policies 

This policy is one of a series of our integrated safeguarding portfolio and should be read and actioned in conjunction with the policies as listed below: 
· Attendance, including lost or missing children

· Arrivals and departures, including collection procedures and uncollected child arrangements

· Behaviour management including use of physical intervention

· Complaints  

· Confidentiality 

· Data protection and information sharing

· Emergency procedures such as evacuations and lockdowns 

· First aid and accidents, including administering medication and managing illness, allergies, heath, and infection

· Health and safety

· Image use

· Managing allegations against staff

· Mobile and smart technology 

· Online safety

· Personal and intimate care 

· Risk assessments, such as trips/outings, use of technology

· Safe and healthy eating

· Safer recruitment 

· Sleep and rest policies 

· Social media 

· Staff behaviour policy/code of conduct, including Acceptable Use of Technology Policies (AUP)

· Ratios and lone working expectations 

· Visitors policy 

· Whistleblowing 

Supporting Guidance (to be read and followed alongside this document)
· “Guidance for Safer Working Practice for Adults who Work with Children and Young People in Education Settings”

· “What to do if you are worried a child is being abused” – DfE, March 2015

· Early Years Foundation Stage 2021 Welfare Requirements

· UK Council for Internet Safety (UKCIS) “Safeguarding children and protecting professionals in early years settings: online safety considerations”
· These documents can be found through the internet.
1.5 Policy compliance, monitoring and review

· Canterbury Day Nursery will review this policy at least annually (as a minimum) and will update it as needed, so that it is kept up to date with safeguarding issues as they emerge and evolve, including lessons learnt. The policy will also be revised following any national or local updates, significant local or national safeguarding events and/or learning, and/or any changes to our own procedures.

· All staff (including temporary staff and volunteers) will be shown a copy of this policy and Part One and/or Annex A of KCSIE 2022 as appropriate.  This can be found in the staff room and printed/emailed for individuals on request. 
· Parents/carers can obtain a copy of the Child Protection Policy and other related policies on request. 
· The policy forms part of our development plan and will be reviewed annually by the Management Team which has responsibility for oversight of safeguarding and child protection systems. 

· The Designated Safeguarding Lead (DSL) and manager will ensure the regular reporting on safeguarding activity and systems. They will not receive details of individual children’s situations or identifying features of families as part of their oversight responsibility.

2. Key Responsibilities 

2.1 Governance and leadership 

· The Committee and management team have a strategic responsibility for our safeguarding arrangements and will comply with their duties under legislation. The management team have regard to the KCSIE 2022 guidance and will ensure our policies, procedures and training is effective and complies with the law at all times.

· The management team will facilitate a whole setting approach to safeguarding which involves everyone. They will ensure that safeguarding and child protection are at the forefront and underpin all relevant aspects of process and policy development, so that all systems, processes, and policies operate with the best interests of the child at their heart.
· The management team are aware of their obligations under the Human Rights Act 1998, the Equality Act 2010, (including the Public Sector Equality Duty), and the local multi-agency safeguarding arrangements set out by the Kent Safeguarding Children Multi-Agency Partnership (KSCMP).
· This includes but is not limited to safeguarding all members of our community (for example, staff, children, parents/carers and other family members) identified with protected characteristics within the Equality Act: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation.

· For further information about our approaches to equality, diversity, and inclusion, please ask for a printed/email copy to be sent.

· The registered person and management team will ensure that there are policies and procedures in place to ensure appropriate action is taken in a timely manner to safeguard and promote children’s welfare. 

· The registered person and management committee will ensure that the Designated Safeguarding Lead is supported in their role and is provided with sufficient time so they can provide appropriate support to staff and children regarding any safeguarding and welfare concerns.

· The management team will ensure that our child protection and safeguarding policies and procedures are understood and followed by all staff.

2.2 Designated Safeguarding Lead (DSL)

· The EYFS states; ‘a practitioner must be designated to take lead responsibility for safeguarding children in every setting’. The management team have appointed Sally Cavaglieri (Nursery Manager) as the Designated Safeguarding Lead (DSL) for our setting, they are appropriately qualified and experienced to enable them to fulfil this role.  
· The setting has also appointed Deputy DSLs who will have delegated responsibilities and act in the DSL’s absence. 

· Michelle Flahaut (Deputy Manager) and

· Emma Wakeman (Senior Nursery Practitioner) 

· The DSL has overall responsibility for the day-to-day oversight of safeguarding and child protection systems (including online safety) in the setting.  Whilst the activities of the DSL may be delegated to the deputies, the ultimate lead responsibility for safeguarding and child protection remains with the DSL and this responsibility will not be delegated. 

· The Designated Safeguarding Lead (and any deputies) will be most likely to have a complete safeguarding picture and will be the most appropriate person to advise staff on the response to any safeguarding concerns.

· It is the role of the DSL to:

· Act as the central contact point for all staff to discuss any safeguarding concerns

· Maintain a confidential recording system for safeguarding and child protection concerns

· Coordinate safeguarding action for individual children

· When supporting children with a social worker or looked after children, the DSL should have the details of the child’s social worker in the authority that looks after the child.

· Liaise with other agencies and professionals in line with EYFS 2021 and WTSC 2018 

· Ensure that locally established procedures as put in place by the three safeguarding partners as part of the Kent Safeguarding Children Multi-Agency Partnership (KSCMP) procedures, including referrals, are followed, as necessary. 

· Represent, or ensure the setting is appropriately represented at multi-agency safeguarding meetings (including child protection conferences)

· Managing and monitoring the setting’s role in any multi-agency plan for a child. 

· Being available during setting hours for staff to discuss any safeguarding concerns and ensuring adequate and appropriate DSL cover arrangements in response to any closures and out of hours and/or out of term activities.

· Ensuring all staff access appropriate safeguarding training and relevant updates in line with the recommendations within EYFS 2021. 

· Liaise with the management team to inform them of any safeguarding issues, especially ongoing enquiries under section 47 of the Children Act 1989 and police investigations. 
· The DSL will undergo appropriate and specific training to provide them with the knowledge and skills required to carry out their role. Deputy DSLs will be trained to the same standard as the DSL. The DSLs’ training will be updated formally at least every two years, but their knowledge and skills will be updated through a variety of methods at regular intervals and at least annually. 

2.3 Members of staff

· The EYFS 2021 requires providers ‘to take all necessary steps to keep children safe and well’’ and accordingly, everyone involved in the care of young children has a role to play in their protection.
· All members of staff in our setting are part of the wider safeguarding system for children and are in a unique position to observe any changes in a child’s behaviour or appearance. Our staff play a particularly important role in safeguarding as they are in a position to identify concerns early, provide help for children, promote children’s welfare and prevent concerns from escalating.

· All members of staff have a responsibility to:

· provide a safe environment in which children can learn.

· be aware of the indicators of abuse and neglect so that they can identify cases of children who may need help or protection.

· know what to do if a child tells them that they are being abused, neglected, or exploited and understand the impact abuse and neglect can have upon a child. 

· be able to identify and act upon indicators that children are, or at risk of developing mental health issues. 

· be prepared to identify children who may benefit from early help.

· understand the early help process and their role in it.

· understand our safeguarding policies and systems.

· undertake regular and appropriate training which is regularly updated.

· be aware of the local process of making referrals to children’s social care and statutory assessment under the Children Act 1989.

· know how to maintain an appropriate level of confidentiality.

· reassure children who report concerns that they are being taken seriously and that they will be supported and kept safe. 

· Staff at Canterbury Day Nursery recognise that children may not feel ready or know how to tell someone that they are being abused, exploited, or neglected, and/or they may not recognise their experiences as being abusive or harmful. This should not prevent staff from having professional curiosity and speaking to a DSL if they have any concerns about a child. 

· Staff at Canterbury Day Nursery will determine how best to build trusted relationships with children, young people and parents/carers which facilitate appropriate professional communication in line with existing and relevant policies, for example, our behaviour policies.
2.4 Children

· Children have a right to:
· Feel safe, be listened to, and have their wishes and feelings taken into account.

· Confidently report abuse, knowing their concerns will be treated seriously, and knowing they can safely express their views and give feedback.

· Receive help from a trusted adult.

· Learn how to keep themselves safe, including online.

 2.5 Parents and carers

· Parents/carers have a responsibility to:

· Understand and adhere to any relevant setting policies and procedures. 
· Talk to their children about safeguarding issues and support the setting in their safeguarding approaches.
· Identify behaviours which could indicate that their child is at risk of harm including online.
· Seek help and support from the setting or other agencies.
3. Child Protection Procedures  

3.1 Recognising indicators of abuse and neglect 

· Staff will maintain an attitude of ‘it could happen here’ where safeguarding is concerned. When concerned about the welfare of a child, staff will always act in the best interests of the child.

· All staff are made aware of the definitions and indicators of abuse and neglect as identified by Working Together to Safeguard Children (2018) and Keeping Children Safe in Education 2022. This is outlined locally within the Kent Support Levels Guidance. 

· Canterbury Day Nursery recognise that when assessing whether a child may be suffering actual or potential harm there are four categories of abuse (for more in-depth information, see appendix 1):

· Physical abuse

· Sexual abuse 

· Emotional abuse 

· Neglect

· By understanding the indicators or abuse and neglect, we can respond to problems as early as possible and provide the right support and services for the child and their family. 
· All members of staff are expected to be aware of and follow the below approach if they are concerned about a child: 
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24, There are four key steps to follow to help you to identify and respond appropriately
to possible abuse and/or neglect.

Be alert —*

Ask for help ﬁ

25, Itmay not always be appropriate to go through all four stages sequentially. If a
child is in immediate danger or is at risk of harm, you should refer to children’s
social care andlor the police. Before doing so, you should try to establish the basic
facts. However, it will be the role of social workers and the police to investigate cases
and make a judgement on whether there should be a statutory intervention and/or a
criminal investigation.

26.  You should record, in writing, all concerns and discussions about a child’s welfare,
the decisions made and the reasons for those decisions.

Being alert to signs of abuse and neglect

27.  Thefirst step is to be alert to the signs of abuse and neglect, to have read this
document and to understand the procedures set out in your local multi-agency
safeguarding arrangements. You should also consider what training would support you in
your role and what is available in your area.

Questioning behaviours
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‘What to do if you are worried a child is being abused’ 2015

· Canterbury Day Nursery recognises that concerns may arise in many different contexts and can vary greatly in terms of their nature and seriousness. The indicators of child abuse and neglect can vary from child to child. Children develop and mature at different rates, so what appears to be worrying behaviour for a younger child might be normal for an older child. It is important to recognise that indicators of abuse and neglect do not automatically mean a child is being abused however all concerns should be taken seriously and will be explored by the DSL on a case-by-case basis. 
· Canterbury Day Nursery recognises abuse, neglect, and safeguarding issues are rarely standalone events and cannot always be covered by one definition or one label alone. In many cases, multiple issues will overlap with one another, therefore staff will always be vigilant and always raise concerns with a DSL.

· Parental behaviors can indicate child abuse or neglect, so staff will be alert to parent-child interactions or concerning parental behaviours; this could include parents who are under the influence of drugs or alcohol or if there is a sudden change in their mental health. 
· Children may report abuse happening to themselves, other children, or their family members. All reports made by children to staff will be taken seriously and will be responded to in line with this policy. 

· Safeguarding incidents and/or behaviours can be associated with factors and risks outside the setting. Children can be at risk of abuse or exploitation in situations outside their families; extra-familial harms take a variety of different forms and children can be vulnerable to multiple harms including (but not limited to) sexual exploitation, criminal exploitation, sexual abuse, serious youth violence and county lines.

· Canterbury Day Nursery recognises that technology can be a significant component in many safeguarding and wellbeing issues; children are at risk of abuse online from people they know (including other children) and from people they do not know; in many cases, abuse will take place concurrently via online channels and in daily life. 

· Canterbury Day Nursery recognises that some children have additional or complex needs and may require access to intensive or specialist services to support them. 

· In all cases, if staff are unsure of what action to take, they will always speak to the DSL (or deputy).
3.2 Responding to child protection concerns 

· If staff are made aware of a child protection concern, as appropriate to the child’s age/ability, they are expected to: 

· listen carefully to the child, reflecting back the concern.

· be non-judgmental.

· Avoid using any leading questions; only prompting the child where necessary, with open questions to clarify information. For example, who, what, where, when or Tell, Explain, Describe (TED).

· not promise confidentiality as concerns will have to be shared further, for example, with the DSL and potentially Integrated Children’s Services. 

· be clear about boundaries and how the report will be progressed. 

· record the concern using the facts, for example, words the child uses or recording the location of any marks using a body map, in line with our record keeping requirements.

· inform the DSL (or deputy), as soon as practically possible.

· If staff have any concerns about a child’s welfare, they are expected to act on them immediately. If staff are unsure if something is a safeguarding issue, they will speak to the DSL (or deputy).

· The DSL or a deputy should always be available to discuss safeguarding concerns. If in exceptional circumstances, a DSL is not available, this should not delay appropriate action being taken by staff. Staff should speak to 3rd Deputy DSL or Senior Staff member, take advice from the Education Safeguarding Service or a consultation with a social worker from the Front Door (for contact information, see flowchart on page x). In these circumstances, any action taken will be shared with a DSL as soon as is possible. 
· All staff are made aware that early information sharing is vital for the effective identification, assessment, and allocation of appropriate service provision, whether this is when problems first emerge, or where a child is already known to other agencies. Staff will not assume a colleague, or another professional will act and share information that might be critical in keeping children safe.
· Canterbury Day Nursery will respond to safeguarding concerns in line with the Kent Safeguarding Children Multi-Agency Partnership procedures (KSCMP). 

· The full KSCMP procedures and additional guidance relating to reporting concerns and specific safeguarding issues can be found on their website: www.kscmp.org.uk
 In Kent, Early Help and Preventative Services and Children’s Social Work Services are part of Integrated Children’s Services (ICS). Specific information and guidance to follow with regards to accessing support and/or making referrals in Kent can be found here: www.kelsi.org.uk/support-for-children-and-young-people/integrated-childrens-services 

· Where it is identified a child may benefit from Early Help support (as provided by ICS) , the DSL (or deputy) will generally lead as appropriate and make a request for support via the Front Door.

· The DSL will keep all Early Help cases under constant review and consideration will be given to escalating concerns to the Front Door or seeking advice via the Education Safeguarding Service if the situation does not appear to be improving or is getting worse.

· All staff are made aware of the process for making referrals to Integrated Children’s Services and for statutory assessments under the Children Act 1989, especially section 17 (children in need) and section 47 (a child suffering, or likely to suffer, significant harm) that may follow a referral, along with the role they might be expected to play in such assessments.

· Where a child is suffering, or is likely to suffer from harm, or is in immediate danger (for example, under section 17 or 47 of the Children Act), a ‘request for support’ will be made immediately to Kent Integrated Children’s Services (via the ‘Front Door’) and/or the police, in line with KSCMP procedures.

· Canterbury Day Nursery recognise that in situations where there are immediate child protection concerns for a child as identified in line with Support Level Guidance, it is NOT to investigate as a single agency, but to act in line with KSCMP guidance which may involve multi-agency decision making. 
· The DSL may seek advice or guidance from an Area Education Safeguarding Advisor from the Education Safeguarding Service before deciding next steps. 

· They may also seek advice or guidance from a social worker at the Front Door service who are the first point of contact for Integrated Children’s Services (ICS). 

· In the event of a request for support to the Front Door being necessary, parents/carers will be informed and consent to this will be sought by the DSL in line with guidance provided by KSCMP and ICS. Parents/carers will be informed of this, unless there is a valid reason not to do so, for example, if to do so would put a child at risk of harm or would undermine a criminal investigation. 
· If, after a request for support or any other planned external intervention, a child’s situation does not appear to be improving, or concerns regarding receiving a decision or the decisions made, staff or the DSL will re-refer (if appropriate) and/or DSLs will follow the KSCMP escalation procedures to ensure their concerns have been addressed and, most importantly, that the child’s situation improves. DSLs may request support with this via the Education Safeguarding Service.
3.3 Recording concerns 

· All safeguarding concerns, discussions, decisions, and reasons for those decisions, will be recorded in writing on the setting safeguarding incident/concern form and passed without delay to the DSL. Our records will include a clear and comprehensive summary of any concerns, details of how concerns were followed up and resolved, a note of any action taken or not taken, how any decisions were reached and any outcomes.
· Incident/Welfare concern forms are kept in the child’s individual file in a located filing cabinet.  Incidents regarding staff are kept in the locked box in the office.
· Records will be completed as soon as possible after the incident/event, using the child’s words and will be signed and dated by the member of staff. Child protection records will record facts and not personal opinions. A body map will be completed if visible marks or injuries have been observed. 

· If there is an immediate safeguarding concern the member of staff will consult with a DSL before completing the form as reporting urgent concerns takes priority.

· If members of staff are in any doubt about recording requirements, they will discuss their concerns with the DSL.

· Child protection records will include a clear and comprehensive summary of the concern, details of how the concern was followed up and resolved and details regarding any action taken, decisions reached and the outcome.
· Child protection records will be kept confidential and stored securely. Child protection records will be kept for individual children and will be maintained separately from all other records relating to the child in the setting. Child protection records are kept in accordance with data protection legislation and are retained centrally and securely by the DSL. 
· All child protection records will be transferred in accordance with data protection legislation to the child’s subsequent setting or school, under confidential and separate cover as soon as possible. Child protection files will be transferred securely to the new DSL, separately to the child’s main file, and a confirmation of receipt will be obtained. 
· In addition to the child protection file, the DSL will also consider if it would be appropriate to share any information with the DSL at the new setting or school in advance of a child leaving, for example, information that would allow the new setting or school to continue to provide support. 
· Where the setting receives child protection files from another setting, the DSL will ensure key staff such as the Special Educational Needs Co-Ordinators (SENCOs) will be made aware of relevant information as required. 
· Where a child joins the setting and no child protection files are received, the DSL will proactively seek to confirm from the previous setting whether any child protections exist for the child, and if so, if the files have been sent. 
3.4 Multi-agency working

· Canterbury Day Nursery recognises the pivotal role we have to play in multi-agency safeguarding arrangements and is committed to its responsibility to work within the KSCMP multi-agency safeguarding arrangements as identified within ‘Working Together to Safeguard Children’. 

· The manager/deputy manager and DSL will work to establish strong and co-operative local relationships with professionals in other agencies, including the safeguarding partners in line with local and national guidance.

· Canterbury Day Nursery recognises the importance of multi-agency working and is committed to working alongside partner agencies to provide a coordinated response to promote children’s welfare and protect them from harm.  This includes contributing to KSCMP processes as required, such as, participation in relevant safeguarding multi-agency plans and meetings, including Child Protection Conferences, Core Groups, Strategy Meetings, Child in Need meetings or other early help multi-agency meetings.
· The setting will allow access for Kent Children’s Social Work Service and, where appropriate, from a placing local authority, to conduct, or to consider whether to conduct, a section 17 or a section 47 assessment.

3.5 Confidentiality and information sharing

· Canterbury Day Nursery recognises our duty and powers to hold, use and share relevant information with appropriate agencies in matters relating to child protection at the earliest opportunity as per statutory guidance outlined within EYFS 2021 and KCSIE 2022. 

· Canterbury Day Nursery has an appropriately trained (Dawn Pearce) Data Protection Officer (DPO) as required by the UK General Data Protection Regulations (UK GDPR) to ensure that our setting is compliant with all matters relating to confidentiality and information sharing requirements. 

· Staff will have due regard to the relevant data protection principles, which allow them to share and withhold personal information. The Data Protection Act 2018 and UK GDPR do not prevent the sharing of information for the purposes of keeping children safe. Fears about sharing information must not be allowed to stand in the way of the need to safeguard and promote the welfare and protect the safety of children. KCSIE 2022, the Information Commissioner’s Office (ICO) and the DfE ‘'Information sharing advice for safeguarding practitioners'’ (2018) guidance provides further details regarding information sharing principles and expectations. 
· The manager/deputy manager and DSL will disclose relevant safeguarding information about a child with staff on a ‘need to know’ basis. 

· All members of staff must be aware that whilst they have duties to keep information confidential, in line with our confidentiality policy. Staff also have a professional responsibility to be proactive in sharing information as early as possible to help identify, assess, and respond to risks or concerns about the safety and welfare of children; this may include sharing information with the DSL and with other agencies as appropriate.

· In regard to confidentiality and information sharing staff will only involve those who need to be involved, such as the DSL (or a deputy) and Kent Integrated Children’s Services. All staff are aware they cannot promise a child that they will not tell anyone about a report of any form of abuse, as this may not be in the best interests of the child.
3.6 Complaints

· All members of our community should feel able to raise or report any concerns about children’s safety or potential failures in our safeguarding regime. The setting has a complaints procedure available to parents, members of staff and visitors who wish to report concerns or complaints. This can be found in our policies & procedures in the foyer & on the website. 
· Whilst we encourage members of our community to report concerns and complaints directly to us, we recognise this may not always be possible. Children, young people, and adults who have experienced abuse at school can contact the NSPCC ‘Report Abuse in Education’ helpline on 0800 136 663 or via email: help@nspcc.org.uk
· Staff can also access the NSPCC whistleblowing helpline if they do not feel able to raise concerns regarding child protection failures internally. 

· Staff can call 0800 028 0285 (8:00 AM to 8:00 PM Monday to Friday) or email help@nspcc.org.uk. 
· The leadership team at Canterbury Day Nursery will take all concerns reported seriously and all complaints will be considered and responded to in line with the relevant and appropriate process. 
· Anything that constitutes an allegation against a member of staff or volunteer will be dealt with in line with section 8 of this policy. 
4. Specific Safeguarding Issues 
· Canterbury Day Nursery is aware of a range of specific safeguarding issues and situations that can put children at greater risk of harm. Whilst some of these issues may be more likely to involve older children, early years children may still be at risk at of harm, or concerns may be identified where there are risks for children’s family members or siblings, and/or young staff members, including for example, children on work placements/experience.  
· Where staff are unsure how to respond to specific safeguarding issues, they should follow the processes as identified in part 3 of this policy and speak with the DSL or a deputy. 

4.1 Bruising in non-mobile children

· Bruising in babies, infants or children with complex needs that are not mobile (meaning a child who is unable to move independently through rolling, crawling, cruising, or bottom shuffling) is unusual and should always be explored.   

· If our setting is concerned about actual or suspected bruising on a non-mobile child, we will respond in line with the ‘Kent and Medway Protocol for the Management of Actual or Suspected Bruising in Infants and Children who are not Independently Mobile’ procedures (2.2.8 of the KSCMP procedures). In summary, these procedures state:
· If a child appears seriously ill or injured, emergency treatment should be sought through an emergency department (ED) and the Kent ICS should be notified of the concern and the child’s location. 

· In all other cases: 

· Staff must inform the DSL immediately and describe and document accurately on a body map, the size, shape, colour, and position of the mark/s on the head and/or body. 

· Any explanation of the history of the injury or comments by the parents/carers will be documented accurately (verbatim) in the child’s record, along with the body map. 

· If there is a concern about parental response to the injury, no explanation, or an explanation that is inadequate, unlikely or does not rule out abuse or neglect, an immediate referral will be made to Kent ICS, who have responsibility for arranging further multi-agency assessments. 

· If there are concerns regarding the immediate safety of the child or staff, the police will be called. 

· If the setting is in any doubt as to how to respond to bruising on a non-mobile child, advice will be sought from the Education Safeguarding Service and/or the Front Door.

4.2  Child-on-child abuse

· All members of staff at Canterbury Day Nursery recognise that children can abuse other children (referred to as child-on-child abuse, previously known as ‘peer-on-peer’ abuse), and that it can happen both inside and outside of the setting and online. 

· Canterbury Day Nursery recognises that child-on-child abuse can take many forms, including but not limited to:

· Bullying, including cyberbullying, prejudice-based and discriminatory bullying

· Abuse in intimate personal relationships between children

· Physical abuse which can include hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical harm

· Sexual violence and sexual harassment

· Consensual and non-consensual sharing of nudes and semi-nude images and/or videos (also known as ‘sexting’ or youth produced sexual imagery)

· Causing someone to engage in sexual activity without consent, such as forcing someone to strip, touch themselves sexually, or to engage in sexual activity with a third party 

· Upskirting (which is a criminal offence), which typically involves taking a picture under a person’s clothing without their permission, with the intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim humiliation, distress or alarm

· Initiation/hazing type violence and rituals

· Any allegations of child-on-child abuse will be recorded, investigated, and dealt with in line with this child protection policy. 
· Canterbury Day Nursery adopts a zero-tolerance approach to child-on-child abuse. We believe that abuse is abuse and it will never be tolerated or dismissed as “just banter”, “just having a laugh”, “part of growing up” or “boys being boys”; this can lead to a culture of unacceptable behavior’s and can create an unsafe environment for children and a culture that normalises abuse, which can prevent children from coming forward to report it.
· All staff have a role to play in challenging inappropriate behaviours between children. Staff recognise that some child-on-child abuse issues may be affected by gender, age, ability, and culture of those involved. For example, for gender-based abuse, girls are more likely to be victims and boys more likely to be perpetrators.

· Canterbury Day Nursery recognises that even if there are no reported cases of child-on-child abuse, such abuse is still likely to be taking place and it may be the case that it is just not being reported. As such, it is important that staff speak to the DSL (or deputy) about any concerns regarding child-on-child abuse.

· Canterbury Day Nursery want children to feel able to confidently report abuse and know their concerns will be treated seriously. All allegations of child-on-child abuse will be reported to the DSL and will be recorded, investigated, and dealt with in line with associated policies, including child protection, anti-bullying, and behaviour. Children who experience abuse will be offered appropriate support, regardless of where the abuse takes place. 
· Concerns about children’s behaviour, including child-on-child abuse taking place offsite will be responded to as part of a partnership approach with children and parents/carers. Offsite behaviour concerns will be recorded and responded to in line with existing appropriate policies, for example anti-bullying, acceptable use, behaviour and child protection policies. 
· Alleged victims, alleged perpetrators and any other child affected by child-on-child abuse will be supported by:

Taking reports seriously, listening carefully, avoiding victim blaming, providing appropriate pastoral support, working with parents/carers, reviewing educational approaches, following procedures as identified in other policies, for example, the setting’s anti-bullying, behaviour and child protection policy, and where necessary and appropriate, informing the police and/or ICS.

4.3 Child-on-child sexual violence and sexual harassment

· When responding to concerns relating to child-on-child sexual violence or harassment, Canterbury Day Nursery will follow the principles of the guidance outlined in Part five of KCSIE 2022.
· Canterbury Day Nursery recognises that sexual violence and sexual abuse can happen anywhere, and all staff will maintain an attitude of ‘it could happen here.’ Canterbury Day Nursery recognises sexual violence and sexual harassment can occur between two children of any age and sex. It can occur through a group of children sexually assaulting or sexually harassing a single child or group of children and can occur online and face to face (both physically and verbally). Sexual violence and sexual harassment is never acceptable.

· All victims of sexual violence or sexual harassment will be reassured that they are being taken seriously, regardless of how long it has taken them to come forward, and that they will be supported and kept safe. A victim will never be given the impression that they are creating a problem by reporting sexual violence or sexual harassment, or ever be made to feel ashamed for making a report. 

· Abuse that occurs online or outside of the setting will not be dismissed or downplayed and will be treated equally seriously and in line with relevant policies/procedures, for example anti-bullying, behaviour, child protection, online safety.
· Canterbury Day Nursery recognises that the law is in place to protect children and young people rather than criminalise them, and where appropriate, this will be explained in such a way to children that avoids alarming or distressing them.

· Canterbury Day Nursery recognises that an initial disclosure to a trusted adult may only be the first incident reported, rather than representative of a singular incident and that trauma can impact memory, so children may not be able to recall all details or timeline of abuse. All staff will be aware certain children may face additional barriers to telling someone, for example because of their vulnerability, disability, sex, ethnicity, and/or sexual orientation.

· The DSL (or deputy) is likely to have a complete safeguarding picture and will be the most appropriate person to advise on the initial response. 

· The DSL will make an immediate risk and needs assessment which will be considered on a case-by-case basis which explores how best to support and protect the victim and the alleged perpetrator, and any other children involved/impacted, in line with part five of KCSIE 2022 and relevant local/national guidance and support, for example KSCMP procedures and support from the Education Safeguarding Service. 

· The risk and needs assessment will be recorded and kept under review and will consider the victim (especially their protection and support), the alleged perpetrator, and all other children, and staff and any actions that are required to protect them. 

· Any concerns involving an online element will take place in accordance with relevant local/national guidance and advice.

· Reports will initially be managed internally by the setting and where necessary will be referred to Integrated Children’s Services (Early Help and/or Children’s Social Work Service) and/or the police. Important considerations which may influence this decision include: 

· the wishes of the victim in terms of how they want to proceed. 

· the nature of the alleged incident(s), including whether a crime may have been committed and/or whether Harmful Sexual Behavior has been displayed.

· the ages of the children involved. 

· the developmental stages of the children involved.

· any power imbalance between the children. 

· if the alleged incident is a one-off or a sustained pattern of abuse - sexual abuse can be accompanied by other forms of abuse and a sustained pattern may not just be of a sexual nature. 

· that sexual violence and sexual harassment can take place within intimate personal relationships between children.

· understanding intra familial harms and any necessary support for siblings following incidents. 

· whether there are any ongoing risks to the victim, other children, adult students, or staff.

· any other related issues and wider context, including any links to child sexual exploitation and child criminal exploitation.

· The setting will in most instances engage with both the victim’s and alleged perpetrator’s parents/carers when there has been a report of sexual violence; this might not be necessary or proportionate in the case of sexual harassment and will depend on a case-by-case basis. 

· The exception to this is if there is a reason to believe informing a parent/carer will put a child at additional risk. 

· Any information shared with parents/carers will be in line with information sharing expectations, our confidentiality policy, and any data protection requirements, and where they are involved, will be subject to discussion with other agencies (for example Children’s Social Work Service and/or the police) to ensure a consistent approach is taken. 

· If at any stage the DSL is unsure how to proceed, advice will be sought from the Education Safeguarding Service. 
4.4 Nude and/or semi-nude image sharing by children 

· Canterbury Day Nursery recognises that consensual and non-consensual sharing of nudes and semi-nude images and/or videos (also known as youth produced/involved sexual imagery or “sexting”) can be a safeguarding issue; all concerns will be reported to and dealt with by the DSL (or deputy). 
· When made aware of any concerns involving the taking or sharing of consensual and non-consensual sharing of nudes and semi-nude images and/or videos by children (under 18s), staff are advised:

· to report any concerns to the DSL immediately. 

· never to view, copy, print, share, forward, store or save the imagery, or ask a child to share or download it – this may be illegal. If staff have already inadvertently viewed imagery, this will be immediately reported to the DSL.

· not to delete the imagery or ask the child to delete it.

· to avoid saying or doing anything to blame or shame any children involved.

· to reassure the child(ren) involved and explain that the DSL will be informed so they can receive appropriate support and help. Do not promise confidentiality, as other agencies may need to be informed and be involved. 

· not to investigate or ask the child(ren) involved to disclose information regarding the imagery

· to not share information about the incident with other members of staff, children, or parents/carers, including the families and child(ren) involved in the incident; this is the responsibility of the DSL.

· DSLs will respond to concerns in line with the non-statutory UKCIS guidance: ‘Sharing nudes and semi-nudes: advice for education settings working with children and young people’ and the local KSCMP guidance. When made aware of a concern involving consensual and non-consensual sharing of nudes and semi-nude images and/or videos:
· The DSL will hold an initial review meeting to explore the context and ensure appropriate and proportionate safeguarding action is taken in the best interests of any child involved. This may mean speaking with relevant staff and the children involved as appropriate.

· Parents/carers will be informed at an early stage and be involved in the process to best support children, unless there is good reason to believe that involving them would put a child at risk of harm.

· All decisions and action taken will be recorded in line with our child protection procedures. 
· A referral will be made to ICS and/or the police immediately if:

· the incident involves an adult (over 18). 

· there is reason to believe that a child has been coerced, blackmailed, or groomed, or there are concerns about their capacity to consent, for example, age of the child or they have special educational needs.
· the image/videos involve sexual acts and a child under the age of thirteen, depict sexual acts which are unusual for the child’s developmental stage, or are violent. 
· a child is at immediate risk of harm owing to the sharing of nudes and semi-nudes.
· The DSL may choose to involve other agencies at any time if further information/concerns are disclosed at a later date.
· If DSLs are unsure how to proceed, advice will be sought from the Education Safeguarding Service.   
4.5 Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE)

· Canterbury Day Nursery recognises that both Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE) are forms of abuse that occur where an individual or group takes advantage of an imbalance in power to coerce, manipulate or deceive a child into taking part in sexual or criminal activity, in exchange for something the victim needs or wants, and/or for the financial advantage or increased status of the perpetrator or facilitator and/or through violence or the threat of violence. CSE and CCE can affect children, both male and female and can include children who have been moved (commonly referred to as trafficking) for the purpose of exploitation.

· Canterbury Day Nursery recognises that children can become trapped in CCE as perpetrators can threaten victims and their families with violence or entrap and coerce them into debt. Children involved in criminal exploitation often commit crimes themselves which can mean their vulnerability as victims is not always recognised (particularly older children) and they are not treated as victims, despite the harm they have experienced. The experience of girls who are criminally exploited can also be very different to that of boys. We also recognise that boys and girls being criminally exploited may be at higher risk of child sexual exploitation (CSE).

· Canterbury Day Nursery recognises that CSE can occur over time or be a one-off occurrence and may happen without the child’s immediate knowledge, for example through others sharing videos or images of them on social media. CSE can affect any child who has been coerced into engaging in sexual activities and includes 16- and 17-year-olds who can legally consent to have sex. Some children may not realise they are being exploited, for example they may believe they are in a genuine romantic relationship.

· If staff are concerned that a child within the setting or our wider community may be at risk of CSE or CCE, immediate action should be taken by speaking to the DSL or a deputy.

4.6 Serious violence

· All staff are aware of the indicators which may signal children are at risk from or are involved with serious violent crime. These may include unexplained gifts or new possessions, increased absence, a change in friendships or relationships with older individuals or groups, a significant decline in performance, signs of self-harm or a significant change in wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or new possessions could also indicate children have been approached by, or are involved with, individuals associated with criminal networks or gangs and may be at risk of CCE.
· Any concerns regarding serious violence will be reported and responded to in line with other child protection concerns by speaking with a DSL or deputy. The initial response to child victims is important and staff will take any allegations seriously and work in ways that support children and keep them safe.
4.7 So-called Honour Based Abuse (HBA)

· So-called ‘honour’-based abuse (HBA) encompasses incidents or crimes which have been committed to protect or defend the honour of the family and/or the community, including female genital mutilation (FGM), forced marriage, and practices such as breast ironing. 

· All forms of HBA are abuse, regardless of the motivation, and concerns will be responded to in line with section 3 of this policy. Staff will report any concerns about HBA to the DSL (or a deputy). If there is an immediate threat, the police will be contacted.
· Whilst all staff will speak to the DSL (or deputy) about any concerns regarding female genital mutilation (FGM), there is a specific legal duty on teachers to report to the police. 

· Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) places a statutory duty upon teachers in England and Wales, to report to the police where they discover (either through disclosure by the victim or visual evidence) that FGM appears to have been carried out on a girl under 18. 

· It will be rare for teachers to see visual evidence, and they should not be examining children, however teachers who do not personally report such concerns may face disciplinary sanctions. Further information on when and how to make a report can be found at: Mandatory reporting of female genital mutilation procedural information and FGM Fact Sheet.

· Unless the teacher has good reason not to, they should still consider and discuss any FGM concerns with the DSL (or a deputy), and ICS should be informed as appropriate. 
4.8 Preventing radicalisation 

· Canterbury Day Nursery is aware of our duty under section 26 of the Counter-Terrorism and Security Act 2015 (the CTSA 2015), to have “due regard to the need to prevent people from being drawn into terrorism”, also known as the Prevent duty and the specific obligations placed upon us as an education provider regarding risk assessments, working in partnership, staff training, and IT policies. 
· Canterbury Day Nursery recognises that children are vulnerable to extremist ideology and radicalisation and staff will be alert to changes in children’s behaviour which could indicate that they may be in need of help or protection. 

· Staff will report any concerns to the DSL (or a deputy), who is aware of the local procedures to follow. If there is an immediate threat, the police will be contacted via 999.
4.9 Cybercrime

· Canterbury Day Nursery recognises that children with particular skill and interest in computing and technology may inadvertently or deliberately stray into ‘cyber-enabled’ (crimes that can happen offline but are enabled at scale and at speed online) or ‘cyber dependent’ (crimes that can be committed only by using a computer/internet enabled device) cybercrime.
· Whilst this may be unlikely to affect children attending our setting, it may impact others in the community. If staff are concerned that a child may be at risk of becoming involved in cyber-dependent cybercrime, the DSL or a deputy will be informed.
· Where there are concerns about ‘cyber-enabled’ crime such as fraud, purchasing of illegal drugs online, child sexual abuse and exploitation, or other areas of concern such as online bullying or general online safety, they will be responded to in line with the child protection and other appropriate policies. 

4.10 Domestic abuse

· Canterbury Day Nursery recognises that domestic abuse can encompass a wide range of behaviours and may be a single incident or a pattern of incidents. That abuse can be, but is not limited to, psychological, physical, sexual, financial, or emotional abuse. Children can be victims of domestic abuse and may see, hear, or experience the effects of abuse at home and/or suffer domestic abuse in their own intimate relationships (teenage relationship abuse). Domestic abuse can have a detrimental and long-term impact on children’s health, well-being, development, and ability to learn.
· If staff are concerned that a child may be at risk of seeing, hearing, or experiencing the effects of domestic abuse in their home, or in their own intimate relationships, immediate action should be taken by speaking to the DSL or a deputy.

4.11 Mental health 

· All staff recognise that mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 

· Staff are aware that children’s experiences, for example where children have suffered abuse and neglect, or other potentially traumatic Adverse Childhood Experiences (ACEs), can impact on their mental health, behaviour, and education.

· Staff are well placed to observe children day-to-day and identify those whose behaviour suggests that they may be experiencing a mental health problem or be at risk of developing one. 

· If staff have a mental health concern about a child that is also a safeguarding concern, immediate action should be taken by speaking to the DSL or a deputy.

5. Supporting Children Potentially at Greater Risk of Harm 

· Whilst all children should be protected, Canterbury Day Nursery acknowledge that some groups of children are potentially at greater risk of harm. This can include the following groups:  
5.1 Safeguarding children with Special Educational Needs or Disabilities (SEND)

· Canterbury Day Nursery acknowledges that children with special educational needs or disabilities (SEND) or certain health conditions can face additional safeguarding challenges and barriers for recognising abuse and neglect. 
· Canterbury Day Nursery recognises that children with SEND may face additional communication barriers and experience difficulties in managing or reporting abuse or challenges. Children with SEND will be supported to communicate and ensure that their voice is heard and acted upon. 

· All members of staff are encouraged to appropriately explore potential indicators of abuse such as behaviour, mood changes or injuries and not to assume that they are related to the child’s disability. Staff will be mindful that children with SEND or certain medical conditions may be disproportionally impacted by behaviours such as bullying, without outwardly showing any signs.
· Members of staff are encouraged to be aware that children with SEND can be disproportionally impacted by safeguarding concerns, such as exploitation, peer group isolation or bullying including prejudice-based bullying.
· To address these additional challenges, our setting will always consider implementing extra pastoral support and attention for children with SEND. The DSL will work closely with the SENDco (Sally Cavaglieri, Jamie Hopgood & Yasmin Harrison) to plan support as required.
· Our setting has robust intimate/personal care policies which ensure that the health, safety, independence, and welfare of children is promoted, and their dignity and privacy are respected. Arrangements for intimate and personal care are open and transparent and accompanied by robust recording systems. 

5.2 Children requiring mental health support

· Canterbury Day Nursery has an important role to play in supporting the mental health and wellbeing of our children. Mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 

· Age/ability appropriate education will be provided to children to help promote positive health, wellbeing, and resilience.

5.3 Children Missing from Education (CME)

· Children missing from education, particularly persistently, can act as a vital warning sign to a range of safeguarding issues including neglect, sexual abuse, and child sexual and criminal exploitation - particularly county lines. Although children attending our setting are under statutory education age, a robust response may help support the identification of abuse at an early stage. 
· Where possible, the setting will hold more than one emergency contact number for each child so we have additional options to make contact with a responsible adult if a child missing education is also identified as being a welfare and/or safeguarding concern. 

5.4 Children who need a social worker (child in need and child protection plans)

· The DSL will hold details of social workers working with children in the setting so that decisions can be made in the best interests of the child’s safety, welfare, and educational outcomes.

· Where children have a social worker, this will inform our decisions about their safety and promoting their welfare, for example, responding to absences and provision of pastoral and/or educational support.

5.5 Looked after children, previously looked after children and care Leavers

· Canterbury Day Nursery recognises the common reason for children becoming looked after is as a result of abuse and/or neglect and a previously looked after child also potentially remains vulnerable. 

· Where the setting believes a child is being cared for as part of a private fostering arrangement (occurs when a child under 16 or 18 if the child is disabled is cared for and lives with an adult who is not a relative for 28 days or more) there is a duty to recognise these arrangements and inform the Local Authority via the Front Door. 

5.6  Members of the community who are Lesbian, Gay, Bi, or Trans (LGBT)

· The fact that a child, a young person or an adult may be LGBT is not in itself an inherent risk factor for harm, however, Canterbury Day Nursery recognises that children, young people or adults who are LGBT or may be perceived to be LGBT (whether they are or not) can be targeted. Our staff will endeavour to provide a safe space which enables all members of our community to speak out or share any concerns.

6. Online Safety

· It is essential that children are safeguarded from potentially harmful and inappropriate material or behaviours online. Canterbury Day Nursery will adopt a whole setting approach to online safety which will empower, protect, and educate children and staff in their use of technology, and establish mechanisms to identify, intervene in, and escalate any concerns where appropriate.
· Canterbury Day Nursery will ensure online safety is considered as a running and interrelated theme when devising and implementing our policies and procedures, and when planning our education approaches, staff training, the role and responsibilities of the DSL and parental engagement. 

· Canterbury Day Nursery identifies that the breadth of issues classified within online safety is considerable, but can be categorised into four areas of risk: 

· Content: being exposed to illegal, inappropriate or harmful content. For example, pornography, fake news, racism, misogyny, self-harm, suicide, anti-Semitism, radicalisation, and extremism. 

· Contact: being subjected to harmful online interaction with other users. For example, peer to peer pressure, commercial advertising and adults posing as children or young adults with the intention to groom or exploit them for sexual, criminal, financial or other purposes. 

· Conduct: personal online behaviour that increases the likelihood of, or causes, harm. For example, making, sending and receiving explicit images (including consensual and non-consensual sharing of nudes and semi-nudes and/or pornography), sharing other explicit images and online bullying.

· Commerce: risks such as online gambling, inappropriate advertising, phishing and or financial scams.

· Canterbury Day Nursery recognises that technology, and the risks and harms related to it, evolve, and change rapidly. We will carry out an annual review of our approaches to online safety, supported by an annual risk assessment, which considers and reflects the current risks our children face online.
· The manager/deputy manager will be informed of any online safety concerns by the DSL, as appropriate. 
6.1 Policies and procedures

· The DSL has overall responsibility for online safety within the setting but will liaise with other members of staff, and IT support/technicians as necessary.
· The DSL will respond to online safety concerns in line with our child protection and other associated policies.

· Where necessary, concerns will be escalated and reported to relevant partner agencies in line with local policies and procedures. 

· Canterbury Day Nursery staff use technology. This includes: computers, laptops, tablets and other digital devices, the internet, and email systems. 

· All setting owned devices and systems will be used in accordance with our acceptable use policies and with appropriate safety and security measures in place. 

· Canterbury Day Nursery recognises the specific risks that can be posed by mobile and smart technology, including mobile/smart phones, cameras and wearable technology. In accordance with the EYFS 2021 Canterbury Day Nursery has appropriate policies in place which address the use of mobile and smart technology and cameras and are shared and understood by all members of the community. 
· Our software company is Parent Zone please find their child protection policy here. https://connectchildcare.com/safeguarding-policy/
6.2 Appropriate filtering and monitoring 


· In line with requirements of the Prevent duty, Canterbury Day Nursery will do all we reasonably can to limit children’s exposure to online risks through setting provided IT systems and will ensure that appropriate filtering and monitoring systems are in place
· Our leadership team and relevant staff have an awareness and understanding of the filtering and monitoring provisions in place, manage them effectively and know how to escalate concerns when identified.

· If children or staff discover unsuitable sites or material, they are required to: Inform the Management Team immediately as the filters will need looking at.
· All users will be informed at a level appropriate to their age/ability and/or role and access, that use of our systems can be monitored, and that monitoring will be in line with data protection, human rights, and privacy legislation. 

· Filtering breaches or concerns identified through our monitoring approaches will be recorded and reported to the DSL who will respond as appropriate. 
· Any access to material believed to be illegal will be reported immediately to the relevant agencies, such as the Internet Watch Foundation and the police.
· When implementing appropriate filtering and monitoring, Canterbury Day Nursery will ensure that “over blocking” does not lead to unreasonable restrictions as to what children can be taught with regards to online teaching and safeguarding.

· Whilst filtering and monitoring is an important part of our online safety responsibilities, it is only one part.
· Internet use will be supervised by staff as appropriate to children’s age and ability.

6.3 Information security and access management 

· Canterbury Day Nursery is responsible for ensuring an appropriate level of security protection procedures are in place, in order to safeguard our systems as well as staff and children. Further information can be found.
· Canterbury Day Nursery will review the effectiveness of these procedures periodically to keep up with evolving cyber-crime technologies. 
6.5 Staff training

· Canterbury Day Nursery will ensure that all staff receive online safety training as part of induction and that ongoing online safety training and update for all staff will be integrated, aligned and considered as part of our overarching safeguarding approach. See section 7 for more information. 

6.6 Educating children

· Canterbury Day Nursery will ensure a comprehensive curriculum response is in place to enable children to learn about and manage online risks effectively as part of providing a broad and balanced age-appropriate curriculum. See section 9 of this policy for more information. 
6.7 Working with parents/carers
· Canterbury Day Nursery will build a partnership approach to online safety and will support parents/carers to become aware and alert of the potential benefits and risks and to reinforce the importance of children being safe online by:

· Providing information through our Facebook page and Newsletters. 
· Where the setting is made aware of any potentially harmful risks, challenges and/or hoaxes circulating online, national or locally, we will respond in line with the DfE ‘Harmful online challenges and online hoaxes’ guidance to ensure we adopt a proportional and helpful response
7. Staff Engagement and Expectations 
7.1 Staff awareness, induction and training

· All members of staff have been provided with a copy of part one/annex A of ‘Keeping Children Safe in Education’ 2022 which covers safeguarding information for staff. In addition,
· Setting management staff, including the DSL will read KCSIE in its entirety. 
· All members of staff who work directly with children will read annex B.
· All members of staff have signed to confirm that they have read and understood the KCSIE guidance shared with them. This is on our Competency sheet.
· All new staff and volunteers (including agency and third-party staff) receive safeguarding and child protection training (including online safety), including information to ensure they are aware of our internal safeguarding processes, as part of their induction. This training is regularly updated and is in line with advice from the safeguarding partners. 

· All staff members (including agency and third-party staff) will receive appropriate child protection training (including online safety) to ensure they are aware of a range of safeguarding issues. This training will be updated every 3 years. 

· Online safety training for staff will be integrated, aligned and considered as part of the whole setting safeguarding approach and wider staff training and curriculum planning. 
· In addition to specific child protection training, all staff will receive regular safeguarding and child protection updates, at least annually, to provide them with relevant skills and knowledge to safeguard children effectively. 

· Canterbury Day Nursery recognises the expertise staff build by undertaking safeguarding training and from managing safeguarding concerns on a daily basis and staff are encouraged to contribute to and shape our safeguarding arrangements and child protection policies. 

· The DSL will maintain an up-to-date record of who has been trained, this is kept on the computer as a spreadsheet. 

7.2 Safer working practice

· All members of staff are required to work within our clear guidelines on safer working practice as outlined in our staff behaviour policy/code of conduct. 

· The DSL will ensure that all staff and volunteers (including agency and third-party staff) have read our child protection policy and are aware of our expectations regarding safe and professional practice via the staff behaviour policy/code of conduct and Acceptable Use Policy (AUP). 
· Staff will be made aware of our behaviour management and physical intervention policies. Staff will manage behaviour effectively to ensure a good and safe educational environment and will have a clear understanding of the needs of all children. Any physical interventions and/or use of reasonable force will be in line with our agreed policy and procedures, and national guidance. 

· All staff will be made aware of the professional risks associated with the use of social media and electronic communication (such as email, mobile phones, texting, social networking). Staff will adhere to relevant policies including staff behaviour policy, mobile and smart technology, Acceptable Use Policies (AUPs), and social media. 
7.3 Supervision and support 
· The induction process will include familiarisation with child protection responsibilities and procedures to be followed if members of staff have any concerns about a child’s safety or welfare.

· The setting will ensure that members of staff are provided with appropriate supervision in accordance with the statutory requirements of Early Years Foundation Stage (EYFS) 2021. 
· Canterbury Day Nursery recognise regular, planned, and accountable supervision, which is a two-way process, offers support and develops the knowledge, skills and values of an individual, group, or team. We see its purpose is to monitor the progress of professional practice and to help staff to improve the quality of the work they do, thus improving outcomes for children as well as achieving agreed objectives. Supervision also provides an opportunity to discuss sensitive issues including the safeguarding of children and any concerns raised about an individual or colleague’s practice. 
· The setting will ensure all members of staff and volunteers will receive regular and planned supervision sessions.   Uninterrupted time will be set aside to ensure any supervision sessions effective for both practitioner and management to ensure that:

· All staff are competent to carry out their responsibilities for safeguarding and promoting the welfare of children

· All staff are supported by the DSL in their safeguarding role. 

· All members of staff have regular reviews of their own practice to ensure they improve over time. 

· Any member of staff affected by issues arising from concerns for children’s welfare or safety can seek support from the DSL.

· The DSL will also put staff in touch with outside agencies for professional support if they so wish. Staff can also approach organisations such as their Union, the Education Support Partnership or other similar organisations directly. 

8. Safer Recruitment and Allegations Against Staff 
8.1 Safer recruitment and safeguarding checks

· Canterbury Day Nursery is committed to developing a safe culture and ensuring that steps are taken to recruit staff and volunteers who are safe to work with children and staff.

· The Management Team of Canterbury Day Nursery are responsible for ensuring that the setting follows safe recruitment processes outlined within guidance, including accurate maintenance of the staff records/Single Central Record (SCR). The SCR is a list of staff, volunteers and registered person/trustees/committee members and includes appropriate information which may include:

· Dates of recruitment

· References

· Identity checks

· Criminal records check reference number, including date and details of person who completed it

· Eligibility to work in the UK checks 

· Other essential key data.

· The setting will obtain an enhanced check by Disclosure and Barring Service (DBS) in respect of every person aged 16 and over (including for unsupervised volunteers, and supervised volunteers who provide personal care) who:

· works directly with children

· lives on the premises on which the childcare is provided and/or

· works on the premises on which the childcare is provided (unless they do not work on the part of the premises where the childcare takes place, or do not work there at times when children are present).

· An additional check by the DBS (or checks if more than one country) will also be made for anyone who has lived or worked abroad.

· The Management Team of Canterbury Day Nursery is responsible for ensuring that the setting adopts an application, vetting and recruitment process which places safeguarding at its center, regardless of employee or voluntary role.

· The Management Team of Canterbury Day Nursery is responsible for ensuring that the setting follows safe recruitment processes outlined within guidance. At least one member of the interview panel will have completed safer recruitment training. 

· The Management Team of Canterbury Day Nursery is aware of the requirements to make appropriate checks regarding the disqualification status of all staff, including volunteers and temporary staff.

· We advise all staff to disclose any reason that may affect their suitability to work with children including convictions, cautions, court orders, and warnings. 
· We will ensure that all staff and volunteers have read the staff behaviour policy/code of conduct and understand that their behaviour and practice must be in line with it.

8.2 Allegations/concerns raised in relation to staff, including supply teachers, volunteers and contractors

· Canterbury Day Nursery recognises that it is possible for any member of staff, including volunteers, contractors, and visitors to behave in a way that:
· Indicates they have harmed a child, or may have harmed a child

· Means they have committed a criminal offence against or related to a child

· behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children or 

· behaved or may have behaved in a way that indicates they may not be suitable to work with children.

· Any concerns or allegations about staff will be recorded and dealt with appropriately in line with national guidance (Part four of KCSIE 2022) and the local Kent allegations arrangements. In depth information can be found within our ‘Managing Allegations against Staff’ and/or staff behaviour policy/code of conduct policy. This can be found in the staff room/office/website. Ensuring concerns are dealt with effectively will protect those working in or on behalf of the setting from potential false allegations or misunderstandings. 

· As part of our approach to safeguarding, the setting adopts an open and transparent culture in which all concerns are dealt with promptly and appropriately. All staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential failures in the setting safeguarding regime. The leadership team at Canterbury Day Nursery will take all concerns or allegations received seriously.
· Allegations should be referred immediately to the manager/deputy who will contact the Local Authority Designated Officer (LADO) to agree further action to be taken in respect of the child and staff member. In the event of allegations of abuse being made against the manager, staff are advised that allegations should be reported to the next member of senior management who will contact the LADO.  
· Where managers are unsure how to respond to a concern about a member of staff, advice will be sought via the Local Authority Designated Officer (LADO)  Enquiry Line and/or the Education Safeguarding Service. 
· All records of concerns will be kept confidential and will be held securely and retained and in compliance with safeguarding requirements, as well as the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR) and other relevant policies and procedures (for example HR/Personnel and data retention policies). 
· In all cases where concerns are reported against staff, once proceedings have been concluded, the Managers (and if they have been involved the LADO) will consider the facts and determine whether any lessons can be learned and if any improvements can be made.

8.3 Safe Culture 

· As part of our approach to safeguarding, we will create and embed a culture of openness, trust and transparency in which our values and expected behaviour as set out in our staff behaviour policy/code of conduct are constantly lived, monitored and reinforced by all staff, and any concerns are dealt with promptly and appropriately. 

· Staff are encouraged and should feel confident to self-refer, if they have found themselves in a situation which could be misinterpreted, might appear compromising to others, and/or on reflection they believe they have behaved in such a way that they consider falls below the expected professional standards. This includes where concerns may be felt to be deliberately invented or malicious; such allegations are extremely rare and as such all concerns should be reported and recorded.
· All staff and volunteers should feel able to raise any concerns about poor or unsafe practice and potential failures in our safeguarding regime. The management team at Canterbury Day Nursery will take all concerns or allegations received seriously.

· All members of staff are made aware of our Whistleblowing procedure  It is a disciplinary offence not to report concerns about the conduct of a colleague that could place a child at risk.

· Staff can access the NSPCC whistleblowing helpline if they do not feel able to raise concerns regarding child protection failures internally.  Staff can call 0800 028 0285 (8:00 AM to 8:00 PM Monday to Friday) or email help@nspcc.org.uk. 
· Canterbury Day Nursery has a legal duty to refer to the Disclosure and Barring Service (DBS) anyone who has harmed, or poses a risk of harm, to a child, or if there is reason to believe the member of staff has committed one of a number of listed offences, and who has been removed from working (paid or unpaid) in regulated activity or would have been removed had they not left. The DBS will consider whether to bar the person. 

· If these circumstances arise in relation to a member of staff at our setting, a referral will be made as soon as possible after the resignation or removal of the individual in accordance with advice from the LADO.
· Canterbury Day Nursery have a duty to inform Ofsted of any allegations of serious harm or abuse by any person living, working, or looking after children at the premises (whether the allegations relate to harm or abuse committed on the premises or elsewhere). We will also notify Ofsted of the action taken in respect of the allegations. Notifications will be made as soon as is reasonably practicable, but at the latest within 14 days of the allegations being made and are aware that to not do so would be an offence.

9. Opportunities to Teach Safeguarding

· Canterbury Day Nursery recognises that children learn best when they are healthy, safe, and secure, when their individual needs are met, and when they have positive relationships with the adults caring for them. Our setting will provide a welcoming, safe, and stimulating environment where children can enjoy learning and grow in confidence.

· We recognise that early years settings play an essential role in helping children to understand and identify the parameters of what is appropriate child and adult behaviour; what is ‘safe’; to recognise when they and others close to them are not safe; and how to seek advice and support when they are concerned. 

· Canterbury Day Nursery will provide age-appropriate educational opportunities to enable early years children to develop self-awareness, self-esteem, social and emotional understanding, assertiveness, and decision making so that they have a range of contacts and strategies to ensure their own protection and understand the importance of protecting others, including online. 

· Canterbury Day Nursery recognise that a one size fits all approach may not be appropriate for all children, and a more personalised or contextualised approach for more vulnerable children, victims of abuse and some SEND children might be needed. 
· Systems have been established to support the empowerment of children to talk to a range of staff. Children at Canterbury Day Nursery will be listened to and heard and their concerns will be taken seriously and acted upon as appropriate. 

10. Physical Safety
10.1 Use of ‘reasonable force’ 

· There may be circumstances when it is appropriate for staff to use reasonable force in order to safeguard children from harm. Staff will be made aware of the behaviour management and physical intervention policies, and any physical interventions and/or use of reasonable force must be in line with our agreed policy and procedures and national guidance.  
10.2 Site security

· All members of staff have a responsibility for maintaining awareness of buildings and grounds security and for reporting concerns that may come to light. 
· Appropriate checks will be undertaken in respect of visitors and volunteers coming into the setting as outlined within national guidance. Visitors will be expected to sign in and out in the visitors book.
· Staff and visitors will be expected to adhere to any safety arrangements implemented in response to any Covid-19 restrictions.

· Any individual who is not known or identifiable on site should be challenged for clarification and reassurance. 

· The setting will not accept the behaviour of any individual (parent or other) that threatens our safety or security or leads others (child or adult) to feel unsafe. Such behaviour will be treated as a serious concern and may result in a decision to refuse access for that individual to the site.

11 . Local Support

· All members of staff in Canterbury Day Nursery are made aware of local support available. 
· Education Safeguarding Service 
· Area Safeguarding Advisor 
· Myles O’Keeffe 03301 651140  

· Online Safety in the Education Safeguarding Service
· 03301 651 500

· onlinesafety@theeducationpeople.org (non-urgent issues only) 
· LADO Service
· Telephone: 03000 410 888 
· Email: kentchildrenslado@kent.gov.uk 
· Integrated Children’s Services/ Children’s Social Work Services
· Front Door: 03000 411 111

· Out of Hours Number: 03000 419 191

· Early Help

www.kelsi.org.uk/special-education-needs/integrated-childrens-services/early-help-and-preventative-services and www.kelsi.org.uk/special-education-needs/integrated-childrens-services/early-help-contacts 

· Kent Police
· 101 or 999 if there is an immediate risk of harm

· Kent Safeguarding Children Multi-Agency Partnership (KSCMP)
· kscmp@kent.gov.uk
· www.kscmp.org.uk 
· 03000 421 126
· Adult Safeguarding

· Adult Social Care via 03000 41 61 61 (text relay 18001 03000 41 61 61) or email social.services@kent.gov.uk 

WORKING TOGETHER AND SHOWING RESPECT FOR PRACTITIONERS AND CHILDREN

It is our aim to provide a friendly and respectful working environment for all our practitioners and children. To implement this all members of practitioners must undertake to:

· Ensure that they do not discuss a child’s appearance, development, behaviour or the feelings of the practitioners in a negative manner in front of the child or other children within the setting.

· Working together at all times and help each other as much as possible.

· Never talk derogatorily about a practitioner to anyone behind that person’s back.

· Sort out any problems promptly so that they are not allowed to fester.

· Treat other practitioners in the manner in which they themselves would like to be treated.

· Ensure that all children receive appropriate care and affection to support their wellbeing and learning characteristics, enabling Effective Learning.

· Ensure that no child is singled out for special attention or lack of it.

· Report any misconduct of a colleague immediately to the management team or a senior line manager especially where a concern for the Welfare of the child in their care places them at risk.  

Babysitting policy and good practice:

Practitioners are often asked to care for children outside of nursery hours to baby sit for the children, whilst this is acceptable we at the setting do not hold any responsibility for the children or practitioners when not on setting duties.
If practitioners do care for children outside of working hours we expect all confidentialities to be adhered to as laid down by the setting.    
KEY PERSON POLICY
The key person ensures that within the day to day demands of the setting, each child for whom they have special responsibility feels individual, cherished and thought about by someone in particular while they are away from home. 

Practitioners Responsibilities: 

Relationships with key children

• The key person provides a secure attachment for their key children in nursery. 

• They help their key children settle in and become familiar with the setting. 

• The key person meets the needs of their key children responding sensitively to their feelings, ideas and behaviour. 

• The key person provides a ‘secure base’ for the children by being there to support them and allowing them to explore at their own pace. 

• They are primarily responsible for their key Childs care routines. Relationships with parents/carers 

• Key persons should develop a good relationship with parents/carers, ensuring that the child is cared for appropriately at nursery and accommodating their individual needs within the daily routine. 

• The key person needs to develop a two way flow of information between themselves and the parent/carer to help them become aware of any significant aspects of family life that maybe important to the child. 

• The key person has responsibility for sharing their key children’s development profiles with parents and other professionals as required, in cases of children with additional needs or identified children in need they will be called upon to attend group meetings with the support of a manager, senior or Senco. 

Records

• The key person is responsible for observational records of their key children, using these to inform next steps, individualised planning, IEP’s and completing development profiles for each of their key children. 

• Where a child is supported by another member of staff who is not their key person e.g. SEN support record keeping then becomes a joint responsibility. 

Welfare and Safeguarding 

• Key persons are responsible for the welfare of the children in their care monitoring patterns of absence, injury and development referring them on where necessary. 

Transition

 • The key person plays an integral role in the transition, aiding this by introducing the children and their parents/carers to their new key person and helping them to become familiar with their new environment. 

• It is the responsibility of the key person to pass on records during transition and to ensure that these records are all up to date. 

• In the case of a staff members absence it is the responsibility of a buddy key person to cover the role of the primary key person. 

Managers Responsibilities

• There should be a secondary/buddy key person for each child who takes on responsibility in the occurrence of staff holidays or prolonged absence. 

• Managers must provide opportunities for staff to give regular feedback and to support staff in their role as key person, ensuring that all developmental needs are met.

PARTNERSHIP WITH PARENT’S POLICY

The setting is fully committed to making both your child’s and your time with us a positive and secure development time.  

Having a key person for each family ensures building relationship between you, your child and the nursery setting, this helps to promote a good working relationship. Building relationships ensures that we can learn to understand the values and beliefs within the family. (See Key Person Policy).

It is a common statement that ‘parents are experts on their children’ by exchanging information about your child the relationship builds between us and yourselves. This will enable us to provide and plan for your child thoughtfully, enriching their time and their development with us.

This partnership is seen as a two way communication which we cannot do effectively without you.  So we ask for you to spend a few hours here and there participating in your child’s schedule within the setting.  If you have trouble with reading and written English please let us know so this does not become an issue for you.

We have parents evening once every six months, this is a time for you to be able to discuss with your child’s key person how you feel they are developing and enjoying (or not) their time with us.

We will provide you with a written record of your child’s development at different time throughout the year, and ask that you comment and return this as soon as you are able to.

Your child will have a learning journey folder with evidence of their time with us, please feel free to take it home whenever you wish.  There is a parent’s section for you to make any comments on regarding the folder.  We also appreciate any photographs of your family put into the folder, this can make the folder more personal to your child and helps them to see family members or people who are important to them.

Your child will do many things at home which are new, funny, strange and sometimes a bit sad.  Please share these with us so we can develop, encourage or just observe as necessary.

We are Ofsted regulated which means that we must adhere to rules and regulations set by the government.  These are set out in the Early Years Foundation Stage Document 2021, we keep a copy of this for you to read, available on line or in entrance foyer. If there is anything you do understand or need clarifying please ask one of the management team or your child’s key-person. 

PAYMENTS AND FUNDED HOURS POLICY

Deposit:

An administration fee of £35 is required when you initially book your child into the Canterbury Day Nursery, which is non-refundable.

On starting the Nursery a further £100 is required as a refundable deposit by bank transfer. This is held by us and returned to you when your child leaves the Nursery, (assuming you have given one month’s notice of leaving or we do not have availability for your child and your account is clear of any Fees owing on your child’s last day). Please note two weeks’ notice is required for any reductions in attendance patterns.

Please note that if your child is only attending free educational hours no deposits or notice periods will be required.    

Fee payment:

Fees are payable to us either weekly or monthly in advance this can be by direct debit, or bank transfer or via childcare vouchers. 

Childcare Vouchers:

We accept child care vouchers from many providers.  Please ask in the office for our account number when you are setting this up.  Please note this often takes a month to complete so your first payment will need to be paid by bank transfer. 

If you have a credit balance on your account upon leaving and you have paid by child care vouchers completely then we are only allowed to refund money due to you through the voucher system and your pay role department.

Funded Hours:

Universal and Extended funded hours is a government scheme which allow children (from the term after they are three)  to claim free hours of child care during the school term dates (38 weeks) or with the flexibility to have the hours stretched over a longer period (50 weeks). If you are entitled to Extended hours due to personal working commitments, you can find out if you are entitled by applying on line on the following link. https://www.childcarechoices.gov.uk/
Any other child care which you receive from us over and above the funded hours must be paid for in full by yourself. 

If your child’s funded hours falls on a bank holiday or a day when the setting is closed then the funded hours will be transferred to the next available session to ensure you are able to claim the full entitlement.   

We also offer universal hours of Free Early Years Education places for eligible 2 year olds in our Ladybird Room during the school term time depending on availability. We only offer term time only provision within our Ladybird room.

If your child is only attending the Canterbury Day Nursery funded hours (Ladybird room only) then they will not be able to attend during the school non term time dates unless pre-arranged and an agreement is made for the fees to be paid for by yourselves.

If you are receiving student funding or finance from your college, university or the NHS for your child’s fees, any other charges above this must be paid by yourself.

PLANNING THE LEARNING ENVIRONMENT

Using the Early Years Foundation Stage Document (EYFS): and the Development matters Guidance. (2021)
The Early Years foundation document was devised by the education Department in 2007.  This bought together the learning and development outcomes for children up to reception class age. This document has become a large part of our curriculum allowing with recommended ideals of development stages and informed indicators for practitioners to follow in order to provide the best possible provision for the children within our setting. The statutory requirements for nursery settings are included within this document to ensure that settings follow guidelines needed to provide a safe and stimulating environment.

In our foyer there is a copy of the Parent/carers guide to the Development Matters guidance. 2021.
There are three characteristics of effective learning – 

· Playing and exploring-engagement

· Active learning-motivation

· Creating and thinking critically-thinking

Our setting uses the Development Matters 2021, along with our knowledge of your child in order to ensure we provide purposeful learning through play. Giving a mixture of adult led scaffolding play and child initiated activities.

The document shows an interlocking of 7 areas of learning 3 prime and 4 specific.

· Personal, social and emotional. 

· Physical.  

· Communication and language.

· Literacy.

· Mathematics. 

· Understanding of the world. 

· Expressive arts and design.

Using these areas enable the practitioners to enhance the learning environment both indoors and outdoors to promote the children’s development.

Our environment is adjusted to suit the children’s learning and development needs including adaptions for equal opportunities, inclusion and special educational needs, gifted and talented. 

To record your child’s learning and development we have a starting ‘All about me sheet’, then after careful observation and stimulation within the setting and from information given from you and other carers a portfolio is put together which tracks your child’s level in accordance with the Development matters (2021). This information is logged onto a computer program set up from Kent Education Department called ‘Progress Tracker’. 
This information is used for your child’s progress check with their health visitor at two and half years. Also this information will be shared with your child’s school when they move on to reception area. You will be given a report at various times of the year in order to inform you of your child’s development. Any information which we share with other agencies such as school will be shared with you first for your important input. 

This is in conjunction with Legislation Links:

Equality Act 2010

Disability Discrimination Act 2005

Curriculum and celebrating British values.
The curriculum offered in the setting encourages children to develop positive attitudes about themselves as well as to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking. Taking calculated risks whilst playing in a safe environment. We concentrate on the characteristics of effective learning which is laid out within the Development matters (2021)
Our environment is as accessible as possible for all visitors and service users. If access to the setting is found to treat children or adults with a disability any less favourably then we make reasonable adjustments to accommodate the needs of the children and adults.  

We do this by:

· Making children feel valued and good about themselves;  

· Ensuring that children have equality of access to learning;  

· Making adjustments to the environment and resources to accommodate a wide range of learning, physical and sensory impairments;  

· Making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities, e.g. recognising the different learning styles of girls and boys;  

· Positively reflecting the widest possible range of communities in the choice of resources;  

· Avoiding stereotypes or derogatory images in the selection of books or other visual materials; celebrating a wide range of festivals;  

· Creating an environment of mutual respect and tolerance; 

· differentiating the curriculum to meet all children’s educational needs;  

· Helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable;  

· Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities; 

· Ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning; 

Valuing diversity in families:

· We welcome the diversity of family lifestyles and work with all families.  

· We encourage children to contribute stories of their everyday life to the setting.

· We encourage parents/carers to take part in the life of the setting and to contribute fully. 

· For families who speak languages in addition to English, we will develop means to ensure their full inclusion.

· We offer a flexible payment system for families of differing means and offer information regarding sources of financial support.

ACHIEVING POSTIVE BEHAVIOUR

All staff within the setting are responsible for managing behaviour and they are all committed to ensure all behaviour guidelines are adhered to. Any issues or concerns that may arise are dealt with and together we support and teach children to be able to manage their feelings and behaviour which is an aspect of learning and development in the Early Years Foundation Stage. We believe that children flourish best when their personal social and emotional needs are met and where there are clear and developmentally appropriate expectations for their behaviour. We understand that children need support to learn acceptable behaviours through having clear and consistent boundaries, positive role models, opportunities to label and discuss emotions and to learn to consider the views and feelings of other’s, we do not simply expect or require behaviours. Any prolonged behavioural issues or big concerned are dealt with by the SENco. team with support from office staff. 
Procedures

Our SENco’s have overall responsibility for our programme for supporting personal, social and emotional development, including issues concerning behaviour.

·  Our SENco’s will keep themselves up to date with legislation research and thinking on promoting positive behaviour and on handling children’s behaviour where it may require additional support.

·  Access relevant sources of expertise on promoting positive behaviour within the programme for supporting personal social and emotional development; and

·  Check that all staff have relevant in service training on promoting positive behaviour, we keep a record of staff that attend this training.

·  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 the setting.

· We require all staff, volunteers and students to provide a positive model of behaviour by treating children parents and one and other with friendliness care and courtesy.

· We familiarise new staff and volunteers with the settings behaviour policy and its guide line for behaviour.

· We expect all members of our setting children, parents, staff, volunteers and students to keep to the guidelines, requiring these to be applied consistently.

· We work in partnership with parents, who are regularly informed about their child’s behaviour by their key person.  We work with parents to address reoccurring inconsiderate behaviour using our observation records to help us understand the cause and to decide jointly how to respond appropriately

Strategies with children who engage in inconsiderate behaviour

· We require all staff, volunteers and students to use positive strategies for handling any inconsiderate behaviour, by helping children find solutions in ways which are appropriate for the children’s ages and stages of development. Such solutions might include, for example, acknowledgement of feelings, explanation as to what was not acceptable and supporting children to gain control of their feelings so that they can learn a more appropriate response.
· We ensure that there are enough popular toys and resources and sufficient activities available so that children are meaningfully occupied without the need for unnecessary conflict over sharing and waiting for turns.
· We acknowledge considerate behaviour such as kindness and willingness to share, through positive reinforcement.
· We support each child in developing self esteem, confidence and feelings of competence.
· We support each child in developing a sense of belonging in our group, so that they feel valued and welcome.
· We avoid creating situations in which children receive adult attention only in return for inconsiderate behaviour.
· When children behave in inconsiderate ways, we help them to understand the outcomes of their action and support them in learning how to cope more appropriately.
· 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 use physical restraint, such as holding, only 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 the Managers and recorded in the child’s personal file.  The child’s parent is informed on the same day. Also this may be recorded in the office confidential file for future reference. 
· In cases of serious misbehaviour and attitudes, by means of explanation rather than personal blame.
· We do not shout or raise our voices in a threatening way to respond to children’s inconsiderate behaviour.
Children under three years

· When children under three behave in inconsiderate ways we recognise that strategies for supporting them will need to be developmentally appropriate and differ from those for older children.

· We recognise that babies and very young children are unable to regulate their own emotions, such as fear, anger or distress, and require sensitive adults to help them do this.

· Common inconsiderate or hurtful behaviours of young children include tantrums, biting or fighting.  Staff are calm and patient, offering comfort to intense emotions, helping children to manage their feelings and talk about them to help resolve issues and promote understanding.

· If tantrums, biting or fighting are frequent, we try to find out the underlying cause - such as a change or upheaval at home, or frequent change of carers. Sometimes a child has not settled in well and the behaviour may be the result of ‘separation anxiety’. Staff understand that each child has different levels of this and may take varied amount of times to settle.

· We focus on ensuring a child’s attachment figure in the setting, their key person, is building a strong relationship to provide security to the child.

· We also recognise that behaviour may be due to a stage in development the child is working through. 

Rough and tumble play, hurtful behaviour and bullying
Our procedure has been updated to provide additional focus on these kinds of inconsiderate behaviours. 
Rough and tumble play and fantasy aggression
Young children often engage in play that has aggressive themes – such as superhero and weapon play; some children appear pre-occupied with these themes, but their behaviour is not necessarily a precursor to hurtful behaviour or bullying, although it may be inconsiderate at times and may need addressing using strategies as above.

· We recognise that teasing and rough and tumble play are normal for young children and are acceptable within agreed limits. We regard these kinds of play as pro-social and not as problematic or aggressive.

· We will develop strategies to contain play that are agreed with the children, and understood by them, with acceptable behavioural boundaries to ensure children are not hurt. 

· We recognise that fantasy play also contains many violently dramatic strategies, blowing up, shooting etc., and that themes often refer to ‘goodies and baddies’ and as such offer opportunities for us to explore concepts of right and wrong.

· We are able to tune in to the content of the play, perhaps to suggest alternative strategies for heroes and heroines, making the most of ‘teachable moments’ to encourage empathy and lateral thinking to explore alternative scenarios and strategies for conflict resolution.

Hurtful behaviour

We take hurtful behaviour very seriously. Most children under the age of five will at some stage hurt or say something hurtful to another child, especially if their emotions are high at the time, but it is not helpful to label this behaviour as ‘bullying’. For children under five, hurtful behaviour is momentary, spontaneous and often without cognisance of the feelings of the person whom they have hurt. 

· We recognise that young children behave in hurtful ways towards others because they have not yet developed the means to manage intense feelings that sometimes overwhelm them.

· We will help them manage these feelings as they have neither the biological means nor the cognitive means to do this for themselves.

· We understand that self-management of intense emotions, especially of anger, happens when the brain has developed neurological systems to manage the physiological processes that take place when triggers activate responses of anger or fear.

· Therefore we help this process by offering support, calming the child who is angry as well as the one who has been hurt by the behaviour. By helping the child to return to a normal state, we are helping the brain to develop the physiological response system that will help the child be able to manage his or her own feelings.

· We do not engage in disciplinary responses to a young child’s rage as that will have the opposite effect.

· Our way of responding to pre-verbal children is to calm them through holding and cuddling. Verbal children will also respond to cuddling to calm them down, but we offer them an explanation and discuss the incident with them to their level of understanding.

· We recognise that young children require help in understanding the range of feelings they experience. We help children recognise their feelings by naming them and helping children to express them, making a connection verbally between the event and the feeling. “Adam took your car, didn’t he, and you were enjoying playing with it. You didn’t like it when he took it, did you? Did it make you feel angry? Is that why you hit him?” Older children will be able to verbalise their feelings better, talking through themselves the feelings that motivated the behaviour.

· We help young children learn to empathise with others, understanding that they have feelings too and that their actions impact on others’ feelings. “When you hit Adam, it hurt him and he didn’t like that and it made him cry.”

· We help young children develop pro-social behaviour, such as resolving conflict over who has the toy. “I can see you are feeling better now and Adam isn’t crying any more. Let’s see if we can be friends and find another car, so you can both play with one.”

· We are aware that the same problem may happen over and over before skills such as sharing and turn-taking develop. In order for both the biological maturation and cognitive development to take place, children will need repeated experiences with problem solving, supported by patient adults and clear boundaries.

· We support social skills through modelling behaviour, through activities, drama and stories. We build self-esteem and confidence in children, recognising their emotional needs through close and committed relationships with them.

· We help a child to understand the effect that their hurtful behaviour has had on another child; we do not force children to say sorry, but encourage this where it is clear that they are genuinely sorry and wish to show this to the person they have hurt.

· When hurtful behaviour becomes problematic, we work with parents to identify the cause and find a solution together. The main reasons for very young children to engage in excessive hurtful behaviour are that:

· they do not feel securely attached to someone who can interpret and meet their needs – this may be in the home and it may also be in the setting;

· their parent, or carer in the setting, does not have skills in responding appropriately, and consequently negative patterns are developing where hurtful behaviour is the only response the child has to express feelings of anger;

· the child may have insufficient language, or mastery of English, to express him or herself and may feel frustrated;

· the child is exposed to levels of aggressive behaviour at home and may be at risk emotionally, or may be experiencing child abuse;

· The child has a developmental condition that affects how they behave.

· Where this does not work, we use the Code of Practice to support the child and family, making the appropriate referrals to a Behaviour Support Team where necessary.

Bullying 

We take bullying very seriously. Bullying involves the persistent physical or verbal abuse of another child or children. It is characterised by intent to hurt, often planned, and accompanied by an awareness of the impact of the bullying behaviour. 

A child who is bullying has reached a stage of cognitive development where he or she is able to plan to carry out a premeditated intent to cause distress in another.

Bullying can occur in children five years old and over and may well be an issue in after school clubs and holiday schemes catering for slightly older children.

If a child bullies another child or children:

· we show the children who have been bullied that we are able to listen to their concerns and act upon them;

· we intervene to stop the child who is bullying from harming the other child or children; 

· we explain to the child doing the bullying why her/his behaviour is not acceptable;

· we give reassurance to the child or children who have been bullied;

· we help the child who has done the bullying to recognise the impact of their actions;

· we make sure that children who bully receive positive feedback for considerate behaviour and are given opportunities to practise and reflect on considerate behaviour;

· we do not label children who bully as ‘bullies’;     

· we recognise that children who bully may be experiencing bullying themselves, or be subject to abuse or other circumstance causing them to express their anger in negative ways towards others;

· we recognise that children who bully are often unable to empathise with others and for this reason we do not insist that they say sorry unless it is clear that they feel genuine remorse for what they have done. Empty apologies are just as hurtful to the bullied child as the original behaviour;

· we discuss what has happened with the parents of the child who did the bullying and work out with them a plan for handling the child's behaviour; and

· we share what has happened with the parents of the child who has been bullied, explaining that the child who did the bullying is being helped to adopt more acceptable ways of behaving. 

Where appropriate advice and support may be sought from others such as Health Visitors, Portage Workers, Social Workers and Speech and Language therapist.

In extreme cases and after meetings with other professional’s parents/carers of child-

If we feel that no improvement has been made, we may ask them to seek alternative care as it our duty to consider the needs and safety of all children in our care. 
Behaviour Guidelines 2023
· Behavioural plans to be carried out regularly as soon as patterns of behaviour are noticed. (behaviour cause sheet, STAR, ABC, T.P)

· We do not use the word ‘Naughty’ to label a child or to describe the child’s behaviour.

· We use a calm but firm voice when speaking to children – we will not use an aggressive nor threatening tone. i.e. Stop, that is not acceptable. 

· We allow children to watch an activity, we do not put pressure on them to take part or to speak. Nor will a child not be made to sit for long times such as to watch television.

· We use positive language e.g say a firm Stop rather than No, as no can be meaningless. Use the language that we want not the language that we don’t want e.g say ‘walk please’ instead of ‘don’t run’ and remember to use the child’s name to gain their attention before speaking to a child.

· We do not use the word sorry by itself as younger children do not understand the concept of the word – instead we will allow the child to think about their consequences and be an active part in encouraging awareness of what they have done. By explaining kind hands, be gentle with your friends. Using gestures and signs to achieve this. Such as a sad face.

· Any overly aggressive behaviour e.g. biting - to be recorded in the accident/incident sheet for all children involved.

· Consistency for all staff to take the same approaches to our behaviour guidelines and to undertake the in-house training from the current policies.

· Staff to model positive and kind behaviour around all staff and children.

· In order to defuse a situation time away from the issue is given. This is done in a sympathetic way, not as a punishment. The child will be taken away from a situation, allowed time to calm down in a specific area and be gently spoken with – when either themselves or others safety may be at risk.

SPECIAL EDUCATIONAL NEEDS and/or DISABILITIES POLICY

We provide an environment in which all children, including those with special educational needs and/or disabilities, are supported to reach their full potential so they can access all provisions within our setting. This includes children, families and all team-members.

We have regard for the new DfES Special Educational Needs and/or Disabilities Code of Practice (SEND 2015) and Equalities & Diversity Act (2010).
We ensure our provision is inclusive to all children, by supporting them to access the whole provision to the best of our ability.  

We identify the specific needs of children with special educational needs or disabilities and meet those needs through a range of SEN strategies. We have a graduated response to meet the needs of all children using a best practice guidance to inform us:

Firstly at a Universal level (whole setting response). 

Secondly at a Targeted level (including children with SEND) 

Finally at a ‘Personalised/Individual Learning’ level (where additional outside support maybe requested) 

Each level builds up a graduated approach to help support the children and families who attend our setting.

We work in partnership with parent/carers and other agencies in meeting individual children's needs, seeking help and support with The Specialist Teaching Services. 

We monitor and review our policy, practice and provision and, if necessary, make adjustments. 

Our Special Educational Needs and/or Disabilities Co-ordinator’s (SENCO) are:

Sally Cavaglieri, Nursery Manager & Yasmin Harrison, & Jamie Hopgood who together form our Senco team, with other practitioners and key-person of child they will do their best to ensure that children with special educational needs and/or disabilities receive additional help as appropriate. This will be in partnership with parent/carers, if possible taking the views and wishes of the child, working in co-operation between all other agencies to meet the best possible outcomes for the whole family and setting. 

On initial visits to the setting, if a child is known to need additional support Sally, Yasmin or Jamie will meet with parent/carers to discuss the child’s needs. A targeted plan will then be initiated to help the child settle into the setting and then work together with parent/carers on the child’s targeted education plans. 

We encourage parent/carers to come and talk to any practitioners about any concerns, no matter how small. This will then be passed onto the SENCO’s who will decide on a plan of action in conjunction with the parent/carer of the child.

We ensure that the provision for children with special educational needs and or disabilities is the responsibility of all practitioners of the setting. Ensuring that our inclusive admissions practice ensures equality of access and opportunity. This is done through in-house training and external specialised bespoke training to ensure we are offering the best support possible. 

We use the graduated response system for identifying, assessing and responding to children's educational needs as laid out in the best practice guidance. Working closely with parent/carers of children to create and maintain a positive partnership.

We ensure that parent/carers are able to participate at all stages of the assessment, planning, provision and review of their children's education.

We provide parent/carers with information on sources of independent advice and support, such as: The Solihull Approach and up to date research articles and newsletters.   

We liaise with other professionals involved with children and their families, such as Speech and Language Therapists and Specialist Teaching Advisors and Health Visitors.  

We aim to provide a broad, balanced and differentiated curriculum for all children with special educational needs and or disabilities.

Using a system of planning, implementing, monitoring, evaluating and reviewing using targeted plans for children with special educational needs and or disabilities. 

We review children’s progress using the Early Years Foundation Stage two year progress check, Milestone Assessment Toolkit & Progress trackers and Every Child a Talker (Ecat) alongside non-statutory Early Years Outcomes guidance as a tool to assess the development and effective characteristics of learning and typical behaviour across the seven learning areas:

  Communication 

  Physical development

  Personal, social and emotional development

  Literacy 

  Mathematics

  Understanding of the world 

  Expressive arts and crafts.         

We ensure that children are appropriately involved at all stages of the graduated response, taking into account their levels of ability, using a variety of communication methods, such as visual aids to take account of their feelings and needs. 

We ensure the effectiveness of our provision by collecting information from a range of sources e.g. Targeted Plan reviews, practitioners and management meetings, parental and external agency's views, and inspections. This information is collated, evaluated and reviewed annually, by undertaking a Self-Evaluation Form, including Improvement and Action Plans and Training needs to support all practitioners in their role.  

EQUALITY OF OPPORTUNITY

VALUE DIVERSITY AND PROMOTING EQUALITY POLICY

We ensure that our service is fully inclusive meeting the needs of all children, particular those that arise from their ethnic heritage, social and economic background, gender or disability. Our setting is committed to anti-discriminatory practice to promote equality of opportunity and value diversity for all children and families.  We aim to:

· Provide a secure and accessible environment in which all our children can flourish and in which all contribution are considered and valued.

· Include and value the contribution of all families to our understanding of equality and diversity.

· Provide positive non-stereotyping information about gender roles, diverse ethnic and cultural groups and people with disabilities.

· Improve our knowledge and understanding of issues of anti discriminatory practice promoting quality and value and diversity.

· Make inclusion a thread that runs throughout all of the activities of the setting, adapting them to suit the needs of children.

· Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities.

· Ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning. 

· Ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages.

Valuing Diversity in Families:

· We welcome the diversity of family lifestyles and work with all families

· We encourage children to contribute stories of their everyday life to the setting

· We encourage parent/carers to take part in the life of the setting and to contribute fully.

· For families who speak languages in addition to English, we will develop means to ensure their full inclusion within the setting.

· We offer a flexible payment system for families of differing means and offer information regarding sources of financial support.

COMPLAINTS PROCEDURE

We aim to offer a welcome to each individual child and family and to provide a warm and caring environment within which all children can learn and develop as they play.

We believe children and parent/carers are entitled to expect courtesy and prompt, careful attention to their needs and wishes.  Our intention is to work in partnership with parent/carers and the community generally and we welcome suggestions on how to improve our organisation at any time. If you have any concerns about any aspect of the care your child has received please consider the following line of action:

Making concerns known:
Stage 1 - A parent/carer who had concerns about any aspect of the Nursery, Holiday Playscheme or After School Club should first talk over any concerns with the Management team.

Most complaints should be resolved amicably and informally at this stage.

Stage 2 - If this does not have a satisfactory outcome, or if the problem recurs, the parent/carer can move to the second stage of the procedure by putting the concerns or complaint in writing to the Management Team or Chair of the Committee.

For parent/carers who are not comfortable with making written complaints, we hold a template form in the office for recording complaints.  The form may be completed with the Management team and signed by the parent/carer. 

We store all written complaints from parent/carers in a locked file in the office. However, if the complaint involves a detailed investigation, the Management team may wish to store all information relating to the investigation in a separate file designated for this complaint.

When the investigation into the complaint is completed, the Management team meets with the parent/carer to discuss the outcome.

If the complaint is resolved at this stage, the summative points are logged in the Complaints Summary Record. 

Stage 3 - If the parent/carer is not satisfied with the outcome of the investigation, they can request a meeting with the Management team and the Chair of the Committee. The parent/carer should have a friend or partner present if required and the Management team should have the support of the Chair or a member of the Committee.

An agreed written record of the discussion is made as well as any decision or action to take as a result. 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. When the complaint is resolved at this stage, the summative points are logged and carefully recorded.

Stage 4 - If at the stage three meeting an agreement cannot be met, an external mediator will be 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.

The mediator keeps all discussions confidential. They can hold separate meetings with the setting personnel (Management team and Chair of the Committee) and the parent/carer, if this is decided to be helpful. The mediator keeps an agreed written record of any meetings that are held and of any advice given.

Stage 5 - When the mediator has concluded their investigations, a final meeting between the parent/carer, the Management team and the Chair of the 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 Local Safeguarding Children Board:

Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where there seems to be a possible breach of the settings registration requirements, it is essential to involve Ofsted as the registering and inspection body with a duty to ensure the Welfare Requirements of the Early Years Foundation Stage are adhered to.

The number to call Ofsted with regard to a complaint is: Tel: 0300 123 4666 or

Contact Ofsted regarding an enquiry. Ofsted, National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD. enquiries@ofsted.gov.uk. Our unique Canterbury Day Nursery no is 127078. 0300 123 1231  

These details are displayed on our notice board in the main entrance foyer.

Records of Complaints:

A record of complaints against the setting and/or the children and/or the adults working in the setting is kept, including the date, the circumstances of the complaint and how the complaint was managed.
The outcome of all complaints is recorded, and is made available for parent/carers and Ofsted Inspectors on request.
CONFIDENTIALITY

Essential Record Keeping:

In our setting, practitioners and managers can be said to have a ‘confidential relationship’ with families.  It is our intention to respect the privacy of children and their parent/carers, while ensuring that they access high quality early years care and education.

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

Record keeping systems are in place that meet legal requirements.  Children’s and families information is stored safely in a locked file and information is only shared under the framework within the Data Protection Act and the Human Rights Act.

Confidentiality Procedures:

We always check whether parent/carers regard the information they share with us needs to be regarded as confidential.  Some parent/carers sometimes share information about themselves with other parent/carers as well as practitioners.  Information shared between parent/carers in a discussion or training group is usually bound by a shared agreement that the information is confidential to the group and not discussed outside of it.  We inform parent/carers when we need to record confidential information beyond the general personal information we keep, for example with regard to any injuries noted, concerns or changes in relation to the child or within the family unit, any discussions with parent/carers on sensitive matters, including 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. 

All confidential records are kept secure, located in the main office inside a locked cabinet (see our record keeping procedures).

Client access to records procedures:
Parent/carers may request access to any confidential records held on their child and family following the procedure below:

1.  Any request to see the child’s personal file by a parent or person with parental responsibility must be made in writing to the managers.

2.  The management team informs the chairperson of the committee and sends written acknowledgement.

3.  The Canterbury Day Nursery commits to providing access within 14 days, although this may be extended depending on the circumstances.

4.  The Management team and chairperson of the committee prepare the file for viewing.

5.  All third parties are written to, stating that a request for disclosure had been received and asking for their permission to disclose to the person requesting it.  Copies of these letters are retained on file.

6.  ‘Third parties’ include all family members who may be referred to in the records.  It also includes workers from any other agency, including social services, the health authority, etc.  It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them.

7.  When all the consent/refusals to disclose have been received they are attached to the copy of the request letter.

8.  A photocopy of the contents file is taken.

9.  One of the management team or chairperson of the committee go through the file and remove any information which a third party has refused consent to disclose.  This will be done with a thick black marker, to score through every reference to the third party and information they have added to the file.

10.  What remains is the information recorded by the Canterbury Day Nursery, detailing the work initiated and followed by them in relation to confidential matters.

11.  This is then photocopied for the parent/carers who are then invited to discuss the contents.  The file will never be given straight over, but will be gone through by the management team or chairperson, so that it can be explained.

12.  Legal advice may be sought before sharing a file, especially where the parent/carer has possible grounds for litigation against the Canterbury Day Nursery or another (third party) agency.

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

All Legal frameworks are in accordance with:

Data Protection Act 2018
Human Rights Act 1998

OUTINGS POLICY

· Written permission is obtained from all parents on initial application form. For all other outings further afield additional written consent is required. 

· Practitioner ratios will be maintained at the same level as in force in the nursery, and where possible higher than in the Nursery.

· Risk assessments for outings are carried out, and are reviewed regularly.

· Named children are assigned to individual practitioners to ensure each child is individually supervised.

· Additionally, where possible parents will be encouraged to join in as they can be responsible for their own children and allow practitioners to concentrate on the other children.

· Practitioners take the settings mobile phone on outings, and supplies of tissues, wipes, pants etc as well as a mini first aid pack, snacks and water. The amount of equipment will vary and be consistent with the venue and the number of children as well as how long they will be out for.

· Practitioners take a list of children on outings with them and understand procedures to contact the

       Nursery in case of an emergency.

·     If small groups go out then there are enough adults to maintain ratios on the premises.

LOST/UNCOLLECTED CHILDREN POLICY

Lost/Missing Children:

If it becomes apparent that a child who should be in our care is not, then the following steps will be made.

· Check with all practitioners to see if the child has been taken by one of them. Also assure that there have been no unusual circumstances such as a stranger in the building.

· Practitioners inform Office who will:

1. Send as many people as possible to look for the child

2. Contact police and parents/carers.

3. The register is checked to make sure no other child has also gone astray.

4. Doors and gates are checked to see if there has been a breach of security whereby a child could wander.

Child Missing on an outing:

As soon as it is noticed that a child is missing, practitioners will: 

1. Ask children to stand with their designated person and carry out a headcount to ensure that no other child has gone missing.

2. One practitioner will search the immediate vicinity but does not search beyond that.

3. Contact management immediately to report the incident.

4. Other staff take remaining children back to the setting.

5. If in an indoor venue, contact the venues security who will handle the search and contact the police if the child is not found. 

On receiving the missing child report, the setting management team will: 

1. Contact the police and report the child missing.

2. Contact the parent/carer, who makes their way to the setting or outing venue.

3. Record the incident and carry out an investigation. 

4. Take written statements from all practitioners in the room or from who was on outing.

The key-person/practitioner member writes an incident report detailing:

1. The date and time of the report.

2. What practitioners/children were in the group/outing and the name of the practitioner designated responsible for the missing child.

3. When the child was last seen in the group/outing.

4. What has taken place in the group or outing since the child went missing.

5. The time it is estimated that the child went missing.

6. A conclusion is drawn as to how the breach of security happened.

If the incident warrants a police investigation, all practitioners will co-operate fully.

In the event of disciplinary action needing to be taken, Ofsted will be informed.

The settings insurance provider will be informed.

Uncollected Children:

If a child is still in the setting when it is closed then it is practice to telephone the parent/carer. If there is no answer then the practitioners should contact the emergency contact person on the child’s application form.

If there is no answer or they are unable to help then after one hour the child should be taken to the nearest police station-or call the local social service department. A full written report of the incident is recorded in the child’s file.

Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our practitioners. Ofsted may be informed.

PHOTOGRAPHY POLICY

Upon having a child accepted into the nursery, parents are asked to sign a form to allow the child to be photographed on occasion by practitioners or individuals validated by the setting.  This enables the setting to proceed with the taking of photographs for publicity shots, and at special occasions.

Every parent has the right to refuse this request, in which case the child must not be photographed by any practitioner, by a parent, or by any outsider without the express permission for that occasion of the parent/carer.

While pictures of children may be used as part of the publicity of the setting, no pictures of children will be displayed on the settings web site without prior written permission, nor will they be made available to anyone in a digital form.  Photos may at times be shared with other children’s personal files. Option to not do this is on the application form.

Where pictures are made available to the press or television, they will not be released with the names of the child unless the contracting parent/carer gives express permission for this to be done.

Where pictures are taken of the whole setting (for example on the day of the visit of Father Christmas) the parents of children who have opted out of having the child photographed will be contacted to allow them to rescind their decision.

Mobile phone cameras are not allowed to be used within the setting. (With the exception of the nativity play where permission is sought from parents/carers prior to the event). 
Smart Watches

Smart watches must not be worn whilst working in the rooms This is to restrict the need to check notifications which would mean children are not being watched appropriately. These watches could also propose a risk if they are able to send photographs. 
Use of Digital Photography:

As digital cameras and mobile phones have become more advanced and easier to use, it is increasing likely that children and their families will be using digital photography as part of their family life, therefore we have considered the impact such technology may have.

The Data Protection Act 2018 affects the official use of photography by settings. This is because an image of a child is considered to be personal data and it is a requirement that written consent is obtained from the parent of a child or young person under the age of 18 years (or the child him or herself if deemed competent from 12 years old as suggested by the Information Commissioner) for any photographs or video recordings.  It is also important for settings to ascertain the views of the child regarding their images at any age. The Data Protection Act states that settings must have parental consent to take and use any images (still or video) of children for official use both within the setting and beyond (e.g. to use for publicity purposes or to share online). 

Our setting ensures that all individuals who are to have access to and/or be users of work-related photographic equipment understands the rules regarding taking of photographic images of children. This will include children themselves, parents/carers, practitioners and all other adults who are part of our community. 

All images taken by the setting for official use will be kept in accordance with the eight key principles as identified under the Data Protection Act: 

1. Obtained and processed fairly and lawfully 

2. Held only for specified purpose(s) 

3. Adequate, relevant and not excessive 

4. Accurate and kept up-to-date 

5. Held no longer than necessary 

6. Processed in accordance with the rights of the data subject 

7. Subject to appropriate security measures 

8. Only transferred to countries that have suitable data protection controls. 

The safeguarding leads and/or Management team are responsible for ensuring the acceptable, safe use and storage of all camera technology and images. This includes the management, implementation, monitoring and review of the Settings Image Policy. As safeguarding lead they reserve the right to view any images taken and/or to withdraw or modify a member of staffs’ authorisation to take or make images at any time. All practitioners and the managers must ensure that all images are available for scrutiny and be able to justify any images in their possession.

Use of Photos/Videos by Parents/carers:

Under the Data Protection Act 2018 any photos taken for official setting are covered by the Act and parents/carers and children will be advised why they are being taken. Any photos taken purely for personal use (e.g. by parents/carers at events to put into a family album) are exempt from the Act. 

If parent/carers are given permission to take photographs or DVD footage, these must be for private use only and not to be put on the web otherwise Data Protection legislation may be contravened. 

Parent/carers are not permitted, to take photographs or to make a video recording for anything other than their own personal use (e.g. with a view to selling videos of an event). 

Recording and/or photographing other than for private use would require the consent of the other parent/carers whose children may be captured on film. Without this consent the Data Protection Act 2018 would be breached.

We have the right to refuse parents/carers the opportunity to take photographs and make videos on the grounds of health and safety. 

Use of Photos/Videos by Children:

We provide digital cameras/videos which are used by the children to document their activity and as part of play and learning. This is a useful tool to support children’s learning and exploration; however children may unintentionally take inappropriate, or even indecent/illegal, images of themselves or other children such as images which may show friends or other children in a state of undress. Therefore, the use of digital cameras by children are supervised by practitioners to ensure that appropriate images are taken. 

If children are taking images for official use by the setting, rather than for personal use, then they will be covered under the Data Protection Act so parental consent will be required.

Age appropriate acceptable use regarding the use of cameras is discussed and agreed by the management team and practitioners. Rules are in place, such as places children cannot take the camera (e.g. unsupervised areas, toilets etc). 

Practitioners are fully aware of the acceptable use rules and ensure that children are appropriately supervised when they are using cameras. 

Practitioners also ensure that they role model positive behaviour to the children by encouraging them to ask permission before they take any photos. These photos are carefully controlled by the setting and checked before sharing with parents/carers. 

If children are taking photos/videos of other children, parent/carers will be informed how these images will be managed by the setting e.g. will be for internal use only (not shared online or via any website or social media tool). Cameras/Videos provided for use by children and the images themselves will not be removed from the setting.

Photos taken by children will be carefully controlled by the setting and will be checked carefully before sharing online or via digital screens. 

Cameras/Videos provided for use by children and the images themselves will not be removed from the setting.

This is extremely important to safeguard vulnerable children e.g. adopted or looked after children. If parents/carers have not given their consent for their children’s images to be taken in this way, then the setting will ensure those wishes are followed and that images are not taken. 

Social Media:

Please do not feel upset if members of the setting do not accept you as a friend on social media web sites, such as face book or other social net working groups. 

As part of our safeguarding policies and procedures, we are advised that unless you were friends before your child starts at our setting then we should not request or accept friend invitations. If you are already friends with practitioners or members of the team on any social net working groups please do not discuss anything regarding the setting or children that attend as this may be in breach of confidentiality guidelines. 
SAFETY - HEALTH & HYGIENE

The Organisation is fully insured, covering Public and Employers liability. The certificate is on display on the notice board in the main foyer.

Safety:

Health & Safety = nominated person is Dawn Pearce.

Fire Marshall = nominated person is Michelle Flahaut. 

First Aid = nominated person is Sally Cavaglieri
The safety of the children is of paramount importance:

In order to maintain the safety of both children and adults the organisation ensures that: 

Children are supervised at all times and will always be in sight of an adult.

Children will leave premises only with an authorised adult.

All practitioners are responsible for making safety checks before every session.

Practitioners are trained in first aid and training is updated at required intervals.

A correctly stocked first aid box is available in each section and children have an individual sheet to record any accident/incident. Parent/carers are shown this sheet and asked to sign to acknowledge that they are aware of what has occurred. Regular monitoring checks of these are made.

A register is kept of both the children and adults on their arrival and departure so that a complete record of all those present is available in an emergency.

All adults are aware of the systems in operation for children’s arrivals and departures; 
Canterbury Day Nursery Sleep Policy.

The safety of babies and children in our setting is paramount to us.

When writing this policy we have taken into consideration information from, the lullaby trust, NHS and other nursery settings.

We aim to minimise the risk of sudden infant death and any other risks when babies and children are sleeping with us.

· Babies are placed on their backs to sleep, if a baby rolls onto their tummy they will be rolled back again until they are able to roll backwards and forwards themselves then they will be left to find their own position. Babies are laid at the bottom of the mat. 

· Babies/ Toddlers will never be put down to sleep with a bottle to self-feed. If they need milk to drop off this will be down sitting with a practitioner supervising. 

· Babies are monitored visually when sleeping, they are checked every 5 minutes for new/ or under 6 month old, until the team are confident with their sleep patterns.

· Babies/ toddlers are monitored visually when sleeping. Checks are recorded every 10 minutes, by placing the hand on the chest for rise and fall or underneath the nose to feel the breath. Also to check the position of the child and that they are not too hot or cold.

We provide a safe sleeping environment by:

· Monitoring the room temperature 16-20 degrees ( using fans to cool as much as possible in the summer)

· Using clean individual bedding. Cleaning down sleep mats after use.
· Ensure that babies are dressed for sleeping to avoid overheating. . Dummy chains/ clips and teething necklaces/ bracelets will be removed before sleep.

· Only allow babies to sleep in a pram in exceptional circumstances, such as return from walk, parent delivered with child asleep in the pram. Child to be laid down as flat as possible.

· No cot bumpers are used. Areas around the sleep mats are kept clear, No hanging cords, blind cords or drawstring bags.

· Comforters are given as required. Dummies which have come from the child’s mouth will not be put back in unless the child stirs 

· Babies and children are transferred as soon as possible after being fed to a safe sleeping surface.

· We have a no smoking policy.

· The team will not force a child to stay awake or sleep. But will follow parental wishes as much as they can.

Smoking policy:

Smoking is not permitted on the premises. To ensure this:

· All practitioners, parent/carers and volunteers are made aware of our no-smoking policy.

· Practitioners who smoke do not do so during working hours. Unless on a break and are off the premises.

· Practitioners 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, they must remove their uniforms if they are not covered by a coat. 

Hazards:

Fire drills are held at regular intervals notices of the procedures are posted in all areas.

Fire Extinguishers are checked annually and practitioners are trained to use them.

Fire doors are never blocked and all other doors only can only be opened from the inside.

Electric points/wires and leads are adequately guarded. 
Radiators are kept at appropriate temperatures. 

Cots, mattresses, bedding and buggies all comply with safety standards.

Sleeping children are checked regularly and bed time toys or comforters are checked to prevent accidents. 

Children do not have unsupervised access to kitchens cookers or cupboards where hazardous substances are stored.

All dangerous materials, including medicines and cleaning materials are stored out of the reach of children

Equipment is checked regularly and repaired or discarded.

Large equipment is erected with care, and stored in a safe manner.  

All low level glass panels are fitted with safety glass.
Adults are aware that toys and activities suitable for an older child may pose a risk to a younger/ less mature child.

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

Hot Drinks are not served or carried through the rooms where the children play.

Where possible spills of liquid are dried immediately to prevent danger of children and adults slipping over.  Major cleaning and floors are washed when children are not present. 

Public access to the building is through the Havelock Street entrance.  To gain entrance there is a button on the right hand side of the door for additional safety we have camera surveillance to allow entry into the setting. 
Children come into the building in each rooms designate entrance:

BC/ ASC/ Ladybirds- Back garden gate Old Ruttington lane trough the fire door 

Butterflies- Room fire door Havelock Street 

Ducklings- Room fire door Havelock Street

Caterpillars- Gate Old Ruttington Lane and room fire door 

The outside of the premises and garden areas are checked for hazards before children go out to play. The outdoor space is securely fenced off. 
Health:
Our Organisation wishes to promote a healthy lifestyle and a high standard of hygiene in all areas.

To prevent the spread of infection, adults ensure that the following practices are observed:

Hands are washed after using the toilet and before eating or taking part in a cooking activity (see hand washing).

Noise consideration: 

It is recognised that working with young children can be a noisy and stressful job. 

Arrangements will be made for all practitioners to have regular breaks during the working day.  

The noise level in the setting can be very loud at times, with children shouting, crying or participating in noisy activities.  Where a member of practitioners feels that the noise level is getting out of hand steps should be taken to reduce it.  This may be done by sitting the children down and reading them a story or by offering quiet activities.  

Nappy changing:
No child is excluded from participating in our setting, for any reason, not yet be toilet trained and who may still be wearing nappies or equivalent. We work with parent/carers towards toilet training, unless there are medical or other developmental reasons why this may not be appropriate at the time.

We make necessary adjustments to our bathroom provision and hygiene practice in order to accommodate children who are not yet toilet trained. Practitioners will not change children where they cannot be viewed by other practitioners.

We see toilet training as a self-care skill that children have the opportunity to learn with the full support and non-judgemental concern of adults.

Key persons have a list of personalised changing times for the young children in their care who are in nappies or ‘pull-ups’.

Whenever possible Key persons undertake changing young children within their key groups, back up key persons change them if the key person is absent.

Changing areas are warm and there are safe areas to lay young children if they need to have their bottoms cleaned.

Practitioners put on gloves before changing starts and the changing areas are prepared. 

All practitioners are familiar with the hygiene procedures and carry these out when changing nappies. In addition, key persons ensure that nappy changing is relaxed and a time to promote independence in young children.

Young children are encouraged to take an interest in using the toilet, they may just want to sit on it and talk to a friend who is also using the toilet.

They should be encouraged to wash their hands and have soap and towels to hand. They should be allowed time for some play as they explore the water and the soap. 

Key persons are gentle when changing, they avoid pulling faces and making negative comment about ‘nappy contents’.

Key persons do not make inappropriate comments about young children’s genitals when changing their nappies.

Toileting:
Older children access the toilet when they have the need to and are encouraged to be independent.

Nappies and ’pull ups’ are disposed of hygienically. Cloth nappies, trainer pants and ordinary pants that have been wet or soiled are rinsed and bagged for the parent to take home.

N.B. If young children are left in wet or soiled nappies/’pull ups’ in the Nursery this may constitute neglect and will be a disciplinary matter. 
Our setting has a ‘duty of care’ towards children’s personal care routine and will do our best to make sure children are comfortable and cared for whilst in our setting. 

Children are encouraged to blow and wipe their noses when necessary and to dispose of used tissues hygienically, then washing hands. 
Children are also encouraged to shield their mouths when coughing.

Individual paper towels are used and disposed of appropriately.  Wet wipes or individual flannels, which are used only once then washed, are used for face washing after meals.

Rules related to bodily funds are followed with care and all practitioners and volunteers made aware of how infections, including HIV, can be transmitted.

Any spills of blood, vomit or excrement are wiped up and flushed away down the toilet.  Protective disposable gloves are used when cleaning up these spills.

Spare clothes are available and there are laundry facilities.

Hand washing:
All practitioners are instructed on the importance of hand washing.  There is a duty list advising when this should take place, toileting, nappy changing, nose wiping, food prep, after cleaning tables, after clearing spillages, after doing the washing, etc. 

The limitation of disease spreading is of upmost importance within our setting.

We aim to provide signs at purposeful points throughout the setting as a reminder.

The practitioners are encouraged to ensure the children observe them washing their hands in the correct way.

Hand washing facilities are available in all rooms, there is anti-bacterial soap, paper towels or hot air dryers to dry hands thoroughly.

There are many anti-bacterial foam dispensers throughout the setting to aid the reduction of germ spreading but must not be used as an alternative to hand washing.

Children are asked to wash their hands at various times throughout the day, toileting, nappy changing, nose wiping, activities using food or malleable materials such as play doh, before eating, after playing in the garden for examples.

Babies are helped to wash their hands at these times also. 

Practitioners use a variety of strategies to support washing hands, such as one verse of the song ‘Row row row the boat’ to assist the children with the length of time expected to take washing their hands.

Instructions of hand washing are available throughout the setting -using hot water, making sure they foam up the soap rubbing between fingers and up to wrists, etc.

Health and safety checks completed each morning will ensure that enough hand towels, soap etc, are available, practitioners will refresh as and where needed.

This practice is in line with guidance from the following  Development Matters: Physical Development: Health and self-care.

Sleep routine and good practice:
Our setting will do the best we can to provide your child with a place to sleep in line with their daily routine. We communicate closely with the parents/carers of the children to ensure good sleeping habits are adhered to, trying to fit in with the child’s needs as best we can to ensure good routine is met. 
In all rooms we provide a place for peace, rest and relaxation. We are aware that children change their routine often and that there are days when they just need peaceful surroundings.

There are designated areas for Babies and toddlers to sleep in, these areas are still part of the main room so the sleeping children are easily observed while at rest, this is to ensure the safety of the child . Sleep mats are provided within the Ducklings and Caterpillar rooms.  Each child in these rooms are provided with a sheet and/or blanket for their own use, washed regularly and not shared. The mats are kept apart during sleep times according to the health advisory guidelines to help the prevention of illnesses spreading.

The guidelines of safe positions often updated by the government with regard to safe sleeping are adhered to – this promotes babies sleeping on their backs. We will never put children to bed with a bottle without the child supervised. The sleeping children are observed easily and are checked by a member of the team close by at all times. 
The children who are not sleeping will be made aware of having to be understanding of the children who are. If a parent is having trouble with their child sleeping at night-time we will do our best to help provide advice and assistance. 

We do not encourage the use of car seats and buggies for sleeping as they do not allow the child to move comfortably when sleeping and cannot be cleaned effectively (there is also a risk of the baby’s head falling forward). 
Room temperatures and temperature of the sleeping child is monitored for safety reasons.

If a child falls asleep whilst eating then their mouth will be checked for food and their bib/ apron will be removed before putting to bed.

Ideally the key person of the child will be the person to assist getting them to sleep if not it will be another practitioner who they are familiar and comfortable with. This also applies for when they wake up, at this stage they will be given cuddles and offered a drink of water and given extra attention until they are fully awake.
If a child has an accident and have banged their heads, then they will be only allowed to sleep if they are in the main room with staff available to observe them consistently.

While at the setting if the child does not want to sleep when their parent/carers has requested they do so, the practitioners will ensure that they still have a period of rest. If this becomes a continuous issue then we will work with the parent/carers to adjust the routine leading to the child not sleeping if they are not tired whilst at the setting. 

Documents/websites: NHS guidance: https://www.nhs.uk/conditions/baby/caring-for-a-newborn/helping-your-baby-to-sleep/  
Dummy routine and good practice: 
As babies get older they need to learn to move their mouths in different ways, to smile, blow bubbles, to chew food, make babbling sounds and eventually learn to talk. Children who suck dummies through the day make fewer sounds, may gain less experience of using their voices, and hear less language from adults around them.  

Research has shown that the overuse of a dummy may restrict these movements and may effect a child’s language development.   

Although a dummy can be a source of comfort when a child is upset or settling in to nursery and may form part of a child’s sleep routine the aim of our nursery is for the key person to encourage young children to use a dummy only at these times. The key person will work with parent/carers to phase out use of dummies and bottles sensitively, taking into consideration children’s emotional needs.

When discouraging the use of a dummy practitioners will:   

· Have a designated place for the dummies to be stored, which the child will be aware of so they can seek comfort appropriately.  

· Comfort the child and if age/stage appropriate discuss the need for a dummy in a sensitive and appropriate manner.  

· Distract children’s attention with other activities and ensure they are settled before leaving them to play.  

· Offer other methods of comfort such as toy, teddy or blanket.  

· Explain to the child they can have their dummy when they get home or at bed time.  

We will also offer support and advice to parent/carers to discourage dummy use during waking hours at home and suggest ways so the child can be weaned off their dummy (when appropriate).  

FOOD POLICY

All meals and snacks provided will be nutritious and pay due attention to children’s particular dietary requirements.

When cooking with children as an activity, the adults will provide healthy, wholesome food, promoting and extending the children’s understanding of a healthy diet.

All foods such as milk, yoghurts will be stored in the correct way.  All foods will be checked for expiry dates.

Water will be available for all at all times.
Children with dietary requirements will have colour coded utensils and plates/bowls during all meal times to ensure no cross contact occurs. 

Making up formula milk: Ducklings room:

Formula milk:

Parents/Carers are to bring in powder for all bottles in individual containers, clearly labelled with the amount of water needed to add to make sure the correct mix is made up. Practitioners will make up the formula as needed, making sure it is used within the 2 hour time frame rule. 
We cannot accept pre-made up bottles of milk to ensure it has been stored/heated correctly.

When your child is changing their milk or amount please make sure you inform the team and change/amend all containers to make sure they have updated information so their routine can be up-dated. 

Breast Milk:
Parents/Carers providing breast milk must ensure it is brought in a container or bag clearly labelled with the date it was expressed and the amount.

Practitioners will refrigerate the milk until it is required following NHS guidelines.

If the milk was defrosted please let practitioners know when this was. We can freeze some at the nursery as a back up, but please once again clearly labelled and not previously frozen.   

OUTDOOR PLAY POLICY

Children will have the opportunity to play in the fresh air throughout the year (either within the settings own play area or on outings to parks or other community play spaces).

Parent/carers should provide a suitable protective sun cream their child.  A suggested factor of at least 30+, ideally applied before coming into the setting. Practitioners will re-apply when needed.  All children will be encouraged to wear a hat and have shoulders covered. On hot days children will be restricted to play in shaded areas between 11am and 3pm when the sun is at its hottest.  
ANIMALS IN THE SETTING & AS PETS
Children learn about the natural world, its animals and other living creatures, as part of The Development Matters (2021) curriculum. This may include contact with animals, or other living creatures, either in the setting or on visits. We aim to ensure that this is in accordance with sensible hygiene and safety controls.

We take account of the views of parent/carers and children when selecting an animal or creature to keep as a pet in the setting. We carry out a risk assessment with a knowledgeable person accounting for any hygiene or safety risks posed by the animal or creature. Suitable housing is provided for the animal or creature and we ensure this is cleaned out regularly and is kept safely.

We make arrangements for weekend and holiday care for the animal or creature.

Children are taught correct handling and care of the animal or creature and are supervised.

Children wash their hands after handling the animal or creature and do not have contact with animal soil or soiled bedding. 

Practitioners wear disposable gloves when cleaning housing or handling soiled bedding.

If animals or creatures are brought in by visitors to show the children they are the responsibility of the owner.

The owner carries out a risk assessment, detailing how the animal or creature is to be handled and how any safety or hygiene issues will be addressed. 

Visits to farms:
Before a visit to a farm a risk assessment is carried out, this may take account of safety factors listed in the farm’s own risk assessment which should be viewed.

The outings procedure is followed.

Children wash their hands after contact with animals and outdoor footwear worn to visit farms are cleaned of mud and debris and should not be worn indoors.

MEDICATION POLICY
Practitioners are only permitted to give prescribed medicines with the parent/carers consent.

Children under sixteen will not be given any form of aspirin unless prescribed by a doctor.

Medicines will be stored away from reach of children in a cupboard or fridge; practitioners will witness each other giving medicines. 

Medicine Procedure:
Parent/carers must complete medicine sheet each morning giving permission to staff to administer medicine.

Children’s paracetamol and ibuprofen may be given by permission of letter kept with children’s application form in the office, by agreement with the office, practitioner or first aider.

All medicines should be stored in small clear plastic bag and named clearly or in the original box labelled.

(Refrigerate if directions say to) 

Before administering, the following guidelines must be adhered to by two members of staff. However, in an emergency the Childs safety must always be our priority.

a) Check Childs name on bottle and date of birth

b) Check expiry date 

c) Check permission either from medicine sheet completed by parents/carer in the morning or Pain relief permission slips.

d) Check dose either on prescription or on bottle

e) Record all information on individual medicine sheets

If we need to administer pain relief for high temperature or for example if a child is teething we ask that you sign on the application form which allows us to administer pain relief to your child. You will then be asked to sign medication sheet at the end of your child’s session to acknowledge we have given pain relief. 
Each child has a medication sheet to log in the name of the medication being given, times when administered and signature of person who administered the dose counter signed by a witness, and reason for medication being given. 
It is important that you tell practitioners if children have had a bump on the head before coming to us. No matter how slight it may have seemed or if it was the evening before.  Concussion can take a while to show itself.

In the case of nebulisers or medication such as insulin/adrenaline injections the practitioners dealing with these and any medication which may need to be used in life threatening occurrences, ideally to be trained by the people who trained the parent/carers of the child.

The application forms you sign give practitioners your permission to deal with any minor illness or accident.  Should anything major happen we will attempt to contact you or your named alternative as soon as we can but should this mean a hospital visit we will take the action needed and wait for you there.

There are a number of diseases or complaints where it is important for you to be prepared to keep your child at home.: 

This may be to give them time to recover or to prevent the risk of infection.  In a community situation children and adults are more likely to be exposed and so we must all co-operate to prevent the spread of disease.  We are aware that having a sick child is often difficult in the eyes of employers but the needs of the child are foremost.  

If your child is poorly, relieving them with pain relief or similar will not stop cross infection and we will ask for them to go home and not return back to the setting until they are recovered.  If an illness swept through the setting then all would suffer should we have to close.  

It is a rule that all booked time must be paid for even when children are ill. In the case of a long illness or hospitalisation please talk to the management team.  

Epi-Pen:

If a child has a medical condition that may require the use of an Epi-Pen all staff in the room will be made fully aware of procedure and how to administer, checking child’s personal allergy care plan of action to be taken. Training will be sought if needed. If the child needs a dose it must be reported to Management team straight away, who will call 999 and inform parents. Parents must be informed immediately. 

Two people must be present to administer injection. The care plan and Epi-pens/clearly named must be kept in a clear container out of reach of children and checked on regular basis to make sure contents are in date and care plan has not altered/amended.     
Illness:
Parent/carers are asked to keep their children at home if they have any infection, and to inform the setting as to the nature of the infection so that we can alert other parent/carers, and make careful observations of any child who seems unwell.
Parent/carers are asked not to bring into the setting any child who has been vomiting or had diarrhoea until at least 48 hours has elapsed since the last attack, depending on the severity of the attack.

If the children of the setting practitioners are unwell, the children will not accompany their parents/carers to work.

Cuts or open sores, whether on adults or children, will be covered with sticking plaster or other dressing.

Exclusion:  

The Guidelines on Communicable Disease and Infection control in Schools and Nurseries (from the Kent Health Protection Unit) on the incubation and exclusion periods of common infectious diseases, which we use state that children with head lice will not be excluded, but a letter will be supplied to any child who is found to be infected with a guide on treatment.  If two or more cases of conjunctivitis or hand foot and mouth or any other contagious illness occur in the setting we will ask for the children to be kept at home until they are clear of all symptoms.
The Guidelines on Communicable Disease and Infection control in Schools and Nurseries; from Kent Health Protection Unit; on the incubation and exclusion periods of common infectious diseases, which we use are:
	Incubation Period, Communicability and Suggested Exclusion Criteria for Communicable Diseases

	Disease
	Incubation

 period

(days)
	Infectious

 period
	Minimum period of exclusion

Cases (subject to clinical recovery)
	Minimum period of exclusion

contacts
	To be 

reported
	Important to seek medical advice

	Bacillary

Dysentery

(Shingella)
	1-7
	Whilst organism

Present in stool
	On advice of KHPU, usually when symptom free, i.e. formed stools for 48 hrs.
	On advice of KHPU
	Yes
	Yes

	Chicken pox

& Shingles
	14-21
	From 1 day before to 5 days after appearance of rash
	5 days from onset of rash
	Pregnant women & immuno-

compromised should seek advice
	No
	Only if pregnant or immuno-

compromised

	Cold sore
	2-12
	Whilst sores weeping
	None
	None
	No
	No

	Conjunctivitis
	5-12
	From just before to 14 days after onset
	None usually. Where there are several cases, exclusion might be necessary. Check with KHPU
	
	No
	No

	Cryptosporidiosis
	3-11
	Variable, usually while diarrhoea present
	On advice of KHPU, usually 48 hrs after symptom free, i.e. formed stools
	On advice of KHPU
	Yes
	Yes

	Diphtheria
	2-5
	Whilst the organism is present in the nose and throat
	Until advised by KHPU
	Until advised by KHPU
	Yes
	Yes

	E. coli 0157
	2-8
	Variable, usually while diarrhoea present
	 On advice of KHPU if aged 5 or over, usually 48 hrs after symptom free, i.e. formed stools
	On advice of KHPU
	Yes
	Yes

	Fifth Disease

(slapped cheek) 
	4-20
	For the 7 days before rash appears
	Until clinically well with no fever.

Presence of rash does not usually indicate infectivity


	Pregnant women should seek advice
	No
	Only if pregnant

	Food Poisoning & diarrhoea

(inc. Salmonella)
	Varies
	Varies according to disease
	On advice of KHPU, usually 48 hrs after symptom free, i.e. formed stools 


	On advice of KHPU
	Yes
	Yes

	German Measles

(Rubella)
	14-21
	From 5 days after onset if rash
	From 5 days after onset if rash


	Pregnant women should seek advice
	Yes
	Only if pregnant

	Glandular Fever
	30-50
	May be some months, but spread only by very close contact
	None
	None
	No
	Yes

	Hand, foot & Mouth Disease
	3-5
	2-3 days before to weeks after onset
	Until well. Presence of rash does not usually indicate infectivity  


	None
	No
	No

	Head Lice
	7-21
	While live lice are present
	None

1. 
	None
	No
	No

	Hepatitis
	15-50
	From 2 weeks before to 1 week after onset of jaundice 
	7 days from onset of jaundice and/or symptoms


	None
	Yes
	Yes

	Impetigo
	4-10
	While lesions are moist
	Until treatment is established and lesions are crusted and dry. Where there are several cases, exclusion might be longer. Check with KHPU
	None
	Yes
	Yes

	Measles 
	8-15
	From a few days before to 5 days after onset of rash
	5 days from onset of rash
	None
	Yes
	Yes

	Meningococcal

Meningitis or Septicaemia
	2-10
	Whilst organism is present in nasopharynx
	Until clinical recovery
	None
	Yes
	Yes

	Molluscum

Contagiosum
	7- 180 
	Unknown
	None
	None
	No
	No

	Mumps
	14-21
	From 5 days before onset of symptoms to subsidence of swelling
	Until swelling has subsided

(minimum of 5 days) 
	None
	Yes
	Yes

	Poliomyelitis
	3-21
	Whilst virus is present in stools
	On advice of KHPU
	On advice of KHPU
	Yes
	Yes

	Ringworm (Tinea)
	3-21
	While infection is present
	None, ensure treatment started
	None
	No
	Yes

	Scabies
	1-42
	While infection is present
	Until treated
	None
	No
	Yes

	Streptococcal infection (inc Scarlet fever & some tonsillitis
	2-5
	Whilst organism is present in nasopharynx
	24 hours from start of antibiotic treatment
	None
	Yes
	Yes

	Threadworm 
	14-42
	While infection is present
	None
	None
	No
	Yes

	Tuberculosis 
	Varies
	Whilst organism is present in sputum. Usually not infectious after 2 weeks of treatment
	On advice of KHPU and until declared non infectious
	On advice of KHPU
	Yes
	Yes

	Typhoid & Paratyphoid
	7-21
	Whilst organism present in stools or urine
	On advice of KHPU
	On advice of KHPU
	Yes
	Yes

	Verruca
	60-90
	While infection is present
	None
	None
	No
	No

	Whooping cough

(Pertussis)
	7-10
	From 7 days after exposure to 21 days after onset of cough
	21 days from onset of cough. If treated with antibiotics, 5 days after start of treatment 
	Partially or unvaccinated contacts aged under 7 for 5 days from start of treatment
	Yes
	Yes


Information Sources:
Parent/carers will have the opportunity to discuss health issues with practitioners and will have access to all information available.

The setting will maintain links with health visitors and gather any new health information available.

Cleaning:
The setting is cleaned every evening by an outside agency.
It is the responsibility of all practitioners to ensure that the setting is kept clean throughout the day, this includes cleaning toileting/changing areas when needed.

In the event of any case of sickness or diarrhoea then all toys equipment and surrounding areas will be washed appropriately and sanitised to prevent cross infection.
WEATHER SAFETY POLICY AND PRATICE
The setting is committed to giving our children the availability of playing outside at designated times. We ask that the children be provided with suitable clothing for the different weathers. We do have a selection of spare coats, wellingtons etc, so no child misses out on the fun of splashing in the puddles, making a snow man, watching the leaves fall off the trees in the wind. Outdoor play also helps children to be healthy which promotes children’s bone, and eye development.

In the summer we limit the amount of exposure to the sun as in accordance with guidelines from the links below. We ask all parent/carers to apply sun cream of 30 SPF at least before arriving at the setting (see sun protection policy) to do this, parent/carers will need to provide a bottle of sun cream to keep at the setting.  The older children will be encouraged to apply the cream themselves but a practitioner will always check this has been done thoroughly. We will always have spare cream within the setting to ensure safety to all children.  

Throughout the setting we will continue to encourage children to wear suitable clothing and footwear, and gain independence in putting their own out door clothes on. The practitioners will offer positive role modelling, wearing suntan lotion and hats etc. Conversations will be regularly formed around safety in the sun and children keeping themselves safe.  From this often activities will be formed where the children draw sunny pictures to develop the understanding in their minds.

The setting provides shade with trees and screens to enable the use of the garden as much as possible. 

If there are any cases of sunburn then immediate first aid treatment will be applied. 

We believe that regardless of a child’s skin colour, the application of sun cream must still be adhered to.

Plan of Action in event of Extreme Weather:
In this event all efforts will be made to maintain a normal service; however this will depend on the following:

1. Practitioners being available in sufficient numbers to ensure maintenance of appropriate child/adult ratios.
2.    Reasonable temperature is able to be maintained in areas where children are present.

3.    Availability of water and sufficient toilets working satisfactorily

If the setting is open somebody will answer the phone please ring first to check before leaving home and hopefully we will be able to tell you the times we are open from and to.

If the setting is closed it will be broadcasted on Radio Kent, Heart FM and KMFM.

We will always try our best to stay open when possible. 

SUN PROTECTION POLICY
At the setting, we want all practitioners and children to enjoy the sun safely. To help us achieve this we will together to ensure that:
· All older children will have a sun-smart story time at the start of the summer to reinforce staying safe in the sun. We will use topics to re-enforce sun-protection messages. 

· All children will be encouraged to wear a hat when playing outside.

· We do have a small supply of hats for those that have forgotten them..

· Parent/carers are asked to put sun-protection at least factor 30 + on children before coming to the setting and if children are with us for a full day we will re-apply after lunch prior to going outside.

· On hot days children will be restricted to play in the shade between the hours of 11am and 3pm.

· Staff will use initiative for length of time children spend out on hot/sunny days.  

· Gazebo’s and sun shades are in main areas to allow for some shade from the sun.

Useful documents/websites

NICE public health guidance to support policy development:

http://guidance.nice.org.uk/PH32
FIRE- EVACUATION INSTRUCTIONS

All fire exits will be kept clear and clearly labelled the upmost aim would be to ensure the safe exit of all children and adults from the premises.

The setting ensures that there regular evacuation training. Half termly in order that children feel comfortable and understand how to keep themselves safe.  These are recorded in the fire drill record.

The fire extinguishers and alarms are tested in house regularly and externally annually. These conform to BSEN standards.

IF YOU DISCOVER A FIRE

1) IMMEDIATELY SOUND THE ALARM

2) EVACUATE THE BUILDING BY THE NEAREST SAFE EXIT.

ASSEMBLY POINTS: GARDEN OR FRONT BUILDING.

3) ATTACK THE FIRE WITH APPLIANCES PROVIDED.  DO NOT TAKE ANY PERSONAL RISK.

4) CALL THE FIRE BRIGADE 999

5) DO NOT RE-ENTER THE BUILDING UNTIL TOLD THAT IT IS SAFE TO DO SO BY THE FIRE BRIGADE OFFICERS

· Setting managers or phone holder will take a nursery mobile phone and staff sign sheet with them.

· One Member of staff in each room to get the register and all proceed to the nearest safe exit.

· Checking all areas as they go. Most senior member of staff to ensure all children are evacuated as quickly as is safe to do so.

· Meeting point at car park behind houses on Old Ruttington Lane. .
· In accordance to the fire safety order 2005

THE MANAGEMENT AND PRACTITIONERS

As a charity the organisation has a voluntary management committee. They are elected annually at the Annual General meeting, which is held in June.

The committee are the trustees of the Organisation, the people entrusted with the overall responsibility for ensuring that all runs smoothly to the Aim. We have a legal constitution which we abide by.

There are many aspects to running an organisation such as ours. The committee have to ensure that all areas are attended to, such as, ensuring decisions taken by the Organisation are implemented and policies carried out to ensure best practice throughout the setting. Paying particular attention to ensuring the organisations funds are properly accounted for.  

All parents of children who attend the setting have a right to put their name forward for selection on to the committee and to be informed of any actions, which may affect their children.

The charity works to a constitution, a copy of which is available on request.

Please see notice board for details of the committee members. 

The practitioners working within the setting hold appropriate qualifications. These are checked on appointment and reviewed annually at Ofsted Registration. 

Photos of practitioners are on Who’s who in main foyer, and each room has a notice board with a photo of each practitioner working in the room.

At times we have long/short term students/volunteers working with us from local colleges and schools. Under no circumstances are they left on their own with the children. Like all practitioners, they are subject to prior checks being carried out to ensure they are suitable to work with children. 

CODE OF CONDUCT:

Underpinning principles for all practitioners and employees: 

· The welfare of the child is paramount. 

· All employees are responsible to safeguard and promote the welfare of children and young people. This responsibility extends to a duty of care for those adults employed, or contracted to work with children and young people. 

· Practitioners who work with children are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions. 

· Practitioners should work and be seen to work, in an open and transparent way.

· The same professional standards should always be applied regardless of culture, disability, gender, language, racial origin, religious belief and/or sexual identity. 

· Practitioners should continually monitor and review their practice and ensure they follow the guidance contained in this document. 

Code of conduct/Duty of Care
· All practitioners must recognise and respect the value and intrinsic worth of each child and family, regardless of economic or social background. 

· All children and families deserve respect and understanding. 

· Practitioners are responsible for nurturing and educating young children as well as providing information and support to parents. 

· Practitioners should seek to improve their understanding of the development of young children through ongoing education and collaboration with colleagues. 

· Practitioners have a responsibility to understand and adhere to current legislation and guidance that supports their role. 

· All employees have a responsibility to contribute to the settings responsibility to protect children and encourage a ‘safer working culture’.

· Practitioners will be expected to follow agreed procedures, without fear of recrimination, to bring to the attention of the Nursery Managers any deficiency in the standards. 

· If employees have concerns regarding the Nursery Manager or other senior practitioners the Whistleblowing Policy must be followed. 

· When information is confidential it should only be made available on a “need to know” basis. 

· Employees should dress appropriately for their job and give a positive image. 

· Long hair should be tied back, no jewellery except watches, important rings and studded earrings. 

· Except for medical reasons, employees must not take any substances that might affect their work. 

· No employee should consume or be under the influence of drink/drugs during their hours of work. 

· No smoking is permitted or premises. Best practice guidelines in relation to use of mobile phones and digital equipment 

· Employees’ mobile phones should not be carried on the person within the nursery rooms; they should be stored in lockers and turned on silent. 

· The nursery main telephone number should be used as the main point of contact in an emergency. 

· The use of mobile phones being carried on a person or used in the nursery room will result in a disciplinary procedure.

· It is the responsibility of the setting manager/deputy/senior to oversee and delete all photographs stored on a digital camera after transfer to the computer for printing purposes. 

· It is the responsibility of the settings manager/ deputy/senior to approve photographs for use on displays and for marketing purposes.

· All practitioners should be aware of the settings e-safety policy regarding access to and use of the internet.

PRACTITIONERS TRAINING AND EMPLOYMENT POLICY
Recruitment Policy:

To offer all children high quality early years care and education we ensure all practitioners hold relevant qualifications to their post. As part of the process the following will be addressed:  

Statement of intent:

Our practitioners are appropriately qualified and are checked for criminal and other records through the Disclosure & Barring Service (DBS) in accordance with statutory requirements.  Our practitioner ratio is in line with the requirements of the National Standards for Day Care to ensure that all children have sufficient individual attention and are guaranteed care and education of a high quality.

Methods:

· We work towards offering quality and opportunity by using non-discriminatory

procedures for practitioners’ recruitment and selection.

· All practitioners have written informed description clearly setting out their roles and responsibilities.

· Applicants will be considered on the basis of their suitability for the post, regardless

of age, gender, marital status, religious belief, culture, ethnic origin or

sexual orientation.   

· We are committed to recruiting, appointing and employing practitioners in accordance with

all relevant legislation and best practice.

· We use Ofsted guidance on obtaining references and criminal records checks through

Disclosure Barring Service for practitioners and volunteers who will have substantial access

to children. 

· We provide practitioners induction within the first week.  A senior practitioner will

complete a duty tick list when they are satisfied with all aspects of Health and Safety, Child Protection and all other areas deemed appropriate to their position. 

· We have a Key person system which ensures that each child has a named practitioner with whom to form a relationship and who plans with parents for the child’s well-being and development whilst in the setting.  

· Senior practitioner and management team meetings are held weekly, which all practitioners are invited to contribute to and will be given feedback. In room meetings are held on a regular basis with the management team so that all practitioners are able to contribute directly and have their opinions voiced.   

· We provide regular training for all practitioners, in-house and through external agencies.

· We support our practitioners by holding regular appraisals & one to one supervision time every 6 weeks.

NEW STAFF POLICY

No new member of the team will be left on their own with the children until the following checks have been completed/returned:-

1. A Disclosure Barring Service (DBS) check completed by our setting and returned from our chosen provider.

2. Two relevant references have been returned.

3. The senior practitioner of the room in which they are working have completed and understood a duty tick list.  This will ensure that they are aware of our policies and procedures within the setting.  They must feel confident that the new member of the team is an able member of the team and understands their role and responsibilities and they have understood and read the information in the staff handbook.   

4. The new member of the team has worked for us for a minimum of three months.

Training:
We seek out training opportunities for practitioners and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish.
We ensure that practitioners are confident and fully trained in administering relevant medicines and performing invasive care procedures when these are required. 

We review our practices to ensure that we are fully implementing our policy for promoting equality, valuing diversity and inclusion.

STUDENT PLACEMENT POLICY

We recognise that the quality and variety of work which goes on in our setting makes it an ideal place for students on placement from school, colleges and courses. All students are required to have a written letter of suitability to work with children form either their tutor or mentor. DBS checks will also be carried out for long term students who will be with us for more than 3 months.

Students are welcomed into the setting on the following conditions:

· Students will not be included within the adult to child ratios.

· Students must be confirmed by their tutor as being engaged in a childcare course, which provides necessary background understanding of children’s development and activities.
· Students required to conduct child studies will obtain written permission from the parents of the child being studied.

· Any information gained by the students about the children, families or other adults in the nursery must remain confidential.

· We take out employer’s liability insurance and public liability insurance which covers students, trainees and volunteer helpers.

· We co-operate with students tutors in order to help students to fulfil their requirements of their course of study.

· We provide students, at the first session of their placement, with a short induction and handbook for guidance on how our Canterbury Day Nursery 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.
Act immediately and record your concerns. If urgent, speak to a DSL first.


Follow the settings procedure 


Reassure the child


Clarify concerns, using open questions if necessary (TED: Tell, Explain, Describe)


Use child’s own words, record facts not opinions. 


Sign and date your records


Seek support for yourself if required from DSL (Sally, Michelle or Emma)








Inform the Designated Safeguarding Lead (Sally, Michelle or Emma) 


 





If you are unhappy with the response





Staff:


Follow local escalation procedures


Follow whistleblowing procedures





Children and Parents:


Follow settings complaints procedures 





At all stages, the child’s circumstances will be kept under review 


The DSL/staff will request further support if required to ensure the child’s safety is paramount








Record decision making and action taken in the child’s child protection file





Review and request further support if necessary





Why are you concerned?


For example


Something a child has said – for example, an allegation of harm


Child’s appearance – may include unexplained marks as well as dress


Behaviour change


Witnessed concerning behaviour








What to do if you have a welfare concern in Canterbury Day Nursery








Monitor 


Be clear about:


What you are monitoring. For example, behaviour trends, appearance. 


How long you will monitor 


Where, how and to whom you will feedback and how you will record








Consider whether the child is at immediate risk of harm: are they safe to go home? 


If a child is at risk of immediate harm, call the Integrated Front Door on 03000 411 111 (outside office hours - 03000 419 191) or the Police on 999


Access the Kent Safeguarding Support Level Guidance document and procedures: �HYPERLINK "http://www.kscmp.org.uk/"��www.kscmp.org.uk� 


Refer to other agencies as appropriate, for example, Internal or community services, early help open access, LADO, Police, or make a Request for Support via Integrated Children’s Services: 03000 411 111


If unsure, consult with Area Education Safeguarding Advisor (Miles O’Keeffe 03301651140) or Local Authority Social Worker at the Front Door: �HYPERLINK "http://www.kscmp.org.uk"��www.kscmp.org.uk� 
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