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Child Protection Policy  

  

POLICY STATEMENT  

We attend regular Child Protection trainings and our staff is aware of Child Protection procedures as they 

all have attended safe guarding trainings. Our first responsibility and priority are towards the children in 

our care. It is our aim to provide an environment in which children, parents and staff are safe from images 

being taken, recorded and inappropriately used. If we have any cause for concern, we will report it, 

following the local Safeguarding Children Board (LSBC) procedures in England. The relevant local 

procedures that are held by us are available on request. We will notify Ofsted immediately if there is any 

allegation of abuse alleged to have taken place whilst a child is in our care.   

  

Procedures  

  

Child Protection  

• We have an up-to-date understanding of safeguarding children issues and are able to 

implement the safeguarding children policy and procedure appropriately. Policies are in 
line with local safe guarding children board (LSCB) guidance and procedures. Contact 

details are 0845 6085404  

• , to attend regular child protection training, and to liaise with local statutory children’s 

service as appropriate. If somebody believes that a child or young person may be suffering 

or may be at risk of suffering significant harm, they should always refer the concern to 
children’s social care or the Police. The children’s social care service is known as Ealing 

Children’s Integrated Response Service (ECIRS), can be contacted on 020 8825 8000 and 

Ealing Child Protection Advisor number is 020 8825 5294   

• We encourage children to develop an awareness of personal space and appropriate touch 

and allow them to choose whether they wish to be hugged, kissed or cuddled and by 
whom.  

• We develop positive relationships with the children so that they know we will listen to 

them. We encourage children to be confident in their relationships with adults by listening 

to them in role-play activities.  

• We will be able to respond appropriately* to:  

• Significant changes in children’s behaviour;  

• Deterioration in their general well-being;  

• Unexplained bruising, marks or signs of possible abuse;  

• Neglect;  

• Female genital mutilation (FGM)  

• The comments children make which give cause for concern.  
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Inappropriate behaviour displayed by other members of staff, or any other person working with 

the children. For example; inappropriate sexual comments; excessive one to one attention 

beyond the requirements of their usual role and responsibilities; or in appropriate sharing of 

images. It is important to contact LADO against all allegations. The LADO has to maintain oversight 

of all allegations against professionals and volunteers. The Local Authority Designated Officer for 
Ealing is Ricella Browne.  

Telephone: 020 88258930, Email: asv@ealing.gov.uk   

Or you can contact the Head of Safeguarding John Churchill who has delegated LADO 

responsibilities on 020 8825 8155. Protect yourself when working alone. Working on your own 

with a child, in your setting could mean that you are more vulnerable to allegations as there is 

no one to witness what happens in the setting. Because of this, it makes sense to take steps to 

protect yourself, particularly when many of these steps are simply good practice.   

  

• If a child tells us that they or another child is being abused, we will:  

• Show that we have heard what they are saying and that we take their allegations 

seriously  

• Encourage the child to talk but we will not prompt them or ask them leading questions; 

we will not interrupt when a child is recalling significant events and will not make a child 

repeat their account  

• Explain what actions we must take to the child, in a way that is appropriate to their age 

and understanding  

• Write down what we have been told using exact words where possible  

• Make a note of the date, time, place and anyone else present at the discussion • Report 

our concerns immediately to the local duty social worker  

• In all instances we will record:  

• The child’s full name and address  

• The date and time of the record  

• Factual details of the concern, for example bruising, what the child said, who was 

present  

• Details of any previous concerns  

• Details of any explanations from the parents •  Any action taken such as 

speaking to parents.  

• We will inform Ofsted, without delay of any allegation of serious harm or abuse by any 

staff member or person working or looking after children on the premises (whether that 

allegation relates to harm or abuse committed on the premises or elsewhere), or any 

other abuse which is alleged to have taken place on the premises, and of the action 

taken in respect of these allegations. An Early Years Provider who without reasonable 
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excuse, fails to comply with this requirement, commits an offence. We will also contact 

the NCMA’s Safeguarding Children Service for advice and support.  

• We will also notify any child protection agency (local children’s service, 020 8825 8000 

or the police 999 or 911) identified by the Local Safeguarding Children Board (LSCB 0845 

608 5404) without delay, of allegations of abuse.  

• We will ensure that they keep their concerns confidential and only share with people who 

need to know this information.  

• The designated person will provide support, advice and guidance to any other staff on an 

ongoing basis, and on any specific safeguarding issue as required.   

• The designated person will train all staff to understand the safeguarding policy and 

procedures, and will ensure that all staff have up to date knowledge of safeguarding 

issues.   

• This training will must enable staff to identify signs of possible abuse and neglect at the 

earliest opportunity, and to respond in a timely and appropriate way. (Refer to respond 

appropriately* on the previous page)  

• Full details can be found on the following link.  https://www.egfl.org.uk/services-

children/safeguarding-and-child-protection/ealingchild-protection-and-safeguarding  

   

Mobile Phones  

• The Nursery allows staff to bring in personal mobile telephones and devices for their own 
use.  

  

• Staff/Volunteers/Helper/Apprentice bringing personal devices into nursery must ensure 

there is no inappropriate or illegal content on the device.  

  

• All staff must ensure that their mobile telephones/devices are left inside the lockable 

drawer cabinet placed in office or in their hand bag switched off while at work.  

  

• Mobile phone calls may be taken at staff breaks.  

  

• If staff has a personal emergency, they are free to use the setting’s phone.  

  

• Staff (will need to) ensure that the Manager has up to date contact information and that 
staff make their families, children’s schools etc., aware of emergency work telephone 

numbers. This is the responsibility of the individual staff member.  

  

• All parent helpers/students will be requested to place their bag containing their phone 

in the lockable cupboard/office and asked to take or receive any calls in their break time.  
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• It is the responsibility of all members of staff to be vigilant and report any concerns to the 

Nursery Manager or Leader.  

• Concerns will be taken seriously, logged and investigated appropriately.  

Cameras  

• Photographs are taken for the purpose of recording a child or group of children 

participating in activities or celebrating their achievements is an effective form or 
recording their progression in the Early Years Foundation Stage. They may also be used on 

our website and learning journal with permission from the parents.  

  

  

• However, it is essential that photographs are taken and stored appropriately to safeguard 

the children in our care.  

  

• Only the designated nursery cameras / IPADs are to be used to take any photo within the 

setting or on outings.  

  

• Images taken on this camera must be deemed suitable without putting the child/children 

in any compromising positions that could cause embarrassment or distress.  

  

• All staff is responsible for the location of the camera / IPADs; this should be placed within 

the lockable room at the end of the day.  

  

• Images taken and stored on the camera must be downloaded and print as soon as 
possible, ideally every day to avoid piling.  

  

• Images must only be down-loaded by the member of staff on-site.   

  

• Under no circumstances must cameras or smartphones of any kind be taken into the 
bathrooms without prior consultation with the Manager.  

  

• If photographs need to be taken in a bathroom, i.e., photographs of the children washing 

their hands, then the Manager or Leader must be asked first and staff be.   

  

• Supervised whilst carrying out this kind of activity. At all times the camera must be placed 

in a prominent place where it can be seen.  

  

• Failure to adhere to the contents of this policy will lead to disciplinary procedures being 

followed.  
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E-Safety  

The welfare of your child is paramount to us. It is our duty to protect all children within our care, 

complying with all relevant legislation.   

This policy is the implementation of our Safeguarding policy in relation to electronic 
communications of all types.   

The Internet   

The Internet is now regarded as an essential resource to support teaching and learning. 

Computer skills are vital to accessing life-long learning and employment. It is important for 

children to learn to be e-safe from an early age and the Nursery can play a vital part in 

starting this process.   

In line with our other policies that protect children from other dangers, there is a 

requirement to provide children with as safe an Internet environment as possible and a 

need to begin to teach them to be aware of and respond responsibly to possible risks.  

Significant educational benefits should result from Internet use including access to 

information from around the world. Internet use will be carefully planned and targeted 

within a regulated and managed environment   

We have a duty to ensure that children in our setting are not exposed to inappropriate 

information or materials. We also need to ensure that children know how to ask for help if 

they come across material that makes them feel uncomfortable.   

Nursery Internet access will be tailored expressly for educational use and will include 

appropriate filtering. Staff will guide children in online activities that will support their learning 

journeys.   

The Nursery Administrator will ensure that the appropriate filters are applied to the PC & Laptop 

within Nursery.   

• The Nursery Staff are responsible for: monitoring the websites being used by the children 

during Nursery sessions   

• ensuring that material accessed by children is appropriate   

• ensuring that the use of any Internet derived materials by staff or by children   complies with 
copyright law   

• ensuring that the Nursery Administrator is informed immediately If staff or children discover 

unsuitable sites have been accessed on the Nursery PC or Laptop, so that the filters can be 

reviewed.   

The Internet is also used in the Nursery to support the professional work of staff, to allow 

effective planning and source resources. Staff may use the staff logon after nursery sessions 

for this purpose. Staff must ensure they logout immediately after they have finished. Staff 

access to the Internet is recorded in a book showing who accessed what, for what purpose and 

timings. Unsuitable sites must NOT be accessed by Nursery Staff. A breach of this policy will be 

considered to be gross misconduct by staff and will be dealt with accordingly.   

It is Nursery policy that staff are not ‘friends’ with parents/carers on any social network site.  
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Lost Missing Child  

• Whenever we are out with your child, please be assured that we will take the greatest care 

of them. However, there is always a remote possibility that we may inadvertently become 
separated and the following procedure would be implemented immediately:  

• Check with our own staff any other adult(s) who may be with us whether they have seen 
the missing child and initiate a search of the immediate area.  

• Alert any member of staff or other person of authority at the premises/site that a child is 
missing.  

• In the unlikely event that neither of the above results in the safe return of the child within a 

reasonable space of time, then the police will be called.  

• Notes would be made of the circumstances surrounding the disappearance, details of 
clothing worn and any distinguishing features, in order to help the police with their 

investigations.  

• If your child became separated from us, even for the shortest period of time, we would 

always inform you.  

• An incident record will be completed, signed by parent and a key worker with a copy given 

to parents.  

• Parents are asked to express any concerns immediately in writing (this can be in an email) 

and we will respond by suggesting a meeting when the child is not present.  

• We will inform Ofsted within 14 days and follow any advice/instructions given.  

  

Collection Non-Collection  

   

PRINCIPLES  

This policy is for protection of children who have been left at the nursery over the agreed collection 

time or once the nursery has closed.  

The nursery has a duty of care to the children and parents to ensure that collection of very 
young children is made at the agreed time or within normal nursery opening hours. Late 

collection causes additional overhead, affects staff ratio, disruption in staff lunch breaks and 
cost for the nursery and potentially unnecessary distress to a child.  

Children remaining in our care after the agreed collection time or after normal opening hours must 
be supervised by a minimum of two members of staff, one of whom must be qualified.  

We appreciate that sometimes there may be circumstances beyond parent / carer control 

affecting the prompt collection of your child. If you know you are going to be late collecting 
the child in our care, please call at the earliest opportunity and discuss with the 
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manager/deputy manager the arrangements for the collection. Please note that a late stay fee 

will still be chargeable, unless agreed otherwise, for example in exceptional circumstances.  

  

  

PROCEDURE  

All parents/carers will be given a five-minute grace period on late collection of their child for the 

first time. If your child has still not been collected 5 minutes after the session has ended (12.05 

p.m. or agreed booked session end time example 2.05 p.m., then a £10 charge will be levied 

and for every ten minutes thereafter.  

If you are collecting your child late, they will be cared for where possible, by their key person and 

a senior member of staff your child will be inside the Nursery and reassured by the staff 

members. Any specific needs will be addressed.  

If your child(ren) remains uncollected 5 minutes over the set time:  

Nursery Manager and staff team will be made aware of the situation. No late fee is charged for 

the first time.  

If your child(ren) remains uncollected 5-10 minutes over the set time:  

The parents or carers will be contacted; late stay fees will be collected of £l O.  

If your child(ren) remains uncollected 10-20 minutes over the set time:  

The manager/deputy manager will contact the first emergency contact number on your child's 

registration form. Please note this will not happen if the manager has been successful in 

contacting the parent/carer due to collect the child. Late stay fees will still be collected of £20 

If your child(ren) remains uncollected 20-30 minutes over the set time:  

The manager/deputy manager will call the second emergency contact. Please note this will 

only happen if the manager/deputy manager was unable to contact the first emergency 

contact and the parent/carer has not contacted the Nursery. Please note that late stay fees 

will be collected of £20.  

If your child(ren) remains uncollected 30 minutes over the set time:  

The manager/deputy manager will contact the local authority for advice on their next course 

of action. This will only happen if none of the child's emergency numbers have made contact 
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with the nursery. Please note that late stay fees will be collected and charged at a level relative 

to the circumstances and lateness.  

   

ESCALATION  

Ofsted will be notified in the event of collections after 30 minutes where no notification was given.  

Late fees will be added to your child's account and collected with the next fee invoice or on 
collection.  

Unreasonable and / or persistent lateness may regrettably result in the nursery terminating your 

session booking.  

Please note that if the manager/deputy manager sees fit she/he may contact the local authority 

earlier than it states in the set procedures for advice if necessary.  

  

Ealing’s Children’s Integrated Response Service    

ECIRS:  0208 825 8000  

Please inform the Nursery Management team of any changes in your contact details.  

  

Working together safeguard children 2018 UK-Gov update Link,  

please click for update https://rb.gy/huvo3k   

 

Who is Working Together to Safeguard Children guidance for?  

• The nursery Designated Safeguarding Lead (DSL) has the responsibility for safeguarding 
children within the setting.  

• This statutory guidance (Working together safeguard children March 2015) should be 
read and followed by local authority Chief Executives, Directors of Children’s Services, 

Ealing Safeguarding Children Board (ESCB) chairs and senior managers within 

organizations who commission and provide services for children and families. It is of 

extreme importance and relevance to the voluntary and community sector that have 

direct contact with children and families.  

Changes from the previous guidance:  

https://rb.gy/huvo3k
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• Safeguarding boards should publish an assessment protocol and threshold document 

that includes; the process for the early help assessment (EHAP) and the type and level 
of early help services to be provided; and the criteria, including the level of need, for 

when a case should be referred to local authority children’s social care for assessment 

and statutory services.  

• Ealing’s Assessment Protocol and Thresholds of Need Guidance can be found at 

www.ealing.gov.uk and type in search box “Threshold of Need Guidance.”  

• In Ealing we refer to the early help assessment as the EHAP (Early Help Assessment and 
Plan). This replaces the CAF (Common Assessment Framework).  

• Agencies should now refer within one working day any concerns or allegations about a 

professional or volunteer to the Local Authority Designated Officer (LADO), who will 

advise about action to be taken, including whether an investigation is required. The 

LADO is also available to discuss and assist you in deciding whether you need to make a 

referral and/or take any immediate management action to protect a child. Local 

authorities should identify designated officers (referred to as the LADO) to be involved 

in the management and oversight of individual cases of allegations of abuse made 

against those who work with children (see Chapter 20: Allegations against staff and 

volunteers).  

• The LADO in Ealing is Paul Andrews to give advice and guidance to employers and 

voluntary organizations; liaise with the Police and other agencies; and monitor the 

progress of cases to ensure that they are dealt with as quickly as possible, consistently 

and with a thorough and fair process.  

• A child-cantered and coordinated approach to safeguarding  

• Effective safeguarding arrangements in every local area should be underpinned by two 

key principles:  

• Safeguarding is everyone’s responsibility: for services to be effective, each professional 

and organization should play their full part.  

• A child-cantered approach: for services to be effective they should be based on a clear 

understanding of the needs and views of children.   

• Everyone who works with children – including teachers, GPs, nurses, midwives, health 

visitors, early years professionals, youth workers, Police, A&E staff, paediatricians, 

voluntary and community workers, and social workers – have a responsibility for 

keeping them safe.  

• Voluntary organizations and private sector providers play an important role in delivering 

services to children. They need to work effectively with their local safeguarding children 

board. Paid and volunteer staff must be aware of their responsibilities for safeguarding 

and promoting the welfare of children, responding to child protection concerns and 

making a referral to local authority children’s social care or the Police if necessary.  

• Places of worship and faith-based organizations provide a wide range of activities for 

children and have an important role in safeguarding children and supporting families. 
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Like other organizations who work with children, they need to have appropriate 

arrangements in place to safeguard and promote the welfare of children.  

• Organizations should have arrangements in place that reflect the importance of 

safeguarding and promoting the welfare of children, including:  

• A clear line of accountability for the provision of services to children.  

• A senior board level leadership responsibility for safeguarding.  

• A culture of listening to children and considering their wishes and feelings.  

• Arrangements which clearly set out the processes for sharing information. • Designated 
Safeguarding Lead (DSL)  

• 17 Safe recruitment practices.  

• Appropriate supervision and support for staff, including safeguarding training.  

• Clear policies in line with those from the London Safeguarding Children Board (see 

Chapter 3: Key definitions) for dealing with allegations against people who work with 
children.  

• Full text: www.gov.uk/government/publications/working-together-to-
safeguardchildren  

• NSPCC factsheet on child protection legislation in the UK:  

www.nspcc.org.uk/preventing-abuse/child-protection-system  

• London Child Protection Procedures, 5th Edition (2014)  

• The London Child Protection Procedures (LCPP) provide procedural guidance across all 
London boroughs and, by agreement, are followed by all local authorities, unless there 

is good evidence for reasons not to do so. The LCCP are produced by the London 
Safeguarding Children Board and are only available online.  

• All organizations in Ealing should follow the LCPP, from which this guidance is taken.  

The LCPP consist of Part A and Part B.  

• Part A: Core Procedures for child protection includes:  

• Responding to concerns about child abuse and neglect  

• Referral and assessment  

• Child protection section 47 enquiries  

• Child protection conferences  

• Implementation of child protection plans  

• Children and families moving across local authority boundaries  

• Allegations against staff and volunteers  

• Organized and complex abuse  

• Unexpected death of a child  

• Part B: Practice Guidance for multi-agency working includes general practice, learning 

and improvement framework, and safeguarding children practice guidance for issues 

such as:  

• Domestic abuse  

• Missing children  
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• Child sexual exploitation and trafficking  

• Young carers  

• Gangs and serious youth violence  

• Internet/online based abuse  

• Voluntary, community and faith sectors  

• For more information and to download the LCPP 5th Edition: www.londoncp.co.uk  

• Chapter 6  

• Ealing multi-agency thresholds   

• Ealing has developed four levels of need and a set of indicators/descriptors for each 
level to assist practitioners in assessing needs and identifying appropriate service 

responses.  

• The use of this model should help to ensure an increase in the early identification of 

need, a more streamlined process of referral, and hence provide a more responsive 

delivery of services to children and young people in Ealing. The overall aim for 
practitioners across all agencies is to ensure children are prevented from moving 

towards the higher levels of need and that their concerns are addressed by appropriate 

services so that their level of need reduces.  

• The introduction of Ealing Children’s Integrated Response Service (ECIRS) in July 2012 

means that there is one principle point of referral for practitioners who have concerns 

for children. ECIRS uses Ealing’s Assessment Protocol &Thresholds of Need Guide 2014  

to support their assessments and decisions on identifying service responses to the 

referrals they receive. So   

• it is important that there is a common understanding among practitioners from various 

services of how this model will be used. `  
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• Level 1: Universal needs  

• Describes a range of needs experienced by most children. These needs will be met by 
universal services received by all children/young people and families.  

• Services that may provide support at this level:  

• Education  

• Children’s centres  

• Childcare providers  

• Health Visiting  

• School nursing  

• GP  

• Midwifery  

• Youth & Connexions  

• Play Service  

• Police  

• Housing  

• Voluntary & community  

• Level 2: Low risk to vulnerable needs  

• Children with identified needs, showing early signs of vulnerability or the family’s needs 
are not clear, not known or not being met. This level is the threshold for initiating an  

EHAP (Early Help Assessment and Plan) as the need for early help through multi-agency 

support is evident. Response services are universal and targeted services.  
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• Services that may provide support at this level:  

• SAFE 0-18  

• Educational Psychology  

• Primary Behaviour Service  

• Educational Welfare  

• Mental health and substance misuse services  

• Extended school provision  

• Children’s centres  

• Childcare providers  

• Health Visiting  

• School nursing  

• GP  

• Midwifery  

• Youth Justice Service  

• Youth & Connexions  

• Play Service  

• Police  

• Housing  

• Voluntary & community •  20  

• Level 3: Complex needs  

• The family has complex needs that are likely to require longer-term intervention from 

statutory and/or specialist services. High level additional unmet needs will usually require 

a targeted and integrated response.  

• At this level of need, an EHAP is required to demonstrate early help delivered, and the 

family should be referred to ECIRS.  

• A referral to ECIRS may result in a response by Level 3 services or in the case of a 

safeguarding concern, be escalated to Level 4 Children’s Social Care. Appropriate Level 3 

services will work with the family either alone or within a multi-agency/multidisciplinary 

response to the family’s needs. Referrals can be made to the Primary Behaviour Service 

from mainstream schools following agreement with an Educational Psychologist or 

through a Special Educational Needs (SEN) panel.  

• Level 4: Acute needs  

• Children are suffering harm or are at risk of harm or abuse and require intensive support 

and protection. Or the family has acute needs requiring statutory intensive support. This 

level includes the threshold for child protection requiring Children’s Social Care 

intervention.  

• An EHAP will be required (except for urgent child protection referrals). A Child and Family 

Assessment (CFA) will be conducted by Children’s Social Care once a referral is made.  

• ECIRS will also refer to the locality teams’ children in need who require a CFA where there 

are some safeguarding concerns but no need for immediate action. Schools may follow an 

agreement with an Educational Psychologist or through an SEN panel.  
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• For more information on the levels of need, including descriptions and possible indicators 

please refer to: Ealing’s Assessment Protocol and Thresholds of Need Guidance which can 

be found at www.ealing.gov.uk and type in search box “Threshold of Need Guidance.”  

  

  

FGM Policy  

Female genital mutilation/cutting (FGM)   

• Female genital mutilation (FGM) is a collective term for procedures that remove part or 

all of the external female genitalia for cultural or other non-medical reasons. The age at 

which girls are subjected to female genital mutilation varies greatly, from shortly after 

birth to any time up to adulthood. However, the majority of cases of FGM are thought to 

take place between the ages of five and eight, and therefore girls within that age bracket 

are at a higher risk.   

  

• If a child is at risk of FGM, they are also at risk of significant harm through physical abuse 
and emotional abuse. Health implications can range from severe pain and emotional 

psychological trauma, to death from blood loss or infection. Depending on the type of 

FGM carried out, girls and women can also experience urinary problems, difficulty with 

menstruation, pain, vaginal infections and specific problems during pregnancy and 

childbirth.   

  

• Female genital mutilation is a criminal offence in the UK. The Female Genital Mutilation 

Act (2003) makes it an offence for UK nationals or permanent UK residents to carry out 

FGM abroad, or to aid, abet, counsel or procure the carrying out of FGM abroad, even in 
countries where the practice is legal.  

  

  

  

  

  

  

  

  

  

  

  

  

  



    

    

    

     Revised February 2022  20  

  

  

  

  

  

  

  

  

  

Procedure:  

When seeking advice on safeguarding concern the child protection officer will ask for child details;  

  

• Option 1:  

• FGM is a criminal offence: any concern, uncertainty, suspicion or evidence should be 
discussed with social care i.e., the Ealing Children’s Integrated Response Service  

• (ECIRS) Tel: 020 8825 8000   

  

• Option 2:  

• Can also discuss whether a referral should be made with a local child protection adviser  

Child protection adviser  

Tel: 020 8825 8930  

• If there is concern that the child is in immediate danger, the police should be contacted 

without delay.  

• Police Project Azure (department dealing with FGM) Tel: 020 7161 2888  

• Source: Ealing Safeguarding Children Guidance Yellow Book   

• EGFL: https://www.egfl.org.uk/services-children/safeguarding-and-

childprotection/types-abuse/female-genital-mutilation-fgm  

  

  

  

https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm
https://www.egfl.org.uk/services-children/safeguarding-and-child-protection/types-abuse/female-genital-mutilation-fgm


    

    

    

     Revised February 2022  21  

  



    

    

    

     Revised February 2022  22  

  

  

  

Information & Records  

• We must maintain records and obtain and share information with parents and carers, 

other professionals working with the child, the police, social services and Ofsted) to ensure 

the safe and efficient management of the nursery, and to help ensure the needs of all 

children are met.   

• We must enable a regular two-way flow of information with parents and/or carers, and 

between providers (if a child is attending more than one setting). We will also incorporate 
parents’ and/or carers’ comments during parent meetings into children’s records.   

• Records must be easily accessible and available for the parents to see their child’s progress 
only. Confidential information and records about staff and children will be held securely 

and only accessible and available to those who have a right or professional need to see 

them.   

• We will ensure that all staff understand the need to protect the privacy of the children in 

their care as well the legal requirements that exist to ensure that information relating to 
the child is handled in a way that ensures confidentiality.  

• Parents and/or carers must be given access to all records about their child, provided that 
no relevant exemptions apply to their disclosure under the DPA34 (refer to statutory 

framework 2014 Pg. 30).  

• Records relating to individual children must be retained for a reasonable period of time 

after they have left the provision. Refer to retain policy.  

  

Admissions  

• There are several forms that must be completed before we can assume the responsibility 

of caring for your child. There are no exemptions. This is to ensure that your child will get 

the very best care possible from us. Information must be updated annually, sometimes 
sooner, according to need. The forms are as follows:  

• Signed Contract agreeing days and fees   

• Child Record Form giving background information about your child  

• Permission Forms allowing us to take your child photos etc.  

• All About me/ All About My Child Forms.  
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• Parents are required to give a minimum of four weeks written notice to terminate 

childcare. The four weeks will be paid in full, regardless of whether or not the child is in 
attendance. We reserve the right to terminate immediately for the following reasons (but 

not limited to):  

• Failure to pay  

• Failure to complete the required paperwork  

• Lack of parental co-operation  

• Physical or verbal abuse of any person  

• Lack of compliance with policies  

• Serious illness of child   

• Child’s behaviour causes continual disturbance  

• We appreciate as much advance notice as possible when terminating the contract and will 

give the same courtesy in return, e.g., moving house, pregnancy etc.  

  

  

Information about the child   

We will record the following information for each child in our care:   

• full name;   

• date of birth  

• name and address of every parent and/or carer who is known to the nursery (and 

information about any other person who has parental responsibility for the child);  • 

 which parent(s) and/or carer(s) the child normally lives with; and  

• emergency contact details for parents and/or carers.  

  

 Settling in   

Settling in is a part of nursery transition policy. We want children to feel safe, stimulated and 

happy in the nursery and to feel secure and comfortable with our staff. We also want parents to 
have confidence in both their children’s wellbeing and their role as active partners with the  

nursery.   
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We aim to:   

• support every child in the move from home, family and familiar people, into the new 

environment of the nursery.   

• help each child make a strong attachment to his or her key-worker.   

• work with parents and carers with any difficulties that might arise.   

Parents and carers can choose to have a home visit prior to their child-starting nursery. The home 
visit gives us helpful information about the child and it enables each child to begin an attachment 

to his/her key-worker on home territory.   

The settling-in process must begin before a child is due to start nursery. The nursery manager will 
contact the parent or carer and book pre-start visits. These visits usually take place in the two 

weeks period prior to the nursery place starting. The nursery will work with the family to ensure 

the child has had adequate visits prior to the child starting which may take longer than the 
suggested two weeks. These settling-in visits are not chargeable.   

We allocate a key-worker to each child before she/he starts to attend; the key- worker welcomes 

and looks after the child and his/her parents at the child’s first session and during the settling in 
process.   

The manager and key-worker will use pre-start visits and the first session to check the completed 
registration pack with the family.   

Some children, for different reasons, may take longer to settle into the nursery environment - 

in these cases the manager and staff will work closely with the family to help with this 

transition.   

At any stage of the settling in process the nursery manager and team are on hand to discuss any 

worries parents or carers may have.   

  

Transition  

Principles  

We recognise that transferring from one setting to another, for any child is exciting, but it can 

also be a difficult experience. It is our role as educators, to work with schools, and parents, to 

prepare and support each individual child, as they make the transition from setting to setting.  
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Our aim is  

 To ensure that, the needs of the child are, at the heart of the transition process.  

 To prepare children for the next stage in their education.  

 To work with local schools, nurseries, and groups to ensure the children understand and know, 

as much as possible, about the change they are about to make.  

 To support parents in their understanding of their child’s next phase of education and how they 

can best support their child.  

 To develop a mutual respect, trust and understanding of each other’s professional judgement.  

 To work with local schools, to share data, and moderate expectations and assessments, in order 

to ensure disruption to the children’s learning is minimised.  

How do we support children transition from home to nursery?  

Settling in   

We aim to:   

 Support every child in the move from home, family and familiar people, into the new 

environment of the nursery.   

 Help each child make a strong attachment to his or her key-worker.   

 Work with parents and carers with any difficulties that might arise.   

We want children to feel safe, stimulated and happy in the nursery and to feel secure and 

comfortable with our staff. We also want parents to have confidence in both their children’s 

wellbeing and their role as active partners with the nursery.   

Parents and carers can choose to have a home/nursery visit prior to their child-starting nursery. 

The visit gives us helpful information about the child and it enables each child to begin an 

attachment to his/her key-worker. The settling-in process must begin before a child is due to 

start nursery. The nursery manager will contact the parent or carer and book pre-start visits. 

These visits usually take place in the two weeks period prior to the nursery place starting. The 

nursery will work with the family to ensure the child has had adequate visits prior to the child 
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starting which may take longer than the suggested two weeks. These settling-in visits are not 

chargeable. The manager and key-worker will use pre-start visits and the first session to check 

the completed registration pack with the family.    

 We allocate a key-worker to each child before she/he starts to attend; the key- worker 

welcomes and looks after the child and his/her parents at the child’s first session and during the 

settling in process.  

 The key person has a particular role to play in supporting and preparing the child for transition; 

particularly children who may experience feelings of sadness and resistance before leaving a 

setting, especially if he/she has been there for a very long time.  

 Recognise that a child needs time to settle and that a period of regression is quite normal, for a 

child to stand and watch before joining in is quite usual and appropriate.   

 Use stories to explore the new situations that the child will experience when he/she moves. 

Stories, particularly open-ended ones, can empower a child to reason and problem solve 

independently.  

Some children, for different reasons, may take longer to settle into the nursery environment in 

these cases the manager and staff will work closely with the family to help with this transition.   

At any stage of the settling in process the nursery manager and team are on hand to discuss any 

worries parents or carers may have.  

How do we support children’s transition from nursery to school?  

 Inform parents about the local schools and if parents/cares receive an acceptance letter from 

local education authority then induction visits are arranged by the nursery/school for a smooth 

transition.  

 We liaise with and moderate work with catchment schools, to ensure information passed on is in 

line with expectations, and will be meaningful to the children’s future teachers.  

 We work with school to plan transition to meet child’s needs/SEN to support further via email, 

detail phone call or arrange school visits for a smooth transition.  
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 Child SEN relevant documents are handed over to EYFS lead professional at child’s new 

school/setting and both schools acknowledge and sign a transition form.    

 We release children to attend induction session at their new school and prepare them through 

conversations and experience of induction session they attended.  

 The reception teachers arrange a visit to meet the children during their sessions at nursery.  

 Personal transition books/accurate relevant documents and extra supported visits are arranged 

for children with a special need.  

 It’s a nursery duty to have effective communication for the smooth transition.  

Children with Additional Needs  

The Special Educational Needs and Disability Code of Practice 2014 says that a child has Special 
Educational Needs if they have a learning difficulty or disability which calls for special 
educational provision to be made for him or her.  

‘A child of compulsory school age or a young person has a learning difficulty or disability if he or 
she:  

 has a significantly greater difficulty in learning than the majority of others of the same age, or  

 has a disability which prevents or hinders him or her from making use of facilities of a kind 

generally provided for others of the same age in mainstream schools’  

 Transition should be seen as a process which involves parents/carers, child, setting and receiving 

setting. (EYFS 2008) A child’s transition from home to a preschool setting or from a setting to 

school can be an anxious time, particularly if there are additional needs with regard to their 

development of speech and language and communication, health and physical needs or general 

development. Periods of change can be made less daunting if parents’ and carers’ views are 

respected and they feel that they have made a suitable contribution to what will happen when 

their child moves to a new setting.  

 During a child’s time in a preschool setting the setting Special Educational Need Coordinator 

(SENCo) and the child’s key person will have had regular meetings with parents or carers for 

discussion and to facilitate liaison with other professionals.  
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 As preparation for transferring to school a transition meeting for parents with the SENCo at the 

school and, when appropriate, other professionals supporting the child should be arranged. The 

transition meeting is a partnership between parents/carers, preschool setting and school.  

 Outside agency reports and records such as completed and current SEN Support Plans are an 

important addition to the Early Years Transfer Record and should be passed to the school or new 

setting when the child leaves.  

 Medical care plans and any relevant adjustments should be discussed at the transition meeting.  

 Some children with additional needs may require extra visits to their new school prior to the 

term before starting. These can be arranged during the transition meeting at the school as well 

as any additional support such as a new visual schedule or tailored admission plan to ensure a 

smooth transition.  

Information for parents and carers  

We will make the following information available to parents and/or carers:  

• How the EYFS is being delivered in the nursery, and how parents and/or carers can 
access more information;  

• The range and type of activities and experiences provided for children, the daily 
routines of the nursery, and how parents and carers can share learning at home;   

• How the nursery supports children with special educational needs and disabilities; 

•  Food and drinks for children are provided by parents;  

• Details of the nursery’s policies and procedures including the procedure to be 

followed in the event of a parent and/or carer failing to collect a child at the 

appointed time, or in the event of a child going missing at, or away from, the setting; 
and   

• Staffing in the setting; the name of their child’s key person and their role; and a 

telephone number for parents and/or carers to contact in an emergency  

Visitor’s Identity  

Mini Miners Nursery will ensure that names of all visitors on site are recorded for 

emergency, insurance and registration purposes in the Visitors Book.   
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• All visitors are valued for whatever reason, but the children are our priority and 

must come first.   

• All visitors will be welcomed and their enquiries dealt with as soon as possible.   

• Children and parents are welcome to visit us prior to joining the setting.   

• No visitor will be left alone with children or accompany children to the toilet.   

• Whenever possible visitors should make an appointment to visit the setting.   

• Visitors will be requested to sign in and out of the premises, giving their reason for 

the visit.   

If a visitor calls unannounced:  

 Ask for identification (name, driving license or bank card to confirm their name). Who they 

wish to see and request the purpose of their visit?   

• Make them wait at the reception, where they can wait until someone is free to 
speak to them.   

• Explain that the setting is busy and they may have to wait until a staff member is 

free to deal with them. Given the option of waiting or making an appointment.   

• Exception to this rule may be an Early Years Consultant from the Ealing Council, 

who may wish to look around the nursery unescorted to monitor and observe 

practice as part of their support programme. Option to be escorted in the nursery 

will be offered.   

• In all cases, ensure that the visitor’s book has been signed.  

NB: The nursery/staff have the right to refuse entry to an individual if they are uncertain as 

to the purpose of their visit.  

  

  

  

  

Biting Policy  

Biting is a natural developmental stage that many children go through. The safety of the children 
at the nursery is our primary concern. The Nursery’s biting policy addresses the actions the staff 

will take if a biting incident occurs.   

Toddlers bite other toddlers for many different reasons. A child might be teething or overly tired 
and frustrated. He or she might be experimenting or trying to get the attention of the carer or 

their peers. Toddlers have limited verbal skills and are impulsive without a lot of self-control. 
Sometimes biting occurs for no apparent reason. Mini Miners nursery will encourage the children 

to "use their words" if they become angry or frustrated. The staff members will maintain a close 

and constant supervision of the children at all times.   
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The following procedures will be taken:   

• The biting will be interrupted with a firm "No... we don't bite!"  •  Staff will stay calm 

and will not overreact.   

• The bitten child will be comforted.   

• Staff will remove the biter from the situation. The biter will be redirected into another 

environment.   

• The wound of the bitten child shall be assessed and cold compress applied if needed. The 
parents of both children will be notified of the biting incident. Appropriate forms will be 

filled out (Incident Report and, depending on the situation, a Behaviour Management 

Report).   

• Confidentiality of all children involved will be maintained.   

• The bitten area should continue to be observed by parents and staff for signs of infection.   

• If this is a recurrent situation, the child will be observed or shadowed by a carer (e.g., 
shadowed for 10 minutes at a time without hindering their play or activities) and the 

observations will be monitored to see why the biting is reoccurring.   

• The child will be given appropriate activities (sensory activities) to help cope with the biting.   

• If we have a child who is biting on a regular basis, we shall put a behaviour management 

program into place with the full involvement of the parents/carer.   

• If the situation is deemed serious enough and other children are at risk the child may be 

sent home.   

  

Complaints   

We have a written procedure for dealing with concerns and complaints from parents 

and/or carers, and must keep a written record of any complaints, and their outcome.  

We will investigate written complaints relating to their fulfilment of the EYFS 

requirements and notify complainants of the outcome of the investigation within 28 

days of having received the complaint. The record of complaints and their outcomes will 

be made available to Ofsted on request.  

The record of complaints should be kept for at least three years. We will record the following:  

• Name of person making the complaint.  

• The standard(s) to which the complaint relates.  

• Nature of the complaint.  

• Date and time of the complaint.  

• The outcome of the complaint investigation (e.g., ways the service has improved).  

• Date complainant notified of outcomes  

• Details of the information and findings that were given to the person making the complaint 

(which should have been provided to them within 28 days).  
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• If the complaint cannot be resolved or if the complaint is of a serious nature and you feel 

you cannot discuss it with us you should contact Ofsted on 0300 123 1231  

• We will notify parents and/or carers if the nursery is to be inspected by Ofsted. After an 

inspection by Ofsted, we will provide a copy of the report to parents and/or carers of 

children attending on a regular basis.   

1. Adverse Weather  

Adverse Weather Policy & Procedure   

2. During adverse weather conditions the Nursery will notify parents via updates on website, 

nursery Facebook page or via email, as this is by far the quickest way of communicating 
with parents in the event of emergency closures. Please ensure that you are connected to 

these.   

3. We will work with our staff to ensure that we will have a full plan of action in the event of 

bad weather. We will make every effort to ensure that the nurseries remain open at all 

times.   

4. If the nursery takes the decision to close early it is your responsibility to collect the child in 

the given time.  

Whistleblowing Policy   

We at Mini Miners Nursery understand that whistle – blowing is an important aspect of 
safeguarding, where staff, volunteers and students are encouraged to share genuine concerns 

about a colleague’s behaviour. We understand that this behaviour may not be child abuse, 
however the adult may not be following the code of conduct or could be pushing boundaries 

beyond normal limits.   

We recognize that if a member of staff, volunteer or student raises concerns about a wrong doing 
to the nursery management or to another organisation they are protected under the Public 

Interest Disclosure Act 1998. The Act applies where a worker has a reasonable belief that their 

disclosure tends to show one or more of the following offences or breaches:  

• A criminal offence,  

• The breach of legal obligation,  

• A miscarriage of justice,  

• A danger to the environment, or  

• Deliberate covering up of information tending to show any of the above.  

  

We at Mini Miners Nursery support measures that protect whistle-blowers from any form of 
victimization. We have a procedure to ensure concerns are dealt with effectively and efficiently and 

will do all that we can to preserve the confidentiality of the person/s who has raised a concern.  

If a member of staff, volunteer or student has a concern the procedure below should be followed:  
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• Raise concern with the Manager (This is depending upon the seriousness and sensitivity of 

the concern and who is suspected of the wrongdoing).  

• Alternatively raise concerns with the local authority.  

• Concerns can be verbal or written.  

• Write your concerns down clearly and include the background, history, names, dates and 
places and reason for the disclosure. When raising a concern, the whistle - blower needs to 

demonstrate that they have an honest and reasonable suspicion that malpractice has 
occurred, is occurring or is likely to occur.  

• The Manager/local authority will respond to the concern, by carrying out an initial enquiring 
to decide if an investigation should take place.  

• If the concern falls within the offences/breaches as listed previously these will be referred 

for consideration under those procedures.   

• Concerns may be resolved by agreed actions without the need for investigation.  

• If urgent action is required this will be taken before any investigation is carried out. Mini 

Miners Nursery will explain to the whistle – blower how the concerns will be dealt with 

within 10 working days of the concern.  

  

All concerns will be treated with confidence and every effort will be made not to reveal a staff 

member, volunteers or student’s identity. However, while making all reasonable efforts to 
maintain the confidentiality of the concern, at a certain stage in the investigation it will be 

necessary to make the origins of the concern known to the person or persons the allegations is 

against.   

All concerns raised within the remit of the above procedure will be assessed to determine if the 

confidentiality extends to withholding the name of the complainant. There shall be a substantial 

reason for doing so, such as a real risk of personal harm.  

The complainant should be aware however, that their identity may be revealed by inference.  

We at Mini Miners Nursery accept that deciding to report a concern can be very difficult and 

uncomfortable. I f a member of staff, volunteer or student makes an allegation in good faith, but 

it is not confirmed by the investigation, no action will be taken against him/her. If, however, a 
member of staff, volunteer or student makes an allegation frivolously, maliciously or for personal 

gain, disciplinary actions may be taken against them.  

Ofsted Whistle – Blowing Hotline:  

Telephone: 0300 123 3155,   

Email: whistleblowing@ofsted.gov.uk  

Post: Ofsted, Piccadilly Gate, Store Street, Manchester, M1 2WD.  
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Coronavirus Policy   

At what continues to be a very worrying time for us all, keeping our children and families safe is our 

highest priority.   

It is vital that we remain vigilant and work together to reduce the risk of infection.  

In addition to following national and local measures, outlined below are the procedures to be 

followed in our setting for the protection of everyone involved. These procedures will remain in 

place whilst the Coronavirus Pandemic remains a threat to our health and society.   

Please support in implementing these measures in the interests of safety for all children and 
families we provide care for, ourselves, and our own families.  

Infection rates declining nationally, regionally and in Ealing • 

Key messages:  

• Follow the national lockdown rules  

• Anyone in household with COVID-19 symptoms should stay at home and the person with 

symptoms get a test  

• https://www.gov.uk/government/publications/covid-19-stay-athome-guidance  

  

• Asymptomatic testing is available for key workers (twice weekly)  

• S African variant found in W7 – enhanced community testing w/c 1st Feb 2020. 

https://www.ealing.gov.uk/info/201262/coronavirus_covid19/2769/testing_for_south_afr

ican_ variant_in_hanwell_and_west_ealing/1  

   

Stay alert to stop coronavirus spreading - here is the latest government guidance. If you think 

you have the virus, don't go to the GP or hospital, stay indoors and get advice online. Only call 

NHS 111 if you cannot cope with your symptoms at home; your condition gets worse; or your 

symptoms do not get better after seven days. In parts of Wales where 111 isn't available, call NHS 

Direct on 0845 46 47. In Scotland anyone with symptoms is advised to self-isolate for seven days. 

In Northern Ireland, call your GP.  
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Drop off and Collection  

• Organised drop off and collection times will be set for all families so as to reduce the 

likelihood of families arriving or leaving the setting at the same time, therefore minimising 

contact between households.   

  

• Parents or other family members will be asked not to enter the setting. Children will be 

dropped off and collected at the door. Having set drop off and collection times will allow 

staff to anticipate children’s arrival and also ensure they are ready to leave at collection 

time.    

  

• Children’s shoes will be taken off at the door. Parents will be asked to provide slippers or 

spare shoes that will be kept at the setting.   

  

• Staff member will help all children to wash their hands-on arrival, and before leaving the 

setting to go home.  

Hygiene   

• Children will be helped to wash and dry their hands regularly throughout the day including 

after using the toilet, playing outside or touching animals, and before eating any meals or 

snacks. Staff will regularly talk to children about why washing our hands is important to 

prevent the spread of germs and infection. Hand washing poster Is displayed in the 

washrooms.  

  

• Nursery provides liquid soap in the washroom to enable children to wash and dry their hands 

properly under hand dryer. The waste bin is emptied daily.  

  

• Staff will ensure tissues are available throughout the setting and encourage children to use 

them to catch coughs and sneezes. Staff will teach them the importance of putting dirty 

tissues in the bin to prevent the spread of germs.   

  

• We will ensure our Hygiene Policy is strictly adhered to and introduce further measures to 

clean surfaces that are touched frequently such as toys, books, tables, chairs, doors, sinks, 

toilets, light switches etc, more regularly than normal.   
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• When working with babies and young children’s staff will follow Nappy and Toilet Training 
Policy and ensure strict hygiene procedures are followed at all times.   

  

• Parents will be asked to provide a spare change of clothes for their child which will be kept 

in a bag at the setting. Any soiled clothing will be double bagged and given to parents to be 

washed at home.   

  

• Nursery requests that no toys are brought into the setting from home with the exception of 

comforters / snuggle toys.  

  

• Each child will have their bedding set for nap times which will be washed weekly and 

changed immediately if soiled.  

  

• Nursery will remove all unnecessary soft furnishings and cushions during minded hours.   

  

• All soft toys and toys with small intricate parts which are more difficult to clean will be 

removed and stored away.  

  

• Nursery is taking additional precautions around activities that involve the sharing of 

malleable or messy play materials such as sand, foam or play dough, ensuring any material 

used is replaced and equipment is cleaned and disinfected between each session. Where 
possible staff provides each child with their own tools and individual amount of material.   

  

 Nursery will ensure good ventilation within the setting by keeping windows open where 

possible and not closing doors for small rooms.  

  

 With the exception of formula milk for babies or foods supplied for special dietary 

requirements, all meals and snacks will be provided at the setting. All grocery items will be 

wiped down with diluted bleach or alcohol wipes and all fruit and vegetables washed before 
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storing away. Parents will be discouraged from providing packed lunches or any other food 

items to minimise the risk of cross contamination.    

Social Distancing  

All protocols to keep us safe, nursery has displayed visual posters with full information at the 

entrance of the front nursery door. Also, the detail information is displayed inside the nursery 
on parents’ information board.  

 Nursery will encourage all families to follow social distancing guidance, avoiding contact with 

other households and maintaining the 2-meter rule as much as possible.   

  

 Where parents have jobs and are close or physical contact with other is unavoidable, Nursery 

expect them to act responsibly in following health and safety guidance at work to minimise 

any risks involved.   

  

 Nursery will make use of the outdoor space and the garden as much as possible. Outdoors 

activities will more easily allow for distance between children whilst providing opportunities 
for fresh air and exercise.     

  

 Any trips out with the setting will be carefully planned in order to minimise the possibility of 

coming into contact with other individuals and taking account of the most up to date physical 

distancing guidelines. Visits to nearby green spaces will allow children further opportunities 

for activities outdoors.   

Additional local and national measures will be adhered to at all times which may mean that during 

times of high risk, trips out with the setting may not be possible.      

  

  

Blended / Wrap Around Care  

  

 Where children attend another early years setting, school or nursery, it remains important to 
minimise the number of contacts and risk of transmission. I am asking parents to support me 

in limiting the number of settings their child attends (ideally only my setting and EXAMPLE 

Primary School or Nursery) and to follow all safety measures that are put in place.   

  

 Parents must inform me of any other childcare settings their child is attending so that in the 

event of a suspected or confirmed case of coronavirus, I can pass on required information to 
the NHS Test and Trace / Test and Protect service.   
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 Where children are to be dropped off or collected from school or nursery, I will contact the 
school or nursery to determine their drop off and collection procedures and speak with 

parents to agree a safe procedure that can be followed.   

  

Illness and Infection  

 I will ask all families to follow the COVID-19: guidance for households with possible 

coronavirus infection guidance should a child, parent or any other member of their 

household display symptoms or discover that they have been in close contact with a 

confirmed case of coronavirus. Please do not attend my setting and contact the test and 
trace service to request a test as soon as possible.   

  

NHS Test & Trace:  www.gov.uk/get-coronavirus-test     Telephone: 119  

  

 Test, Trace and Protect England:  https://contact-tracing.phe.gov.uk      

  

Your child will not be able to attend my setting for the duration of the recommended 

isolation period or until a negative test result is received. As per my fees policy, full fees will 

still apply during this absence.   

  

• If you are not comfortable with having your child tested or if they are displaying only minor 

symptoms that would normally be associated with a cough and cold, I will still request that 

your child is kept at home for 10 days and that you follow the COVID-19: guidance for 

households with possible coronavirus infection guidance.  

This is essential for the protection of everyone else who attends my setting and the safety of my 

own family. Again, as per my fees policy, full fees will still apply during this absence.   

  

• If I, or anyone else within my household display symptoms or come into contact with a 

confirmed case of coronavirus, government advice will be followed. I will notify families 

immediately and close my setting for the duration of the isolation period. As per my fees 

policy, no fees will be charged during this time as I am unable to provide care. In the event of 
closure, I will try my best to assist parents and carers in finding alternative temporary childcare 

arrangements.   
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• In the event of any confirmed or suspected case of coronavirus I must fulfil my obligations as 

a registered provider to follow current Care Inspectorate / Ofsted notification procedures and 
to support the governments test and trace system. This may require passing your details onto 

relevant organisations.   

  

  

Emotional Support  

• I will work with families in whatever way I can to support and reassure them through this 

difficult period.   

• I encourage parents to share any concerns and speak to me in confidence if required. It is 

understandable that parents may feel worried about the safety of their child and family and 

may be dealing with these anxieties on top of work and financial pressures.   

  

• I will do whatever I can to reassure children and help them to feel at ease. It is understandable 

that children may be unsettled if they have been unable to follow their usual routines or spend 

time with friends and loved ones. Children can also pick up on news stories or over hear 

conversations about the virus and the impact of the pandemic which may be worrying for 

them. I will take time to listen to children and talk to them about any worries they might have 

using words that they will understand.   

  

  

Communication  

• With social distancing measures in place, it may not always be possible to chat with parents 

about their child’s day during set drop off and collection times. I will therefore try to use digital 

methods for communication as much as possible to keep parents informed.   

  

• I will use the / Text Messages / Emails / WhatsApp to provide daily reports to parents 

regarding activities, development progress and their child’s general wellbeing.   

  

• I will also use these digital methods to keep parents informed of any other important 

information or any changes to my setting procedures.   

  

• For the time being, only essential paper documents that require a signature such as accident 

/ incident or consent forms will be given home with the child at collection time to be returned 

to the setting on the next day of attendance. Please take extra care with documents 
containing personal details or confidential information.   
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Hours, Fees and Attendance  

• Hours of care for all children will continue as per the conditions agreed in our childcare 

contract.    

  

• If you would prefer to keep your child at home in the present circumstances, or require less 
hours of care at this time than agreed in our contract, please let me know as soon as possible. 

Full fees will be charged for hours of attendance and for non-attendance where no alternative 

arrangement has been previously agreed. A retainer fee may be required  

in order to and reserve your child’s place and to ensure the sustainability of my business.     

  

• Should you require additional hours of care for your child, please discuss this with me as I may 

be able to assist so long as I adhere to Ofsted / Care Inspectorate ratio guidelines. Additional 

hours will be charged at the overtime rate as detailed in our contract.   

  

Please be aware that your childcare place is at risk if payments are not kept up to date. If you have 

any concerns regarding payment or the terms of our childcare contract, please do not hesitate to 

discuss them with me.    

  

  

Failure to follow government advice, local restrictions, official health guidelines, or refusing to 

support me with implementing the protective measures outlined in this policy will be taken 

very seriously and may result in the immediate termination of our childcare contract.   

I will continue to keep up to date with the latest government, local measures, alert levels and health 

advice and where necessary update procedures and notify families of any changes.   

If you have any questions regarding coronavirus management procedures within my setting, please 

do not hesitate to discuss them with me.   

  

Changes that must be notified to Ofsted  

We must notify Ofsted of the following:   
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• Any change in the address of the premises; to the premises which may affect the 

space available to children and the quality of childcare available to them;  

• The name or address of the nursery, or the contact information; to the person who 
is managing the early years provision;   

• Any proposal to change the hours during which childcare is provided;   

• Any significant event which is likely to affect the suitability of the early years nursery 

or any person who cares for, or is in regular contact with, children on the premises 

to look after children;   

• Where the early years provision is provided by a company, any change in the name 
or registered number of the company;   

• The nursery is required to notify Ofsted about a change of person except for 

managers (the specification for paragraph 3.76 in statutory framework), we must 

give the new person's name, any former names or aliases, date of birth, and home 

address.   

• If there is a change of manager, the nursery must notify Ofsted that a new manager 

has been appointed. Where it is reasonably practicable to do so, notification must be 

made in advance. In other cases, notification must be made as soon as is reasonably 

practicable, but always within 14 days.   

• A registered provider who, without reasonable excuse, fails to comply with these 

requirements commits an offence.  

Further Notifications to Ofsted  

Allegations  

• Registered nursery must 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 

must also notify Ofsted of the action taken in respect of the allegations. These 

notifications must be made as soon as is reasonably practicable, but at the latest 

within 1 day of the allegations being made.   

 Staff Suitability  

• We must notify Ofsted of any significant event which is likely to affect the suitability 

of any person who is in regular contact with children on the premises where 

childcare is provided. The disqualification of an employee could be an instance of a 

significant  

event.   

 Disqualification:  
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• The nursery must give Ofsted, the following information about themselves or about 

any person in relation to the childcare:  

• Details of any order, determination, conviction, or other ground for disqualification 

from registration under regulations made under section 75 of the Childcare Act 

2006;   

• The date of the order, determination or conviction, or the date when the other 

ground for disqualification arose;   

• The body or court which made the order, determination or conviction, and the 

sentence (if any) imposed; and   

• A certified copy of the relevant order (in relation to an order or conviction).  The 

information must be provided to Ofsted as soon as reasonably practicable, but at the 

latest within 1 days of the date the nursery became aware of the information or 

ought reasonably to have become aware of it if they had made reasonable enquiries.  

 Food and Drink  

• Nursery must notify Ofsted of any food poisoning affecting two or more children 

cared for on the premises. Notification must be made as soon as is reasonably 

practicable, but in any event within 14 days of the incident.   

  

  

  

Accident or Injury  

• Nursery must notify Ofsted of any serious accident, illness or injury to, or death of, 

any child while in their care, and of the action taken. Notification must be made as 

soon as is reasonably practicable, but in any event within 14 days of the incident 

occurring.  

   

• Nursery must notify local child protection agencies of any serious accident or injury 

to, or the death of, any child while in their care, and must act on any advice from 

those agencies.   

  

Complaints  

• Ofsted can be contacted by the parents and/or carers, if they believe the nursery is 

not meeting the EYFS requirements. Contact details of Ofsted are available at the 

nursery reception.   

• We will notify parents and/or carers if the nursery is to be inspected by Ofsted. After 

an inspection by Ofsted, we will provide a copy of the report to parents and/or 

carers of children attending on a regular basis.  
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Information about the provider  

We hold the following documentation:  

  

• Name, home address and telephone number of the provider:  

   Mini Miners Nursery School,   

   Bollo Bridge Road, W3 8AX  

   Phone: 020 3609 8484/ 07853000051  

  

We will; hold a record of registered children, their hours of attendance and the name of each 

child’s key person; and the certificate of registration of their key person (which must be 

displayed at the nursery and shown to parents and/or carers on request).  

  

  

  

  

  

  

  

  

  

  

  

Health  

  

Policy Statement  

  

 We implement an effective policy on administering medicines. The policy includes effective 

management systems to support individual children with medical needs.  Medicines will be 

stored in a sealed container in the fridge or a cupboard as  appropriate. We keep signed records 

of all medicines administered to children; we will  keep a signed record of all accidents to 

children.  

Medicines  

  

• We ask parents to provide details of any long-term medical needs their child may have in 

order to provide appropriate care.  
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• We ask parents to give details of the medicine their child needs and details of any changes to 

the prescription or medical support required.  

  

• If the administration of a prescription medicine requires special knowledge, then training 

should be provided by a qualified health professional.  

• We will obtain prior written permission for each and every medicine from parents before any 

medication is given.  

• We will keep written records of all prescribed medicines administered to children, and inform 

parents when these have been administered.  

• Medicines should only be brought when they are essential. We only accept medicines that 

have been prescribed by a doctor, dentist, nurse or pharmacist.  

• These will be safely stored away from the children in a fridge or a locked cupboard. A 

designated staff member will be responsible for administering medication. Records are kept 

for audit and safety purposes.  

• We do not administer medication that a child has not previously taken in case of a reaction. 

If a child requires medication on a regular basis e.g., asthma inhaler, parents are asked to 

provide the nursery with the child’s inhaler and written instructions that when it is to be 
administered.  

• Prescription medicine should be in the original container, clearly labelled to show it is for that 

child’s use. Written permission detailing when and how much medication to administer is 

recorded and the details kept in the medical file record in the secure cabinet.  

  

  

  

  

  

  

  

  

  

Dealing with Illness  

We will notify Ofsted and local child protection agencies of any serious accident or injury to, or 

serious illness of, or the death of, any child whilst in our care, and act on any advice given.   

• Our staff has a current paediatric first aid certificate will be on the premises at all times when 

children are present. There will always be a member of staff on outings who has a current 

paediatric first aid certificate.  

• We have a first aid box on the premises with appropriate content. It is recommended that a 

first aid box should be placed in an area accessible to children in an emergency.   
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• Parents should notify us of any concerns they have about their child and accidents, incidents 

or injuries affecting the child, either on or off the premises, will be recorded and signatures 
are required to ensure compliance. Forms for your use are appended to this document and 

are available from the office. We ask you to complete this as soon after the incident as 

possible and ensure this is brought with you the next time your child attends the provision.  

• We discuss with parents the procedure for children who are ill or infectious. The procedure 

will cover: arrangements for children to be removed from the provision; and the protocol for 

contacting parents or another adult designated by the parent if a child becomes ill or receives 

minor injuries whilst in the provider’s care.  

• Contact details are given at initial registration and checked at each contract review. If we 

become aware in the meantime that details have changed, e.g., the family has moved, then 

parents are asked to provide up to date information.  

• Sick children expose others including ourselves to the spread of illness and require additional 

care and attention that we are unable to give. More importantly sick children want care from 

their parents in the comfort of their own homes. Every effort is therefore taken to reduce the 

spread of illness by encouraging hand washing and other sanitary practices.  

• If the parent(s) cannot be reached, or have not arrived within 15 min, the emergency person 

will be contacted and asked to collect the child on your behalf.   

• For the benefit of other children in our care, our family and ourselves, a child who has been 

unwell should not return to care for 24 hours after the condition has returned to normal. A 

child may be permitted to return within 24 hours after they have received the first dose of an 

antibiotic (depending upon the illness).  

• No child or other member of the staff can be accepted into the nursery where sickness and / 

or diarrhoea have been diagnosed. The government recommendation is that 72 hours should 

have passed before the child returns.  

• If you aren't sure about whether or not to bring your child, please call to discuss it, or ask for 

further information. Allergy related symptoms, and non-communicable illnesses, with the 
exception of a common cold, do not require exclusion  

• Illness can be a common cause of confusion and if these guidelines are not adhered to the 
consequences can directly affect the health and safety of other children as well as our selves. 

It can also indirectly affect all other parents/careers. Our decision to exclude a child is final 

and parents are asked to use common sense when deciding whether or not to send a child 
especially when children are due to attend another group setting. Confidentiality will be 

maintained unless there is a risk to a minded child.  

• If a child becomes ill whilst in our care the following procedures will be followed:  

• Other children will be checked and put in a place of safety away from the sick child, as this 

will ensure the privacy of the child and confidentiality of information given on the phone.  

• Immediate action will be taken in order to ascertain the nature of the illness, e.g., does the 

child have a temperature, has the child been sick etc.  
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• The child will be made comfortable; parents will be contacted and given details of the nature 

of the illness. Advice will be sought as to the next step which may be either:  

• Monitoring the child for a period of time to see if there is any change.   

• Administering Paracetamol if prior parental permission has been given.  

• Parent immediately collects child.  

• If no parent or designated person can be contacted then the child will be referred to his / her 

doctor. In an emergency situation, the child will be taken to the Accident and Emergency 
Department of the nearest hospital.  

• We keep up to date with information about health risks and notifiable diseases (RIDDOR: 

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). If a child in our care 
is suffering from a notifiable disease listed below, we will act on any advice given by the Health 

Protection Agency (environmental health) and Ofsted will be informed. A link to the Health 
Protection Agency’s list of notifiable diseases is provided on the EYFS Website. 

  

  

  

• 

• 

• 

• 

• 

• 

• 

• 

•  

•  

  

Acute 

encephalitis  

Acute 

polioourelitis  

Anthrax Cholera  

Diphtheria  

Dysentery  

Food poisoning  

Leptospirosis  

Malaria  

Measles  

Meningitis; all 

types  

  

  

• • 

• • • • •  

• • 

•  

•  

Meningococcal    

Septicaemia   

Mumps  

Ophthalmia   

Neonatorum  

Pandemic 

Flu 

Paratyphoid 
fever Plague  

Rabies  

Relapsing fever  

Rubella  

  

  

• • 

• • •  

• •  

• •  

•  

Tetanus  

Tuberculosis  

Typhoid fever  

Typhus fever  

Viral 
haemorrhagic   

Fever  

Viral hepatitis; 
all types  

Whooping 

cough  

Yellow fever   

Scarlet fever  

    •  Smallpox  

  

• If two or more children suffering from food poisoning environmental health and the Ofsted 
should be informed.  

  

• Parents are advised that whilst we can apply first aid, we are unable to act in loco parentis 
and are advised to keep all emergency contact numbers up-to-date.  

• Parents are consulted if a child requires an invasive procedure, e.g., broken toenail or other 

foreign object and are asked to carry out the procedure as soon as possible.  
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• Whilst there is no requirement for us to notify parents of illnesses to a child in our care we 

will discuss with parents at registration, and contract reviews if appropriate, whether they 
wish their child to be exposed to chickenpox, parents are also asked to monitor their child for 

head lice, conjunctivitis etc. and we will discuss what action should be taken should the need 

arise.  

• Guidance on infection control poster by Public Health Agency is displayed in the setting.  

  

Preventing the Spread of Infection 

Policy Statement  

Everyone is encouraged to wash hands thoroughly, before snack and meals, after handling pets and after 
using a tissue or the toilet in order to maintain good standards of health and hygiene. When out and about 
we all use an antibacterial hand gel and adults use disposable gloves when appropriate.  

  

• Good Food Hygiene practice is maintained with correct storage of food.   

• Nappy changing and potty-training facilities are cleaned after use with nappies being 
appropriately disposed of in the wheelie bin (service provided by Initial Medical.)  

• Soiled / dirty clothing are returned to parents securely wrapped.  

• Children are kept clean by using wipes: water wet tissues; changing wet or soiled 
clothing except when this is not practical, e.g., participating in an activity such as messy 

play.  

• Parents are asked to provide their young children with nappies (or spare pants, 

disposable sacks, wipes and cream if appropriate, together with a full change of clothing 
and ensure their child has clothing suitable for the changing weather conditions.  

• Personal items are not shared and are kept hygienically clean where practical.  

Bedding is regularly washed. Toys are regularly washed or disinfected as appropriate.   

• Cuts and wounds will be attended to bearing in mind First Aid procedures. Details will 

be recorded and shared with parents.  

• Children are helped to understand the need to brush their teeth after meals using 

toothbrush and toothpaste provided by parents. Parents are encouraged to put sun 

cream on their children during sunny periods and to provide the children with cream 
that can be reapplied.  

• Children are kept covered during sunny periods especially when playing in or near water 
and they are encouraged to wear sun hats and/or to play in the shade.  

• Children are taught how to reduce the spread of infection by following current Health 
Department recommendations, e.g., coughing or sneezing into a tissue, blowing and 



    

    

    

     Revised February 2022  47  

wiping their noses with tissues which are placed in a lidded bin, using the toilet correctly 

and washing their hands after each such event.  

• Parents are made aware of any animals brought on the premises.  

• Children have supervised access to animals either at nursery or when out and about and 
are permitted to stroke them and give them food after checking that it is safe to do so.  

• It is impossible to prevent children’s outdoor play areas from being fouled by animals 

and birds so these are regularly checked for pet and other animal feces.  

• The sand / water pit is covered when not in use and only approved children’s play sand 

is used. Spilt sand is discarded and all sand is replaced at regular intervals.   

  

  

Administered Medication   

 Protocol for managing forms/ HCP   

Medication/Administering Medicines Record Form   

A form in a medical file is available at the reception to record details of any short-term 
medicine a child needs, e.g., prescription or over the counter cough medicines. When 

treatment has been completed this is stored in the medical file. (Available in Medical 

Record Booklet)  

Protocol for managing/Administering Form  

A short information form at the reception is available to know the “designated 

administrator of medication to children also displayed on the board.” (Attached in 

appendix 1)  

Health Care Plan for Practitioner and Staff  

A short information form is available in the staff supervision folder for the staff members to 

record their medical conditions (if any). (Attached in appendix 2)  

 Food & Drink (Dietary needs of the child)  

• Snack is provided by the parents, according to the child’s dietary needs as discussed and 

recorded prior to the child’s registration in order to know special dietary requirements, 

preferences and food allergies that the child has. Fresh drinking water and milk is always 

available for the children.  

• Staff involved in preparing and handling food is trained in food hygiene.  

• Nursery currently holds a 5-star food and hygiene rating.  
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 Healthy & Nutritious Diet  

POLICY STATEMENT  

Providing a balanced, healthy diet for your child requires both expertise and imagination, 

which is why our menus follow the Eat Better Start Better guidelines. We freshly prepare all of 

our meals at Mini Miners Nursery School, ensuring our food is perfect for your child’s growing 

body and mind. Children will be given opportunities to learn about the importance of healthy 

eating. Children will be encouraged to take part in regular physical play both indoors and out.   

PROCEDURES  

Healthy & Nutritious Diet  

  At times, children help in planning lunches with a balance of carbohydrate, protein, fat, vitamins 

and fibre taking into account information parents give relating to religious and cultural 

requirements as well as special dietary needs such as allergies. When an outing has been 

discussed and agreed, parents will be asked to provide a packed lunch for their child. The 
packed lunch should be a combination of a healthy balance of the following food groups:   

• Protein (seeds, soya, pulses, cereal/cereal products, meat, fish, dairy, poultry)   

• Carbohydrate (cereal, potato, pasta, pulses, rice, grain, flour, sugar, syrup, honey, milk, 

fruit)   

• Fats (butter, cheese, margarine, lard, meat, poultry, fish, fish & vegetable oils)   

• Minerals (bread, meat, fish)   

• Vitamins (green vegetables, carrots, tomatoes, egg yolk, liver, cheese, butter, oily fish)   

• Fibber (grain products/cereals, flour, bran, beans, most fruit/vegetables, pulses, seeds)   

• Packed lunches should be placed in a cool box preferably with an ice pack included to 

ensure food is stored at an appropriate temperature during transit.   

• Children are given opportunities to ‘taste’ fruit (if not allergic) they may be unsure of 

beforehand. Fresh water is readily available for the children to drink in ageappropriate 

cups; children are encouraged to drink water at regular intervals and especially after 

physical activities.   

• A comprehensive list of each child’s special dietary needs is prominently displayed on 

the board. Parents are asked to keep us up to date with any changes to their child’s diet 

as they develop and these can also be discussed at each contract review or through 

message book.   
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• Nuts are avoided for all children; salt and sugar products such as fruit squash are kept 
to a minimum with water, milk or concentrated fruit juice being offered instead.   

• We sit to eat together in age-appropriate seating with/without restraints; the varying 

needs of the children are respected.   

• To celebrate the diversity of the world in which we live we will occasionally eat foods in 
different ways, e.g., rice with fingers or chopsticks.   

• We have food hygiene & safety certificate and are aware of Good Food Hygiene 

practices for correct storage of food, cooling processes etc.  

• Parents are asked to ensure their child has had a good breakfast and, where this has not 

been possible, breakfast of cereal, toast and fruit juice (or milk) will be provided and 

charged to the parents according to the contract.  

Policy on food provided by parents for any occasion such as Christmas party, birthday party etc.  

Important food allergens information requirements  

From 13th December 2014 Mini Miners Nursery School will have to provide information about any 

food or allergenic ingredients used in food if parents providing for any occasion. A food plan will 

be given to you keeping these allergens in mind by the nursery. Readymade food should be 

provided which is labelled clearly. Homemade food is allowed after filling the allergen form from 

the office.  

There are 14 major allergens which need to be declared.  

1. Celery   

2. Cereals containing gluten namely wheat (including specific varieties like spelt and    

Khorasan), rye, barley, oats and their hybridised strains) and products thereof  

3. Crustaceans and products thereof (for example prawns, lobster, crabs and crayfish)  

4. Egg and products  

5. Fish and products  

6. Lupin seeds, can be found in flour, pasta, bread, pasta  

7. Soybeans and products  

8. Milk and products thereof (including lactose)  

9. Nuts (namely almond, hazelnut, walnut, cashew, pecan nut, Brazil nut,  

10. pistachio nut and Macadamia nut (Queensland nut) and products 9. Celery and products  

11. Mustard and products  

12. Sesame seeds and products  

13. Sulphur dioxide and sulphites at concentrations of more than 10mg/kg  

14. or 10mg/L in terms of the total SO2 which are to be calculated for products as proposed 

ready for consumption or as reconstituted according to the instructions of the 

manufacturers  

15. Peanuts  
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16. Mollusca and products (for example clams, oysters, scallops, snails and  

17. squid)  

18. To find out more please go to The Food Standards Agency website at 
www.food.gov.uk/allergy and https://www.food.gov.uk/safety-hygiene/food-allergyand-
intolerance   guide/allergen-resources.  

https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
https://www.food.gov.uk/safety-hygiene/food-allergy-and-intolerance
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Food  

Dishes  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 Celery    

  

Includes celery 

stalks, leaves, 

seeds and the 

root called 

celeriac. You can 

find celery in 

celery salt, 

salads, some 

meat products, 

soups and stock 

cubes.   

  

Cereals 

containing  
Gluten  

  

Wheat (such 

as spelt and 
Khorasan 

wheat/Kamu 
t), rye, 

barley and 
oats is often 

found in 
foods 

containing 
flour, such as 

some types 

of baking 
powder, 

batter,  
breadcrumbs 
, bread, 

cakes, 

couscous, 

meat 

products, 

pasta, pastry, 

sauces, soups 

and fried 

foods which 

are  

Crustaceans  

  

Crabs, lobster, 
prawns and 

scampi are 
crustaceans. 

Shrimp paste, 
often used in 

Thai and south-
east Asian 

curries or 
salads, is an 

ingredient to 

look out for.  

  

Eggs  

  

  

This is 

often 

found in 

cakes, 

some meat 

products, 

mayonnai 
se,  
mousses, 

pasta, 

quiche, 

sauces 

and foods 

brushed or 

glazed 

with egg.  

  

Fish  

  

  

  

This is 

often 

found 

in  
some  
fish 

sauces 
,  
pizzas, 

relishe 
s,  
salad 

dressi 

ngs, 

stock 

cubes  
and in  
Worce 
stershi 

re 

sauce.   

  

Lupin  

  

This 
includ 
es lupin 
seeds 

and  
flour, 
and can 
be 

found 

in  
some 

types 
of 

bread, 
pastrie 

s and 

pasta.  

  

Milk  

  

 
This is 
found 
in 
butter, 

cheese 
,  
cream,  
milk  
powde 
rs and 

yoghu 
rt. It is 

often 
used in 

foods 
glazed 

with  
milk,  
powde 
red 

soups 

and 

sauces   

Mollu 

scs  

  

  

This 
includ 

es  
musse 
ls,  
land 

snails, 
squid 

and 

whelk 
s. It is 
often 
found 
in 
oyster 
sauce 

or as an  
ingred 
ient in 

fish 

stews.  

Musta 

rd  

  

  

This 
includ 
es 
liquid 

mustar 
d,  
mustar 

d  
powde 
r and  
mustar 

d seeds.  
It is  
often 
found 
in  
breads 
,  
curries 
,  
marin 

ades, 

meat 

produ 

Nuts  

  

  

  

This 

includ 

es  
almon 
ds, 

hazeln 

uts,wa 

lnuts, 

cashe 

ws, 

pecan 

nuts, 

Brazil 

nuts, 

pistac 

hio  
nuts,  
macad 
amia or  
Queen 
sland 

nuts. 

These  

Peanu 

ts 

  

  

Peanut 
s are 

actuall 

y a  
legum 

e and 

grow 

under 

groun 
d,  
which 

is why 

it’s  
someti 

mes  
called a  
groun 

dnut. 

Peanut 
s are 

often 

used as 

an 

ingred 

Sesam 

e seeds   

  

These 

seeds 

can 

often 

be 

found 

in 

bread 

(sprin 

kled on  
hambu 
rger 

buns 

for  
examp 
le),  
breads 
ticks,  
houm 
ous,  
sesam 

e oil 

and  

Soya  

  

Often 

found 

in bean 

curd,  
edama 

me  
beans, 

miso 

paste, 

textur 

ed 

soya 

protei 

n, soya 

flour 

or 

tofu, 

soya is 

a 

staple  
ingred 
ient in 

orient 

Sulphur 

dioxide 

(sometim 
es known 

as  
sulphites 
)   

 
This is an 

ingredien 

t often 

used in 

dried fruit 

such as 

raisins, 

dried 

apricots 

and 

prunes. 

You 

might 

also find 

it in meat 

products, 

soft  
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 dusted with 

flour.   

  

      

  

  

  

  cts, 
salad 

dressi 
ng, 

sauces 

and 

soups.   

  

can be  
found 

in 

breads 
,  
biscuit 
s,  
cracke 
rs,  
desser 

ts, ice  
cream, 

marzi 

pan 

(almo 

nd 

paste), 

nut oils 

and  
sauces 
.  
Groun 
d,  
crushe 

d or  
flaked 

almon 

ds are 

often  

ient in  
biscuit 
s,  
cakes, 

curries 
,  
desser 
ts,  
sauces 

(such 

as 

satay 

sauce) 
, as 

well as 

in  
groun 

dnut 

oil and 

peanut 

flour.   

  

  

tahini.  
They 

are 

someti 

mes 

toaste 

d and 

used 

in 

salads   

  

al 

food. 

It can 

also be  
found 

in 

desser 

ts, ice  
cream, 

meat 

produ 
cts, 

sauces 

and 

vegeta 

rian  
produ 

cts.  

  

drinks, 

vegetable 

s as well 

as in wine 

and beer. 

If you 

have 

asthma, 

you have 

a higher 

risk of 

developin 

g a 

reaction 

to sulphur 

dioxide.   
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          used  
in   

Asian 

dishes 

such as 

curries 

or stir 

fries.   

  

    

FOOD  

EXAMP 

LES  

                            

Biscuit                              

Crisps                              

Egg 

sandwit 

ches  

                            

Cake                              
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 First Aid Policy & Procedure  

  

Policy Statement  

Nursery trained staff will administer first aid for children with minor injuries or in the event of 
serious incidents whilst awaiting medical assistance. /Guardian consent is required to authorise 
first aid and medical attention. This consent will be taken upon registration. An accident form 
will be completed where any first aid is administered and parents will be asked to read and 
counter sign this note on collecting their child.   

First aid box is placed on the hook at the entrance of the main hall on top left-hand side.  

Cuts, grazes and ‘bumps and bruises’   

‘Cuts and bumps’ can be dealt with by any of the trained nursery staff. Providing comfort and 

reassurance is as important as treating minor injuries. First aid boxes are present at the main hall. Cuts 

should be cleaned with sterile wipes or runs under cold water (depends how big is the cut for 

reassurance apply wet cotton). Impact injuries (bumps and bruises) treated with a cold compress.   

Cuts will usually be left open to the air unless there is continued mild bleeding or if the cut would be 

likely to be re-opened by continued involvement in normal activity. In these cases, cuts will be dressed 
with the appropriate dressing from the first aid box providing this is acceptable (with a child’s medical 

action plan notes) if bleeding does not stop. (Cuts that are deep, continue to bleed through light 

dressing or that raise concerns in other ways will be treated as requiring medical assistance)   

Nose bleeds will be treated with a head leaning forward and after few minutes pinch the nose on the 
fleshy part just below the bridge; hold for approximately 10 minutes. Remind to breathe through the 

mouth.   

Impact injuries will be treated with a cold compress and any sprain injuries checked to determine 

severity. Impact injuries that result in unconsciousness or concerning behaviour (drowsiness, 

grogginess etc.) will be treated as in need of further assistance.   

 Asthma and allergic reactions   

Children who suffer from asthma and known allergies will have an action plan for managing these 

conditions. This action plan is the basis for first aid. If a child has what appears to be an asthma attack 

or to be suffering an allergic reaction and does not have an action plan then the following procedure 

will be followed:   

• Make the child as comfortable as possible  

• Contact parents to ask if there is an undisclosed history and to make them aware of the 

situation  

• If the reaction does not subside or changes parents will be re-contacted  

• If the child has difficulty breathing or if staff has any concerns over the nature of the reaction 

– then medical assistance will be sought.   

In the event of a wasp sting  

Scrape the sting – use a credit card or something with a flat surface. Apply ice for about 10 minutes to 
reduce swelling.   

Monitor for reaction – seek further medical advice if needed Minor ailments   
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If the sting is in or around the child’s mouth or neck area get her to sip ice-cold water to prevent 

swelling and seek medical advice.   

If swelling around the mouth/neck does start or you think this child is allergic to the sting, send for an 

ambulance immediately.   

Children with stomach upsets, high temperatures or any ailments that raise concerns will be 
monitored and reported to parents where necessary. Actions for these issues are covered in the 

children’s illness policy.   
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Accidents OR Injury   

  

Accident/Emergency Procedures  

• If a child requires immediate emergency treatment and/or admittance to hospital:   

• First, we will reassure the injured child whilst making sure that other children in our care are 

safe. This may mean that making sure older child somewhere safe where they can be seen.   

• If possible, we will deal with the accident, otherwise we will ring the emergency services and 

parents will be advised.    

• If we manage to deal with the accident ourselves, we will tell parents immediately.  

• We will do our best at all times to make sure the children in our care are safe, reassured and 

kept calm.  

• If an accident does occur to your child whilst in our care it will be recorded on an accident 

form with a brief explanation of how the injury occurred and any treatment given. Your 
signature will be required to say that you have been informed.  

• Careful risk assessment will take place after the accident to minimise further accident.  

• This policy and its procedures will be reviewed again in 12 months or earlier if the situation 

warrants it and takes precedence over any previous document.  

• An accident to a member of staff:   

• Apply emergency First Aid  

• Have regard to the safety and wellbeing of children and other staff and get help from staff 

bank   

In the event of the staffing ratio reducing due to a serious accident/injury the regard for the remaining 

children and staff is paramount.   

Following any incident that requires evacuation or emergency action should be reported to Ofsted.   

Accident Forms / Incident Forms/ Existing Injury Forms  

• Accident/incident/existing injury form – Forms are available to record any accident, incident 

or injury to a child whilst in our care whether on the premises, on an outing or at home. When 

completed a copy is given to parents and the original stored in the child’s confidential file.  

  

  

  

  

  

  

  

  

  

Fire Safety   
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 Policy Statement    

 We will regularly practice exiting the nursery so children know what to do in an    

emergency especially if doors are locked. Additional role-play activities will take place 

and this will be noted in the logbook.   

Fire  

Procedure   

• “On Hearing the Fire Alarm Bell” or “DISCOVERING FIRE”  

• If any person discovers a fire, smoke or hears reports of a fire from third parties e.g. pupils, 

they are to operate the fire alarm by the nearest Fire Call Point. The priority is the safety of 

persons. Get them out, get the Fire Brigade out and stay out.  

• There is a Fire Extinguisher at the entrance of the main hall, smoke Alarms and fire blanket 

are placed in a kitchen.   

• In the event of a fire, children/staff will be asked to leave via their nearest exit following the 

fire exit signs; there is one exit from the hall and one at the front. Once the children have all 
exited safely, we will assemble outside at the assembly point at the park fence until it is safe 

to return.  

• In the event of an emergency, after assessing the nature of the fire, we will make every effort 

to ensure the safety of the children and our staff.  

• The Emergency Services will be called and we will not re-enter the premises until we have 
been informed that it is safe to do so.  

• Smoke alarms are checked on a regular basis and batteries are replaced when necessary.  

Managing Behaviour in an appropriate way  

  

• It is the responsibility of the nursery to provide appropriate ways to manage children 

behaviour.  

• We will not give corporal punishment to a child.  

• A person shall not be taken to have given corporal punishment in breach of the above if the 

action was taken for reasons that include averting an immediate danger of personal injury to, 
or an immediate danger of death of, any person (including the child).  

• We will not threaten corporal punishment, nor use or threaten any form of punishment which 

could have an adverse impact on the child’s well-being.  

• Physical intervention should only be used to manage a child’s behaviour if it is necessary to 

prevent personal injury to the child, other children or an adult, one child attempt to bite 

another child, to prevent serious damage to property, or in   

  

• what would reasonably be regarded as exceptional circumstances. Any occasion where 

physical intervention is used to manage a child’s behaviour should be recorded and parents 

should be informed about it on the same day or as soon as reasonably practicable.  

• We aim to set a good example by being a positive role model as children copy values and 
behaviour from what they see.  
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• We discuss and agree methods to manage children’s behaviour with parents before the 

placement starts to ensure appropriate care can be provided.  

• We readily praise, approve and reward wanted behaviour, such as sharing, to encourage it to 

be repeated. Using praise helps to show that we value the child and it helps to build their self- 

esteem.  

• We praise children to their parents and other people when they have behaved as expected.  

• Our expectations are flexible and realistic and are adjusted to the age, level of understanding, 

maturity and stage of development of the child. We try to involve the children in setting and 

agreeing nursery rules.  

• Parents are asked to inform us of changes in the child’s home circumstances, care 

arrangements or anything which may affect their behaviour such as a new baby, separation, 

divorce or bereavement all of which will be kept confidential unless there appears to be a child 

protection issue.  

• We offer regular review meetings with parents to discuss their child’s care and any issues or 

concerns, preferably when the child is not present. If we do not share the same first language 

as the child’s parent, we will take action to facilitate effective communication. This may 

include seeking guidance from the local Early Years team.  

• We work together with parents to make sure there is consistency in the way the children are 

cared for. A consistent approach benefits the child’s welfare and makes sure that the child is 

not confused.  

• We will only physically intervene, and possibly restrain a child to prevent an accident such as 
a child running into the road, or to prevent an injury or damage.  

• All significant incidents are recorded and will be shared and discussed with the parents of the 
child concerned so that we can work together to resolve any behavioural issues.  

• From time-to-time children will have difficulty learning to deal with their emotions and 
feelings and this is a normal part of child development. We will acknowledge these feelings 

and try to help children to find constructive solutions in liaison with their parents.  

• Distracting and re-directing children’s activities are used as a way of discouraging unwanted 

behaviour.  

• We encourage responsibility by talking to children about choices and possible consequences.  

• We aim to be firm and consistent so that children know and feel secure in the boundaries we 

set.  

• We will respond positively & patiently to children who constantly seek attention or are 
disruptive.  

• If we have concerns about a child’s behaviour, which are not being resolved, we will ask for 
permission from the parents to talk it through with another childcare professional. We may 

contact either health visitor or the local Early Years team (or other relevant advice service) for 

confidential advice.  

• Concerns that could identify a particular child are kept confidential and only shared with 

people who need to know this information.  

As a rule, the following applies  

• When responding to unwanted behaviour, the child’s age and stage of development and level 

of understanding will be taken into consideration.  

• It is important that the children understand what is happening and what is expected of them 
beforehand.  

• Good behaviour will be rewarded with praise, hugs, stickers, smiles, high fives etc.  

• No child will be excluded because of inappropriate behaviour except in the interest of health 

and safety If inappropriate behaviour is seen constantly then practitioner will talk to a child or 

hold child’s hand and keep him along for a while. Ticks are given for seen good behaviour and 
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listening. Ring the bell, sent mist spray, calm down basket is also used consistently to 

encourage the positive behaviour.  

• It is important to understand that it is the action and not the child that is wrong and why e.g., 

that was a silly thing to do because . . . rather than ‘you are a stupid child’.  

• The situation is quickly assessed for causes / reasons for the action of the child to prevent 
repetition.  

• Parents are informed on the day of significant inappropriate behaviour or intervention and 
the incident is recorded.  

• Persistent inappropriate behaviour will be discussed with the parents and specialist advice 

may be sought in cooperation with the parents.  

• ABC strategy may apply if the child’s pattern of inappropriate behaviour has been observed.  

  

Weaning Babies  

Feeding Babies Policy  

-When preparing a bottle hands must be washed thoroughly and ensure the area is clean and sterilize 
with hot soapy water.  

  

- Check that all equipment is clean and sterilize.  

  

- Boil fresh tap water (don’t re boil) in the kettle and let it come to the boil and then put required 

amount of boiled water into the sterilised bottle as shown on the formula milk container. Using the 

scoop provided, add the required number of scoops of powder to the bottle, levelling off each scoop. 

If you have forgotten the count of scoops you put in the bottle then throw it and start making the 

feed again. Too many scoops give tummy ach and less scoops are undernourished.   

• Place the sterilised teat and cap onto the bottle and shake well. Before offering it to the baby, 

cool the formula by placing the bottle into cold water until Luke warm. Test the temperature 

by shaking a few drops onto the inside of your wrist.  

• When feeding the baby, hold the bottle at an angle so the teat and bottle neck are always full 

of milk. This way there is less chance of the baby getting trapped wind.  

• Throw away the milk that has not been used within two hours if the bottle has been fed from 

and after two hours if it has been untouched. (see the guidance on formula container)  

• Microwaves should never be used for warming a feed. Use bottle warmer or to leave prepared 

bottle in the hot water for few minutes.  

• Prepared formula milk can be stored in the fridge for 24 hours.  

• Express breast milk can stay in the fridge for five days and in freezer for six months.   

• If parents wish to use ready to use milk, they must provide sealed cartons that are sterile and 

in date. When in nursery, this will be clearly labelled with child’s full name and date of opening, 

and discarded according to the instructions on the container.  

When baby starts weaning, they would need one bottle in the morning, one in the middle of 

the day and one in the middle night along daily weaning routine.  

  

Sterilising: All feeding utensils (spoons and drinking cups) must be sterilised for all children under six 

months/one year. Staff must consult with parents when the child turns one to ensure they are happy 

for the nursery to stop sterilising. A child may have a health condition/ or other reason why 

sterilising must continue.  

                                    

 Food and drink Policy  

At Mini Miners we follow these procedures to promote healthy eating in our nursery.  
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- Before a child starts to attend the nursery, we find out from parents what their children’s dietary 

needs and preferences are including any allergies.  

- For each child we record information about their dietary needs in her/his registration record and 

parents sign the record to confirm that it is correct.  

- We display on the board current information about individual children's dietary needs so that all staff 
and volunteers are fully informed about them.  

- We implement systems to ensure that children receive only food and drink that is consistent with 

their dietary needs and preferences as well as their parents' wishes.  

- We display the menus of meals/snacks for the information of parents.  

- Below are listed a variety of foods from the four main food groups that we have at the Nursery:  

• meat, fish and protein alternatives;  

• milk & dairy foods;  

• Starchy foods. grains, cereals and starch vegetables;   

• fruit and vegetables.  

• We take care not to provide food containing nuts or nut products and are especially vigilant 
where we have a child who has a known allergy to nuts.  

• We require staff to show sensitivity in providing for children's diets and allergies.  

• Staff do not use a child's diet or allergy as a label for the child or make a child feel singled out 

because of her/his diet or allergy.  

• We organise meal and snack times so that they are social occasions in which children and 
staff participate.  

• We use meal and snack times to help children to develop independence through making 

choices, serving food and drink and feeding themselves.  

• We provide children with utensils that are appropriate for their ages and stages of 

development and that take account of the eating practices in their cultures.  

• We have fresh drinking water constantly available for the children. We inform the children 

about how to obtain the water and that they can ask for water at any time during the day.  

• In order to protect children with food allergies, we discourage children from sharing and 

swapping their food with one another.  

• For children who drink milk, we provide whole or semi-skimmed milk.  

• For each child under two, we provide parents with daily written information about feeding 

routines, intake and preferences.  

  

Complementary feeding  

Any baby 6 months or later, should interduce to complementary feeding so therefore other foods 

and liquids are needed to give them for a healthier growth. Prior to complementary feeding, a 

initial discussion is done with parents to clarify what food can be interduce to their child.  

  

Sleep Policy   

At Mini Miners we aim to ensure that all children have enough sleep to support their development 

and natural sleeping rhythms in a safe environment.  

The safety of babies sleeping is really important and we adopt a policy of practice recommended by 
lullaby trust to minimise the risk of Sudden Infant Death.  

  

This includes:  
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• Babies are initially placed on their backs to sleep, but when babies can easily turn over from 

the back to the stomach, they can be allowed to adopt whatever position they prefer to sleep.  

• Babies/toddlers will never be put down to sleep with a bottle to self-feed.  

• Babies/toddlers will be monitored visually when sleeping and checks are recorded every 

minutes. Babies sleep in the cot in a separate room.   

• When monitoring the babies, the staff member will physically enter the room and approach 

the cot to look for the rise and fall of the chest, and if the sleep position has changed.  

• Toddlers sleep during an allocated time; soft mats are available for the children to sleep if 

they need before or after this time. There are also quiet relaxing areas for children to rest 

should they need to.  

We provide a safe sleeping environment by:  

• Monitoring the room temperatures  

• Using clean light bedding/blankets/Mats and ensuring babies are appropriately dressed for 

sleep to avoid overheating  

• Only having Safety approved cots (or other suitable sleeping equipment, i.e., pods or mats) 

that are compliant with British Standard regulations, and mattress covers are used in 

conjunction with a clean fitted sheet  

• Not using cot bumpers or cluttering cots with soft toys, although comforters will be given 

where required  

• Keeping all spaces around cots and beds clear from hanging objects i.e., hanging cords, blind 

cords, drawstring bag  

• Ensuring each baby/toddler is provided with their own clean bedding and stored separately.  

• Should a baby fall asleep while being nursed by a practitioner, they will be transferred to a 

safe sleeping surface to complete their rest  

• Having a no smoking policy.  

  

  

  

When babies and toddlers join the nursery – they discuss with the Keyworker the current 

routine for their child. This is reviewed when routines change. This is recorded.  

  

If a baby has an unusual sleeping routine or position that we would not use in the nursery  

i.e. babies sleeping on their tummies - we will explain our policy to the parents and ask them 

to sign a form to say they have requested we carry out a different position or pattern on the 

sleeping babies form.  

  

We recognise parents’ knowledge of their child in regards to sleep routines and will, where 

possible, work together to ensure each child’s individual sleep routines and well-being 

continues to be met. However, staff will not force a child to sleep or keep them awake 

against his or her will. They will also not usually wake children from their sleep.   

  

Staff will discuss any changes in sleep routines at the end of the day and share observations 
and information about children’s behaviour when they do not receive enough sleep.   

  

Pacifier (Dummy) Policy  

At Mini Miners we recognise that a dummy can be a source of comfort for a child who is settling and/or 

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

We also recognise that overuse of dummies may affect a child’s language development as it may 

restrict the mouth movements needed for speech. As babies get older, they need to learn to move 

their mouths in different ways, to smile, to blow bubbles, to make sounds, to chew food and 
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eventually to talk. As babies move their mouths and experiment with babbling sounds, they are 

learning to make the quick mouth movements needed for speech.   

The more practice they get the better their awareness of their mouths and the better their speech will 
be.  

  

Mini Miners will:  

- Discuss the use of dummies with parents as part of babies’ individual care plans (recorded in yellow 

message book)  

- Only allow dummies for comfort if a child is really upset (for example, if they are new to the setting 

or going through a transition) and/or as part of their sleep routine  

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

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

child.  

When discouraging the dummy staff will:  

- Make each child aware of a designated place where the dummy is stored  

- Comfort the child and if age/stage appropriate explain in a sensitive and when appropriate.  

  

  

Nappy Changing Policy  

 A child’s nappy should be checked on arrival at the nursery. If necessary, it should be changed 

immediately but parents are always made aware only pooed nappies are changed for the children 

who attends three hours a day. If it does not need to be changed the time checked should still be 

noted on the nappy changing chart.  

  

• All children should be changed as and when needed, but at least 3 times daily, morning, lunch and 

afternoon. Whenever possible the child should be changed by their key person and NEVER by 

anyone who has not provided a satisfactory DBS. All nappy changes must be recorded by the 

member of staff responsible.  

It should also be recorded whether the nappy was W (wet) or BM (bowel movement), time of nappy 

change and initialled by the member of staff.  

• A child should be changed immediately if they soil their nappy or it becomes wet.  

• Only staff with a valid DBS check will be permitted to change nappies.  

• When changing a nappy, staff members must wear a disposable apron and disposable gloves. 

These must be removed after every nappy change, disposed of and new ones worn for the next 

nappy change.  

• Mat should be clean with the anti-bac wipe after every nappy change. Please wash hands after 

nappy change.  

• Potties – staff are to give children privacy when using potties (if provided by parent) by sitting them 

out of sight of passers-by and other children using the toilet area. After use staff need to dispose of 

the waste appropriately in a toilet, potties must be cleaned with anti-bac and put away 

immediately.   

Children need to wash their hands after using the potty.  

• Respect the parent/carers choice of nappies for their child by ensuring you are using the correct 

make and size of nappy. Only nappy creams brought in by the parent/carers for their own child 

may be used on the child. Staff must record when a child is sore and cream has been applied. In 

case of an emergency, the nursery will have a pot of antiseptic cream to apply to children who are 

sore and the parent has given permission to apply the cream. To prevent cross infection a spatula 

must be used to apply the cream and washed after use.  
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• Should a member of staff have any concerns about a child they should follow the child protection 

procedures.  

• The changing mat must be disinfected with anti-bacterial wipes between each nappy change.  

Allow the mat to dry naturally or wipe it dry with a paper towel before changing the next child. • 

Children must never be left unattended on the nappy changing stand/mat  

• Staff are not allowed to lift heavy children onto the changing table.  

• All nappies and wipes must be put into nappy sacks and disposed of in the nappy collection wheelie 

bin. All aprons and gloves must be put into nappy sacks and disposed of in the correct bin 

provided.  

• At the end of the day, or if the bin becomes full, the nappy bags need to be transferred in other big 

yellow bag and make a knot, replace with new yellow liner. An apron and gloves must be worn 

when doing this.  

• Soiling – if a child has a wetting accident, the soiled underwear needs to be placed in a nappy sack 

and then into the child’s bag or on their peg immediately. Any child having a bowel movement 

accident needs to be cleaned appropriately, if the underwear is badly soiled, place in a nappy sack 

and keep in the toilet area until parent collects.  

  

Toilet Training Policy    

Many parents have various techniques for potty training, some like to use a potty, then progress to a 
trainer seat whilst other children prefer to go straight to using a trainer seat, some use training pants, 

others don’t.  

  

It is unusual for a child to be ready to be potty trained much before their second birthday and for some 

children it can be a lot later. Please do not be concerned if your child shows no signs of being ready 

yet. When your child does start to show signs that they are becoming aware of their bodily functions’ 

practitioner will arrange a convenient time to meet with the parent and discuss your plans for 

potty/toilet training your child. Whilst the nursery cannot be expected to potty train your child, 

nursery is more than happy to support you and your child through the process. It is very important 

that we work together so as not to confuse or upset your child.   

   

Some children take to potty training overnight for some it is a longer process, the most important thing 
is that we work together to give your child the support and reassurance they need during this period. 

Nursery will provide you with daily feedback on how we are progressing with the training. Nursery can 

also use potty training star charts and certificates as a way of rewarding and encouraging a child during 
potty training.   

  

  

Practitioner are more than happy to care for babies and children in nappies. The nursery requires the 

parents /cares to provide nappies, creams, wipes and nappy sacks.  

  

  

  

The Practitioner will change the baby/child at regular intervals and immediately if they have soiled a 

nappy.   
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In order to help the child, become independent in going to the toilet, Parent can provide a toilet trainer 

seat if desired (which will be disinfected after each use), however the nursery encourage parents’ 

partnership to support children to use normal toilets along with practitioner support with a step 

provided in the toilet.  In our experience children see each other and copy each other and where they 

learn quickly.  

  

 If parent would like to use trainer pants for potty training your child, nursery would ask that you supply 
these and spare change of clothes should also be provided for your child in case of any accidents.  

  

  

Safety and Suitability of Premises, Environment & Equipment  

Safety  

• Staff understands their roles and responsibilities in the event of a fire.  

• Regular evacuation drills are out and details recorded in a folder of any problems encountered 

and how they were resolved.  

• We conduct a risk assessment and review it regularly – or where the need arises.  

• We will take all reasonable steps to ensure that hazards to children – both indoors and 

outdoors – are kept to a minimum.  

• Health and safety procedures are in place and details procedures for identifying, reporting and 

dealing with accidents, hazards and faulty equipment.  

• When discussing ways in which children can help keep themselves safe, we take into account 

their age and stage of development.  

• Socket covers are used if needed, and where practical, all wires are tucked out of reach. Safety 

gates are used for toddler in order to ensure their safety only.  

• All windows are shatterproof.  

• Hot water and covered radiators are checked to ensure a suitable temperature for children.   

• Parents are asked to provide soft slippers for young children to keep their feet warm and to 

ensure their safety on non-carpeted areas.  

• Children will only be released to adults (over the age of 16) who have been named by the 

parent.  

• Children are encouraged to be independent, e.g., performing self-hygiene routines when using 

the toilet and this is discussed with parents to ensure children are aware of their 

responsibilities both here and at home / school etc. to ensure continuity.  

• Children are taught the correct procedures for entering and exiting the nursery especially 

when there are a number of older and younger children together.   
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Equipment  

• We will use clean, safe recycled objects for craft activities to challenge the children’s 

imagination and creativity.  

• Toys and equipment will be provided for children of all ages and stages of development and 

we will assess each child needs as they develop to ensure there is always something to 

challenge them. Everything will be easily accessible, regularly checked for suitability and 

broken items will be removed for repair/ disposal.  

• When new children join the setting, we access their needs to ensure there are appropriate 

toys and equipment to meet their individual needs and to promote equality of opportunity.  

• Outdoor play areas are arranged to suit children on a day-to-day basis.  

• The garden has equipment such as to sit, balance, ride and push along toys and bikes. There  

are outdoor games such as skittles, balls etc.                                                                                                       

  

No Smoking  

  

• No member of staff will be permitted to smoke immediately prior to or during work hours and 

we ask parents to respect the need for staff and children to avoid inhaling the effects of 
smoking on their own person when dropping off and collecting children. Where this is 

detected, parents will be asked to wait outside for their children.  

• When out with the children we try to ensure that we stay in a smoke free environment, 

avoiding areas where there are smokers. We will either ask smokers to move away or we will 
remove the children from a particular area if we believe this to be the most appropriate action.  

Premises  

• Premises have been checked and they meet the Welfare Requirements. We will inform Ofsted 

of any change to the premises on which childcare is provided that may affect the space 

available to children and the quality of childcare available to them.  

• We will take reasonable steps to ensure the safety of children, staff and others on the 

premises in the case of fire. All exits are clearly identifiable.  

• The premises and equipment are regularly checked and cleaned and we are aware of the 

requirements of health and safety legislation (including hygiene requirements) which includes 

informing and keeping staff up-to-date.  

• The rear garden is kept clear of potentially dangerous plants. All harmful chemicals, medicines 

and dangerous items are kept behind closed doors, in lockable cupboards, or out of reach. 

None are accessible to the children. Outside sheds are kept locked except for brief access.  

• We ensure the premises are safe and secure for the children regularly checking for hazards. 

We regularly review, update and practice safety routines.   

• Access to drain and waste bins is restricted by a bolted gate. The water tray is kept covered or 
away when not in use.   

Risk Assessment  
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A "risk assessment" is a careful examination of what, in an establishment's activities, premises, and 

day to day work, could cause harm to children or lead them into, or fail to provide reasonable 

protection for them from, unacceptably risky behaviour. Its purpose is to identify the precautions 
needed and whether more should be done to prevent harm or risk of harm. Its objective is to minimize 

risk or avert risks and protect children. It is a matter of applying systematic common sense to the 

protection of children from risks that could have been minimized or averted.   

The following list gives an overview of the types of occasions when a risk assessment needs to be 

completed:   

• When deciding upon a placement  

• Prior to admission in relation to the needs of the child and the existing group                    

• When planning activities  

• When planning and purchasing new facilities that will be used by children  

• When new work practices are introduced  

• When a child develops a special need or where there is a significant change to their existing needs  

  

Inline risk assessment template with nursery policy  

  

 In addition, there should be system for regularly reviewing the risk assessments. A risk assessment 

clearly stating when risk assessment will be carried out, by whom, the date of review and any 
action taken following a review or incident.   

A risk assessment should assess risks to staff and children's health or safety, including risks from 
premises and activities, that a reasonable person would consider significant (and to a large extent 

unnecessary) rather than negligible.   

  

These risks include:  

• physical, sexual or emotional abuse  

• neglect  

• damage to normal development  

• accidental injury  

• features of premises or activities which invite illicit and risky activities  

• bullying (It is as important to include risks of abuse and bullying, from both adults and other 
children).  

• becoming lost or being taken by someone  

• becoming involved in prostitution or pornography  

• becoming involved in substance abuse  

• becoming significantly distressed or upset  
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Risk Assessment Checklist.   

What....................................   ... do I do?   

Hazard identification   Proactively look for, identify and record significant risks to children   

Assessment of Risks   In terms of i) the seriousness if the harm occurs and ii) the likelihood of it occurring  

Minimisation of identified risks  
The requirement is to eliminate risks as far as possible, or as far as reasonably 

practicable.   

Planning   
Producing a reasonable and practicable written plan to minimise serious and likely 

unnecessary risks   

Execution  of  the  plan  to 

minimise risks   

  

Taking action to implement the plan to minimise serious and likely unnecessary risks  

Review   

Regularly reviewing and updating the plan to minimise risks, recognising that risks 

change with different children and staff and with changing circumstances, and 

considering the effectiveness of the existing plan.   

  

CCTV Policy  

Mini Miners Nursery School is securely monitored by a CCTV surveillance system. The Nursery 

Manager is responsible for the operation of the system for ensuring compliance with this policy.  

  

Purpose of CCTV  

  

CCTV has been installed to assist in ensuring a safe and secure environment for the benefit of children 

in our care, staff, parents/carers and visitors. These purposes will be achieved by monitoring the 

system to:  

Ensure high standards of care are maintained  

• Assist in the overall security of individuals, premises and equipment  

• Act as an effective deterrent against criminal activity, such as vandalism  

• Facilitate the identification of any incident which may necessitate disciplinary action being taken 

against a staff member and assist in providing evidence to the Nursery Manager  

• Increase learning opportunities for staff  

  

CCTV System  

Cameras will be located both internally and externally at strategic points, essentially:  

• Inside and outside the main entrances  

• Within each play area/room. NOT covering nappy change areas or bathrooms.  

  

The front entrance to the nursery, the external play garden area, storage shed and the wheelie bin 
area signs will be prominently displayed in key locations to indicate that a CCTV monitoring system is 

operating.  

Although every effort has been made to ensure maximum effectiveness of the system, it is not possible 
to guarantee that the system will detect every incident taking place within the area of coverage.  

  

Recording  
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Digital recordings are made using a digital video recorder operating in real mode, monitoring the site 

continuously 24 hours a day. Images will normally be retained for between four and six weeks from 

the date of recording and they will then be automatically overwritten.  

Access to Images  

Viewing of recorded images of CCTV will be restricted to the Nursery Management within the office, 
and also to those staff who need to have access in accordance with the purposes of the system. Out 

of Nursery hours, the owners will have access to CCTV images via secure remote access to assist in 

maintaining the security of the premises. This is not a ‘webcam’ facility; parents will not have access 
to view recordings.  

  

Data in Protection Act 1998/2018/ January 2021  

Under the new data protection act I am registered with the Information Commissioners Office as a 

data controller and acknowledge and agree that any personal data that I handle will be processed in 

accordance with all applicable data protection laws in force. Currently, the Data Protection Act 1998 

applies which will be replaced from 25th May 2018 with the General Data Protection Regulation 

(GDPR).   

  

On 30 July 2019 for the purpose of data protection act a self ICO assessment online was taken to make 

sure the nursery is protected in line with the current data protection reequipment’s and if required to 
register with ICO, Information Commission Office, the result in assessment was not required to 

register. Please refer to Guide to the General Data Protection Regulation (GDPR) for more information 
about storing handling data or liaise with nursery admin who is aware of GDPRS requirements.  

GDPR Policy  

  

The UK GDPR is the UK General Data Protection Regulation [link to legislation.gov.uk]. It is a UK law 

which came into effect on 01 January 2021. It sets out the key principles, rights and obligations for 

most processing of personal data in the UK, except for law enforcement and intelligence agencies.  

  

It is based on the EU GDPR (General Data Protection Regulation (EU) 2016/679) which 

applied in the UK before that date, with some changes to make it work more effectively in a UK 

context.  

  

You may need to comply with both the UK GDPR and the EU GDPR if you operate in Europe, offer 

goods or services to individuals in Europe, or monitor the behaviour of individuals in Europe. The EU 

GDPR is regulated separately by European supervisory authorities, and you may need to seek your 

own legal advice on your EU obligations.  

  

If you hold any overseas data collected before 01 January 2021 (referred to as ‘legacy data’), this will 

be subject to the EU GDPR as it stood on 31 December 2020 (known as ‘frozen GDPR’). In the short 

term, there is unlikely to be any significant change between the frozen GDPR and the UK GDPR.  

  

  

COSHH Policy                                                                                                           

The COSHH Regulations are intended to prevent workplace disease resulting from exposure to 
hazardous substances for all persons at work and others who may be affected by such work.   

Basic occupational hygiene principles are followed by the Regulations, which introduce a control 

framework by requiring an adequate assessment of the risks to health arising from work activities 
associated with hazardous substances;   

https://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32016R0679&from=EN
https://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32016R0679&from=EN


69  

  

The introduction of adequate control measures  

Maintenance of the measures and equipment associated with them  

Monitoring the effectiveness of the measure and the health of employees.  

Using hazardous substances can put people's health at risk. The level of harm may range from minor 

irritation to death. They can include: substances used directly in work activities e.g., latex, cleaning 

agents, glues, paints and naturally occurring substances e.g., blood, bacteria   

For the vast majority of commercial chemicals, the presence (or not) of a warning label will indicate 

whether COSHH is relevant. For example, household washing up liquid doesn't have a warning label 

but bleach does - so COSHH applies to bleach but not washing up liquid when used at work. However, 

a COSHH assessment may still be undertaken if considered necessary by the person undertaking the 

assessment.   

It is important that all staff follow health and safety advice and procedures such as keeping cleaning 

materials out of the reach of children and storing them in the kitchen. It is also important that doors 
to areas containing cleaning materials are kept closed and locked (i.e., kitchen and the storeroom / 

cloakroom area). When handling cleaning materials gloves should be worn. When changing nappies 

or dealing with body fluids, staff must wear aprons and gloves. Staff need to inform the Nursery 
Manager of any adverse reaction to any substances used, so that alternative chemicals can be sourced 

or the manufacturers informed.   

COSHH Risk assessment   

The COSHH Regulations require an assessment of risk to be undertaken for hazardous substances. The 
Nursery Manager will arrange for these to be undertaken.          

Training: Staff will be informed during their induction process the correct procedure for handling 

cleaning products and nappy change process.   

Staff may also undergo Health and Safety formal training sessions.                        

  

Outings  

 Policy Statement  

We will take the children out when the weather permits. We will assess the risks or hazards which may 

arise for the children and will take every precaution to keep children safe. Our assessment will include 

consideration of adult to child ratios, qualified first aider will accompany and outing risk assessment 

form.   

  

We will perform a risk assessment to include the following:  

• What are the hazards?  

• Whom they could affect?  

• What safety measures need to be in place to reduce risks to an acceptable level?  

• Can we implement these safety measures?  
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• We will investigate the following:  

• Staff competence, experience and adult child ratios.  

• Suitability of the activity e.g., is it gender specific and is it suitable for the age and stages of 

all the children involved.  

• Do any of the children have special medical or educational needs?  

• Special conditions such as timing, weather etc.  

• How to cope with a child who is unable or unwilling to continue.  

• We take essential records and equipment on outings, for example, first aid kit, mobile phone 

and contact details.   

• Enough food and drink for the outing.  

• Request Parents to be a part of our outing and provide assistance.    

• We will discuss a code of conduct and safety measures with the children to ensure they ‘stay 

safe and play safe’ by remaining within sight and/or hearing of an   

  

authorized adult/key worker for which we will implement a ‘buddy’ system.  

• An authorized adult will escort children to the toilet.  

• We will continue to monitor risks throughout the visit and assess the outcome.  

  

• We will encourage the children to assess their own risk through education and role-play such 

as road safety and stranger danger. When discussing ways in which children can help keep 
themselves safe, we take into account their age and stage of development.  

• Children will wear high visibility jackets whenever we are out and about.  

• Children are reminded to stay within sight or hearing when out and about; they are regularly 

reminded of safety routines, e.g., stay safe, play safe; not to let anyone take their hands and 

to shout for us / parents if they can’t see us / them – adults are also encouraged to wear a 

HiViz yellow jacket or baseball keep so the children can also see us.  

 SEND Policy  

(Special Education Needs and Disabilities)   

In line with the SEND Regulations (2014) this policy sets out how we at Mini Miners Nursery School 
implement best practice to ensure the highest possible care for children with SEND and their families.   

In SEND code of practice 2014 where two core duties apply to our early years setting:  

 Not to treat a child or an adult with a disability “less favourably”  

 To make “reasonable adjustments” for children and adults with a disability  
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Our aim is to be inclusive to all children and their families no matter what their level of ability is. We 

will work with you to put in place suitable plans to enhance your child’s time with us.  

In order to meet the needs of children and their families in our care we will co-ordinate our own input 

with that of other agencies as well as signposting parents or carers to others who may be able to 

support them – such as speech and language therapists, children’s center etc. Mini Miners Nursery 
School can access local offer and further information is available on the Ealing local offer or EFGL 

website (early grid for learning) 

http://www.ealing.gov.uk/info/200994/special_educational_needs_and_disability  

To achieve the best possible outcomes for children with SEND and their families we will aim to use 

timely intervention in order to encourage and promote every child to reach their highest potential.  

  

We ensure that our service is fully accessible. Doors are wide and inside are on one level, a ramp is 

provided for the outer door. The children disable toilet facility is also available.  

  

One member of staff is designated Special Educational Needs Co-ordinators (SENCO’S) who is highly 

trained in order to implement support when needed.  

  

Staff access regular training to improve knowledge and understanding around the issues of SEND, 

these include: send briefing, manager briefings, EHAP training, SEN six-part training, various autism 

awareness training and speech & language courses.  

  

We plan to further develop our service by continuing to maintain and develop links with other setting 

services like cluster meetings, as well as all staff improving their own knowledge through training 

courses.  

  

We provide an environment in which all children, including those with special educational needs, are 
supported to reach their full potential.  

  

 We ensure our provision is inclusive to all children with special educational needs.  

 We support parents and children with special educational needs (SEN).  

 We identify the specific needs of children with special educational needs and meet those needs 

through a range of SEN strategies.  

 We focus on high aspirations, children participation and improving outcomes for children.  

 We work in partnership with parents and other agencies in meeting individual children's needs and 
involve parents in ‘decision making’ at individual and strategic level.  

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

  

    

http://www.ealing.gov.uk/info/200994/special_educational_needs_and_disability
http://www.ealing.gov.uk/info/200994/special_educational_needs_and_disability
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Procedures  

• We designate a member of staff to be the Special Educational Needs & Disable Co-ordinator 

(SENCO) and give his/her name to parents. Our SENCO’s details are available at the nursery on the 

parent information board.  

• We ensure that the provision for children with special educational needs is the responsibility of all 

members of the setting.  

• We ensure that our inclusive admissions practice ensures equality of access and opportunity.  

• We work closely with parents of children with special educational needs to create and maintain a 

positive partnership.  

• We ensure that parents are informed at all stages of the assessment, planning, provision and review 
of their children's education.  

• We provide parents with information on sources of independent advice and support.  

• We liaise with other professionals involved with children with special educational needs and their 
families, including transition arrangements to other settings and schools.  

• We work very closely with the local area of SEND Early Years Advisor and follow information 

available on EGFL web site.  

• We provide a broad, balanced and differentiated curriculum for all children with special educational 

needs.  

• We use a system of planning, implementing, monitoring, evaluating and reviewing children progress  

• We ensure that children with special educational needs are appropriately involved at all stages of 
the graduated approach, taking into account their levels of ability.  

• We provide resources (human and financial) to implement our Special Educational Needs Policy.  

• We raise awareness of any specialism the setting has to offer, e.g., British Sign Language (BSL) 

trained staff.  

• We ensure the effectiveness of our special educational needs provision by collecting information 

from a range of sources e.g., system of planning, reviews, staff and management meetings, parental 

and external agency's views, inspections and complaints. This information is collated, evaluated and 

reviewed annually.  

• We provide a complaints procedure.  

       

Equality, Diversity & Inclusion  

These policies & procedures represent the principles of Equality and Inclusion.  

We are committed to giving all of our children every opportunity to achieve the highest of standards. 
We do this by taking account of children’s varied life experiences and needs. We offer a broad and 

balanced curriculum and have high expectations for all children. The achievements, attitudes and 

wellbeing of all our children matter. This policy helps to ensure that the nursery promotes individuality 
of all our children, irrespective of ethnicity, attainment, age, disability, gender or background. At Mini 

Miners Nursery School our policies are in line with the equality act 2010.   

  

  

Aims & Objectives  

We actively seek to remove the barriers to learning and participation that can hinder or exclude 

individual children, or groups of children. This means that equality of opportunity must be a reality for 

our children. We make this a reality through the attention we pay to the different groups of children 

within our nursery: • girls and boys;  

• minority ethnic and faith groups;  
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• children who need support to learn English as an Additional Language;  

• children with Special Educational Needs;  

• gifted and talented children;  

• children who are at risk of disaffection or exclusion;  

• travellers and asylum seekers.  

• Children looked after (CLA)  

• Vulnerable groups of children  

  

  

The Early Years Foundation Stage is our starting point for planning a curriculum that meets the specific 

needs of individuals and groups of children. We meet these needs through:  

• setting suitable learning challenges;  

• responding to children’s diverse learning needs;  

• overcoming potential barriers to learning and assessment for individuals and groups of children;  

• providing other curricular opportunities outside the Early Years Foundation Stage to meet the needs 

of individuals or groups of children.  

  

At Mini Miners Nursery School, we achieve educational inclusion by continually reviewing what we do, 
through asking ourselves these key questions:  

• do all our children achieve their best?  

• are there differences in the achievement of different groups of children?  

• what are we doing for those children who we know are not achieving their best?  

• are our actions effective?  

• are we successful in promoting racial harmony and preparing children to live in a diverse society?  

  

All staff is familiar with the relevant equal opportunities’ legislation covering, race, gender, disability, 

age, ethnicity, religion/belief, sexual orientation, socio-economic status. Further details can be found 

on pre learning alliance –   

https://www.pre-school.org.uk/providers/inclusion  

  

Racism & Inclusion   

Mini Miners Nursery School is aware and follows the guidance in the Race Relations Amendment Act 

2000. The nursery actively discourages bulling and name calling, the parents of both children would 

be informed immediately and we would discuss appropriate action. The action needed if there is 
inappropriate practice or discrimination. A member of staff would talk to the child and explain that 

the behaviour was unkind, we would take into the account the maturity of the child the parent of the 

child would be told of his/ her inappropriate behaviour and we would work together to redeem the 
situation.  
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Admissions Policy  

On enquiry information pack will be given to prospective parents and an introductory visit will be 
suggested. On receipt of a completed and Waiting List Enrolment Form, the child’s name will be added 

to the waiting list. There is no charge for this.  

Nursery places are subject to availability.  

There will be equality of access to nursery places as outlined in the Mini Miners Nursery School Equality 

policy.  

When a place becomes available within a suitable age group, parents of a child from the top of the list 

will be offered a place according to the start date required.  

  

Teaching and Learning  

At Mini Miners Nursery we aim to give all our children the opportunity to succeed and reach the 

highest level of personal achievement. We analyse the attainment of different groups of children to 
ensure that all children are achieving as much as they can. We also make ongoing assessments of each 

child’s progress and act on data inputted termly into a progress tracker. Staff use this information 

when planning. It enables staff to take into account the abilities of all the children in the setting and 
support individuals through tailored teaching and learning.  

When the attainment of a child falls significantly below the expected level, staff enables the child to 

succeed by planning work that is in line with that child’s individual needs. Where the attainment of a 
child significantly exceeds the expected level of attainment, staff use appropriate resources and 

learning styles, and extend the breadth of work within the area or areas for which the child shows 

particular aptitude.  

  

  

  

  

  

Staff ensure children:  

• feel secure and know that their contributions are valued;  

• appreciate and value the differences they see in others;  

• take responsibility for their own actions;  

• participate safely, in clothing that is appropriate to their religious beliefs;  

• are taught in groupings that allow them all to experience success;  

• use materials that reflect a range of social and cultural backgrounds, without stereotyping;  

• have a common curriculum experience that allows for a range of different learning styles;  

• have challenging targets that enable them to succeed;  

• are encouraged to participate fully, regardless of disabilities or medical needs.  
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Safer Recruitment Policy 

Suitable People:  

Mini Miners Nursery is committed to providing the best possible care to its children and to 

safeguarding and promoting welfare of young children. The nursery is also committed to providing a 

supportive working environment for all its members of staff. The nursery recognises that, in order to 

achieve these aims, it is of most importance to attract, recruit and retain staff who shares this 

commitment.    

We request DBS checks on an Annual/ UPDATE Service basis/or we use the DBS 

update service (with staff consent) to re-check staff’s criminal history and 

suitability to work with children.  

• We abide by the requirements of the EYFS and any Ofsted guidance in respect to obtaining 

references and suitability checks for staff, students and volunteers, to ensure that all staff, 

students and volunteers working in the setting is suitable to do so.  

Our aim is:  

• To ensure that the best possible staff are recruited    

• To ensure that all job applicants are considered equitably and consistently  

• To ensure that no job applicant is treated unfairly on any grounds including race, colour, 
nationality, ethic or national origin, religion or religious belief, sex or sexual orientation, 

marital status, disability and age  

• To ensure compliance with all relevant recommendations and guidance including the welfare 

requirements in the EYFS, the recommendations of the Department for Education and Skills 

(DFES) in “safeguarding children: safer recruitment and selection in education settings” and 
the code of practice published by the Criminal Records Bureau (CRB) now known as DBS 

(Disclosure and Barring Service)   

• To ensure that the nursery meets its commitment to safeguarding and promoting the welfare 

of children by carrying out all necessary pre- employment checks.  

Recruitment and selection procedure    

• An advert will be posted in the relevant newspaper, job websites, Gov job centre website, 

library, local stores e.g., Sainsbury, Morrison. The duration of advertising the job vacancy 

will be approximately 2-3 weeks.  

• All applicants for employment will be required to either send a C.V or and complete an 

application form containing questions about their academic and employment history and 

their suitability for the role. A curriculum vitae will not be accepted in place of the 

completed application form. Any Candidate who submits a curriculum vitae will be asked to 

complete an application form. Applicants will receive a job description and person 

specification for the role applied for.   

• Once all application forms have been submitted the process of formal interviews will then 

take place at the nursery by the management.   

• Always the process for interview consists of two managerial staff members in order to short 

list and interview for all job vacancies use their CV content.  

• Interview questions based on experience and job description and record on a score sheet  

• Score 0 to 5 record responses and competence level in relation to questions  

• Scores are reviewed at the end of the interview and a collective decision made based on 

responses whether to appoint.  
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• References are sought immediately after interview. Employment does not commence until 

references received.  

• DBS is applied for within 2 days of job offer.   

• Successful candidates are emailed and called and invited for a trail after their interview. The 

trail is for a minimum of 3 hours. on a formal basis watching how the applicant interacts and 

carries out simple tasks asked of them for that role. On candidates’ trial, formerly record on 

the probation template.  

• The successful candidates will be under supervision on trial day, the candidate must sign 

date a ‘Risk assessment for staff under supervision form’ and follow the conditions set out 

on the form.    

• If trial successful formal employment commences.  

• Probationary period is 3 months. Management discussions would be recorded on probation 
review template monthly and daily verbal feedback given on their performance, progress 

and knowledge of policies and procedures.  

  

• If it is decided to make an offer of employment following the second interview, any such 

offer will be conditional on the following the agreement of a mutually acceptable start date 

and signing of a contract incorporating the nursery’s standard terms and conditions of 

employment.  

• Receipt of documents for preventing illegal work in the UK (see guide for employers on 

preventing illegal working in the UK May 2012) which will be checked and photocopied e.g., 

valid passport copies or national insurance number or driving license etc.  

• Checks made for any overseas practitioner to be employed. Refer to Guidance Criminal 

records checks for overseas applicants, check gov website for UpToDate information & 
guidance. Click link https://www.gov.uk/government/publications/criminal-

recordschecks-for-overseas-applicants#history  

  

• The receipt of two written references (one of which should be from the applicant’s most 
recent employer) which the nursery considers satisfactory   

• The receipt of a satisfactory enhanced disclosure from the Disclosure and Barring Service  

If the above conditions are satisfied and the offer is accepted then the applicant will be issued with 

a contract of employment as confirmation of employment. All appointments are subject to a three 

months probationary period during which the notice period to terminate the employment for 

whatever reason, by either the employee or the nursery is 4 weeks. The nursery also reserves the 

right to extend this probationary period should it deem this necessary.    

Pre – employment checks    

In accordance with the recommendations of the DFEs in “safeguarding children; safer recruitment and 

selection in education settings” the nursery carries out a number of pre-employment checks in respect 

of all prospective employees.    

Verification of identity and address    

All applicants who are invited to an interview will be required to bring the following evidence of 

identity, address and qualifications    

• current driving licence or passport or full birth certificate; and   

• two utility bills or statements (from different sources) showing their name and home address; 
and   

• documentation confirming their national insurance number (P45, P60 or national insurance 

card); and  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants#history
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• documents confirming any educational and professional qualifications referred to in their 

application form.    

Where an applicant claims to have changed his/her name by deed poll or any other mechanism (e.g., 

marriage, adoption) he/she will be required to provide documentary evidence of the change.    

References    

All offers of employment will be subject to the receipt of a minimum of two satisfactory references, 
one of which should be from the applicant’s current or most recent employer. If the current/most 

recent employment does/did not involve work with children, then the second referee should be from 
the employer with whom the applicant most recently worked with children. Neither referee should be 

a relative. All referees will be asked whether they believe the applicant is suitable for the job for which 

they have applied and whether they have any reason to believe that the applicant is unsuitable to 
work with children.   

If the referee is a current or previous employer, they will also be asked to confirm the following;  

• the applicant’s dates of employment, job title/duties, reason for leaving, performance, 

sickness and disciplinary record   

• whether the applicant has ever been the subject of disciplinary procedures involving issues 
related to the safety and welfare of children   

• whether any allegations or concerns have been raised about the applicant that relates to the 

safety and welfare of children or young people or behaviour towards children or young people    

The nursery will only accept references obtained directly from the referee. It will not rely on references 

or testimonials provided by the applicant or an open reference or testimonials. The nursery will 
compare all references with any information given on the application form. Any discrepancies or 

inconsistencies in the information will be taken up with the applicant before any appointment is 
confirmed.    

Disclosure and Barring Service  

Due to the nature of the work, the nursery applies for Disclosure and Barring certificates from the 
Disclosure and Barring Service (DBS) in respect of all prospective staff, committee, volunteers and 

students. The nursery will always request an Enhanced Disclosure as described below   

• an Enhanced Disclosure will contain details of all convictions on record including current and 
spent convictions (including those which are defined as “spent” under the rehabilitation of 

offenders Act 1974) together with details of any cautions, reprimands or warning held on the 
Police National Computer. It may also contain non-conviction information from local police 

records which a chief police officer thinks may be relevant in connection with the matter in 

question   

• If the individual is applying for a position working with children, it will also reveal whether 

he/she is barred from working with children by virtue of his/her inclusion on the lists of those 
considered unsuitable to work with children maintained by the DFES and the department of 

health.    

The nursery’s policy is to observe the guidance issued or supported by the DBS on the use of disclosure 

information. In particular, the nursery will;  

• store disclosure information and other confidential documents issued by the DBS in locked 

cabinets, access to which will be restricted to specific members of staff   

• not retain disclosure information or any associated correspondence for longer than is 
necessary. In most cases the nursery will not retain such information for longer than 6 months 

although the nursery will keep a record of the date of disclosure and the disclosure number 
which will be recorded on their personal information forms.  
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New Staff member Risk Assessment Insecure  

The new successful candidates will be under supervision on trial day, the new candidate must sign 

date a ‘Risk assessment for staff under supervision form’ and follow the conditions set out on the form. 
Complete risk assessment insecure to ensure all staff are aware of the need supervise members of the 

team without DBS clearance.  

  

Disqualification  

• If a person is disqualified, we must not employ that person in connection with Early Years 

Provision. Where the nursery becomes aware of relevant information that may lead to 
disqualification of an employee, we must take appropriate action to ensure the safety of 

children.   

• We will must notify Ofsted of any significant event which is likely to affect the suitability of 

any person who is in regular contact with children on the premises. The disqualification of an 
employee could be an instance of a significant event  

• We must give Ofsted the following information about ourselves or any employee in our 

setting:    Details of any order, determination, conviction, or other ground for 

disqualification from registration under regulations made under section 75 of the Child Care 

Act 2006;  

 The date of the order, determination or conviction, or the date when the other ground for 

disqualification arose;  

 The body or court which made the order, determination or conviction, and the sentence 

(if any) imposed; and   

 A certified copy of the relevant order (in relation to an order or conviction).  

• The information must be provided to Ofsted as soon as reasonably practicable, but at latest 

within 1 day of the date bursary became aware of the information or ought reasonably to have 

become aware of it if they had made reasonable inquiries.  

Staff Taking Medication/Other Substances      

• When working directly with children, the staff members must not be under the influence of 

alcohol or any other substance which may affect their ability to care for children.  

• If practitioners are taking medication which may affect their ability to care for children, they 

can seek medical advice. We must ensure that those practitioners only work directly with 

children if medical advice confirms that the medication is unlikely to impair that staff 

member’s ability to look after children properly.  

• Staff medication on the premises must be securely stored, and out of reach of children, at all 

times.    

• The procedure will be reviewed again in 12 months or earlier if the situation warrants it and 
takes precedence over any previous document.  

Staff Qualifications   

 Training, Support & Skills  

• Induction training will be provided for new staff to help them understand how the provision 

operates and their role within it. Induction training will include matters such as emergency 
evacuation procedures, safeguarding, child protection, the provider’s equality policy and 

health and safety issues.  

We support staff to undertake appropriate training and professional development opportunities to be 

Key Person  
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• Each child will be assigned a key person. Their role is to help ensure that every child’s care is 

tailored to meet their individual needs.   

• We will inform parents and/or carers of the name of the key person, and explain their role, when 

a child starts attending a setting. The key person must help ensure that every child’s learning 

and care is tailored to meet their individual needs.   

• The key person must seek to engage and support parents and/or carers in guiding their child’s 

development at home. They should also help families engage with more specialist support if 

appropriate.   

Staff child ratios:  

• Staff arrangements will meet the needs of all children and will ensure their safety. We will 
make sure that children are adequately supervised and will decide how to deploy staff to 

ensure children’s needs are met.   

• We will inform parents and/or carers about staff deployment, and, when  

  

• relevant and practical, aim to involve them in these decisions.   

• Children will be within sight and hearing of staff and always within sight or hearing.  

• Only those aged 17 or over will be included in ratios (and staff under 17 should be supervised 
at all times). Students on long term placements and volunteers (aged 17 or   

• over) and staff working as apprentices in early education (aged 16 or over) may be included in 

the ratios if we are satisfied that they are competent and responsible.    

• The ratio and qualification requirements below apply to the total number of staff available to 

work directly with children:  

For children aged two:  

• There must be at least one member of staff for every four children;  

• At least one member of staff must hold a full and relevant level 3 qualification; and •  At 

least half of all the other staff must hold a full and relevant level 2 qualification.  

  

For children aged three and over   

• In registered early years provision where a person with Qualified Teacher Status, Early Years 

Professional Status, Early Years Teacher Status, or another suitable level 6 qualification is 

working directly with the children  

• There must be at least one member of staff for every thirteen children; and  

• At least one other member of staff must hold a full and relevant level 3 qualification.   

For children aged three and over   

• At any time in registered early years provision when a person with Qualified Teacher Status, 

Early Years Professional Status, Early Years Teacher Status, or another suitable level 6 
qualification is not working directly with the children  

  

• There must be at least one member of staff for every eight children; and •  At least one 
member of staff must hold a full and relevant level 3 qualification.   

• At least half of all other staff must hold a full and relevant level 2 qualification.  

  

Criminal records check overseas  
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Guidance on the application process for criminal records checks overseas please visit web site below 

to get the latest DBS overseas update criteria.  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants 

This guidance explains the application process for obtaining overseas criminality information to 

provide to employers in the United Kingdom.  

It includes information on meeting the requirements of the United Kingdom Immigration  

Rules to provide an overseas criminal record certificate in support of a visa application.  

Published 22 May 2013  
Last updated 1 December 2020 — see all updates  

The Prevent Duty   

• We follow the guidance and confirm our nursery practices in line with the Prevent duty 

Guidance act 2015.  

• Mini Miners Nursery School strictly seeks to the HM Government set guide Section 26 of the 

Counter-Terrorism and Security Act 2015 (the Act) places a duty on Schedule 6 to the Act), in 
the exercise of their functions, to have “due regard to the need to prevent people from being 

drawn into 29 of the Act. The Act states that the authorities subject to the provisions must 

have regard to this guidance when carrying out the duty.   

• The statutory guidance on the Prevent duty summarises the requirements on schools and 

childcare providers in terms of four general themes: risk assessment, working in partnership, 
staff training and IT policies. This advice focuses on those four themes.    

• The Prevent duty Departmental advice for schools and childcare providers 28/7/2015 

http://www.foundationyears.org.uk/files/2015/06/prevent-duty-departmental dvice.pdf  

• Schools and childcare providers can also build pupils ‟resilience to radicalization by promoting 

fundamental British values and enabling them to challenge extremist views. It is important to 

emphasize that the Prevent duty is not intended to stop pupils debating controversial issues. 

On the contrary, schools should provide a safe space in which children, young people and staff 

can understand the risks associated with terrorism and develop the knowledge and skills to 
be able to challenge extremist arguments.   

• The Prevent duty is entirely consistent with schools‟ and childcare providers‟ existing 

responsibilities and should not be burdensome. Ofsted’s revised common inspection 
framework for education, skills and early years, which comes into effect from 1 September 

2015, makes specific reference to the need to have safeguarding arrangements to promote 
pupils‟ welfare and prevent radicalisation and extremism.  

• The Prevent Duty, The Prevent duty guidance for England and Wales places a duty on schools 

and other providers in the Counter-Terrorism and Security Act 2015, to have due regard to 

the need to prevent people from being drawn into terrorism, (HM Government, 2015). As an 
Early Years Childcare Provider Mini Miners Nursery School has regard to the prevent duty 

which aims to prevent people from being drawn into terrorism.  

• Protecting children from the risk of radicalisation forms a part of our wider safeguarding 
duties, and is similar in nature to protecting children from other harms (e.g., drugs, gangs, 

neglect, sexual exploitation), whether these come from within their family or are the product 

of outside influences.  

• ln order to fulfil the prevent duty, the fundamental British values of democracy, rule of law, 
individual liberty, mutual respect and tolerance for those with different faiths and beliefs are 

already implicitly embedded in the 2014 Early Years Foundation Stage which sets standards  

for learning, development and care for children from 0-5, thereby assisting their personal, 
social and emotional development and understanding of the world.  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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• We build children’s resilience to radicalisation by promoting these values, namely; 

Democracy: making decisions together Rule of law: understanding rules matter (PSED) 

Individual liberty: Freedom for all Mutual respect and tolerance: treat others as you want to 

be treated. Ideas for activities to promote the British values within the Setting are shared and 

documented  

• Mini Miners Nursery School procedures for identifying children who may be vulnerable to 
radicalisation, and knowing what to do when they are identified is implemented as we observe 

any behaviours of concern including behaviours of adults in a child’s life, and take action in 

line with statutory guidance i.e., Working Together to Safeguard Children and Keeping 

Children Safe in Education.  

• Actions may include challenging behaviours and referring concerns through the Ealing 
Children’s integrated Response Service (ECIRS) on 02088258000 or seeking non-urgent advice 

through Prevent Regulatory Services - Prevent co-ordinator Nazia Matin 

matinn@ealing.gov.uk Tel: 0208 8825 8895. Procedures for safeguarding children from 

abuse are embedded in our safeguarding policies and procedures and practice.  

• ensure we offer quality learning and development •  experiences for children that 
continually improves.   

• We have appropriate arrangements in place for the supervision of staff who have contact with 
children and families.   

• Our effective supervision provides support, coaching and training for the practitioners and 
promotes the interest of the children.  

• As supervision should foster a culture of mutual support, team work and continuous 

improvement which encourages the confidential discussion of sensitive issues   

• Supervision should provide opportunities for staff to:  

• Discuss any issues – particularly concerning children’s development or wellbeing;  

• Identify solutions to address issues as they arise; and  

• Receive coaching to improve their personal effectiveness  

• Our manager will hold at least a full and relevant level 3 qualifications and at least half of all 

other staff must hold at least a full and relevant level 2 qualifications.   

• We must ensure there is a named deputy who, in our judgment, is capable and qualified to 
take charge in the manager’s absence.   

• At least one person who has current paediatric first aid certificate must be on the premises 

and available at all times when children are present, and must accompany children on outings.    

• We must ensure that staff have sufficient understanding and use of English to ensure the 

wellbeing in their care. For example, settings must be in a position to keep records in English, 
to liaise with other agencies in English, to summon emergency help, and to understand 

instructions such as those for the safety of medicines or food hygiene.   

  

Allegation Against Staff Policy  

  

Managing Allegations of Abuse against Staff Policy  

  

Introduction  

  

It is essential that any allegation of abuse made against a member of staff, students on placement or 

volunteers in our setting are dealt with fairly, quickly, and consistently, in a way that provides 

effective protection for the child and at the same time supports the person who is the subject of the 
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allegation. The procedures outlined in this policy will be followed alongside the complaints 

procedure and child protection policy.  

  

All staff and volunteers should understand what to do if they receive an allegation against another 

member of staff or they themselves have concerns about the behaviour of another member of staff. 

It is our policy that all allegations will be reported straight away, to the Manager.  

  

This policy follows the Government guidance in chapter 5 of ‘Safeguarding Children and Safer  

Recruitment in Education. Mini Miners Nursery also adopts the Government guidance – “Working 

Together to Safeguard Children: A guide to inter-agency working to safeguard and promote the 

welfare of children” (2006), which sets out the framework for managing cases of allegations of abuse 

against people who work with children.  

  

Purpose  

This policy will be adopted in respect of allegations that might indicate that a person is unsuitable to 

continue to work with children in their present position, or in any capacity. The Pre-School’s 

complaints and child protection procedures will be followed alongside this policy.  

  

This policy will be used in respect of all cases in which it is alleged that a member of staff (including a 

volunteer, student) has:  

  

• behaved in a way that has harmed a child, or may have harmed a child;  

  

• possibly committed a criminal offence against or related to a child; or  

  

• behaved towards a child or children in a way that indicates s/he is unsuitable to work with  

  

children. This will include cases of verbal abuse.  

  

There may be up to 3 strands in the consideration of an allegation:  

  

• a police investigation of a possible criminal offence;  

  

• enquiries and assessment by children’s social care about whether a child is in need of protection or 

in need of services;  

• consideration by the Nursery of disciplinary action in respect of the individual.  

  

  

  

Supporting Those Involved  

  

Parents or carers of a child or children involved will be told about the allegation as soon as possible if 

they do not already know of it. They will also be kept informed about the progress of the case, and 

told the outcome where there is not a criminal prosecution. That includes the outcome of any 

disciplinary process. NB. The deliberations of a disciplinary hearing, and the information taken into 

account in reaching a decision, cannot normally be disclosed, but the parents or carers of the child 

will be told the outcome.  

  

In cases where a child may have suffered significant harm, or there may be a criminal prosecution, 

children’s social care, or the police as appropriate. The Manager will also keep the person who is the 

subject of the allegations informed of the progress of the case and consider what other support is 

appropriate for the individual. If the person is suspended, the manager will also keep the individual 
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informed about developments at the pre-school. If the person is a member of a union or 

professional association s/he will be advised to contact that body at the outset.  

  

Confidentiality  

Every effort will be made to maintain confidentiality and guard against publicity while an allegation is 
being investigated/considered.  

  

Resignations and “Compromise Agreements”  

The fact that a person tenders his or her resignation, or ceases to provide their services, will not 

prevent an allegation being followed up in accordance with these procedures. Every effort will be 

made to reach a conclusion in all cases of allegations bearing in mind the safety or welfare of 

children including any in which the person concerned refuses to cooperate with the process.  

  

Wherever possible the person will be given a full opportunity to answer the allegation and make 

representations about it. The process of investigating the allegation, and reaching a judgement 

about whether it can be regarded as substantiated will continue even if the person does not 

cooperate.  

  

Similarly, so called “compromise agreements” by which a person agrees to resign, the pre-school 

agrees not to pursue disciplinary action, and both parties agree a form of words to be used in any 

future reference, will not be used in cases of alleged child abuse. In any event, such an agreement 

will not prevent a thorough police investigation where that is appropriate. Furthermore, it will not 

override the statutory duty to make a referral to the Disclosure & Barring Service (DBS) for 

consideration of placing the person’s name on the Children’s Barred List where circumstances 

require that.  

  

  

Record Keeping  

A clear and comprehensive summary of any allegations made, details of how the allegation was 

followed up and resolved, and a note of any action taken and decisions reached, will be kept on a 

person’s confidential personnel file, and a copy provided to the person concerned. The purpose of 

the record is to enable accurate information to be given in response to any future request for a 

reference if the person has moved on.  

  

It will provide clarification in cases where a future CRB Disclosure reveals information from the police 

about an allegation that did not result in a criminal conviction. In addition, it will help to prevent 

unnecessary re-investigation if, as sometimes happens, an allegation re-surfaces after a period of 

time. The record will be retained at least until the person has reached normal retirement age or for a 

period of 10 years from the date of the allegation, if that is longer.  

  

Timescales  

It is in everyone’s interest to resolve cases as quickly as possible consistent with a fair and thorough 

investigation. Every effort will be made to manage cases to avoid any unnecessary delay.  

  

Initial Considerations  

The Local Authority Designated Officer (LADO, Local Authority Designated Officer) should be 

informed, by the manager of all allegations of abuse against staff on the same day, even where the 

police are contacted directly.  

  

The Manager will inform the accused person about the allegation as soon as possible after consulting 

the LADO (Local Authority Designated Officer). However, where a strategy discussion is needed, or 

where police or children’s social care need to be involved, the manger will not do that until those 
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agencies have been consulted, and have agreed what information can be disclosed to the person. If 

the person is a member of a union or professional association s/he will be advised to contact the 

Disclosure & Barring Service (DBS) at the outset.  

  

If the allegation is not demonstrably false or unfounded, and there is cause to suspect a child is 

suffering or is likely to suffer significant harm, a strategy discussion will be convened by the manager 

with the LADO (Local Authority Designated Officer) and other appropriate agencies, such as the 

police and social services.  

  

In cases where a formal strategy discussion is not considered appropriate because the threshold of 

“significant harm” is not reached, but a police investigation might be needed, the manager will 

consult with the LADO (Local Authority Designated Officer), police and any other agencies involved 

with the child to evaluate the allegation and decide how it should be dealt with.  

  

(NB. The police will be consulted about any case in which a criminal offence may have been 

committed.)  

  

If the allegation is about physical contact, the strategy discussion or initial evaluation with the police 

will take account of the fact that pre-school staff are entitled to use reasonable force to control or 

restrain children in certain circumstances, including dealing with disruptive behaviour, under s.93 of 

the Education and Inspections Act 2006.  

  

The LADO (Local Authority Designated Officer) and the manager may conclude that the complaint or 

allegation is such that it is clear that an investigation by police and/or enquiries by social care is not 

necessary. In these circumstances the options open to the pre-school depend on the nature and 

circumstances of the allegation and the evidence and information available, and will range from 

taking no further action to summary dismissal or a decision not to use the person’s services in future.  

  

Suspension  

Suspension will be considered in any case where there is cause to suspect a child is at risk of 

significant harm, or the allegation warrants investigation by the police, or is so serious that it might 

be grounds for dismissal. However, a person will not be suspended automatically, or without careful 

thought.  

  

The power to suspend is vested in the Manager and the Board of Governors. However, they will 

speak to the LADO (Local Authority Designated Officer) who may canvass police/social care views 

about whether the accused member of staff needs to be suspended from contact with children, to 

inform the nursery’s consideration of suspension.  

  

Action on Conclusion of a Case  

If the allegation is substantiated and the person is dismissed or the nursery ceases to use the 

person’s services, or the person resigns or otherwise ceases to provide his/her services, the Manager 

will determine with the LADO (Local Authority Designated Officer) whether a referral to the DBS 

(Disclosure & Barring Service) is required, or advisable. The school must report to the DBS 

((Disclosure & Barring Service), any person (whether employed, contracted or a volunteer) whose 

services are no longer used because he or she is considered unsuitable to work with children. (The 

DBS customer services, PO Box 110, Liverpool, L69 3JD, 0870 90 90 811. This report will be made 

within one month of the decision to cease using the services of that person.  

  

In cases where it is decided on the conclusion of the case that a person who has been suspended can 

return to work the nursery will consider how best to facilitate that. We appreciate that most people 

will benefit from some help and support to return to work after a very stressful experience. 
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Depending on the individual’s circumstances, a phased return and/or the provision of a mentor to 

provide assistance and support in the short term may be appropriate. The nursery will also consider 

how the person’s contact with the child or children who made the allegation can best be managed if 

they are still attending the nursery  

  

Action in Respect of False Allegations  

If an allegation is determined to be false, the manager will refer the matter to children’s social 

services to determine whether the child concerned is in need of services, or may have been abused 

by someone else. In the rare event that an allegation is shown to have been deliberately invented or 

malicious, the manager will consider whether any disciplinary action is appropriate against the 

staff/child who made it, or the police should be asked to consider whether any action might be 

appropriate against the person responsible if s/he was not a child.  

  

Local Authority Designated Officer  

  

asv@ealing.gov.uk or child.protection@ealing.cjsm.net  

Paul Andrews, Contact telephone number for LADO queries: 020 8825 8930 Visit website 

for latest update information https://www.egfl.org.uk/services-

children/safeguarding/child-protection/staff-allegations  

  

                                                                We monitor and review our policy annually.  

Ealing Council   

   
Model procedure for schools responding to allegations of abuse made against 

teachers and other school staff   

   

    

Reviewed September 2020 – Schools HR Consultancy   

   

Summary   

   

Governing bodies must ensure there are procedures in place to handle allegations against teachers, 

head teachers, principals, volunteers and other staff. This procedure is a model that governing 

bodies can adopt though they also remain free to draw up their own procedure as long as it takes 

account of the statutory guidance:   

   

Keeping children safe in education    

   

Statutory guidance for schools and colleges (Department for Education, September 
2020)   

   

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_ 

data/file/912592/Keeping_children_safe_in_education_Sep_2020.pdf   

   

https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
https://www.egfl.org.uk/services-children/safeguarding/child-protection/staff-allegations
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This guidance confirms requirements regarding managing allegations of abuse made against 

teachers and other staff. The original statutory guidance “Dealing with allegations of abuse against 

teachers and other staff” (October 2012) has now been archived.   

   

This policy also gives detailed advice regarding how schools should practically deal with allegations as 

outlined in the:   

 London Child Protection Procedures    
5th Edition October 2017 Chapter 7 Allegations against staff or volunteers who work 
with children   

  

http://www.londoncp.co.uk/chapters/alleg_staff.html#allegations   

 This procedure also takes account of the overview of how allegations should be handled as set out in:    

Working Together to Safeguard Children   
A guide to inter-agency working to safeguard and promote the welfare of children 
(Department of Education July 2018)   

   

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2   

  

Responding to allegations of abuse by teachers and other school staff    

   

Contents   

1 Allegations dealt with by these procedures ....................................................................... 3   

2 The difference between an allegation and a concern ....................................................... 5   

3 Initial action by person receiving or identifying an allegation or concern .......................... 6   

4 Initial action by the designated senior manager ................................................................ 6   

5 Suspension ....................................................................................................................... 7   
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7 Supporting those involved ................................................................................................. 9   

8 Confidentiality ................................................................................................................. 10   

9 Resignations and Settlement agreements ...................................................................... 10   

10 Record Keeping ............................................................................................................ 10   

11 References ................................................................................................................... 11   

12 Information sharing ....................................................................................................... 11   

13 Action following a criminal investigation or a prosecution ............................................. 11   

http://www.londoncp.co.uk/chapters/alleg_staff.html#allegations
http://www.londoncp.co.uk/chapters/alleg_staff.html#allegations
http://www.londoncp.co.uk/chapters/alleg_staff.html#allegations
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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14 Action on conclusion of a case ..................................................................................... 11   

15 In respect of malicious or unsubstantiated allegations .................................................. 12   

   

  

  

    

1 Allegations dealt with by these procedures    

   

This guidance is about managing cases of where an allegation has been made that might indicate 

a person would pose a risk of harm if they continue to work in regular or close contact with 

children. It should be used in respect of all cases in which it is alleged that a member of staff1 in 

a school that provides education for children under 18 years of age has:   

• behaved in a way that has harmed a child, or may have harmed a child;    

• possibly committed a criminal offence against or related to a child; or    

• behaved towards a child or children in a way that indicates he or she would pose a risk of 
harm if they work regularly or closely with children.    

• Behaved or may have behaved in a way that indicates they may not be suitable to work 

with children.2   

   

These behaviours should be considered within the context of the four categories of abuse: 

physical, sexual, emotional abuse and neglect. The 2020 KCSIE makes it clear that both mental 

and physical health are relevant to safeguarding and the welfare of children.    

   

Allegations can be made in relation to physical chastisement and restraint but can also relate to 

inappropriate relationships between members of staff and children and young people:   

   

• having a sexual relationship with a child under 18 if in a position of trust in respect of that 

child, even if consensual (see sections 16 – 19 Sexual Offences Act 2003); • ‘grooming’ i.e. 

meeting a child under 16 with intent to commit a relevant offence (see section 15 Sexual 

Offences Act 2003);   

• other ‘grooming’ behaviour giving rise to concerns of a broader child protection nature  

e.g. inappropriate text / e-mail messages or images, gifts, socialising etc;   

• possession of indecent photographs / pseudo-photographs of children.    

   

In addition, these procedures should be applied when there is an allegation that any person who 

works with children:   

   

• Has behaved in a way in their personal life that raises safeguarding concerns. These 

concerns do not have to directly relate to a child but could, for example, include arrest for 

possession of a weapon;   

• As a parent or carer, has become subject to child protection procedures;   

• Is closely associated with someone in their personal life (e.g., partner, member of the 
family, or other household member) who may present a risk of harm to child/ren for 

whom the member of staff is responsible in their employment/volunteering.   
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• Allegations are made against a 16- or 17-year-old who has been put in a position of trust 

by a school or college in relation to anyone under the age of 18.    

  
1 1 All references in this document to ‘members of staff’ should be interpreted as meaning all 

paid or unpaid staff and volunteers.    
2 A fourth bullet point was added in KCSIE 2020 to cover transferable risk. Where a member 

of staff or volunteer is involved in an incident outside of school/college which did not involve 

children but could have an impact on their suitability to work with children. For example, a member 

of staff is involved in domestic violence at home. No children were involved but schools/colleges 

need to consider what triggered these actions and could a child in the school trigger the same 

reaction therefore being put at risk.    

  

Staff and volunteers should feel able to raise concerns about poor or unsafe practice and 

potential failures in the school or college’s safeguarding regime. Appropriate whistleblowing 

procedures, which are suitably reflected in staff training and staff behaviour policies, should be 

in place for such concerns to be raised with the school management team.    

   

Children’s Services have produced the following guidance   

   

• When you are subject of an allegation   

• Where there are concerns about your personal life   

   

• Allegations against Staff and Volunteers – Guidelines for meeting   

• Attending a LADO Allegations Management Meeting   

• Responding to an allegation or concern    

   

These can all be found on the EGFL at   

   

www.egfl.org.uk/ASV    

   

2 The difference between an allegation and a concern   

   

The procedures for dealing with allegations need to be applied with common sense and judgement. 

Many cases may well either not meet the criteria set out above, or may do so without warranting 

consideration of either a police investigation or enquires by local authority children’s social care 

services. In these cases, local arrangements should be followed to resolve cases without delay.    

   

It might not be clear whether an incident constitutes an ‘allegation’. It is important to remember that 

in order to be an allegation the alleged incident has to be sufficiently serious as to suggest that harm 

has or may have been caused harm to a child/ren or that the alleged behaviour indicates the 

individual may pose a risk of harm to children (or otherwise meet the criteria above). Issues that do 

not meet this threshold may constitute conduct or disciplinary issues and should be addressed by 

employers using the appropriate organisational procedures.   

    

If it is difficult to determine the level of risk associated with an incident the following should be 
considered:   

http://www.egfl.org.uk/ASV
http://www.egfl.org.uk/ASV
http://www.egfl.org.uk/ASV
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• Was the incident a disproportionate or inappropriate response in the context of a challenging 
situation?   

• Where the incident involved an inappropriate response to challenging behaviour, had the 
member of staff had training in managing this?   

• Does the member of staff understand that their behaviour was inappropriate and express a 

wish to behave differently in the future? For example, are they willing to undergo training?   

• Does the child or family want to report the incident to the police or would they prefer the 
matter to be dealt with by the employer?   

• Have similar allegations been made against the employee – is there a pattern developing?   

   

Incidents which fall short of the threshold could include an accusation that is made second or third 

hand and the facts are not clear, or the member of staff alleged to have done this was not there at 

the time; or there is confusion about the account.   

    

Whether an incident constitutes an allegation and hence needs to be dealt with through these 

procedures, may need to be discussed by the Local Authority Designated Officer (LADO or also 

known as Designated Officer DO) and the employer’s safeguarding lead. If it falls short of this 

threshold there may still be a role for the LADO to provide advice and support to the employer.  

Where the matter constitutes a conduct or performance issue, the employer should follow the 

appropriate disciplinary procedures and let the LADO know of the outcome.      

3 Initial action by person receiving or identifying an allegation or concern   

   

The person to whom an allegation or concern is first reported should treat the matter seriously 

and keep an open mind. They should not:   

   

• Investigate or ask leading questions if seeking clarification   

• Make assumptions or offer alternative explanations   

• Promise confidentiality, but they can give assurance that the information will only be 

shared on a ‘need to know basis’s   

   

They should:   

   

• Make a written record of the information (where possible in the child’s own words), 
including the time, date and place of incident/s, persons present and what was said;   

• Sign and date the written record and immediately report the matter to the Head teacher     

• Take a photograph or complete a body map of any overt physical injuries    

• Keeping Children Safe Guidance confirms that where staff have concerns about another 
staff member, they must report directly to the head teacher. Where there are concerns 

about the Head teacher it must be referred to the Chair of Governors.   

• If staff members are unsure, they should always speak to their Head teacher. However, in 

exceptional circumstances, such as in an emergency or a genuine concern that 
appropriate action has not been taken, staff members can speak directly to children’s 

services social care.   
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4 Initial action by the Case Manager   

   

The headteacher or in situations where the allegation has been made against the head teacher 

the Chair of Governors will be the case manager. When informed of a concern or allegation, the 

case manager should not initially investigate the matter or interview the member of staff, child 

concerned or potential witnesses. They should:   

   

• Obtain written details of the concern / allegation, signed and dated by the person 
receiving (not the child / adult making the allegation);   

• Record any information about times, dates and location of incident/s and names of any 
potential witnesses;   

• Record discussions about the child and/or member of staff, any decisions made, and the 
reasons for those decisions    

   

The LADO should be informed within one working day when allegations appear to meet the criteria 

listed in section one and prior to any further investigation taking place.   

Referrals should not be delayed to gather information. Contact details and a referral form can be 

found on the Ealing Grid for Learning at:   

    

www.egfl.org.uk/ASV    

   

The purpose of an initial discussion is for the LADO and the case manager to consider the nature, 

content and context of the allegation and agree a course of action. It also alerts the LADO about 

cases that may also reach them via another route for example if the parent goes straight to the 

police or social care – allowing the LADO to have as full a picture as possible. To gain an overview 

the LADO may also want to know details of any previous complaints, any adult witnesses, any 

child witnesses, any noted injuries, any tensions between staff and parents and a clear idea of 

the time and location of when issues may have occurred.    

   

This initial sharing of information and evaluation may lead to a decision that no further action is 

to be taken in regard to the individual facing the allegation or concern, in which case this 

decision and a justification for it should be recorded, by both the case manager and the LADO, 

and agreement reached as to what information should be put in writing to the individual 

concerned and by whom. Although the LADO may feel the threshold for a continued 

investigation has not been met, the school may feel they still have sufficient concerns regarding 

the individual facing the allegation, in which case they must decide what course of action they 

want to take and this may include warnings of a various nature or possible disciplinary action.     

The case manager should inform the accused person about the allegation as soon as possible 

after consulting the LADO. It is extremely important that the case manager provides them with 

as much information as possible at that time. However, where a strategy discussion is needed, 

or police or children’s social care services need to be involved, the case manager should not do 

share information about the allegation until those agencies have been consulted unless it  has 

already been agreed with the LADO that certain information can be shared.    

The LADO will advise the employer whether or not informing the parents of the child/ren 

involved will impede the disciplinary or investigation processes. Acting on this advice, if it is 

agreed that the information can be fully or partially shared, the employer should inform the 

http://www.egfl.org.uk/ASV
http://www.egfl.org.uk/ASV
http://www.egfl.org.uk/ASV
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parents. In some circumstances, however, the parent/s may need to be told straight away (e.g. if 

a child is injured and requires medical treatment).    

   

If the allegation is not false and there is cause to suspect that a child is suffering or is likely to 

suffer significant harm, the LADO will immediately refer to children’s social care and ask for a 

strategy discussion to be convened in accordance with the Working Together to Safeguard 

Children 2018.    

5 Suspension   

   

Employers must consider carefully whether the circumstances of a case warrant a person being 

suspended from contact with children at the school until the allegation or concern is resolved.  

An individual should only be suspended if there is no reasonable alternative. Suspension should 

be considered only in a case where there is cause to suspect a child or other children at the 

school are at risk of harm or the case is so serious that it might be grounds for dismissal. 

Suspension should not be the default option but if used the reasons and justification should be 

recorded by the school and the individual notified of the reasons. The strategy meeting may 

advise a school to suspend but the actual decision will rest with the Head teacher or Chair of 

Governors.   

Based on assessment risk the following alternatives should be considered by the Head Teacher 
before suspending a member of staff:   

   

• redeployment within the school or college so that the individual does not have direct 

contact with the child or children concerned;   

• providing an assistant to be present when the individual has contact with children;   

• redeployment to alternative work in the school so the individual does not have 

unsupervised access to children;   

• moving the child or children to classes where they will not come into contact with the 
member of staff, making it clear that this is not a punishment and parents have been 

consulted;   

• temporarily redeploying the member of staff to another school in a different location, for 
example to an alternative school or college or for the local authority or academy trust.   

6 Strategy Meeting   

   

The meeting will normally include the LADO or their representative, a Child Protection Adviser 

from Children’s services, the Head teacher or the DSL or a senior manager from the school, 

school’s HR and depending on the circumstances the police and legal services. Other relevant 

individuals may be invited depending on the circumstances. If the allegation is about physical 

contact, the strategy discussion or initial evaluation with the police should take into account that 

teachers and other school staff are entitled to use reasonable force to control or restrain 

children in certain circumstances, including dealing with disruptive behaviour.    

   

Where the initial consideration or strategy meeting decides the allegation does not involve a 

possible criminal offence or require a children’s services investigation it should be dealt with by 

the school. In such cases if the nature of the allegation does not require formal disciplinary 

action, appropriate action should be instituted within three working days. If a disciplinary 
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hearing is required and can be held without further investigation the hearing should be held 

within 15 working days.    

   

If the strategy meeting decides a Section 47 enquiry or police investigation is required any 

unilateral action by the school will need to be suspended, unless otherwise agreed, until their 

investigations are complete. Protocols for sharing information a police or children’s services 

investigation need to be agreed especially as a common outcome will be to refer the issue back 

to the school to consider as a disciplinary issue. The strategy meeting should also consider what 

support should be provided to the member of staff and others who may be affected and how 

they will be kept up to date with the progress of the investigation.    

   

Where further investigation is required to inform consideration of disciplinary action the 

employer should discuss who will undertake that with the LADO. In some circumstances it may 

be appropriate for the disciplinary investigation to be conducted by a person who is 

independent of the employer or the person’s line manager to ensure objectivity. In any case the 

investigating officer should aim to provide a report to the employer within 10 working days.    

The following definitions should be used when determining the outcome of allegation 
investigations:   

   

• Substantiated: there is sufficient evidence to prove the allegation   

• Malicious: there is sufficient evidence to disprove the allegation and there has been a 

deliberate act to deceive;   

• False: there is sufficient evidence to disprove the allegation.    

• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. 
The term, therefore, does not imply guilt or innocence.    

• Unfounded: To reflect cases where there is no evidence or proper basis which supports the 
allegation being made.   

7 Supporting those involved   

   

Employers have a duty of care to their employees. They should act to manage and minimise the 

stress inherent in the allegations and disciplinary process. Support for the individual is key to 

fulfilling this duty. Individuals should be informed of concerns or allegations as soon as possible 

and given an explanation of the likely course of action, unless there is an objection by the local 

authority social care services or the police. The individual should be advised to contact their 

trade union representative, if they have one, or a colleague for support. When appropriate they 

should also be given access to welfare counselling or medical advice where this is provided by 

the employer. Schools can refer staff to “workplace options” if they buy into this service.    

The school should appoint a named representative to keep the person who is the subject of the 

allegation informed of the progress of the case and consider what other support is appropriate 

for the individual. Particular care needs to be taken when employees are suspended to ensure 

that they are kept informed of both the progress of their case and current work-related issues. 

Social contact with colleagues and friends must not be prevented unless there is evidence to 

suggest that such contact is likely to be prejudicial to the gathering and presentation of 

evidence.    

Parents or carers of a child or children involved should be told about the allegation as soon as 

possible if they do not already know of it. However, where a strategy discussion is required, or 
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police or local authority children’s social care services need to be involved, the head should 

consult those agencies and agree what information can be disclosed to the parents. They should 

also be kept informed about the progress of the case, and told the outcome where there is not a 

criminal prosecution, including the outcome of any disciplinary process. The deliberations of a 

disciplinary hearing, and the information taken into account in reaching a decision, cannot 

normally be disclosed, but the parents or carers of the child should be told the outcome in 

confidence. Parents and carers should also be made aware of the prohibition on reporting or 

publishing allegations about teachers in section 141F of the Education Act 2002.    

8 Confidentiality   

   

It is extremely important that when an allegation is made, the school makes every effort to 

maintain confidentiality and guard against unwanted publicity while an allegation is being 

investigated or considered.    

Schools and FE colleges should take advice from the LADO, police and local authority social care 

services to agree the following:    

   

• Who needs to know and, importantly, exactly what information can be shared;    

• How to manage speculation, leaks and gossip;    

• What if any information can be reasonably given to the wider community to reduce 

speculation; and    

• How to manage press interest if and when it should arise.    

   

From 1st October 2012 the Education Act 2011 introduced reporting restrictions preventing the 

publication of any material that may lead to the identification of a teacher who has been 

accused by, or on behalf of, a pupil from the same school. Basically the reporting restrictions 

apply until the point that the accused person is charged with an offence.    

The case manager should take advice from the LADO, police and children’s social care services to 

agree the following:   

• Who needs to know and, importantly, exactly what information can be shared;   

• How to manage speculation, leaks and gossip;   

• What, if any information can be reasonably given to the wider community to reduce 
speculation; and   

• How to manage press interest if and when it should arise   

9 Resignations and Settlement agreements   

   

The fact that a person tenders his or her resignation or ceases to provide their services must not 

prevent an allegation being followed up in accordance with these procedures. By the same token 

settlement agreements, by which a person agrees to resign if the school agrees not to pursue 
disciplinary action, must not be used in these cases. A referral to the DBS must be made if 

the criteria are met (see section 14).   

10 Record Keeping   

   

Details of allegations that are found to have been malicious should be removed from personnel 

records. However, for all other allegations, it is important that a clear and comprehensive 

summary of the allegation, details of how the allegation was followed up and resolved, and a 
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note of any action taken and decisions reached, is kept on a person’s confidential personnel file, 

and a copy provided to the person concerned.    

   

The purpose of the record is to enable accurate information to be given in response to any 

future request for a reference, where appropriate. It will provide clarification in cases where 

future DBS Disclosures reveal information from the police about an allegation that did not result 

in a criminal conviction and it will help to prevent unnecessary reinvestigation if, as sometimes 

happens, an allegation re-surfaces after a period of time. The record should be retained at least 

until the person has reached normal retirement age or for a period of 10 years from the date of 

the allegation if that is longer.    

11 References   

   

Cases in which an allegation was proven to be unsubstantiated, unfounded or malicious must 

not be included in employer references. A history of repeated concerns or allegations which 

have all been found to be unsubstantiated, malicious etc. must also not be included in any 

reference.    

12 Information sharing   

   

In a strategy discussion or the initial evaluation of the case, the agencies involved should share 

all relevant information they have about the person who is the subject of the allegation, and 

about the alleged victim.    

Where the police are involved, wherever possible the employer should ask the police to obtain 

consent from the individuals involved to share their statements and evidence for use in the 

employer disciplinary process. This should be done as their investigation proceeds and will 

enable the police to share relevant information without delay at the conclusion of their 

investigation or any court case.   

   

Children’s social care services should adopt a similar procedure when making enquiries to 

determine whether the child or children named in the allegation are in need or protection or 

services, so that any information obtained in the course of those enquiries which is relevant to a 

disciplinary case can be passed to the employer without delay.    

   

13 Action following a criminal investigation or a prosecution    

   

The police or the Crown Prosecution Service (CPS) should inform the school and LADO straight 

away when a criminal investigation and any subsequent trial is complete, or if it is decided to 

close an investigation without charge, or not to continue to prosecute the case after person has 

been charged. In those circumstances the LADO should discuss with the head teacher, and chair 

of governors whether any further action, including disciplinary action, is appropriate and, if so, 

how to proceed.    

14 Action on conclusion of a case   

   

If the allegation is substantiated and the person is dismissed or the school ceases to use the 

person’s services, or the person resigns or otherwise ceases to provide his or her services, the 
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LADO and the school should discuss whether a referral to the Disclosure and Barring Service 

(DBS) for consideration of inclusion on the barred lists and /or (for teachers) to the Department 

of Education is needed.    

  

   

There is also a legal requirement for employers to make a referral to the DBS 

where they think that an individual has engaged in conduct (including 

inappropriate sexual conduct) that harmed (or is likely to harm) a child or if a 

person otherwise poses a risk of harm to a child. In such circumstances, the duty 

to refer an individual to the DBS arises where an employer has removed the 

individual from relevant work with children or the person has chosen to cease 

relevant work in circumstances where they would have been removed had they  

not done so. Professional misconduct cases should be referred to the relevant regulatory 

body. The DBS will consider whether to bar the person from working in regulated activity, which 

will include work in schools and other educational establishments. Local authorities & schools 

and other bodies all have a statutory duty to make reports, and to provide relevant information 

to the DBS. Referrals should be made as soon as possible after the resignation or removal of the 

member of staff involved and within one month of ceasing to use the person’s services.    

15 In respect of malicious or unsubstantiated allegations    

   

If an allegation is determined to be unsubstantiated or malicious, the LADO should refer the 

matter to the children’s social care services to determine whether the child concerned is in need 

of services, or may have been abused by someone else. If an allegation is shown to be 

deliberately invented or malicious, the head teacher, principal or proprietor should consider 

whether any disciplinary action is appropriate against the pupil who made it; or whether the 

police should be asked to consider if action might be appropriate against the person responsible, 

even if he or she was not a pupil.    
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Records Retain  

This practical guide has been developed to support Early Years Settings with retention 

periods for records such as registers, medication, and accident records. It also includes 
timescales for child protection records and staffing records.   

   

The Early Years Foundation Stage (EYFS) 2017 states that the legal requirements around record 

keeping are:    

   

• 3.68 Providers must maintain records and obtain and share information 

(with parents and carers, other professionals working with the child, the 
police, social services and Ofsted or the childminder agency with which 

they are registered, as appropriate) to ensure the safe and efficient 
management of the setting, and to help ensure the needs of all children 

are met. Providers must enable a regular two-way flow of information with 

parents and/or carers, and between providers, if a child is attending more 
than one setting. If requested, providers should incorporate parents’ 

and/or carers’ comments into children’s records.   

   

• 3.69. Records must be easily accessible and available (with prior 

agreement from Ofsted or the childminder agency with which they are 

registered, these may be kept securely off the premises). Confidential 

information and records about staff and children must be held securely 

and only accessible and available to those who have a right or professional 

need to see them. Providers must be aware of their responsibilities under 

the Data Protection Act (DPA) 1998 and where relevant the Freedom of 
Information Act 2000.   

   

• 3.70. Providers must ensure that all staff understand the need to protect 
the privacy of the children in their care as well the legal requirements that 

exist to ensure that information relating to the child is handled in a way 
that ensures confidentiality.   

   

• 3.71 Records relating to individual children must be retained for a 
reasonable period of time after they have left the provision (footnote 56: 

individual providers should determine how long to retain records relating 

to individual children)   

   

   

   

  

  

  

   

  

Children’s Records    
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Children’s Records   Retention Period   

Children’s records - including registers and 

medication record books pertaining to the 

children   

Requirement - records should be retained for  a 
reasonable period of time (for example three 
years) after children have left the provision   
   

Recommendation (Limitation Act 1980) - Until the 
child reaches the age of 21 - or until the child 
reaches the age of 24 for child protection records   
   

Normal limitation rules (which mean that an 
individual can claim for negligently caused 
personal injury up to three years after, or 
deliberately caused personal injury up to six years 
after the event) are postponed until a child 
reaches 18 years old   
   

As best practice it is recommended that registers 

are kept as per child protection guidelines. They 

may need to be used in the future to prove if a 

child was or was not in your setting.   

Records relating to individual children  

e.g. care plans, Common Assessment 

Frameworks, speech and language  

referral forms   

These would usually be passed on to the child’s 

next school or setting.    

Copies should be kept for a reasonable period  

e.g., 3 years unless they relate to child protection 
in which case it would be   
24 years    

Some LSCBs recommend keeping Early Help 

records for the same length as child protection 

documents – please check with your Designated 

Officer or Team of Officers in your area for further 

advice.   

Accidents and pre-existing injuries forms   As best practice and in case anything is  relevant 

to child protection it is recommended these are 

kept for 24 years.   

Records of any reportable death, injury, disease or 

dangerous occurrence (for children)   

Three years after the date the record was made. 

However, if they are relating to child protection 

they should be kept for 24 years.     

Observation, planning and assessment records of 

children   

As good practice it is recommended that you keep 

planning since the last inspection so there is a 

paperwork trail if   



100  

  

  the inspector would like to see it.   

   

You may also choose to keep a copy of some of 
these as evidence of how/if these have been 
developed/improved over time as evidence for 
self-evaluation and continuous improvement.    
   

Usually information and assessments about 

individual children would either be given to 

parents when the child leaves or the next 

setting/school that the child moves to (with 

parents’ permission).   

   

Personnel Records    

Personnel Records   Retention Period   

Personnel files and training records (including 

disciplinary records and working time 

records)   

Six years after employment ceases   

Application forms and interview notes (for 

unsuccessful candidates)   

Six months to one year   

Redundancy details, calculations of 

payments, refunds, notification to the 

Secretary of State   

Six years from the date of redundancy   

   

Health and Safety Records   

Health and Safety Records   Retention Period   

Risk Assessments   There is no set guidance for this, but Citation 
would say you should keep the assessments for at 
least three years, just in case there is a claim that 
needs to be backdated.   
   

Although there is low exposure for things like 

industrial diseases and asbestos related 

conditions in childcare, those with older premises 

may have asbestos and therefore claims can go 

back for a number of years so it is best practice to 

keep the risk assessments and management plans 

and then archive them.   

Records of any reportable death, injury,  disease 

or dangerous occurrence (for staff)   

Three years after the date the record was made   

Staff accident records (for organisations with 10 

or more employees)   

Three years after the date the record was made 

(there are separate rules for the   
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  recording of accidents involving hazardous 

substances)   

Accident/medical records as specified by the  

Control of Substances Hazardous to   

Health Regulations (COSHH)   

40 years from the date of the last entry   

Assessments under Health and Safety Regulations 

and records of consultations with safety 

representatives and committees   

Permanently   

Accounting records   You must normally keep records for at least 6 

years from the end of the last company financial 

year they relate to. You may need to keep records 

longer if: they show a transaction that covers 

more than one of the company's accounting 

periods   

   

Administration Records    

Administration Records   Retention Period   

Complaints record book   

   

   

   

   

   

At least three years from the date of the last 

record   

   

   

   

Visitors/signing in book    No official guidance but would  
recommend 24 years as part of the child 
protection trail    

   

Minutes/minute books   Permanently   

Insurance certificates   

   

40 years from the date insurance commences or 
is renewed   

   

   

For Child Protection:   

If an allegation is made against a member of your team (whether founded or not) then 

it is important that you as employers keep a clear and comprehensive summary of:   

• Any allegations made   

• Details of how allegations were followed up and resolved   

• Any action taken •   Decisions reached.   

These details should be kept in a person’s confidential personnel file and a copy should 

be given to the individual. Such information should be retained on file, including 

people who leave the organisation, at least until the person reaches normal 

retirement age, or for 10 years if that is longer.   
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For other documents relating to a child’s welfare, health and safety (e.g. accident books, 

personal files) it is important that these are kept until a child is classed as an adult, 

regardless of their individual circumstances, which for child protection is 24 years. This 

is why the Limitation Act states 24 years to enable any allegations in later life or 

establishments to follow through on information relating to the child when they were 

younger. You should therefore store any records relating to referrals or contacts with 

social care or LSCB for 24 years. Other documents relating to the child should be 

retained for 21 years for the same reasons.   

Staff recruitment records:   

You should keep any recruitment paperwork (for unsuccessful candidates) for 6 to 12 

months. This is in case they make a claim that they have been discriminated against 

during the interview process.   

Former staff HR paperwork should be kept for three years.   

Former staff payroll records/information should be kept for seven years.   

If you require any further information regarding employment NDNA has a free legal 

helpline  for  NDNA  members.  Further  information  can  be 

 found  at: 

http://www.ndna.org.uk/NDNA/membership_section/free_ndna_helplines.aspx?W 

eb siteKey=5e278c52-0dec-4482-ad81-d06b25949f8b Closing nurseries:   

In the unlikely event of a nursery closing it is recommended that the nursery contact their 

Local Authority in relation to storing records and seek advice from the Data Protection 

and Freedom of Information website: ico.org.uk.   

   

Further information    

• Advisory booklet – personal data and record keeping 

www.acas.org.uk/index.aspx?articleid=717   

• Data Protection Act (1998) www.gov.uk/data-protection/the-dataprotectionact   

• Limitation Act (1980) www.legislation.gov.uk/ukpga/1980/58   

• Health and Safety Executive - Reporting injuries, diseases and dangerous 

occurrences in health and social care www.hse.gov.uk/pubns/hsis1.pdf   

• Freedom of Information Act (2000) https://ico.org.uk/fororganisations/guideto-

freedom-of-information/what-is-the-foi-act/   

   

The contents of this work are exclusively the property of National Day Nurseries Association (NDNA). 

NDNA would like to point out that although the information in this factsheet has been completed 

and checked by experts, it only provides a guide. As legislation and inspection criteria change on a 

regular basis to reflect new practices it is essential that you confirm legal matters with a solicitor and 

keep up to date.     NDNA cannot accept any responsibility if you implement the guidance 

without first confirming your legal position with a suitably qualified person.    

We hope that you will continue to use this factsheet as a useful tool for guidance and would 

welcome any feedback. If you have any queries or concerns about the factsheet, please do not 

hesitate to contact us.   

National Day Nurseries Association   
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