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01 / PARENT HANDBOOK

Welcome to Little Brambles

The purpose of this handbook is to provide information to you as Parents/carers at Little Brambles
Nursery. The handbook outlines the basic guidelines & procedures that are in effect at the Nursery. You
are urged to read this handbook carefully. If you have any questions or need further clarification of any
material in the handbook, please consult with a member of the Management team.

This handbook will be revised from time to time as changes occur in guidelines & procedures.

02 / PARENT HANDBOOK

Aims and Objectives

It is the objective of Little Brambles Nursery to provide the highest standards of care and education for
all children.

We aim to provide a friendly, safe and inclusive environment which will also stimulate and challenge the
children.

Staff are sensitive and respond to the individual needs of each child and they value partnerships with
parents and carers.

Nursery Telephone No: 01772 285776

Aims and Objectives Back to contents
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Child Protection and Safeguarding

Policy

Introduction

Little Brambles Nursery is dedicated to the support, development and promotion of high-quality care
and education for the benefit of our children, families and community. We are committed to
safeguarding children and promoting their welfare through building a safe organisational culture.

All staff, students and volunteers have a responsibility for safeguarding children, being vigilant and
identifying and reporting any safeguarding concerns, in line with this and supporting policies, including:

Acceptable internet use policy

Attendance policy

CCTV policy

Data protection and confidentiality policy

Emergency lockdown policy

Inclusion and equality policy

Late collection and non-collection of children policy

Lone working policy

Looked after children policy

Low-level concern policy

Missing child from nursery policy

Missing child from outings policy

Mobile phone and electronic device use policy

Nappy changing policy

Online safety policy

Promoting positive behaviour policy

Recruitment, selection and suitability of staff policy

Respectful intimate care policy

Social networking policy

Special educational needs and disabilities (SEND)
policy

Staff code of conduct

Supervision of children policy

Supervision of visitors policy

Volunteers policy

Whistleblowing policy

Young workers policy

We ensure all staff, students and volunteers have the necessary knowledge and skills to carry out their
duties and are confident to implement these policy and procedures on an ongoing basis to support
them in promoting and safeguarding the welfare of children. This is achieved through recruitment and

Child Protection and Safeguarding Policy
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induction processes and by offering ongoing training and support to all staff, appropriate to their
specific role, in line with the criteria set out in Annex C of the EYFS.

This policy is reviewed annually to ensure it remains in line with statutory guidance. Its effectiveness is
monitored through staff and stakeholder reviews, appraisals and feedback to ensure appropriate
knowledge and awareness is in place.

It is the responsibility of every staff member, student and volunteer to report any breaches of this policy
to the Designated Safeguarding Lead (DSL).

Policy intention

The policy makes it clear that all staff, students and volunteers have a responsibility to safeguard
children and young people and to protect them from harm. It aims to raise awareness of how to
safeguard and promote the welfare of children and provides procedures should a child protection issue
arise.

This policy applies to all children up to the age of 18 years whether living with their families, in state care,
or living independently (Working together to safeguard children).

Safeguarding and promoting the welfare of children, in relation to this policy, is defined as:

» Providing help and support to meet the needs of children as soon as problems emerge
» Protecting children from maltreatment, whether that is within or outside the home, including online
» Preventing impairment of children’s mental and physical health or development

» Ensuring that children grow up in circumstances consistent with the provision of safe and effective
care

» Promoting the upbringing of children with their birth parents, or otherwise family network through a
kinship care arrangement, wherever possible and where this is in the best interests of the children

» Taking action to enable all children to have the best outcomes in line with the outcomes set out in
the Children’s Social Care National Framework.

Child protection is an integral part of safeguarding children and promoting their overall welfare. In this
policy, child protection shall mean:

» The activity that is undertaken to protect specific children who are suspected to be suffering, or likely
to suffer, significant harm. This includes harm that occurs inside or outside the home, including
online.

(Working together to safeguard children)
To safeguard children and promote their welfare we will:

» Develop a safe organisational culture where staff are confident to raise concerns about professional
conduct

» Ensure all staff are able to identify the signs and indicators of abuse, including the softer signs of
abuse, and know what action to take

« Understand and be sensitive to factors, including economic and social circumstances and ethnicity,
which can impact children and families’ lives

» Share information with other agencies as appropriate.

We promote:

» Always listening to children

Child Protection and Safeguarding Policy Back to contents 6
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- Positive images of children

» Children developing independence and autonomy as appropriate for their age and stage of
development

» Safe and secure environments for children

» Tolerance and acceptance of different beliefs, cultures and communities

 British values

» Providing intervention and help for children and families in need.

We have a duty to act quickly and responsibly in any instance that may come to our attention. If in any
doubt about what constitutes a safeguarding concern, refer to the Designated Safeguarding Lead (DSL).
If there is a concern, never do nothing (Laming, 2009), always do something, including sharing
information with any relevant agencies. Safeguarding is everybody’s responsibility.

The nursery aims to:

» Keep the child at the centre of all we do, providing sensitive interactions that develop and build
children’s well-being, confidence and resilience

»  We will support children to develop an awareness of how to keep themselves safe, healthy and
develop positive relationships

» Be aware of the increased vulnerability of children with Special Educational Needs and Disabilities
(SEND), isolated families and vulnerabilities in families, including the additional potential impact of
the trio of vulnerabilities on children and Adverse Childhood Experiences (ACEs)

« Ensure that all staff feel confident and supported to act in the best interest of the child, maintaining
professional curiosity around welfare of children, sharing information, and seeking help that a child
may need at the earliest opportunity

« Ensure that all staff are trained at least every two years and updated regularly with child protection
training and procedures and kept informed of changes to local and/or national procedures, including
thorough annual safeguarding updates

« Make any child protection referrals in a timely way, sharing relevant information as necessary in line
with procedures set out by the Lancashire Local Authority

« Ensure that information is shared only with those people who need to know in order to protect the
child and act in their best interest

» Ensure that staff identify, minimise and manage risks while caring for children

- Follow clear whistleblowing procedures by taking any appropriate action relating to poor or unsafe
practices and allegations of serious harm or abuse against any person working with children including
reporting such allegations to Ofsted and other relevant authorities

» Ensure parents are fully aware of our safeguarding and child protection policies and procedures when
they register with the nursery and are kept informed of all updates when they occur

» Regularly review and update this policy with staff and parents where appropriate and make sure it
complies with any legal requirements and any guidance or procedures issued by Lancashire Local
Authority

Child Protection and Safeguarding Policy Back to contents T
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Designated Safeguarding Lead (DSL)

The DSL has overall responsibility for the Safeguarding children and child protection policy and
procedures. It is their role to ensure that the policy and procedures are implemented to safeguard and
promote the welfare of children. They are responsible for coordinating safeguarding and child protection
training for staff across the organisation.

There is always at least one designated person on duty during the opening hours of the setting. The
designated persons receive comprehensive training, consistent with the training criteria provided in
Annex C of the EYFS, at least every two years and update their knowledge on an ongoing basis, but at
least once a year. They in turn support the ongoing development and knowledge of the staff team with
regular safeguarding updates.

Designated Safeguarding Lead Nursery Manager (see Child protection poster)

Deputy Designated Safeguarding Lead Nursery Deputy Manager & Nursery Director (see
Child protection poster)

In the unlikely event that both the DSL and Deputy DSL are absent, and to ensure immediate action can
be taken, contact the Local Safeguarding Partnership (LSP).

The role of the DSL

The role of the DSL is to:

» Update the Safeguarding children and child protection policy and procedures in line with new
legislation and in response to any incidents

« Carry out ongoing monitoring of the setting’s policies and procedures to ensure they remain effective

» Ensure policies and procedures are in line with the guidance and procedures of the relevant Local
Safeguarding Partnership (LSP)

» Ensure updates and new legislation are reflected in our services as soon as they are known

» Act as a source of support, advice and expertise for all staff, students, volunteers, children and
parents who have child protection concerns

» Ensure detailed, accurate, secure written records of concerns and referrals

» Review all written safeguarding reports

» Assess information provided promptly, carefully and refer as appropriate to external agencies
» Provide signposting to other organisations

» Consult with statutory child protection agencies and regulatory bodies where required

» Make formal referrals to statutory child protection agencies or the police, as required.

In addition, the DSL is required to:
- Keep up-to-date with good practice and national requirements for safeguarding and child protection
» Provide information on safeguarding and child protection for the setting

» Have an ongoing responsibility to ensure all staff understand the correct procedures and are aware of
their safeguarding responsibilities

Child Protection and Safeguarding Policy Back to contents 8
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» Raise awareness of any safeguarding and child protection training needs and implement where
necessary

» Retain up-to-date knowledge of local child protection procedures, including how to liaise with local
statutory children’s services agencies and with the local safeguarding partners to safeguard children.

The DSL does not investigate whether or not a child has been abused or investigate an allegation or
disclosure. Investigations are for the appropriate authorities, usually the police and social services.

Monitoring children’s attendance

As part of our requirements under the statutory framework we must follow up on absences in a timely
manner. See our Attendance policy for further details about the processes we will take to implement this
requirement.

We are required to monitor children’s attendance patterns and trends to ensure they are consistent and
no cause for concern. We ask parents to inform the nursery prior to their children taking holidays or days
off, and all incidents of sickness absence should be reported to the nursery the same day so the nursery
management are able to account for a child’s absence.

If a child has not arrived at nursery within one hour of their normal start time, the parents will be
contacted to ensure the child is safe and healthy. If the parents are not contactable then the emergency
contacts numbers listed will be used to ensure all parties are safe. Staff will work their way down the
emergency contact list until contact is established and we are made aware that all is well with the child
and family.

If contact cannot be established, then we would assess if a home visit were required to establish all
parties are safe. If contact is still not established, we would assess if it would be appropriate to contact
relevant authorities, including the police, in order for them to investigate further.

Where a child is part of a child protection plan, or during a referral process, any absences will
immediately be reported to the Local Authority children’s social care team to ensure the child remains
safe and well.

Informing parents

Parents are normally the first point of contact. If a suspicion of abuse is recorded, parents are informed
at the same time as the report is made, except where the guidance of the Local Authority children’s
social care team, police or LADO does not allow this to happen.

This will usually be the case where the parent or family member is the likely abuser or where a child may
be endangered by this disclosure. In these cases, the investigating officers will inform parents.

Support to families

The nursery takes every step in its power to build up trusting and supportive relationships among
families, staff, students and volunteers within the nursery.

The nursery will continue to welcome a child and their family whilst enquiries are being made in relation
to abuse in the home situation. Parents and families will be treated with respect in a non-judgmental
manner whilst any external investigations are carried out in the best interest of the child.

Child Protection and Safeguarding Policy Back to contents 9
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Confidentiality

Confidentiality must not override the right of children to be protected from harm. However, every effort
will be made to ensure confidentiality is maintained for all concerned if an allegation has been made and
is being investigated.

If uncertain about whether sensitive information can be disclosed to a third party, contact the DSL or call
the Information Commissioner’s Office helpline on 0303 123 1113. They will provide advice about the
particulars relating to each individual case, including information which can and cannot be shared.

Staff must not make any comments either publicly or in private about the supposed or actual behaviour
of a parent, child or member of staff.

Record Keeping and Data Protection

Confidential records kept on a child are shared with the child's parents or those who have parental
responsibility for the child, only if appropriate and in line with guidance of the Local Authority with the
proviso that the care and safety of the child is paramount. We will do all in our power to support and
work with the child's family.

The nursery keeps appropriate records to support the early identification of children and families which
would benefit from early help. Factual records are maintained in a chronological order with parental
discussions. Records are reviewed regularly by the DSL to look holistically at identifying children’s needs.

Our Data protection and confidentiality policy will be applied with regards to any information received
from an individual. Only persons involved in the investigation should handle this information although
any investigating body will have access to all information stored in order to support an investigation.

Definitions of abuse

Definition of harm

The Children Act 1989 introduced the concept of harm as ‘the threshold that justifies compulsory
intervention in family life in the best interests of children’. It gives LAs a duty to make enquires to decide
whether they should take action to safeguard or promote the welfare of a child who is suffering, or likely
to suffer, significant harm.

Whilst there are no absolute criteria to rely on when judging what constitutes significant harm,
consideration should be given to:

» The severity of the ill-treatment, including the degree of harm
« The extent and frequency of abuse and/or neglect
» The impact this is likely to have, or is having, on the child involved.

This may be a single traumatic event, such as a violent assault, suffocation or poisoning, or it can be a
combination of events (both acute and long-standing) that impairs the physical, intellectual, emotional,
social or behavioural development of the child.

Definitions of abuse and neglect

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by
inflicting harm, or by failing to act to prevent harm. Children may be abused within a family, institution or
community setting by those known to them or, more rarely, a stranger.

Child Protection and Safeguarding Policy Back to contents 10
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Perpetrators of abuse can be an adult, or adults, another child or children.
Reporting procedures

Allegation against our staff

An allegation against our staff may relate to a person who 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

» Behaved towards a child or children in a way that indicates he or she may pose a risk of harm to
children, or

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

We will make every effort to maintain the confidentiality of all parties while an allegation or concern is
being investigated. Dealing with an allegation can be a stressful experience and, to support the staff
member, a named person (usually the DSL or Deputy DSL) to liaise with will be offered. The timeframes
for an investigation will follow the guidelines of other involved authorities.

We reserve the right to suspend a staff member until the investigation is concluded. Further action will
be determined by the outcome of the investigation.

Founded allegations are considered gross misconduct, in accordance with our disciplinary procedures,
and may result in the termination of employment. DBS will be informed to ensure their records are
updated and Ofsted will be informed. We retain the right to dismiss any member of staff in connection
with founded allegations following an inquiry.

All safeguarding records are kept until the person reaches normal retirement age or for 22 years, if that
is longer. This will ensure accurate information is available for references and future DBS checks and
avoids unnecessary reinvestigation.

Unfounded allegations will result in all rights being reinstated. A return to work plan will be put in place
for any member of staff returning to work after an allegation has been deemed unfounded. Individual
support will be offered to meet the needs of the staff member and the nature of the incident such as
more frequent supervisions, coaching and mentoring or external support services.

If the member of staff resigns during the investigation, we will inform DBS, Ofsted and the police, where
appropriate.
Reporting procedure

We will always act on behalf of the child and will do everything possible to ensure the safety and welfare
of any child and so will take all allegations of potential abuse seriously. All concerns reported to staff will
be pursued, regardless of the nature of the concern and to whom the allegation relates.

Child Protection and Safeguarding Policy Back to contents 11
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All staff have a responsibility to report safeguarding and child protection concerns and suspicions of
abuse. These concerns will be discussed with the DSL as soon as possible.

Recruitment, selection, induction and training

Recruitment and selection

Through the implementation of our Safer recruitment of staff policy, we endeavour to prevent unsuitable
people from becoming members of staff. We check the suitability of new recruits following the
procedures outlined in the Recruitment, selection and suitability of staff policy.

Procedures include relevant checks, such as obtaining references, establishing the identity of applicant
and conducting criminal records disclosures prior to employment. Where required, staff and
stakeholders have enhanced DBS checks. Clear person specification criteria and processes during the
recruitment and selection process enable us to determine a candidate’s suitability for the role.

We have specific responsibilities, as outlined in this policy, for any staff, apprentices, students and
learners under the age of 18 whether living with their families, in state care, or living independently.

Legal framework

We adhere to all current legislation, as below:

+ Children and Social Work Act 2017

« Criminal Justice and Court Services Act 2000

« Female Genital Mutilation Act 2003 (as amended by the Serious Crime Act 2015)
e Freedom of Information Act 2012

» Safeguarding Vulnerable Groups Act 2006

« The Childcare Act 2006

e The Children Act 2004

« The Children Act (England and Wales) 1989

» The Counter-Terrorism and Security Act 2015

» The Data Protection Acts 1984, 1998 and 2018
» The Domestic Abuse Act 2021

» The Equality Act 2010

» The Human Rights Act 1998

» The Police Act 1997

» The Sexual Offences Act 2003

» Keeping Children Safe in Education

» Working together to safeguard children

Relevant non-statutory guidance:

» Child sexual exploitation, DfE 2017
- Information sharing, DfE 2024
« What to do if you‘re worried a child is being abused, DfE 2015

Child Protection and Safeguarding Policy Back to contents 12
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Useful contacts

Main office 01772 285776

DSL Lorna Wilkinson

Deputy DSL All staff are Level 2 DSL trained
Local Authority Designated Officer (LADO) 01772 536 694

Local Authority Safeguarding Children Partnership 0300 123 6720

Ofsted (England) 0300 123 1231

Police and related contacts

Emergency police 999
Non-emergency police 101

Child exploitation and online protection (CEOP) Online contact only
DfE counter-extremism helpline 020 7340 7264

Other useful contacts

Anti-terrorist hotline 0800 789 321
NSPCC Child Protection Helpline 0808 800 5000
Childline 0800 1111
Kidscape 020 7823 5430
National Domestic Abuse helpline 0808 2000 2471
Modern slavery helpline 08000 121 700
Crimestoppers 0800 555 111
Internet Watch Foundation (IWF) 01223 20 30 30
Information Commissioners Office (ICO) 0303 123 1113
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Accident, Incidents and Injuries

Policy Statement

At Little Brambles Nursery the safety of all children is paramount, and we have measures in place to help
to protect children. However, sometimes accidents do unavoidably happen.

We follow this policy to ensure all parties are supported and cared for when accidents or incidents
hoppen1 and that the circumstances of the accident or incident are reviewed with a view to minimising
any future risks.
1 An accident is an unfortunate event or occurrence that happens unexpectedly and unintentionally, typically resulting in an
injury, for example tripping over and hurting your knee.

An incident is an event or occurrence that is related to another person, typically resulting in an injury, for example being
pushed over and hurting your knee.

Accidents or incidents

When an accident or incident occurs, we ensure:

e The child is comforted and reassured first

« The extent of the injury is assessed and if necessary, a call is made for medical support or an
ambulance

» First aid procedures are carried out where necessary, by a trained paediatric first aider

» The person responsible for reporting accidents, incidents or near misses is the member of staff who
saw the incident or was first to find the child where there are no witnesses

« The accident or incident is recorded on an accident/incident form, and it is reported to the nursery
manager. Other staff who have witnessed the accident may also countersign the form and, in more
serious cases, provide a statement. This should be done as soon as the accident is dealt with, whilst
the details are still clearly remembered

» Parents are shown the accident/incident form and informed of any first aid treatment given. They are
asked to sign it the same day, or as soon as reasonably practicable after

« The nursery manager reviews the accident/incident forms at least monthly for patterns, e.g. one child
having a repeated number of accidents, a particular area in the nursery or a particular time of the day
when most accidents happen. Any patterns are investigated by the nursery manager and all
necessary steps to reduce risks are put in place

« The nursery manager reports any serious accidents or incidents to the registered person for
investigation for further action to be taken (i.e. a full risk assessment or report under Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR))

» The accident forms are kept for at least 25 years

» Where medical attention is required, a senior member of staff will notify the parent(s) as soon as
possible whilst caring for the child appropriately

»  Where medical treatment is required the nursery manager will follow the insurance company
procedures, which may involve informing them in writing of the accident

Accident, Incidents and Injuries Back to contents 14
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» The nursery manager or registered provider will report any accidents of a serious nature to Ofsted
and the local authority children’s social care team (as the local child protection agency), where
necessary. Where relevant, such accidents will also be reported to the local authority environmental
health department or the Health and Safety Executive and their advice followed

Location of accident files: Managers office

Accident and incident records will be regularly reviewed to identify if there are trends or common
features that could be addressed to reduce the risks of accidents and incidents in the setting.
Appropriate action will be taken to address any identified concerns.

Head injuries
If a child receives a head injury while in the setting, then we will follow this procedure:

« Comfort, calm and reassure the child

» Assess the child’s condition to ascertain if a hospital or ambulance is required. We will follow our
procedures if this is required

- If the skin is not broken, we will administer a cold compress for short periods of time, repeated until
the parent arrives to collect their child

» If the skin is broken, then we will follow our first aid training and stem the bleeding

» Call the parent and make them aware of the injury and if they need to collect their child
» Complete the accident form

» Keep the child in a calm and quiet area whilst awaiting collection, where applicable

«  We will continue to monitor the child and follow the advice on the NHS website as per all head injuries
https://www.nhs.uk/conditions/minor-head-injury/

» For major head injuries we will follow our paediatric first aid training.

Choking

When a child experiences a choking incident that requires intervention, we will:

» Record details of where and how the child choked

« Make parents aware of the incident.

Transporting children to hospital procedure

The nursery manager or staff member must:

« Call for an ambulance immediately if the injury is severe. We will not attempt to transport the injured
child in our own vehicles

»  Whilst waiting for the ambulance, contact the parents and arrange to meet them at the hospital

» Arrange for the most appropriate member of staff to accompany the child, taking with them any
relevant information such as registration forms, relevant medication sheets, medication and the
child’s comforter

» Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining
children. This may mean temporarily grouping the children together

» Inform a member of the management team immediately

Accident, Incidents and Injuries Back to contents 15
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» Remain calm at all times. Children who witness an incident may well be affected by it and may need
lots of cuddles and reassurance. Staff may also require additional support following the accident.

All of the staff are trained in paediatric first aid and this training is updated every three years. A first aid
box is taken on all outings, along with any medication that needs to be administered in an emergency,
including inhalers etc.

Food safety and play
Children are supervised during mealtimes and food is adequately cut up to reduce the risk of choking.

The use of food as a play material is discouraged.

However, as we understand that learning experiences are provided through exploring different malleable
materials the following may be used:

» Playdough
« Cornflour
» Dried pastq, rice and pulses.

These are risk assessed and presented differently to the way it would be presented for eating, e.g. in tuff
trays.

Food items may also be incorporated into the role play area to enrich the learning experiences for
children, e.g. fruits and vegetables. Children will be fully supervised during these activities.

Food that could cause a choking hazard, including raw jelly, is not used.

Parents of children requiring needles as part of managing a medical condition should supply the nursery
with an approved sharps box for safe disposal. Full boxes will be returned to the parents.

If a needle is found, e.g. in the nursery grounds, the local authority must be contacted to deal with its
disposal.

We treat our responsibilities and obligations in respect of health and safety as a priority and provide
ongoing training to all members of staff which reflects best practice and is in line with current health and
safety legislation.

This policy is updated at least annually in consultation with staff and parents and/or after a serious
accident or incident.
Pre existing Injuries

Parents and carers are required to inform a member of staff (preferably the child’s key worker or Room
Leader) on arriving at the setting if their child has sustained an injury since their last session. The staff
member MUST complete a pre-existing injury form with the parent/ carer before they are allowed to
leave the child in our care.

Injuries to a Staff member, Volunteer or Visitor

In the event of an injury occurring to a staff member, volunteer or visitor while at the setting the
following procedures will be followed:

» Report the injury to the Manager/ Deputy Manager

Accident, Incidents and Injuries Back to contents 16
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« If the injury is minor:

i. Agree relevant first aid treatment with a first aid trained member of staff and either self-administer
this or allow first aider to administer appropriate treatment

ii. Complete the staff/ visitors accident book located in the office and ensure the injured person signs
the relevant sections at their earliest opportunity.

» If the injury is serious
i. Call an ambulance
ii. Contact any known emergency contacts until someone can be reached and the situation explained

ii. A member of the management team will accompany the injured person to the hospital if we are
unable to reach an emergency contact before the ambulance arrives, or if requested by the injured
person or emergency contact

iv. Manager or room leader in their absence should ensure the number of staff left behind can
adequately supervise the children adhering to ratios

Following a serious incident the Manager will consider whether the accident or incident highlights any
actual or potential weaknesses in the settings policies, procedures, environment, resources etc.
Appropriate adjustments wil be made if necessary.

Accident, Incidents and Injuries Back to contents 17
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CCTV Policy

The nursery CCTV surveillance is intended for the purposes of:

» Promoting the health and safety of children, staff and visitors
» Protecting the nursery building and resources

» Developing best practice.

The system comprises of 30 fixed cameras. These are placed around the nursery, inside and outside, but
not in the toilets or changing areas. This is to maintain children’s dignity.

The use of CCTV to control the perimeter of the nursery for security purposes has been deemed to be
justified by the nursery management. The system is intended to capture images of intruders or of
individuals damaging property or removing goods without authorisation or of antisocial behaviour.

Monitoring

The CCTV is monitored centrally from the nursery office and is registered with the Information
Commissioner’s Office (ICO) under the terms of the Data Protection Act. This policy outlines the nursery’s
use of CCTV and how it complies with the Act. The nursery complies with ICO CCTV Code of Practice to
ensure it is used responsibly.

All authorised operators and employees with access to images are aware of the procedures to be followed
when accessing the recorded images. All operators are trained to understand their responsibilities under
the CCTV Code of Practice. All employees are aware of the restrictions in relation to access to, and
disclosure of, recorded images. A copy of this CCTV policy will be provided on request to staff, parents and
visitors to the nursery and will be made available on the website and in the policy file.

Location of cameras

The location of CCTV cameras will be indicated, and adequate signage will be placed at each location in
which a CCTV camera(s) is sited to indicate that CCTV is in operation. Adequate signage will also be
prominently displayed at the entrance to the nursery’s property.

Storage and retention

The images captured by the CCTV system will be retained for a maximum of 30 days, except where the
image identifies an issue and is retained specifically in the context of an investigation or prosecution of
that issue. The images and recordings will be stored in a secure environment with a log of access kept.
Access will be restricted to authorised personnel.

Supervising the access and maintenance of the CCTV system is the responsibility of the registered
person/manager. In certain circumstances, the recordings may also be viewed by other individuals. When
CCTV recordings are being viewed, access will be limited to authorised individuals on a need-to-know
basis. Files will be stored in a secure environment with a log of access to recordings kept.

Subject Access Requests (SAR)

Individuals have the right to request access to CCTV footage relating to themselves under the Data
Protection Act and GDPR. Individuals submitting requests for access will be asked to provide sufficient
information to enable the footage relating to them to be identified, for example, date, time and location.
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The nursery will respond to requests within 14 calendar days of receiving the request. The nursery
reserves the right to refuse access to CCTV footage where this would prejudice the legal rights of other
individuals or jeopardise an on-going investigation.

A record will be made of the date of the disclosure, along with details of to whom the information has been
provided (the name of the person and the organisation they represent) and the reason it was required.

Where footage contains images relating to third parties, the nursery will take appropriate steps to mask
and protect the identities of those individuals.

Complaints

Complaints and enquiries about the operation of CCTV within the nursery should be directed to the
manager of the nursery in the first instance.

Responsibilities

The manager (or deputy) will ensure:

e That the use of CCTV systems is implemented in accordance with this policy

» They oversee and co-ordinate the use of CCTV monitoring for safety and security purposes
e That all CCTV monitoring systems will be evaluated for compliance with this policy

» That the CCTV monitoring is consistent with the highest standards and protections

» That if safeguarding concerns arise from monitoring the footage, appropriate safeguarding actions are
taken, e.g. contacting the Local Authority Designated Officer (LADO). See the Safeguarding children and
child protection policy for procedures in the event of a staff allegation

» They review camera locations and be responsible for the release of any information or recorded CCTV
materials stored in compliance with this policy

« They maintain a record of access (e.g. an access log) to or the release of files or any material recorded
or stored in the system

» That the perimeter of view from fixed location cameras conforms to this policy both internally and
externally

» That all areas being monitored are not in breach of an enhanced expectation of the privacy of
individuals

» That external cameras are non-intrusive in terms of their positions and views of neighbouring
residential housing and comply with the principle of ‘Reasonable Expectation of Privacy’

« That monitoring footage is stored in a secure place with access by authorised personnel only

« That images recorded are stored for a period not longer than 30 days and are then erased unless
required as part of a criminal investigation or court proceedings (criminal or civil)

« That camera control is solely to monitor suspicious behaviour, criminal damage etc. and not to monitor
individual characteristics

« That under certain circumstances, the CCTV footage may be used for training purposes (including staff
supervision, staff training etc.) or for parents to view child transitions.
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Data Protection and
Confidentiality

At Little Brambles Nursery we recognise that we hold sensitive and confidential information about
children and their families and the staff we employ. This information is used to meet children’s needs, for
registers, invoices and emergency contacts. We store all records in a locked cabinet or on the office
computer with files that are password protected in line with data protection principles. Any information
shared with the staff team is done on a ‘need to know’ basis and treated in confidence. This policy works
alongside the GDPR privacy notice to ensure compliance under General Data Protection Regulation
(Regulation (EU) 2016/679 (GDPR)) and Data Protection Act 2018.

Legal requirements

« We follow the legal requirements set out in the Statutory Framework for the Early Years Foundation
Stage (EYFS) and accompanying regulations about the information we must hold about registered
children and their families and the staff working at the nursery

- We follow the requirements of the Data Protection Act 2018 and the Freedom of Information Act
2000 with regard to the storage of data and access to it.

Procedures

It is our intention to respect the privacy of children and their families and we do so by:

» Storing confidential records in a locked filing cabinet or on the office computer with files that are
password protected

» Ensuring staff, student and volunteer inductions include an awareness of the importance of the need
to protect the privacy of the children in their care as well as the legal requirements that exist to
ensure that information relating to the child is handled in a way that ensures confidentiality. This
includes ensuring that information about the child and family is not shared outside of the nursery
other than with relevant professionals who need to know that information. It is not shared with
friends and family, or part of any social discussions outside of the setting. If staff breach any
confidentiality provisions, this may result in disciplinary action and, in serious cases, dismissal.
Students on placement in the nursery are advised of our Data protection and confidentiality policy
and required to respect it

» Ensuring that all staff, volunteers and students are aware that information about children and
families is confidential and only for use within the nursery and to support the child’s best interests
with parental permission

» Ensuring that parents have access to files and records of their own children but not to those of any
other child, other than where relevant professionals such as the police or local authority children’s
social care team decide this is not in the child’s best interest

» Ensuring all staff are aware that this information is confidential and only for use within the nursery
setting. If any of this information is requested for whatever reason, the parent’s permission will
always be sought other than in the safeguarding circumstances above
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» Ensuring staff do not discuss personal information given by parents with other members of staff,
except where it affects planning for the child’s needs

» Ensuring staff, students and volunteers are aware of and follow our Social networking policy in
relation to confidentiality

» Ensuring issues concerning the employment of staff remain confidential to the people directly
involved with making personnel decisions

« Ensuring any concerns or evidence relating to a child’s personal safety are kept in a secure,
confidential file and are shared with as few people as possible on a ‘need-to-know’ basis. If, however,
a child is considered at risk, our Safeguarding children and child protection policy will override
confidentiality.

All the undertakings above are subject to the paramount commitment of the nursery, which is to the
safety and well-being of the child.

General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR)
compliance

In order to meet our requirements under GDPR we will also undertake the following:

»  We will ensure our terms and conditions, privacy and consent notices are easily accessed and made
available in accurate and easy to understand language

»  We will use personal data to ensure the safe, operational and regulatory requirements of running our
nursery. We will only make contact in relation to the safe, operational and regulatory requirements of
running our nursery. We will not share or use personal data for other purposes.

« Everyone in our nursery understands that people have the right to access their records or have their
records amended or deleted (subject to other laws and regulations)

»  We will ensure staff have due regard to the relevant data protection principles, which allow them to
share (and withhold) personal information, as provided for in the Data Protection Act 2018 and the
GDPR. This includes:

» Being confident of the processing conditions which allow them to store and share information for
safeguarding purposes, including information which is sensitive and personal, and should be treated
as ‘special category personal data’

» Understanding that ‘safeguarding of children and individuals at risk’ is a processing condition that
allows practitioners to share special category personal data. This includes allowing practitioners to
share information without consent where there is good reason to do so, and that the sharing of
information will enhance the safeguarding of a child in a timely manner, but it is not possible to gain
consent, it cannot be reasonably expected that a practitioner gains consent, or if to gain consent
would place a child at risk.
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Missing Child from Nursery Policy

At Little Brambles Nursery we take all reasonable steps to ensure the safety of children on the premises.
We only release children into the care of individuals who have been notified to us by the parent and have
safety systems in place to ensure that children do not leave the premises unsupervised. We will supply
our parents (only) with the keycode for the intercom/ door system, internally all corridor doors have
magnetic locking systems, and families will be asked to provide a password & picture for any new carers
who are collecting children.

In the unlikely event of a child going missing within or from the nursery, we have the following procedure
which will be implemented immediately:

All staff will be aware of the procedure when a child goes missing and supply information to support
the search, e.g. a recent photograph and a detailed description of clothing

The nursery manager will be informed immediately, and all staff present will be informed. Some staff
will be deployed to start an immediate thorough search of the nursery, followed by a search of the
surrounding area, whilst ensuring that some staff remain with the other children, so they remain
supervised, calm and supported throughout

The manager will call the police as soon as they believe the child is missing and follow police
guidance. The parents of the missing child will also be contacted

A second search of the area will be carried out

During this period, available staff will be continually searching for the missing child, whilst other staff
maintain as near to normal routine as possible for the rest of the children in the nursery

The manager will meet the police and parents
The manager will then await instructions from the police

In the unlikely event that the child is not found, the nursery will follow the local authority and police
procedure

Any incidents must be recorded in writing as soon as practicably possible including the outcome, who
was lost, time identified, notification to police and findings

Ofsted will be contacted and informed of the incident

With incidents of this nature parents, children and staff may require support and reassurance
following the traumatic experience. Management will provide this or seek further support where
necessary

In any cases with media attention staff will not speak to any media representatives

Post-incident risk assessments will be conducted following any incident of this nature to enable the
chance of this reoccurring being reduced.
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Missing Children from Outings
Policy

At Little Brambles Nursery we take all reasonable steps to ensure children are kept safe while on outings.
We assess the risks or hazards that may arise for children and identify steps to remove, minimise and
manage those risks and hazards. This includes the consideration of adult to child ratios and carrying out
regular head counts of children throughout any outing or visit.

In the unlikely event of a child going missing whilst on an outing we have the following procedure which
we implement immediately:

» All staff are aware of the procedure when a child goes missing and supply information to support the
search, e.g. a recent photograph and a detailed description of clothing

« The designated person in charge or most senior member of staff is informed immediately, and all
staff present will be informed. Some staff will be deployed to start an immediate thorough search of
the areaq, ensuring that all other children remain supervised, calm and supported throughout

 If appropriate, on-site security will also be informed and a description given
» The designated person in charge or most senior member of staff will immediately inform the police

» The designated person in charge or most senior member of staff will then inform the nursery who will
contact the child’s parents giving details of what has happened. If the whole nursery is on an outing,
all contact details will be taken on the trip by the person in charge

 During this period, some staff will be continually searching for the missing child, whilst other staff
maintain the safety and welfare of the remaining children

» It will be the designated person in charge or most senior member of staff responsibility to ensure that
there are adequate staff to care for the children and get them back safely, a member of staff to meet
the police and someone to continue the search (this may mean contacting relief staff)

« Any incidents must be recorded in writing as soon as practicably possible including the outcome, who
was lost, time identified, notification to police and findings

» In the unlikely event that the child is not found, the nursery will follow the local authority and police
procedure

« Ofsted will be contacted and informed of any incidents

« With incidents of this nature parents, children and staff may require support and reassurance
following the traumatic experience. Management will provide this or seek further support where
necessary

« In any cases with media attention, staff will not speak to any media representatives

» Post-incident risk assessments will be conducted following any incident of this nature to enable the
chance of this reoccurring being reduced.
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Mobile Phone, Electronic Devise
and Social Networking Policy

At Little Brambles Nursery we promote the safety and welfare of all children in our care. We believe our
staff should be completely attentive during their hours of working to ensure all children in the nursery
receive good quality care and education.

To ensure the safety and well-being of children we do not allow staff to use personal mobile phones or
other personal devices with imaging and sharing capabilities during working hours.

We use mobile phones supplied by the nursery only to provide a means of contact in certain
circumstances, such as outings.

We know that pictures of children at play and enjoying activities at nursery can be very engaging and
useful for marketing purposes. We want to enable our nursery teams to be able to take these photos but
in a way that adheres to all safeguarding practices.

Parent use of mobile phones and smartwatches

Parents are kindly asked to refrain from using their mobile telephones, or other personal devices with
imaging and sharing capabilities, whilst in the nursery or when collecting or dropping off their children.
We will ask any parents using their phone/device inside the nursery premises to finish the call or take
the call outside. We do this to ensure all children are safeguarded and the time for dropping off and
picking up is a quality handover opportunity where we can share details about your child

Parents are requested not to allow their child to wear or bring in devices with imaging and sharing
capabilities. This ensures all children are safeguarded and protects their property as it may get damaged
or misplaced at the nursery.

We request that families do not use any tracking devices on their children such as air tags as they pose
a risk due to the size and shape of the batteries.

Visitors’ use of mobile phones or other personal devices with imaging and sharing capabilities

Visitors are not permitted to use their mobile phones or other personal devices with imaging and sharing
capabilities, e.g. smart glasses, whilst at nursery and are asked to leave them in a safe secure place,
such as the nursery office, for the duration of their visit.

Photographs and videos

At Little Brambles Nursery we recognise that photographs and video recordings play a part in the life
of the nursery. We ensure that any photographs or recordings (including CCTV) taken of children in our
nursery are only done with prior written permission from each child’s parent and only share photos with
parents in a secure manner. We will obtain this permission when each child is registered and update it
on a regular basis to ensure that this permission is still valid.

We ask for individual permissions for photographs and video recordings for a range of purposes
including use in the child’s learning journey, for display purposes, for promotion materials including our
nursery website, brochure and the local press and for security in relation to CCTV and the different social
media platforms we use. We ensure that parents understand that where their child is also on another
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child’s photograph, but not as the primary person, that may be used in another child’s learning journey.
Photographs and videos will not be taken in areas where intimate care routines are carried out.

If a parent is not satisfied about one or more of these uses, we will respect their wishes and find
alternative ways of recording their child’s play or learning.

Staff are not permitted to take any photographs or recordings of a child on their own personal devices
with imaging and sharing capabilities, e.g. cameras, mobiles, tablets or smartwatches and may only use
those provided by the nursery. The nursery manager will monitor all photographs and recordings to
ensure that the parents’ wishes are met and children are safeguarded.

Photographs or videos recorded on nursery mobile devices will be transferred to the correct storage
device to ensure no images are left on these mobile devices.

Parents and children are not permitted to use any personal devices with imaging and sharing
capabilities on the nursery premises without the prior consent of the manager.

During special events, e.g. Christmas or leaving parties, staff may produce group photographs to
distribute to parents on request. In this case we will gain individual permission for each child before the
event. This will ensure all photographs taken are in line with parental choice. We ask that photos of
events such as Christmas parties are not posted on any social media websites or other platforms areas
without permission from the parents of all the children included in the picture.

At Little Brambles Nursery we use tablets in the rooms to take photos of the children and record these
directly on to their electronic learning journeys. We ensure that these devices are used for this purpose
only and do not install applications such as social media or messaging sites on to these devices.

We carry out routine checks to ensure that emails and text messages (where applicable) have not been
sent from these devices and remind staff of the Whistleblowing policy if they observe staff breaching
these safeguarding procedures.
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Nappy Changing Policy

At Little Brambles Nursery we support children’s care and welfare on a daily basis in line with their
individual needs. All children need contact with familiar, consistent carers to ensure they can grow
confidently and feel self-assured. Wherever possible, each child’s key person will change nappies
according to the child’s individual needs and requirements.

Our procedure meets best practice identified by the UK Health Security Agency’s Preventing and
controlling infections document?.

2 https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/preventing-and
-controlling-infections

We enable a two-way exchange between parents and key persons so that information is shared about
nappy changing and toilet training in a way that suits the parents and meets the child’s needs.

We have appropriate designated facilities for nappy changing

We ask that where any non-prescribed creams are needed, e.g. Sudocrem that these are supplied by the
parent and clearly labelled with the child’s name. Prior written permission is obtained from the parent.
When applying creams for rashes, a gloved hand is used.

We wish to ensure the safety and welfare of the children whilst being changed and safeguard against
any potential harm, as well as ensuring the staff member involved is fully supported and able to perform
their duties safely and confidently.

When developmentally appropriate, we work closely with parents to sensitively support toilet training in
a way that suits the individual needs of the child and ensures consistency between home and nursery.

If any parent or member of staff has concerns or questions about nappy changing procedures or
individual routines, please see the manager at the earliest opportunity.
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Online Safety Policy

Our nursery is aware of the growth of the internet and technology and the advantages this can bring to
everyday life. However, it is also aware of the dangers it can pose and we strive to support children, staff
and families to use the internet safely.

We refer to 'Safeguarding children and protecting professionals in early years settings: online safety
considerations’ to support this policy.

The Designated Safeguarding Lead is ultimately responsible for online safety concerns. All concerns
need to be raised as soon as possible to the Nursery Manager

The use of technology has become a significant component of many safeguarding issues such as child
sexual exploitation, radicalisation and sexual predation with technology often providing the platform that
facilitates harm.

The breadth of issues included within online safety is considerable, but can be categorised into three
areas of risk:

1. Content: being exposed to illegal, inappropriate or harmful material; for example, pornography, fake
news, racist or radical and extremist views

2. Contact: being subjected to harmful online interaction with other users; for example commercial
advertising as well as adults posing as children or young adults, and

3. Conduct: personal online behaviour that increases the likelihood of, or causes, harm; for example
making, sending and receiving explicit images, or online bullying.

Within the nursery we aim to keep children, staff and parents safe online

» Teaching children how to stay safe online and report any concerns they have
» Ensuring children are supervised when using internet connected devices

» Talking to children about ‘stranger danger’ and deciding who is a stranger and who is not; comparing
people in real life situations to online ‘friends’

- Staff modelling safe practice when using technology with children and ensuring all staff abide by an
acceptable use policy such as instructing staff to use the nursery IT equipment for matters relating to
the children and their education and care only. No personal use will be tolerated

» Monitoring children’s screen time to ensure they remain safe online and have access to material that
promotes their development. We ensure that their screen time is within an acceptable level and is
integrated within their programme of learning

- Staff must not friend or communicate with parents on personal devices or social media accounts

» Ensuring all electronic communications between staff and parents is professional and takes place via
the official nursery communication channels, e.g. the setting’s email addresses and telephone
numbers. This is to protect staff, children and parents

» Signposting parents to appropriate sources of support regarding online safety at home.

If any concerns arise relating to online safety, then we will follow our Safeguarding children and child
protection policy and report all online safety concerns to the DSL.
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Supervision of Visitors Policy

At Little Brambles Nursery we take all reasonable steps to ensure the safety of children in our care. This

includes making sure any visitors to the nursery are properly identified and supervised at all times.
All visitors must sign the visitors’ book on arrival and departure.

Visitors may include prospective parents, other professionals, e.g. local authority workers, Ofsted

inspectors, people in the community that may come to talk to the children (e.g. librarians), contractors

to complete work, deliveries etc.

Where applicable, we ask visitors to book in advance, so arrangements can be made to accompany

them. The identity is checked of any visitors attending in a professional capacity, e.g. Ofsted inspectors,

speech and language therapists.

All visitors are informed of any relevant policies including the Fire safety procedures and Mobile phone
and electronic device use policy including the use of smartwatches and other devices capable of
recording or sharing audio and/or images, e.g. smart (camera) glasses.

We give each visitor a visitor’s badge to wear to identify themselves to staff and parents within the
nursery. A member of staff must always accompany visitors in the nursery while in the building; at no
time should a visitor be left alone with a child unless under specific circumstances arranged previously
with the manager.

Security of premises

» All external doors must be kept locked at all times and external gates closed. All internal doors and
gates must be kept closed to ensure children are not able to leave the nursery unattended

- Staff, parents, visitors and students are reminded not to hold doors open or allow entry to any
person, whether they know this person or not. Staff within the nursery should be the only people
allowing external visitors and parents entry to the nursery.

The nursery will under no circumstances tolerate any form of harassment from third parties, including
visitors, towards others, including children, staff members and parents. The police may be called in
these circumstances.

Supervision of Visitors Policy Back to contents

28



LITTLE BRAMBLES / PARENT POLICIES

13 / PARENT HANDBOOK

Alcohol & Substance Misuse Policy

At Little Brambles Nursery we are committed to taking all necessary steps to keep children safe and well.
This includes making sure that children are not exposed to adults who may be under the influence of
alcohol or other substances that may affect their ability to care for them.

This policy is in line with the Health and Safety at Work Act 1974 and The Misuse of Drugs Act 1971. This
should be read in conjunction with the Safeguarding children and child protection policy, Disciplinary
procedure and Suitability of staff policy.

Alcohol

Under the Health and Safety at Work Act 1974, companies have a legal requirement to provide a safe
working environment for all of their employees.

Anyone who arrives at the nursery clearly under the influence of alcohol will be asked to leave. If they are
a member of staff, the nursery will investigate the matter and will initiate the Disciplinary procedure, as a
result of which action may be taken, including dismissal.

If they are a parent, the nursery manager and/or designated safeguarding lead will judge if the parent is
suitable to care for the child. This may involve calling the second contact on the child’s registration form
to collect them. If a child is thought to be at risk the nursery will follow the Safeguarding children and
child protection procedures. If anyone arrives at the nursery in control of a car under the influence of
alcohol the police will be contacted.

Staff, students, parents, carers, visitors, contractors etc. must not bring alcohol onto the nursery
premises.
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Substance misuse

Anyone who arrives at the nursery under the influence of illegal drugs, or any other substance including
medication, that affects their ability to care for children, will be asked to leave the premises immediately.

If they are a member of staff, an investigation will follow which may lead to consideration of disciplinary
action, as a result of which dismissal could follow.

If they are a parent, the nursery manager and/or designated safeguarding lead will judge if the parent is
suitable to care for the child. This may involve calling the second contact on the child’s registration form
to collect them. If a child is thought to be at risk the nursery will follow the Safeguarding children and
child protection procedures.

The nursery manager will contact the police if anyone (including staff, students, volunteers, contractors
and visitors) is suspected of being in possession of illegal drugs or if they are driving or may drive when
under the influence of illegal drugs. If they are a member of staff, Disciplinary procedures will be followed.

Any medication on the premises is stored securely, and out of reach of children, at all times.

Confidentiality will be maintained at all times.

Safeguarding and child protection

If a parent is clearly over the alcohol limit or under the influence of illegal drugs, and it is believed the
child is at risk, we will follow our Safeguarding children and child protection procedures, contacting the
local authority children’s social care team and the police.

Staff will do their utmost to prevent a child from travelling in a vehicle driven by a parent suspected of
being over the alcohol limit or under the influence of illegal drugs. If necessary, the police will be called.

Where an illegal act is suspected to have taken place, the police will be called.
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Allergy policy

At Little Brambles Nursery we are aware that children may have or develop an allergy resulting in an
allergic reaction.

We aim to ensure allergic reactions are minimised or, where possible, prevented and that staff are fully
aware of how to support a child who may be having an allergic reaction.

Our procedures

All staff are made aware of the signs and symptoms of a possible allergic reaction in case of an
unknown or first reaction in a child. These may include a rash or hives, nauseq, stomach pain,
diarrhoeq, itchy skin, runny eyes, shortness of breath, chest pain, swelling of the mouth and/or
tongue, swelling of the airways to the lungs, wheezing and anaphylaxis. Staff are trained in
appropriate treatments for allergies and anaphylaxis, the differences between allergies and
intolerances and that children can develop allergies at any time, especially during the introduction of
solid foods

Before a child is admitted to the setting we obtain information about special dietary requirements,
preferences, food allergies and intolerances that the child has

We share all information with all staff involved in the preparing and handling of food, including at
mealtimes and snack times and keep an allergy register in the Kitchen

Where a child has a known allergy, the nursery manager will carry out a full allergy risk assessment
with the parent prior to the child starting the nursery and/or following notification of a known allergy
and this assessment is shared with all staff. This may involve displaying photos of the children along
with their known allergies in the kitchen or nursery rooms, where applicable

All food prepared for a child with a specific allergy is prepared in an area where there is no chance of
contamination and served on equipment that has not been in contact with this specific food type,
e.g. nuts, gluten

The manager, nursery cook, and parents work together to ensure a child with specific food allergies
receives no food at nursery that may harm them. This may include designing an appropriate menu or
substituting specific meals on the current nursery menu

At each mealtime and snack time we ensure staff are clear who is responsible for checking that the
food being provided meets all the requirements for each child

Seating is monitored for children with allergies. Where deemed appropriate, staff will sit with children
who have allergies and, where appropriate, staff will discuss food allergies with the children and the
potential risks

If a child has an allergic reaction to food, a bee or wasp sting, plant etc. a paediatric first aid trained
member of staff will act quickly and administer the appropriate treatment, where necessary. We will
inform parents and record the information in the incident book and on the allergy register

If an allergic reaction requires specialist treatment, e.g. an EpiPen, then at least two members of staff
working directly with the child and the manager will receive specific medical training to be able to
administer the treatment to each individual child.
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In the event of a serious allergic reaction and a child needing transporting to
hospital

The nursery manager or staff member will:

Call for an ambulance immediately if the allergic reaction is severe. Staff will not attempt to transport

the sick child in their own vehicle

Ensure someone contacts the parents whilst waiting for the ambulance and arrange to meet them at

the hospital

Arrange for the most appropriate member of staff to accompany the child, taking with them any
relevant information such as registration forms, relevant medication sheets, medication and the
child’s comforter

Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining
children. This may mean temporarily grouping the children together

Inform a member of the management team immediately

Remain calm at all times and continue to comfort and reassure the child experiencing an allergic
reaction. Children who witness the incident may also be well affected by it and may need lots of
cuddles and reassurance. Staff may also require additional support following the incident
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Arrivals and Departures Policy

At Little Brambles Nursery we give a warm welcome and goodbye to every child and family on their arrival
and departure, as well as ensuring the safety of children, parents, visitors, employees, volunteers and
students.

Parents are requested to pass the care of their child to a specific member of staff who will ensure his/her
safety (this is usually a child’s key person). The staff member receiving the child immediately records
his/her arrival in the daily attendance register. The staff member also records any specific information
provided by the parents, including the child’s interests, experiences and observations from home. No child
will be accepted into the nursery asleep. Children must be awake and alert when handed to a member of
staff.

If the parent requests the child is given medicine during the day the staff member must ensure that the
Medication procedure is followed.

If the child is to be collected by someone who is not the parent at the end of the session, there is an
agreed procedure that must be followed to identify the designated person. Photo identification and a
password are also required, where possible, for the designated adult. Parents are informed about these
arrangements and reminded about them regularly. Other than the parents or legal guardian of the child,
we do not allow anyone under the age of 18 to collect. If anyone under the age of 18 arrives to collect a
child, the parent will be contacted.

The child’s key person or other nominated staff member must plan the departure of the child. This should
include opportunities to discuss the child’s day with the parent in addition to what may already be shared
via electronic systems, e.g. meals, sleep time, activities, interests, progress and friendships. The parent
should be told about any accidents or incidents, and the appropriate records must be signed by the
parent before departure. Where applicable, all medicines should be recovered from the medicine box or
fridge after the parent has arrived and handed to him/her personally. The Medication policy is to be
followed regarding parent signatures.

The nursery will not release a child to anyone other than the known parent unless a prior agreement has
been made. In the case of any emergency such as a parent being delayed and arranging for a designated
adult to collect a child, the parent should inform the designated adult of the agreed procedure and
contact the nursery about the arrangements as soon as possible. If in any doubt the nursery will check the
person’s identity by ringing the child’s parent or their emergency contact number (please refer to the Late
collection and non-collection of children policy).

On departure, the staff member releasing the child must mark the attendance register immediately to
show that the child has left the premises.

Parents will be informed and reminded not to allow any other person onto the premises when dropping off
or collecting to ensure safety at all times.

In the unlikely event that someone gains unauthorised access to the premises and if it feels safe to do so,
a member of staff will ask the person the purpose of their visit. If needed, our Lockdown policy will be
initiated by staff and the police will be called. In any cases where someone has gained unauthorised
access to the premises, we will revisit our Arrivals and departures procedures and risk assessment.

Arrivals and departures of visitors

For arrivals and departures of visitors the nursery requires appropriate records to be completed on entry
and exit, e.g. in the visitors book. Please refer to the Supervision of visitors policy for further information.
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Complaints Procedure

If at any time a parent has cause for complaint, they should in the first instance take it up with the
child’s Key person or a senior member of staff. (Members of staff must inform the Nursery Manager of
any complaints they receive).

We have a formal procedure for dealing with complaints where we are not able to resolve a concern.
Where any concern or complaint relates to child protection, we follow our Safeguarding children and
child protection policy.

If the issue remains unresolved, the Nursery Manager will then investigate the complaint fully.

The parents will be kept informed of the outcome. The Nursery office has a complaints file, which
includes complaint forms that are to be filled in when a complaint arises.

If the matter cannot be resolved to their satisfaction, then the parents have the right to raise the matter

with Ofsted.

To Contact Ofsted, please see the Ofsted poster in the foyer.

Complaints Procedure Back to contents
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Conflict Resolution with Parents
and Aggressive Behaviour Policy

At Little Brambles Nursery we believe that we have a strong partnership with our parents and an
open-door policy to discuss any matters arising (if applicable).

Calls of an aggressive or abusive manner

The call taker receiving a call leading to abuse or aggression will remain calm and professional and ask
the caller to follow the Complaints and compliments policy. If the abuse continues the call taker will end
the call. Abusive and aggressive calls will be logged with an outline of the conversation.

Social media

If slanderous or abusive messages appear on any social media sites, we will address these immediately
with a request to follow our Complaints procedure. We will endeavour to resolve any issue raised through
our complaints procedure. If slanderous or abusive messages continue we will seek legal action against
the complainant.

In the event that any person inside the nursery starts to act in an aggressive
manner at the nursery, our policy is to:

 Direct the person away from the children and into a private areq, such as the office (where
appropriate)

» Ensure that a second member of staff is in attendance, where possible, whilst continuing to ensure
the safe supervision of the children

» Remain composed and professional in order to calm the aggressive person, making it clear that we
do not tolerate aggressive or abusive language or behaviour

 If the aggressive behaviour continues or escalates, we will contact the police in order to ensure the
safety of our staff team, children and families

» If the person calms down and stops the aggressive behaviour a member of staff will listen to their
concerns and try to resolve the issue

- Following an aggressive confrontation an incident form will be completed detailing the time, reason
and any action taken

» Any aggressive behaviour from a parent could result in the withdrawal of their child’s place. Parents
will be informed, by the management team, in writing within three days of any incident that involved
aggressive or threatening behaviour to their staff

« Management will provide support and reassurance to any staff member involved in such an incident

« Management will signpost parents to organisations or professionals that can offer support, if
applicable.
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Critical Incident Policy

At Little Brambles Nursery we understand we need to plan for all eventudlities to ensure the health, safety
and welfare of all the children we care for. With this in mind, we have a critical incident policy in place to
ensure our nursery is able to operate effectively in the case of a critical incident.

These include:

* Flood

o Fire

e Burglary

« Abduction or threatened abduction of a child

» Bomb threat or terrorism attack

* National outbreaks of infection or health pandemic

» Any other incident that may affect the care of the children in the nursery

If any of these incident’s impact on the ability of the nursery to operate, we will contact parents via phone
and/or email at the earliest opportunity, e.g. before the start of the nursery day.

Flood

There is always a danger of flooding from adverse weather conditions or through the water and central
heating systems. We cannot anticipate adverse weather; however, we can ensure that we take care of all
our water and heating systems through regular maintenance and checks to reduce the occurrence of
flooding in this way. Our central heating systems are checked and serviced annually by a registered gas
engineer and they conform to all appropriate guidelines and legislation.

If flooding occurs during the nursery day, the nursery manager will make a decision based on the severity
and location of this flooding. It may be deemed necessary to follow the same procedure as the fire
evacuation procedure. In this instance children will be kept safe and parents will be notified in the same
way as the fire procedure (see Fire safety policy).

Should the nursery be assessed as unsafe through flooding, fire or any other incident we will follow our
Nursery operational plan and provide potential options for childcare facilities in the local area.

Fire

Please refer to the Emergency Lockdown and Fire procedures policy.

Burglary

The management of the nursery follow a lock up procedure which ensures all doors and windows are
closed and locked before vacating the premises.

Alarm systems are used and in operation during all hours the nursery is closed. The manager or most
senior member of staff on site will always check the premises as they arrive in the morning.

Should they discover that the nursery has been broken into they will follow the procedure below:

» In an emergency dial 999, or non-emergency dial 101, with as many details as possible, i.e. name and
location, details of what has been found and emphasise this is a nursery and children will be arriving
soon

« Contain the area to ensure no-one enters until the police arrive
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» Where it is safe to do so, the staff will direct parents and children to a separate area as they arrive. If all
areas have been disturbed staff will follow police advice. This may include temporary short-term
closure and/or following the relocation procedure under the flood section wherever necessary to
ensure the safety of the children

» The manager on duty will help the police with enquiries, e.g. by identifying items missing, areas of entry
etc.

» A manager will be available at all times during this time to speak to parents, reassure children and
direct enquires

» Management will assess the situation following a theft and ensure parents are kept up to date with
developments relating to the operation of the nursery

» Arrangements will be made to ensure the nursery is made safe and secure again.

Abduction or threatened abduction of a child

We have secure safety procedures in place to ensure children are safe while in our care, including taking
reasonable steps to ensure that children do not leave the premises unsupervised and to prevent
unauthorised persons entering the premises and at risk of abduction.

Staff are vigilant at all times and report any persons lingering on nursery property immediately. All doors
and gates to the nursery are locked and cannot be accessed unless staff members allow individuals in.
Parents are reminded on a regular basis not to allow anyone into the building whether they are known to
them or not. We also have visual reminders about closing the door behind them to prevent tailgating
(another person accessing entry behind them). Visitors and general security are covered in more detail in
the Supervision of visitors policy.

Children will only be released into the care of a designated adult; see the Arrivals and departures policy for
more details. Parents are requested to inform the nursery of any potential custody proceedings or family
concerns as soon as they arise, so the nursery is able to support the child. The nursery will not take sides
in relation to any custody arrangements and will remain neutral for the child. If an absent parent arrives to
collect their child, the nursery will not restrict access unless a court order is in place. Parents are
requested to issue the nursery with a copy of these documents should they be in place. We will consult our
solicitors with regards to any concerns over custody and relay any information back to the parties
involved.

If a member of staff withesses an actual or potential abduction from nursery, we have the following
procedures which are followed immediately:

» The staff member will notify management immediately and the manager will take control, dialling 999
and requesting the police, instructions from the emergency response team will be followed

« The parent(s) will be contacted
« All other children will be kept safe and secure, reassured and calmed where necessary

» The police will be given as many details as possible including details of the child, description of the
abductor, car registration number if used, time and direction of travel if seen and any family situations
that may have impacted on this abduction

» Any incidents must be recorded in writing as soon as practicably possible including the outcome, who
was abducted, time identified, notification to police and findings

« In the unlikely event that the child is not found, the nursery will follow the local authority and police
procedures

» Ofsted will be contacted and informed of the incident
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» With incidents of this nature parents, carers, children and staff may require support and reassurance
following the traumatic experience. Management will provide this or seek further support where
necessary

» In any cases with media attention staff will not speak to any media representatives

» Post-incident risk assessments will be conducted following any incident of this nature to enable the
chance of this reoccurring being reduced.

Bomb threat/terrorism attack

If a bomb or terrorist attack threat is received at the nursery, the person taking the call will record all
details given over the phone as soon as possible, raising the alarm and contacting emergency services as
soon as the phone call has ended. The management will follow the fire evacuation procedure and guidance
from the emergency services to ensure the safety of all on the premises. The person who took the call will
provide as much detail to the emergency services as possible. Ofsted will be notified.

With incidents of this nature parents, carers, children and staff may require support and reassurance
following the traumatic experience. Management will provide this or seek further support where necessary.

Any other significant incidents

All incidents will be managed by the manager on duty and all staff will co-operate with any emergency
services on the scene, where applicable. The fire evacuation procedure will be followed for any other
incident that requires an emergency evacuation. Other incidents, e.g. no water supply, will be dealt with on
an individual basis taking into account the effect on the safety, health and welfare of the children and staff
in the nursery.

If there is an incident outside of the nursery building and it is safer to stay inside the building, we will follow
the Lockdown policy. Emergency services advice will be taken.

National outbreaks of infection and/or health pandemics

In the event of a national outbreak of a health pandemic, we will follow Government health advice and
guidance, legal advice and advice from our insurance provider.

The setting will remain open as long as we have sufficient staff to care for the children. Depending on the
nature of the pandemic we will follow all advice and implement measures to ensure that risks to vulnerable
children and staff are minimised. This may include excluding infected children, staff, parents or family
members from the setting for a set period of time, to prevent the spread of infection. This decision will be
made in consultation with parents, staff, legal advice and our insurance provider. Each case will be
reviewed on an individual basis.

The nursery manager will notify Ofsted in the event of a critical incident.
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Equal Opportunities Statement

At Little Brambles Nursery we promote the learning and development of all children in our care. We have
a quality workforce with highly qualified staff who recognise that each child is an individual, focusing on
their needs, interests, learning and development. Staff plan challenging and enjoyable experiences
across the seven areas of the curriculum. Our staff are ambitious for our children and guide and plan
what children, learn reflecting on the different rates at which they develop and adjust practice
appropriately. Our aim is to support all children attending the nursery to attain their maximum potential
within their individual capabilities.

We provide a positive inclusive play environment for every child, so they develop good social skills and
an appreciation of all aspects of this country’s multi-cultural society. We plan learning experiences to
ensure, as far as practical, there is equality of opportunity for all children and a celebration of diversity.

We maintain a personalised record of every child’s development, showing their abilities, progress,
interests and any areas requiring further support.

For children whose home language is not English, we will take reasonable steps to:

» Provide opportunities for children to develop and use their home language in play and learning and
support their language development at home; and

» Ensure that children have sufficient opportunities to learn and reach a good standard in English
language during the EYFS, ensuring that children are ready to benefit from the opportunities available
to them when they begin year one.

We ensure that the educational programmes are well planned and resourced to have depth and breadth
across the seven areas of learning. They provide interesting and challenging experiences that meet the
needs of all children and reflects the wide range of skills, knowledge and attitudes they will need as
foundations for learning. Planning is based on a secure knowledge and understanding of how to promote
the learning and development of young children and what they can achieve. We may use the
Development matters and Birth to 5 matters for guidance to support staff to plan and deliver the EYFS
learning and development requirements.

We implement the Early Years Foundation Stage (EYFS) set by the Department for Education that sets
standards to ensure all children learn and develop well. We support and enhance children’s learning and
development holistically through play-based activities. We review all aspects of learning and
development and ensure a flexible approach is maintained, which responds quickly to children’s learning
and developmental needs. We develop tailor-made activities based on observations, which inform future
planning and draw on children’s needs and interests. This is promoted through adult-led and
child-initiated opportunities both indoors and outdoors.

If we are concerned about a child’s progress in any areas of learning, staff will discuss this with the
child’s parents and agree how best to support the child. Staff will consider whether a child may require
any additional support, or if they may have a special educational need or disability which will require
specialist support.

Assessment is an integral part of our practice: we carry out ongoing assessment (formative) through
daily observations and ensure that this does not take us away from interacting with the children.
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Summative assessment is carried out at set points of the year including:

+ Assessment on entry (starting point), including parental contributions
+ Progress check at age two (where applicable)

« The Early Years Foundation Stage Profile (where applicable) or any other summative assessment, e.g.
when children transition to new rooms or leave for school.

We acknowledge parents as primary educators and encourage parental involvement as outlined in our
Parents as partners policy. We build strong home links in order to enhance and extend children’s
learning both within the nursery environment and in the child’s home and have regular meetings with
parents to keep them up to date with their child’s progress.

We share information about the EYFS curriculum with parents and signpost them to further support via
the following website: https://foundationyears.org.uk/
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Emergency Lockdown & Fire
Procedures

The designated fire marshal/s are The Nursery Management Team

We ensure the nursery premises are compliant with fire safety regulations, including following any major
changes or alterations to the premises. The designated fire marshal ensures all the appropriate fire
detection and control equipment (e.g. fire alarms, smoke detectors, fire blankets and/or fire
extinguishers) is in working order and seeks advice from the local fire safety officer as necessary.

They also have overall responsibility for the fire drill and emergency evacuation procedures. These are
carried out and recorded for each group of children every three months or as and when a large change
occurs, e.g. alarge intake of children or a new member of staff joins the nursery. These drills are planned
to occur at different times of the day and on different days of the week to ensure evacuations are
possible under different circumstances and all children and staff participate in the rehearsals.

All staff receive fire safety and evacuation training (including as part of induction) to help them
understand their roles and responsibilities. This includes the steps they must take to ensure the safety
of children, for example keeping fire doors free from obstruction, how to safely evacuate the children
and where the evacuation meeting point is situated. Each room has a specific evacuation plan, which
includes information such as evacuating non-mobile babies and using alternative exits depending on
where the fire may be situated.

We take all reasonable steps to ensure the safety of children, staff and others on the premises,
communicating policies clearly to staff on induction and through training. Parents are informed about
the procedures through the prospectus, website and reminders through newsletters.

No smoking/vaping policy

The nursery operates a strict no smoking/vaping policy - please see this separate policy for details.

Fire drill procedure

On discovering a fire:

« Calmly raise the alarm by breaking the alarm glass

+ Immediately evacuate the building under guidance from the manager on duty (collecting children’s
room registers, where applicable)

» Using the nearest accessible exit lead the children out, assemble at the back of the garden at the Fire
assembly point

» Close all doors and windows behind you wherever possible

+ Children on the 1st & 2nd floors will be evacuated using the nearest staircase. Super numeri (not in
ratio) staff members will be deployed to the 1st and 2nd floor areas to support the evacuation of
these children
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» Evacuation cots will be located on the ground floors close to the stairways. One staff member will
bring their group of children down to this area and will then support the loading of babies into the
evacuation cots.

» Manager and Deputy Manager to head to top floor and work their way down, ensuring all children,
staff and visitors have been supported in the evacuation process.

« Staff, visitors or children with a disability will be supported by the room leaders / management team
to safely evacuate. If required an evacuation chair will be in place

» Do not stop to collect personal belongings on evacuating the building

» Do not attempt to go back in and fight the fire

« Do not attempt to go back in if any children or adults are not accounted for

« Wait for emergency services and report any unaccounted persons to the fire service and/or police.

If you are unable to evacuate safely:

- Stay where you are safe
» Keep the children calm and together

» Wherever possible alert the manager of your location and the identity of the children and other adults
with you.

The manager/ fire marshall is to:

» Collect the central children’s register, where applicable, staff register, nursery mobile/phone, keys,
visitor book and fire bag and/or evacuation pack (containing emergency contacts list, nappies, wipes
and blankets, etc.)

» Telephone emergency services: Dial 999 and ask for the fire service
» In the fire assembly point area - rear of garden - account for all children against the register
» Account for all adults - staff and visitors

» Advise the fire service of anyone missing and possible locations and respond to any other questions
they may have.

Remember

« Do not stop to collect personal belongings on evacuating the building
« Do not attempt to go back in and fight the fire
» Do not attempt to go back in if any children or adults are not accounted for.

In the event of an emergency requiring a full lock down, the following procedure will be implemented.

Emergency lock down procedure

We will use the lock down procedure when the safety of the children, staff and others on the premises
are at risk and we are better placed inside the current building, with doors and windows locked and
blinds and/or curtains closed.

We will activate this emergency procedure in response to a number of situations, but some of the more
typical might be:

« Areport incident or disturbance in the local community (with potential to pose a risk to staff and
children in the nursery)

« Anintruder on the nursery site (with potential to pose a risk to staff and children in nursery)
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« A warning being received regarding a local risk of air pollution (smoke plumes, gas cloud etc.)

« A major fire or explosion in the vicinity of the nursery - as long as it is safer staying in the premises
than leaving.

In this case the staff will be notified by the following action:
Signal for lock down - Alarm to be rung once
Signal for all-clear - Alarm to be rung once

All individuals (including children) will remain in the area they are in, if safe to do so. If the children are
outside, staff are to promptly and calmly direct children into the building, if this will not endanger them.
Staff will make efforts to close and lock doors wherever safe to do so.

All individuals will keep away from the windows and doors and children will be occupied in the centre of
the room so they are not placed at risk or are able to see any situation developing outside.

Internal communications will be kept to a minimum. Communication between rooms will be through
internal telephones, intercom systems, two-way radios or mobile phones.

The manager will ensure all children, staff and visitors are accounted for and safe before returning to the
office area to keep up-to-date with the current situation. The manager or acting manager will manage
the situation dependent upon the information available. If the nursery is in immediate danger of an
intruder, the police will be called as a matter of urgency. In other cases where the situation has been
alerted by the police or local area authority then the nursery will await further instructions.

Once the dll-clear has been given externally, the manager will issue the all-clear internally. After this time
the staff will try to return to normal practice to enable the children not to be disrupted or upset by the
events.

Any children showing worries or concerns will have one-to-one time with their key person to talk about
these.

Parents will be informed about the situation at the earliest safest opportunity and will be kept updated
when the information changes.

After the event a post-incident evaluation will be conducted to ensure that each child and staff member
was supported fully and the procedure went as planned. Ofsted will be informed.

Regular drills will be held to practice exercising the lock down procedures, using non-alarming scenarios.
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No Smoking and Vaping Policy

Smoking and the use of e-cigarettes has proved to be a health risk and therefore in accordance with
legislation, the nursery operates a strict no smoking/vaping policy within its buildings and grounds. It is
illegal to smoke/vape in enclosed places.

All persons must abstain from smoking/vaping while on the premises. This applies to staff, students,
parents, carers, contractors and any other visitors to the premises.

Staff accompanying children outside the nursery, are not permitted to smoke/vape. We also request
that any parents accompanying nursery children on outings refrain from smoking/vaping while caring for
the children.

Staff must not smoke/vape while wearing nursery uniform as it is essential that staff are positive role
models to children and promote a healthy lifestyle. Where staff choose to smoke/vape during breaks,
they are asked to smoke/vape away from the main entrance and nursery premises. They should have a
change of clothes and wash their hands before going back to the children. Staff should wait for 30
minutes after smoking before holding babies or children, even with a change of clothes.

We respect that smoking/vaping is a personal choice, although as an organisation we support healthy
lifestyles. We follow UK Health Security Agency advice and aim to help staff and parents to stop
smoking/vaping by:

» Providing factsheets and leaflets

» Providing information of local help groups

» Providing details of the NHS quit smoking helpline
https://www.nhs.uk/better-health/quit-smoking/

» Offering information regarding products that are available to help stop smoking.
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Babysitting Policy

The nursery does not condone staff entering into private babysitting arrangements with parents and
carers outside of their normal nursery attendance, but if these arrangements are made, they are
separate to the parents’ arrangements with the Nursery, and neither the Nursery nor its management
accept any liability for the actions of individuals outside of their contracted work within the Nursery
during its normal hours of operation.

Parents must be aware that care outside of the agreed Nursery opening hours is not part of the service
provided by the Nursery and it will not take part in any such arrangements. The Nursery takes no
responsibility for any actions or cover any party on its insurance during babysitting sessions. This
includes safeguarding issues. Staff must be aware that anything witnessed outside of the Nursery must
be dealt with by them as an individual rather than an employee of the Nursery and confidentiality of both
Nursery and private home matters must be upheld.

Any discussions regarding the Nursery or child during privately arranged sessions or discussing anything
regarding the Nursery that has not already been discussed with parents within the Nursery will be seen
to be breaching confidentiality and disciplinary action will be taken.
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Sickness and lliness Policy

At Little Brambles Nursery we promote the good health of all children attending including oral health by:

Asking parents to keep children at home if they are unwell. If a child is unwell, it is in their best
interest to be in a home environment rather than at nursery with their peers

Asking staff and other visitors not to attend the setting if they are unwell
Helping children to keep healthy by providing balanced and nutritious snacks, meals and drinks

Minimising infection through our rigorous cleaning and hand washing processes (see Infection
control policy)

Ensuring children have regular access to the outdoors and having good ventilation inside

Sharing information with parents about the importance of the vaccination programme for young
children to help protect them and the wider society from communicable diseases

Sharing information from the Department of Health that all children aged 6 months - 5 years should
take a daily vitamin

Having areas for rest and sleep, where required and sharing information about the importance of
sleep and how many hours young children should be having.

Our procedures

In order to take appropriate action of children who become ill and to minimise the spread of infection we
implement the following procedures:

If a child becomes ill during the nursery day, we contact their parent(s) and ask them to pick up their
child as soon as possible. During this time we care for the child in a quiet, calm area with their key
person (wearing PPE), wherever possible

We follow the guidance published by UK Health Security Agency for managing specific infectious
diseases® and advice from our local health protection unit on exclusion times for specific illnesses,
e.g. sickness and diarrhoea, measles and chicken pox, to protect other children in the nursery

3 https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/managing-spec
ific-infectious-diseases-a-to-z

Should a child have an infectious disease, such as sickness and diarrhoeq, they must not return to
nursery until they have been clear for at least 48 hours

We inform all parents if there is a contagious infection identified in the nursery, to enable them to
spot the early signs of this illness. We thoroughly clean and sterilise all equipment and resources that
may have come into contact with a contagious child to reduce the spread of infection

We notify Ofsted as soon as is reasonably practical, but in any event within 14 days of the incident of
any food poisoning affecting two or more children cared for on the premises

We ask parents to keep children on antibiotics at home for the first 48 hours of the course (unless
this is part of an ongoing care plan to treat individual medical conditions, e.g. asthma and the child is
not unwell). This is because it is important that children are not subjected to the rigours of the
nursery day, which requires socialising with other children and being part of a group setting, when
they have first become ill and require a course of antibiotics
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»  We have the right to refuse admission to a child who is unwell. This decision will be taken by the
manager on duty and is non-negotiable

»  We make information and posters about head lice readily available and all parents are requested to
regularly check their children’s hair. If a parent finds that their child has head lice, we would be
grateful if they could inform the nursery so that other parents can be alerted to check their child’s
hair.

Meningitis procedure

If a parent informs the nursery that their child has meningitis, the nursery manager will contact the Local
Area Infection Control (IC) Nurse. The IC Nurse will give guidance and support in each individual case. If
parents do not inform the nursery, we may be contacted directly by the IC Nurse and the appropriate
support given. We will follow all guidance given and notify any of the appropriate authorities including
Ofsted where necessary.

We will follow the transporting children to hospital procedure in any cases where children may need
hospital treatment.

The nursery manager or selected staff member must:

» Inform a member of the management team immediately
« Call 999 for an ambulance immediately if the illness is severe.
» Follow the instructions from the 999 call handler

+ Whilst waiting for the ambulance, a member of staff must contact the parent(s) and arrange to meet
them at the hospital

» Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining
children. This may mean temporarily grouping the children together

» Arrange for the most appropriate member of staff to accompany the child taking with them any
relevant information such as registration forms, relevant medication sheets, medication and the
child’s comforter

» Remain calm at all times. Children who witness an incident may well be affected by it and may need
lots of cuddles and reassurance. Staff may also require additional support following the accident.

Infection Public health exclusion period When to contact your local health

protection team

Athlete’s foot No exclusion required You do not need to contact your health
protection team

Chickenpox Infected people should stay away Only contact your local health protection
from the setting until 5 days after team if scarlet fever and chickenpox are
the rash first appears circulating at your setting at the same

time within the same group

Chlamydia No exclusion required You do not need to contact your health
protection team

Sickness and lliness Policy Back to contents 47


https://www.gov.uk/health-protection-team
https://www.gov.uk/health-protection-team

LITTLE BRAMBLES / PARENT POLICIES

Infection

Public health exclusion period

When to contact your local health

protection team

Cold sores

Conjunctivitis (pink eye)

COVID-19

Cryptosporidiosis

Diarrhoea and vomiting

Diphtheria

E. coli (STEC)

Flu (influenza)

Food poisoning

Genital herpes

Sickness and lliness Policy

No exclusion required

No exclusion required

Infected people should stay away
from the setting if they have more
than mild symptoms, for example, a
high temperature

Infected people should stay away
from the setting until 2 days after
diarrhoea and vomiting has stopped

Infected people should stay away
from the setting until 2 days after
diarrhoea and vomiting has stopped

Infected people should stay away
from the setting until it’s been
confirmed safe to return by their
healthcare professional

Infected people should stay away
from the setting for 2 days, children
under 6 should stay away until it’s
been confirmed safe to return by
their healthcare professional

Infected people should stay away
from the setting until they are better
and no longer have a temperature

Infected people should stay away
until 2 days after diarrhoea and
vomiting has stopped

No exclusion required

You do not need to contact your health
protection team

You do not need to contact your health
protection team

Only contact your local health protection
team if there’s an unusually high
number of absences, or if someone is
admitted to hospital because of
COVID-19

Only contact your local health protection
team if there are 2 or more cases at
your setting with similar symptoms who
are linked

Only contact your local health protection
team if you need further specialist
advice

Contact your local health protection
team

Contact your local health protection
team

Only contact your local health protection
team if there is increasing absence or
serious illness

Only contact your local health protection
team if there are 2 or more people at
your setting with similar symptoms who
are linked

You do not need to contact your health
protection team
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Public health exclusion period

When to contact your local health
protection team

Genital warts and
human papillomavirus
(HPV)

Giardiasis

Glandular fever

Gonorrhoea

Group A strep (GAS)
and invasive group A
strep (iGAS)

Hand, foot and mouth
disease

Head lice (nits)

Hepatitis A

Hepatitis B

Hepatitis C

HIV

Impetigo

Sickness and lliness Policy

No exclusion required

Infected people should stay away
from the setting until 2 days after
their diarrhoea has stopped.

No exclusion required

No exclusion required

Infected people should stay away
from the setting until 24 hours after
they started antibiotics treatment

No exclusion required

No exclusion required

Infected people should stay away
from the setting until 7 days after
their symptoms started

No exclusion required

No exclusion required

No exclusion required

Infected people should stay away
from the setting until all blisters have
formed scabs or 2 days after starting
antibiotics

You do not need to contact your health
protection team

Only contact your local health protection
team if there are 2 or more infected
people at your setting who are linked

You do not need to contact your health
protection team

You do not need to contact your health
protection team

Only contact your local health protection
team if anyone has invasive group A
strep

You do not need to contact your health
protection team

You do not need to contact your health
protection team

Only contact your local health protection
team if there are 2 or more infected
people at your setting who are linked

You do not need to contact your health
protection team

You do not need to contact your health
protection team

You do not need to contact your health
protection team

You do not need to contact your health
protection team
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Infection

Public health exclusion period

When to contact your local health
protection team

Measles

Meningitis and
meningococcal
meningitis

MRSA

Mpox

Mumps

Norovirus

PVL-SA

Respiratory infections

Respiratory syncytial
virus (RSV)

Ringworm

Sickness and lliness Policy

Infected people should stay away
from the setting until 4 days after
their rash started

Infected people should stay away
from the setting until they do not
have symptoms

No exclusion required

Infected people should stay away
from the setting until their
healthcare professional confirms its
safe for them to return

Infected people should stay away
from the setting until 5 days after
onset of swelling

Infected people should stay away
from the setting until 2 days after
their diarrhoea and vomiting has
stopped

Infected people should stay away
from the setting if they have any
wounds that cannot be covered with
a plaster or bandage

Infected people should stay away
from the setting if they have more
than mild symptoms, for example, a
high temperature

Infected people should stay away
from the setting if they have more
than mild symptoms, for example, a
high temperature

Infected people should stay away
from the setting until they have
started treatment

Contact your local health protection
team

Contact your local health protection
team

You do not need to contact your health
protection team

Contact your local health protection
team

Only contact your local health protection
team if there’s an outbreak at your
setting

Only contact your local health protection
team if you need further specialist
advice

Only contact your local health protection
team if there are 2 or more cases at
your setting

Only contact your local health protection
team if there’s an unusually high
number of absences due to respiratory
infections or there’s a serious case at
your setting

Only contact your local health protection
team if there’s an unusually high
number of absences or there’s a serious
case at your setting

You do not need to contact your health
protection team
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Public health exclusion period

When to contact your local health
protection team

Rotavirus

Rubella

Scabies

Scarlet fever

Shingles

Slapped cheek

Threadworms

Tuberculosis (TB)

Typhoid fever and
paratyphoid fever

Whooping cough
(pertussis)

Sickness and lliness Policy

Infected people should stay away
from the setting until 2 days after
diarrhoea and vomiting has stopped

Infected people should stay away
from the setting until 5 days after
their rash started

Infected people who are aged 5 and
under, or cannot follow the guidance,
should stay away from setting until
24 hours after their first treatment

Infected people should stay away
from the setting until 24 hours after
they started antibiotics treatment

Infected people should stay away
from the setting if their spots cannot
be covered or have not formed
scabs

No exclusion required

No exclusion required

Infected people with active TB should
stay away from the setting until 2
weeks after they started antibiotics
treatment

Infected people should stay away
from the setting until 2 days after
diarrhoea and vomiting has stopped

Infected people should stay away
from the setting until they have
taken antibiotics for 2 days, or for 21
days from onset of symptoms if no
antibiotics

You do not need to contact your health
protection team

You do not need to contact your health
protection team

Only contact your local health protection
team if there are 2 or more people at
your setting with scabies who are linked

Only contact your local health protection
team if scarlet fever, chickenpox, or flu
are circulating at your setting within the
same group at the same time who are
linked

You do not need to contact your health
protection team

You do not need to contact your health
protection team

You do not need to contact your health
protection team

Contact your local health protection
team if anyone at your setting has TB or
suspected TB

Contact your local health protection
team

Only contact your local health protection
team if there are more than 2 cases at
your setting who are linked
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Immunisation Policy

At Little Brambles Nursery we expect and promote that children are vaccinated in accordance with the
government’s health policy and their age.

We ask that parents inform us if their children are not vaccinated so that we can manage any risks to
their own child or other children, staff and parents in the best way possible. The nursery manager must
be aware of any children within the nursery who are not vaccinated in accordance with their age.

We make all parents aware that some children in the nursery may not be vaccinated, due to their age,
medical reasons or parental choice. Our nursery does not discriminate against children who have not
received their immunisations and will not disclose individual details to other parents. However, we will
share the risks of infection if children have not had immunisations and ask parents to sign a disclaimer.

Emergency information

We keep emergency information for every child and update it every six months with regular reminders to
parents in newsletters, at parents’ evenings and a reminder notice on the Parent Information Board.
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Medication Policy

At Little Brambles Nursery we promote the good health of children attending nursery and take necessary
steps to prevent the spread of infection (see Sickness and iliness and Infection control policies). If a child
requires medicine, we will obtain information about the child’s needs for this and will ensure this
information is kept up to date.

We follow strict guidelines when dealing with medication of any kind in the nursery and these are set out
below.

Medication prescribed by a doctor, dentist, nurse or pharmacist

(Medicines containing aspirin will only be given if prescribed by a doctor)

» Prescription medicine will only be given when prescribed by the above and for the person named on
the bottle for the dosage stated

« Medicines must be in their original containers with their instructions printed in English

« Those with parental responsibility for any child requiring prescription medication should hand over
the medication to the most appropriate member of staff who will then note the details of the
administration on the appropriate form and another member of staff will check these details

» Those with parental responsibility must give prior written permission for the administration of each
and every medication. However, we will accept written permission once for a whole course of
medication or for the ongoing use of a particular medication under the following circumstances:

a. The written permission is only acceptable for that brand name of medication and cannot be used for
similar types of medication, e.g. if the course of antibiotics changes, a new form will need to be
completed

b. The dosage on the written permission is the only dosage that will be administered. We will not give a
different dose unless a new form is completed

c. Parents must notify us IMMEDIATELY if the child’s circumstances change, e.g. a dose has been given
at home, or a change in strength or dose needs to be given

» The nursery will not administer a dosage that exceeds the recommended dose on the instructions
unless accompanied by written instructions from a relevant health professional such as a letter from
a doctor or dentist

» The parent must be asked when the child has last been given the medication before coming to
nursery and the staff member must record this information on the medication form. Similarly, when
the child is picked up, the parent must be given precise details of the times and dosage given
throughout the day. The parent’s signature must be obtained at both times

» At the time of administering the medicine, a senior member of staff will ask the child to take the
medicine, or offer it in a manner acceptable to the child at the prescribed time and in the prescribed
form (it is important to note that staff working with children are not legally obliged to administer
medication)

 If the child refuses to take the appropriate medication, then a note will be made on the form

»  Where medication is ‘essential’ or may have side effects, discussion with the parent will take place to
establish the appropriate response.
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Non-prescription medication (these will not usually be administrated)

The nursery will not administer any non-prescription medication containing aspirin

The nursery will only administer non-prescription medication for a short initial period, dependant on
the medication or the condition of the child. After this time medical attention should be sought.

If the nursery feels the child would benefit from medical attention rather than non-prescription
medication, we reserve the right to refuse nursery care until the child is seen by a medical
practitioner

If a child needs liquid paracetamol or similar medication during their time at nursery, such medication
will be treated as prescription medication with the onus being on the parent to provide the medicine

On registration, parents will be asked if they would like to fill out a medication form to consent to
their child being given a specific type of liquid paracetamol or antihistamine in particular
circumstances such as an increase in the child’s temperature or a wasp or bee sting. This form will
state the dose to be given, the circumstances in which this can be given, e.g. the temperature
increase of their child, the specific brand name or type of non-prescription medication and a signed
statement to say that this may be administered in an emergency if the nursery CANNOT contact the
parent

An emergency nursery supply of fever relief (e.g. Calpol) and antihistamines (e.g. Piriton) will be
stored on site. This will be checked at regular intervals by the designated trained first aider to make
sure that it complies with any instructions for storage and is still in date

If a child does exhibit the symptoms for which consent has been given to give non-prescription
medication during the day, the nursery will make every attempt to contact the child’s parents. Where
parents cannot be contacted then the nursery manager will take the decision as to whether the child
is safe to have this medication based on the time the child has been in the nursery, the
circumstances surrounding the need for this medication and the medical history of the child on their
registration form

Giving non-prescription medication will be a last resort and the nursery staff will use other methods
first to try and alleviate the symptoms (where appropriate). The child will be closely monitored until
the parents collect the child

For any non-prescription cream for skin conditions, e.g. Sudocrem, prior written permission must be
obtained from the parent and the onus is on the parent to provide the cream which should be clearly
labelled with the child’s name

If any child is brought to the nursery in a condition in which he/she may require medication sometime
during the day, the manager will decide if the child is fit to be left at the nursery. If the child is staying,
the parent must be asked if any kind of medication has already been given, at what time and in what
dosage and this must be stated on the medication form

As with any kind of medication, staff will ensure that the parent is informed of any non-prescription
medicines given to the child whilst at the nursery, together with the times and dosage given

The nursery DOES NOT administer any medication unless prior written consent is given for each and
every medicine.
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Injections, pessaries, suppositories

» As the administration of injections, pessaries and suppositories represents intrusive nursing, we will
not administer these without appropriate medical training for every member of staff caring for the
child. This training is specific for every child and not generic. The nursery will do all it can to make any
reasonable adjustments including working with parents and other professionals to arrange for
appropriate health officials to train staff in administering the medication. For children with long term
medical requirements, an Individual Health Care Plan from the relevant health team will be in place to
ensure that appropriate arrangements are in place to meet the child’s needs.

Storage

All medication for children must have the child’s name clearly written on the original container and kept
in a closed box, which is out of reach of all children.

Emergency medication, such as inhalers and EpiPens, will be within easy reach of staff in case of an
immediate need, but will remain out of children’s reach. Any antibiotics requiring refrigeration must be
kept in a fridge inaccessible to children. This must be in a designated place with the child’s name clearly
written in the original container.

All medications must be in their original containers, labels must be legible and not tampered with or they
will not be given. All prescription medications should have the pharmacist’s details and notes attached
to show the dosage needed and the date the prescription was issued. This will all be checked, along with
expiry dates, before staff agree to administer medication.

Medication stored in the setting will be regularly checked with the parents to ensure it continues to be
required, along with checking that the details of the medication form remain current.

We record, or encourage parents to record, information about immunisations on children’s registration
documents and we update this information as and when necessary, including when the child reaches the
age for the appropriate immunisations.
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Separated Family Policy

At Little Brambles Nursery we support families going through separation by working closely with the
parents to establish the most effective transition and support. We understand that this can be a difficult
time and support a child’s emotional well-being and report any significant changes in behaviour to the
parent.

Parents are signposted to relevant services and organisations for support for the whole family, where
required.

Parental responsibility

While the law does not define in detail what parental responsibility is, the following list sets out some of
the key features of someone holding parental responsibility.

These include:

» Providing a home for the child

» Having contact with and living with the child

» Protecting and maintaining the child

» Disciplining the child

» Choosing and providing for the child's education

» Determining the religion of the child

» Agreeing to the child's medical treatment

« Naming the child and agreeing to any change of the child's name
« Accompanying the child outside the UK and agreeing to the child's emigration, should the issue arise
« Being responsible for the child's property

» Appointing a guardian for the child, if necessary

 Allowing confidential information about the child to be disclosed.

If the parents of a child are married to each other at the time of the birth, or if they have jointly adopted
a child, then they both have parental responsibility. Parents do not lose parental responsibility if they
divorce, and this applies to both the resident and the non-resident parent.

This is not automatically the case for unmarried parents. According to current law, a mother always has
parental responsibility for her child. However, a father has this responsibility only if he is married to the
mother when the child is born or has acquired legal responsibility for his child through one of these three
routes:

« By jointly registering the birth of the child with the mother (from 1 December 2003)
» By a parental responsibility agreement with the mother
» By a parental responsibility order, made by a court.

Be aware of different types of family arrangements and seek further advice from a solicitor, NDNA legal
helpline or children’s social care if required.
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Nursery registration

During the registration process we collect details about both parents including who has parental
responsibility, as this will avoid any future difficult situations.

We request these details on the child registration form. If a parent does not have parental responsibility
or has a court order in place to prevent this, we must have a copy of this documentation for the child’s
records.

If a child is registered by one parent of a separated family, we request disclosure of all relevant details
relating to the child and other parent such as court orders or injunctions. This will make sure we can
support the child and family fully in accordance with the policy set out below.

We will:

» Ensure the child’s welfare is paramount at all times they are in the nursery

«  Comply with any details of a court order where applicable to the child’s attendance at the nursery
where we have a copy attached to the child’s file

» Provide information on the child’s progress, e.g. learning journeys, progress checks within the
nursery, to both parents where both hold parental responsibility

« Invite both parents to nursery events, including parental consultations and social events where both
hold parental responsibility

« Ensure any incident or accident within the nursery relating to the child is reported to the person
collecting the child

« Ensure that all matters known by the staff pertaining to the family and the parents’ separation
remain confidential

» Ensure that no member of staff takes sides regarding the separation and treats both parents equally
and with due respect

» Not restrict access to any parent with parental responsibility unless a formal court order is in place.
We respectfully ask that parents do not put us in this position

»  We will seek legal advice in the case of any disputes regarding the care or collection of the child and
sharing of information, where required, to ensure we meet all legal requirements.

We ask parents to:

« Provide us with all information relating to parental responsibilities, court orders and injunctions
» Update information that changes any of the above as soon as practicably possible
»  Work with us to ensure continuity of care and support for your child

« Not involve nursery staff in any family disputes, unless this directly impacts on the care we provide
for the child

» Talk to the manager and/or key person away from the child when this relates to family separation in
order to avoid the child becoming upset. This can be arranged as a more formal meeting or as an
informal chat

» Not ask the nursery to take sides in any dispute. We will only take the side of your child and this will
require us to be neutral at all times.
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Parents as Partners

At Little Brambles Nursery we welcome all parents as partners and support a two-way sharing of
information that helps establish trust and understanding. We are committed to supporting parents in an
open and sensitive manner and include them as an integral part of the care and early learning team
within the nursery. Working together ensures we can meet the individual needs of the family and child
and provide the highest quality of care and education.

The key person system supports engagement with all parents and we use strategies to ensure that all
parents can contribute to their child’s learning and development. We ask parents to contribute to initial
assessments of children’s starting points on entry and they are kept well informed about their children’s
progress. We encourage parents to support and share information about their children’s learning and
development at home and the key person seeks to engage them in guiding their child’s development at
home too. The key person system ensures all practitioners use effective, targeted strategies and
interventions to support learning that match most children’s individual needs.

Our policy is to:

» Recognise and support parents as their child’s first and most important educators and to welcome
them into the life of the nursery

» Generate confidence and encourage parents to trust their own instincts and judgement regarding
their own child

»  Welcome all parents into the nursery at any time and provide an area where parents can speak
confidentially with us as required

»  Welcome nursing mothers. The nursery will make available a private area whenever needed to offer
space and privacy to nursing mothers

» Ensure nursery documentation and communications are provided in different and accessible formats
to suit each parent’s needs, e.g. Braille, multi-lingual, electronic communications

« Ensure that all parents are aware of the nursery’s policies and procedures. A detailed parent
prospectus will be provided and our full policy documents will be available to parents at all times in
the Managers office

« Maintain regular contact with parents to help us to build a secure and beneficial working relationship
for their children

» Support parents in their own continuing education and personal development including helping them
to develop their parenting skills and inform them of relevant conferences, workshops and training,
where required

» Create opportunities for parents to talk to other adults in a secure and supportive environment
through such activities as open days, parents’ evenings

- Inform parents about the range and type of activities and experiences provided for children, the daily
routines of the setting, the types of food and drinks provided for children and events through
regularly distributed newsletters

» Operate a key person system to enable parents to establish a close, working relationship with a
named practitioner and to support two-way information sharing about each child’s individual needs
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both in nursery and at home. Parents are given the name of the key person of their child and their
role when the child starts and updates as they transition through the setting

» Inform parents on a regular basis about their child’s progress and involve them in shared record
keeping. Parents’ evenings are held at least twice a year. The nursery consults with parents about the
times of meetings to avoid excluding anyone

» Actively encourage parents to contribute to children’s learning through sharing observations,
interests and experiences from home. This may be verbally, sharing photographs or in written form

» Agree the best communication method with parents, e.g. email, parents app, face-to-face, telephone
and share information about the child’s day, e.g. food eaten, activities, sleep times etc.

» Consider and discuss all suggestions from parents concerning the care and early learning of their
child and nursery operation

» Provide opportunities and support for all parents to contribute their own skills, knowledge and
interests to the activities of the nursery including signposting to relevant services, agencies and
training opportunities

« Inform all parents of the systems for registering queries, compliments, complaints or suggestions,
and to check that these systems are understood by parents

» Make sure all parents have access to our written Complaints and compliments policy

» Share information about the Early Years Foundation Stage, young children's learning in the nursery,
how parents can further support learning at home and where they can access further information

+ Provide a written contract between the parent(s) and the nursery regarding conditions of acceptance
and arrangements for payment

» Respect the family’s religious and cultural backgrounds and beliefs and accommodate any special
requirements wherever possible and practical to do so

» Inform parents how the nursery supports children with special educational needs and disabilities

- Find out the needs and expectations of parents. We will do this through regular feedback via
questionnaires, suggestion system and encouraging parents to review working practices. We will
evaluate any responses and publish these for parents with an action plan to inform future, policy and
staff development.
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Collection and non- collection of
children

At Little Brambles Nursery we full day sessions. Parents can collect their child from the nursery flexibly
within this time period. We ask them to be no later than the session end time, for example if they attend all
day session no later than 6pm. We understand that some parents may arrive earlier to collect their child,
which is acceptable. However, the full fees still remain in place for the allocated session times.

We give parents information about the procedures to follow if they expect to be late. These include:
« Cadlling the nursery as soon as possible to advise of their situation and expected time of arrival

» Agreeing a safety password with the nursery in advance to be used by anyone collecting a child who is
not the parent (designated adult)

» Asking a designated adult to collect their child wherever possible

» Informing the nursery of this person’s identity so the nursery can talk to the child if appropriate. This
will help to reduce or eliminate any distress caused by this situation

 If the designated person is not known to the nursery staff, the parent must provide a detailed
description of this person, including their date of birth where known. This designated person must
know the individual child’s safety password in order for the nursery to release the child into their care.
This is the responsibility of the parent.

If a child has not been collected from the nursery after a reasonable amount of time, 15 minutes has been
allowed for lateness, we initiate the following procedure

» The nursery manager will be informed that a child has not been collected

» The manager will check for any information regarding changes to normal routines, parents’ work
patterns or general information. If there is no information recorded, the manager will try to contact the
parents on the telephone numbers provided for their mobile, home or work. If this fails the manager will
try the emergency contacts shown on the child’s records. Where possible, we request two or more
emergency contact numbers for each child

» The manager or staff member in charge and one other member of staff must stay behind with the child
(if outside normal operating hours). During normal operating times, the nursery will plan to meet
required staff ratios. If the parents have still not collected the child, the manager will telephone all

contact numbers available every 10 minutes until contact is made. These calls will be logged on a full
incident record

* In the event of no contact being made after one hour has lapsed, the person in charge will ring the local
authority children’s social services emergency duty team

» The nursery will inform Ofsted as soon as convenient

» The two members of staff will remain in the building until suitable arrangements have been made for
the collection of the child

« The child’s welfare and needs will be met at all times and to minimise distress staff will distract,
comfort and reassure the child during the process

» In order to provide this additional care a late fee will be charged to parents. This will pay for any
additional operational costs that caring for a child outside their normal nursery hours may incur.
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Policy on payment of fees

In order to maintain the highest levels of service and ensure long term sustainability, Little Brambles
Nursery operates a strict fees policy and we thank parents/ carers for respecting this.

A non-refundable fee of £100 Is payable on submission of the Nursery admissions form and the
nursery cannot process any application until this has been paid.

Fees are payable in advance, and a signed direct debit mandate must be in place.
We ask that fees are paid one month in advance on or before the 1st of each month.
Full fees are payable for all absences and holiday periods, including Bank holidays.

Nursery will be closed for one week at Christmas. Dates of closure will be issued one-month in
advance.

Additional sessions can be requested via the office or Parent app and are subject to availability.
These sessions can only be authorised by a member of the management team.

Late collection fees apply at a cost of £10 Per 10 minutes

In the event of a direct debit payment failing on the day it is due a fee of £50.00 will be payable.

Any payment that is due and which is not made within 21 days of the date it is due, will result in the

child’s non funded place being temporarily withdrawn for a maximum period of 5 days until such
payment is made. If there is persistent late and unpaid fees, your child’s place may be withdrawn.

To cancel a place, written notice of one full term must be provided for funded places and one
months’ notice for private fee-paying places.
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What do | need to bring to
nursery?

Bottles & Comforters

We ask that you provide us with enough clean, sterile bottles to last the day.

Along with their formula or breast milk, any dummies or comforters they may require throughout the

day.

Drinks

Please provide us with a drinking cup that your little one can independently use.

Our older children have access to open cups at nursery, so they do not require a bottle
Nappies

If your child is in nappies, please provide enough nappies for each day.

We will provide wipes.

Clothes & Outdoor Play

Please provide us with spare clothes, including underwear and socks (when applicable)

Our children will be exploring the outdoors daily, so please provide a coat, waterproof suit, along with

wellies for these occasions.

What do | need to bring to nursery?
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