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Admissions Policy 
At Frome Valley Preschool we have a firm commitment to the inclusion of all children regardless of race, ethnicity, gender, religion, physical and/or learning needs. The preschool aims to provide a safe, stimulating and caring environment where children can develop their skills at their own pace.
Frome Valley Preschool is Ofsted registered and takes children from 3 yrs to 4 yrs 11 months. 
· Requests for morning or afternoon places will be considered but cannot be guaranteed 
· A registration form must be completed and signed before a child can attend the preschool.
· One months notice in writing will be required prior to a child being withdrawn from the Pre-school. If a child’s place is fee paying (not fully funded by Early Education Funding) and a months notice is not given, a month’s fee will still be charged. 
· If a child is absent for any reason Frome Valley preschool require notification either by writing or telephone before or on the day of absence. Unexplained, irregular or non-attendance will be recorded and monitored for funding, safeguarding and health & safety reasons.
· It is generally acknowledged that it is not good practise for a practitioner to have a child attend the preschool. This is however at the discretion of the Childcare Manager and the school governors.
· Prior to starting, parents are invited to visit Frome Valley Preschool with their child to enable them to familiarise themselves with the setting, routines and their Key Person.
Early Education Funding for three and four year olds

All children are entitled to receive 15 hours of free Early Education Funding per week for 38 weeks of each financial year. This will start the term following their third birthday up to and including the term in which they turn five or start at a state maintained school, whichever comes first. The term dates for this purpose are set by the Secretary of State and are:
· Autumn term: 1st  September to 31st  December 

· Spring term: 1st  January to 31st  March 

· Summer term: 1st  April to 31st  August

A minimum of 2.5 hours and a maximum of 6 may be taken in any one day at our setting, with a maximum of 15 hours over three or more days per week. The paper work is completed by the preschool.
Some children may be eligible to an additional 15 hours a week. Places will be allocated on an availability basis.

Inclusion Policy
At Frome Valley Preschool we aim to provide an inclusive environment, recognising and understanding that as individuals, children and adults alike all require some form of support. This may be specific and require the help of outside professionals. We aim to provide an enabling environment where all are recognised as unique and feel valued and free from discrimination, reflecting our multicultural society where families, staff and children work together. We are committed to promoting the understanding of the principles and practice of equality. Further details are provided in our Equality Policy.

Frome Valley Preschool provides a broad and balanced curriculum that is personalised for the children using the setting. Our practitioners recognise each child as unique and work in close partnership with parents and other professionals to enhance the opportunities for learning and development. Further details are provided in our Special Educational Needs and Disabilities Policy.
At Frome Valley Preschool, we ensure that all children are fully integrated into the daily groups and routines. Children with special needs and disabilities are involved in play activities alongside their peers wherever possible. Practitioners use a range of strategies to engage the children in play, and provide learning activities to suit individual children’s most effective style of learning.  Practitioners also use activities and experiences to raise children’s awareness of positive images of disabilities and difference.
Recruitment and Vetting Policy
Recruitment and vetting will follow the guidelines set down by the Greenwood Tree Trust Policy
Frome Valley Preschool is committed to safeguarding and promoting the welfare of the children and expects all staff and volunteers to share this commitment.  We value the diversity of our workforce and welcome applications from all sections of the community.

To ensure the safety of its children all staff members and volunteers will be subject to an enhanced DBS check. All staff read and sign the Code of Conduct and Guidelines for Safer Working Practices for the protection of children and staff.
Equality Policy
Admissions

Frome Valley Preschool is open to all children and families in the community. We provide a happy stimulating atmosphere, fostered by practitioners who are dedicated in assisting children to develop and learn at their own pace. We work a registration system, where by, a child’s name can be put on a register at any time. To do this the parent/guardian will need to complete and sign a registration form. 
Frome Valley Preschool is registered to take up to 29 children and is staffed at the ratio of one adult to eight children.
.

Employment

Please see Recruitment and Vetting Policy. 

We hold regular staff/training meetings providing practitioners with the opportunity to undertake, professional development, curriculum planning and discuss the development of the children.

All of the practitioners hold relevant early education and childcare qualifications and are given opportunities to attend training courses.
Festivals

Frome Valley Preschool provides a Christian environment but we will show respect and awareness for all major events in the lives of the children and their families. We promote an awareness and understanding of the diversity of religious; social, ethnicity and cultural backgrounds. Children will be made aware of the festivals which are being held and celebrated by their families or others, by means of books, stories, visitors, clothing and cooking etc. Wherever possible families will be encouraged to become involved and share in our activities with their children.

Ethics

All children will be respected, their individuality and potential recognised, valued and nurtured. Activities and the use of play equipment will offer children the opportunities to develop in an environment free from prejudice and discrimination. We promote images of people, male and female, with and without disabilities from a range of ethnic and cultural backgrounds. Appropriate opportunities will be given for children to explore, acknowledge and value similarities and differences between themselves and others.

Language

Information, written and spoken will be clearly communicated in as many languages necessary through use of external agencies. Bilingual/multilingual children and adults are an asset. They will be valued and their languages recognised and respected in Frome Valley Preschool.
Food

We will ensure that all medical, cultural and dietary needs are met and individual cases will be discussed. (see nutrition policy).
Resources

Materials used in Frome Valley Preschool will be chosen to give children a balanced view of the world and an appreciation of the rich diversity in varying abilities and the multi-racial nature of our society. We promote images of people, male and female, with and without disabilities from a range of ethnic and cultural backgrounds.

Training

We seek out training opportunities for staff and volunteers to enable them to develop             anti-discrimination and inclusive practices, which will enable all children to flourish. We review and monitor practice to ensure that we are fully implementing our policies for equality, diversity and inclusion.

Intimate Care Policy
‘Intimate care’ covers any task that involves the washing, touching or carrying out a procedure to intimate personal areas and is associated with bodily functions and personal hygiene including toileting, washing and dressing.

Frome Valley Preschool is committed to ensuring that all staff responsible for intimate care of children will do this in a professional manner at all times. It is acknowledged that these adults are in a position of great trust. 

In intimate care situations the child’s safety, dignity and privacy are of paramount importance. Children requiring intimate care will be treated respectfully at all times.
Partnership with Parent/Carers Policy
We view partnership with parents/carers as a vitally important part of the care and the education of your child(ren). We aim to listen to and support parents/carers with their essential role as the first and enduring educators of their young children.

We will: - 
· Ensure all parents/carers are aware of how ‘Frome Valley Preschool’ works and our policies.
· Gather background information about a child prior to them attending the setting through the use of ‘All about me’ booklets.
· Involve parents/carers in shared observations and record keeping regarding the progress of their child on a regular basis, both formally and informally.
· Welcome the contributions of parents/carers, whatever form these may take.
· Inform parents/carers of the systems for registering queries, complaints and suggestions.
· Inform parents/carers about the Early Years Foundation Stage (EYFS) Framework.
· Have an ‘open door’ policy that parents/carers are always welcome to stay, observe practice and at convenient times, discuss their child. 
· For parents/carers of children with additional needs we work together to follow the advice and support from other agencies.
· Share our knowledge about the children through informal discussions, parent consultations and written records by way of an individual online Learning Journal.
· We encourage personal belongings to be left at home e.g. toys, bikes etc to ensure that all children are given the same opportunities and less likely to get lost or broken. Frome Valley Preschool can not be held liable for any possessions left on the property. All clothes, shoes etc should all be clearly labelled.
· Keep parents informed through regular newsletters.
Medication Policy
· Only liquid paracetamol or medicine prescribed by a doctor, clearly labelled in the original container, with the child’s name, dosage and instructions will be administered.
· Parent/carers will need to sign the medication form giving permission for a practitioner to administer medication, giving clear instructions about, dosage and time of administration.
· It is a legal requirement for Frome Valley Preschool to keep a written record of any medication administered. The medication form will be filled in by the practitioner with the name of the child, the time and date the medicine was administered along with the signature of the practitioner who has administered the dose. This will be witnessed by another practitioner and will be signed by the parent/carer on the collection of the child.
· If a child refuses to take a medicine practitioners at Frome Valley Preschool will not force them to do so. They will note this in the records and the parents/carer will be contacted immediately.
· All medication will be kept out of reach of the children.
· If a child has a temperature a parent/carer must come in to check the child and either take the child home or administer medication. A consent form will be signed if further medicine is to be given.

· Medication will not be stored long term or overnight at Preschool, with the exception of medication for long term medical conditions such as nut allergies or chronic Asthma,  
Consent for Medical Treatment
On enrolment to Frome Valley Preschool all parents/carers will be expected to sign, for their child, a consent form for medical treatment to be carried out in the event of an emergency. If signing this form is refused parents/carers will be asked to submit in writing their reasons for this decision and what procedures they wish to be carried out instead. This will be signed and dated by the parent/carer. 

Children with long term medical conditions will be supported through liaison with parents and health care professionals and will most often result in the writing of a health care plan for the individual.

Health and Safety Policy
Equipment

Equipment in Frome Valley Preschool will be checked daily before use to ensure it is in good working order and safe to use.

We ensure that the equipment we provide:- 
· Is suitable for all ages and developmental stages of the children.
· Provide challenges to develop the physical, social, intellectual and creative skills of the children.
· Encourage children, with adult guidance, to be independent and to develop to the best of an individual’s potential. 
· Can be used in a variety of ways to encourage an open-ended approach to creativity and problem solving.
To ensure safety to the children and adults in Frome Valley Preschool we adhere to the following guidelines:-
· All children are supervised by practitioners at all times and will always be insight or hearing of a practitioner.
· A register is kept of the children arriving and leaving Frome Valley Preschool to ensure that a record of children and practitioners is available in any emergency.
· Fire drills are carried out regularly and fire doors are never obstructed.
· All accidents and incidents are recorded and regularly monitored.
· The building and grounds are a NO SMOKING area.
· A first aid box is available at all times.
· A trained paediatric First Aider is available at all times.
· When children are on the premises at least two practitioners will be present.
· Electric points, wires and leads are safely guarded.
· The layout of play equipment allows adults and children to move safely and freely between activities.
· All materials, including paints and glues, are non - toxic
Hygiene
· All surfaces are cleaned daily.
· All floors are swept/mopped and toilets are cleaned daily unless there is a spillage which will be dealt with immediately.
· Any body fluid or blood spillage will be cleared immediately. Disposable gloves will always be worn when cleaning bodily fluids/blood and disinfectant used, any fabrics will be washed thoroughly.
· Parents/carers are asked to provide an extra set of named clothing for their child in a bag with the child/s name on.
· Parents/carers will be kept informed of any accidents, incidences or infection.
· Children will learn about health, safety and personal hygiene through the activities we provide and the routines we follow.
Allergies
All practitioners will be made fully aware of any children in Frome Valley Preschool who have allergies. The parent/carer will be responsible for providing all the information with regard to the nature of their child’s allergy, and the medication and procedures required. Parents/carers are also responsible for keeping staff informed of any changes relating to a child’s allergies.

Risk Assessments
Full assessments of all equipment, materials, furniture, inside and outdoors etc will be carried out daily. Practitioners will check all areas at the beginning of each day to ensure the safety of everyone in Frome Valley Preschool. Children are actively involved in risk assessments to increase their awareness of creating a safe environment. 
Any trips out of the Preschool environment are to subject to a risk assessment. 
Security
Any visitors to Frome Valley Preschool will be asked to sign a visitors’ book with their name and reason for visit. The book is located in the reception area of the school. Visitors will also be required to sign out as they leave. Visitors will be accompanied by a member of the school or preschool staff at all times.
Fire and Evacuation Policy
The preschool follow the fire and evacuation policy and procedure set out the school. Practitioners will ensure all children are guided calmly and safely to the designated fire exits. All children and adults will evacuate via the rear of the building. They will assemble at the assembly point at the front of the school. If this is not possible then contingency plans are followed. The Childcare Manager will make sure all preschool staff and children have left the building before they leave with registers, contact numbers, mobile telephone.
All doors will be closed.

No person will re-enter the building once exited.

Parents/carers will be contacted and informed of the collection point at which they can collect their children.
Sickness Policy
Parents/carers are asked to keep their children at home if they have an infection. Should your child become unwell Frome Valley Preschool must be contacted on the morning of the absence. The following table sets out the guidelines for the length of period a child must remain away from the setting before returning.
	Illness
	Recommended period to kept away from preschool
	Comments

	Athletes Foot


	None
	Not a serious condition
Treatment is recommended

	Cold Sores


	None
	Avoid kissing and contact with sores. Avoid sores are generally mild and self limiting

	Chickenpox
	5 days from onset of rash.


	

	Conjunctivitis
	None


	If an out break/cluster occurs the local Health Protection Unit (HPU) are informed

	Diarrhoea and/or vomiting
	48 hours after symptoms of Diarrhoea/vomiting have stopped.
	

	E.coli 0157
VTEC

Typhoid*
Shingella
	48 hours from last episode of Diarrhoea
Further exclusion may be required for some children until they are no longer excreting
	Further exclusion may be required for young children under five and those who have difficulty in adhering to hygiene practices.

	Flu (Influenza)

	Until recovered
	

	German Measles *

(Rubella)

	6 days from onset of rash.
	Preventable by immunisation

	Glandular Fever


	None
	

	Hand, foot and mouth
	None


	Exclusion may be considered in some circumstances

	Head Lice


	None


	Treatment recommended only in cases where live head lice have bee seen

	Impetigo
	Until lesions are crusted and healed or 48 hours after commencing antibiotic treatment.
	Antibiotic treatment may speed heeling and reduce infectious period


	Measles*
	4 Days from onset of rash.


	Preventable by vaccination

	Meningococcal Meningitis /Septicaemia*
	Until recovered


	Preventable by vaccination. No exclusion necessary for siblings.

	Meningitis Viral*
	None


	Milder illness

	Mumps*

	5 days from onset of swollen glands.


	Preventable by vaccination

	Ringworm
	Exclusion not usually required.

	Treatment is required

	Scabies
	Child can return after first treatment
	Household and close contacts require treatment.

	Scarlet Fever *
	Child can 24 hours after commencing appropriate antibiotic treatment.
	Antibiotic treatment is recommended.


	Shingles
	Exclude only if rash is weeping and cannot be covered
	Can cause chicken pox in those not already immune.

	Slapped cheek


	None


	

	Threadworms
	None  
	Treatment is recommended for the child household contacts.

	Tonsillitis
	None


	There are many causes, but most cases are due to viruses and do not need antibiotics.

	Verrucae and Warts
	None


	Verrucae should be covered with a plaster in swimming pools, changing rooms etc

	Whooping Cough*

(Pertussis)
	5 days from commencing antibiotic treatment, or 21 days from onset of illness if no antibiotics.
	Preventable by vaccination. After treatment non-infectious coughing may continue for many weeks.


     * Diseases the Local Authority have to be informed of.

Information obtained from the Health Protection Agency. (February ‘14)

More information available on www.hpa.uk

Frome Valley Preschool will be given 3 emergency contact numbers for all children on the registration form and will be regularly updated. Parents should ensure Frome Valley Preschool members of staff are notified of any changes to contact information.

If children become unwell whilst at preschool:-
· Parents/carers will be contacted and asked to collect the child.
· While awaiting parents/carers arrival the unwell child will be taken to a quiet corner away from other children and cared for by a practitioner.
· If parent/carer cannot be contacted, other emergency numbers will be tried. Parents/carers are asked to inform Frome Valley Preschool of any conditions or illnesses.
Nutrition Policy
· A choice of water or milk will be available with morning and afternoon snacks. 

· For children all dairy products will be half fat. 

· Soya drinks will be given as a substitute for cow’s milk but must be provided by the parent/carer and these should be those fortified with calcium. 
· Water will be available at all times. 

· If a child is not eating well parents/carers will be advised. 
· Food will not be withheld or used as a punishment.
· Parents/carers of children who are on special diets will be asked to provide as much information as possible about suitable foods and in some cases may be asked to provide the food themselves. 
· Practitioners will supervise children while they eat and will provide a good role model for healthy eating.
· Children will be encouraged to develop good eating skills and table manners, and will be given plenty of time to eat.
· Children will be encouraged to play outside every day. This will ensure that they have an opportunity to be exposed to summer sunlight which helps their bodies make vitamin D.
Parents/Carers of children who stay for lunch should:-
·  Ensure their child's lunch bag or box is clearly labelled with his or her name.
· Include an icepack to keep the contents cool the Preschool does not have the facility to keep lunches refrigerated.
· Encourage healthy eating by excluding treats like sweets, nuts, fizzy drinks or chocolate. Frome Valley Pre-school reserves the right to not allow any such items to be consumed.
Even if your child does not suffer from a food related allergy Frome Valley Preschool ask you to avoid putting items a child’s lunch that may cause a problem for another child in the setting, such as nuts.
Special Educational Needs and Disabilities (SEND) Policy
At Frome Valley Preschool, we recognise each individual as a ‘Unique Child’ and are committed to providing an inclusive curriculum that is accessible to all. We provide personalised help and support for all and aim to provide appropriate support for the children that are identified as having additional needs. We recognise that there are able children as well as less able children and that suitable provision must be made for all these children. The majority of this document focuses on the children with learning difficulties as is required by the DfE (Department for Education) Special Education Code of Practice. Frome Valley Preschool practitioners are involved in the development, monitoring and evaluation of the SEND Policy. 

SEND covers educational, social, emotional and physical needs. We have a behaviour policy, which works alongside the SEND policy. The majority of children’s needs will be met within Frome Valley Preschool wherever possible.
At Frome Valley Preschool we have a Special Educational Needs Coordinator (SENCO) who has time allocated to assess and monitor children with SEND. All information and records kept are strictly confidential and on a need to know basis. The SENCO for Frome Valley Preschool is Becci Dean.
We encourage our children to work co-operatively and to draw on each other’s strengths. Such a situation provides an excellent framework for giving extra help to identified children without placing to much undue pressure on the individual.

Aims
· To enable all children access to a broad and balanced variety of activities inline with the Early Years Foundation Stage Framework.
· To address the needs of all children who may have SEND either throughout or at any time at Frome Valley Preschool.
· To work in partnership with parents, providing them with information at all stages.
· To recognise parents as children’s primary educators and enlist their knowledge and support in preparing and administering an achievement plan.
· To seek intervention at the earliest stage possible and remove barriers to learning.
· To involve external services as required, for statemented and non- statemented children.
Admission Arrangements

The children are admitted in accordance with Frome Valley Preschool admission policy. Meetings with the SENCO, key persons and parents are facilitated to ensure necessary provision is organised prior to a child starting at Frome Valley Preschool.
Resources 

Resources are selected for the environment to promote ‘Learning and Development’ and to create an ‘Enabling Environment.’ Allocation of resources is dependent on the needs of the children at any particular time. At times specialist resources can be borrowed from the Health Authority.
Key Person Policy

In line with the EYFS focus on ‘positive relationships’, when a place is accepted at Frome Valley Preschool a child is assigned a practitioner as a key person. This practitioner will have a particular interest and responsibility for the child. The role of the key person is to:-

· Liaise with parents/carers on introduction to the setting.
· Aid the transition from home into the setting.
· Build up relationships with parent/carer.
· To plan activities according to the child’s needs.
· Record the child’s progress and achievements.
To enable the practitioner to collate a record of a child they will:-

· Collect information about the child’s activities, interests and achievements through observations to create a journey of their learning.
· Use photographic and video evidence.
· Regularly exchange information with the parent/carer about the child.
The key person may change if the child changes sessions attending or if the practitioner leaves.  .
Smoking Policy
Frome Valley Preschool believe in safeguarding children from the effects of second-hand smoke. In line with government legislation, smoking is not permitted in or around any of the premises, this includes the car park. Practitioners will not be permitted to smoke whilst on duty or when out of the setting with the children.
Smoking will only be permitted away from the setting and off site, during unpaid lunch breaks. 

Alcohol and other Substances Policy
The consumption of alcohol is not permitted at Frome Valley Preschool. Practitioners will not be permitted to work if they are believed to be under the influence of drink or any other substance. In the event of a practitioner being deemed unfit to work the Dorset County Council disciplinary procedure will be followed.

If a parent/carer comes to collect a child and a practitioner suspects that they are under the influence of alcohol or other substances Frome Valley Preschool have a duty of care towards the child and the following procedure will be followed to prevent the removal of the child by the parent/carer:-
· The parent/carer will be encouraged to return later when they are feeling better.

· It will be suggested that another named person could be contacted to assist the parent/carer.

· If help is refused the practitioner will not put themselves in any physical danger by preventing the parent removing the child however the Designated Safeguarding Person will be informed and appropriate action will take place.     
Photographing Children Policy
The use of cameras and videos by practitioners at Frome Valley Preschool is considered to be an integral part of recording a child’s development and achievements. To ensure the protection of staff and children the following safeguarding measures will be followed:
· Written permission will be obtained from parents/carers when a child starts preschool. This permission will extend to Preschool staff only.
· Parents/carers will be given the option for images to be taken for recording children’s progress but not used on our website, for publicity or press releases.
· Where permission is given individual children will not identified by name.
· Photos and films will only be obtained using equipment owned by Frome Valley Preschool. The use of a mobile phone to obtain photographs for preschool use will not be permitted.
· Frome Valley Preschool cannot be held accountable for photographs or video footage taken by parents or members of the public at events and/or presentations.
Positive Behaviour Policy
We believe that children and adults flourish best in a warm and caring environment in which everyone knows what is expected of them and children are free to play and socialise without fear of being hurt or hindered by anyone else.  We aim to provide an enabling environment in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.

We follow principles which are rooted firmly in specific praise and encouragement. This is based on the understanding that positive reinforcement of good behaviour is more effective than negative punishment. Praise raises a child’s self esteem and develops an ethos of kindness and will promote good behaviour rather than deterring anti-social behaviour.
In order to achieve this: 

· Expectations governing the behaviour of the children are discussed by all practitioners and agreed.  The children are encouraged to make ‘good choices’ and then given the responsibility of carrying them out. 
· All practitioners will ensure that these expectations are applied consistently so that the children have the security of knowing what to expect and can build up positive attitudes.
· All practitioners will provide a positive model for the children with regard to friendliness, care and courtesy.
· Practitioners will praise and endorse desirable behaviour such as kindness and willingness to share.
· Practitioners will take positive steps to avoid a situation in which children receive adult attention only in return for unacceptable behaviour.
When children behave in unacceptable ways:
· In any case of unacceptable behaviour it will always be made clear to the child or children in question, that it is the behaviour and not the child that is unwelcome.
· Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children’s level of understanding and maturity.
· Children who behave in an unacceptable way will be given additional adult support to establish what was wrong and work towards resolving issues leading to a positive outcome.  Where appropriate this might be achieved by a period of time out from positive reinforcement, by way of the thinking space, supported by an adult.
· Children will only be removed from the room if deemed appropriate and as part of a behaviour plan discussed with the parents/carer.
· Practitioners will be aware that some kinds of behaviour will arise from a child’s special need and will be dealt with accordingly.
· Techniques intended to single out and humiliate individual children will not be used.
· In cases where the behaviour is deemed to be seriously unacceptable such as racial or other abuse, the unacceptability of the behaviour and attitudes will be made clear immediately, by means of explanations rather than personal blame.
· Practitioners will not shout or raise their voices in a threatening way.
· Practitioners will make themselves aware of, and respect a range of cultural expectations regarding interactions between people.
· The key person will discuss any specific notable incidence with parents/carers on collection on that day. 
· Recurring problems will be tackled by the practitioners, in partnership with the child’s parents/carers. An action plan will be agreed, using objective observation records to establish an understanding of the cause and helping to provide a resolution. This will be written down and copies kept by both parties and reviewed after an agreed length of time.
· Physical punishment, such as smacking or shaking, will never be used or threatened.
Fees Policy
· Fees will be invoiced during the last week of the calendar month.
· Fees must be paid during the 1st week of the month however parents/carers wishing to pay weekly can do so by agreement.
· One month’s notice is required in writing should you wish to change your child’s hours, or to cancel their place at Frome Valley Preschool. 
· It is the responsibility of the payee to ensure that they receive a receipt as proof of payment.
· Fees are still required if your child does not attend due to illness or holiday.
· A fee will be charged if a parent/carer is late collecting their child, two practitioners must be on duty in the setting even for one child. You will receive a letter warning that on the next occurrence of lateness a fee will be charged.
· If cheques are referred back, a fee will be made for administration charges.
· If you have difficulty in paying we will endeavour to do all we can to support you however failure to pay will result in your child’s place being withdrawn. 
· Sessions can be reserved for up to 6 months but we require confirmation 6 weeks prior to your child’s starting date.
· Payment can be made with Childcare Vouchers which will be credited to your next month’s statement. 
Confidentiality Policy
The practitioners of Frome Valley Preschool recognise that children and parents have a right to expect confidentiality to be maintained. This will be achieved in the following ways:

· Any information in a child’s record that is of a sensitive nature will be kept in a secure place.
· Any anxieties/evidence relating to a child’s personal safety will be kept in their confidential file and will not be shared within the setting except for the child’s key person and the senior practitioners.
· Parents/carers will have ready access to files and records of their own children but not of any other child.
· Practitioners will not discuss individual children with people other than the parents/carers of that child.
· Information given to practitioners will not be passed on to a third party without permission.
· Personnel issues will remain confidential to the people involved.
· A child’s latest development record will be passed to other pre-schools that the child attends on request.
· When a child enters statutory education Frome Valley Preschool will pass on an Early Years Foundation Stage Record to their school. Children with SEND will also have a preschool/school transition form completed. 
· Parents will be consulted before referral to other agencies if there are concerns about a child’s development. However a duty of care to the child may override the responsibility for confidentiality. (see Safeguarding Policy)
· Frome Valley Preschool will comply with all requirements of the 1998 Data Protection Act.

Outings Policy

At Frome Valley Preschool we feel that it is important for children to experience the wider community and will be on occasions taken out of the setting. Different types of outings will require variations in preparation.

These include: 

· Walks around the immediate area to the park, local shops, library or places of interest.

· Visits to places such as activity parks and farms, which require the use of public or other forms of transport.
Whatever the outing the same standard of care and safety will be expected to be taken by practitioners, volunteers and students. However, they will be expected to balance this responsibility with ensuring that children are given the maximum opportunity to experience and explore new environments, to socialise and to have fun. 
Before an outing takes place practitioners will ensure the following:
· A full risk assessment has taken place with supporting documentation.
· Each child has an outing permission form signed by their parent/carer.
· Ratios of practitioners to children will be greater than those within the setting of 1 adult to 8 children. The ratio of practitioners will be determined from the risk assessment.
· A list of emergency contacts will be taken.

· Names of all children and adults attending will be made.

· First Aid kit and a charged mobile phone will be taken.

Additional requirements for longer outings and those involving the use of public transport:
· Each child has permission relating to the specific outing, signed by their parent/carer.
· Each child will use a car safety seat, booster seat or seat belt as appropriate.  
Collection of Child Policy

The safety of all children is of utmost importance, therefore:
· We ask to be given prior notice if a child is to be collected by someone other than the parent/carer. 
· No person under 14 years old may collect a child.
· The parent/carer should introduce any relative or friend to the key person who may collect the child in an emergency. If this is not possible then appropriate proof of identification will be requested.
Only if the above is met satisfactorily will the child be allowed to leave with this person.
If a parent/carer is repeatedly late collecting their child Frome Valley Preschool reserves the right to charge a ‘Late Pick up’ fee. (see Fees Policy) Two practitioners must be on duty in the setting even for one child. The fee charged will be at a rate to cover their over-time payment. 
Non Collection of Child Policy

In the event of a child not being collected from Frome Valley Preschool the following actions will be taken:
· Every effort will be made to contact the child’s parent/carer.
· Alternative emergency contacts, authorised by the child’s parents to collect on their behalf, will be contacted.
· If we have not been notified, or been unable to make contact with those authorised by the parent/carer to act in cases of emergency, it is our responsibility to inform the Social Care duty officer who will then take responsibility for the child.

Lost Child Policy

In the unlikely event of a child having gone missing from Frome Valley Preschool the following actions will be taken:
·  A practitioner will enlist the support of a member of staff from Frome Valley First School to carry out an immediate search of Frome Valley Preschool both inside and outside.

· The Head Teacher will be informed that a child is missing from Frome Valley Preschool and will arrange for a wider search of the grounds using additional staff from the school.
· The search will take no longer than 15 minutes.
· If the search results in the child not being found the parent/carers and the police will be informed.  The search would continue until the police arrive and take over.
· A full report of the incident will be made and a copy sent to OFSTED.
Outdoor Learning Policy
At Frome Valley Preschool, we value outdoor play as an intrinsic part of the curriculum. By ensuring outdoor play is an integral part of the daily routine we consciously seek to transmit a positive attitude to the outdoors and enrich the child’s understanding of the world around him/her. Active learning experiences outdoors are essential for young children as they give children opportunities to practise their developing skills and to explore their world whilst also supporting physical, mental and emotional development. 
Being outdoors has a positive impact on children’s sense of well-being and helps all aspects of children’s development. 

Frome Valley Preschool will provide active learning experiences outdoors for the children throughout the year. We aim to provide children with opportunities to practise their developing skills, make them feel good and to explore their world. We believe that children should begin to take risks and face challenges outdoors. 
· To nurture an awareness of the environment and develop skills in investigation and observation of the natural world.
· The outdoor environment will be accessed daily through a free flow system and will support the needs of all children by offering a range of play-based experiences. 
· We will ensure the children have appropriate outdoor clothing for the weather in order to enable them to fully access the activities outside. This will include, but is not restricted to: waterproof clothing, wear appropriate footwear, sun protection cream and a hat.
· To ensure the health and safety of all children, the staff will risk assess to enable rather than restrict their experiences.
· We will provide opportunities for children that are meaningful and engaging, supporting their development in all areas of the EYFS.
Safeguarding Children Policy

It is the responsibility of our practitioners to protect the children in our care. We believe that all children should enjoy the security of appropriate relationships with adults and children, which enable them to thrive at each stage of their development. Frome Valley Preschool has a duty to be aware that abuse does occur in our society.
This policy lays out the procedures that will be followed if we have reason to believe that a child in our care is subject to any form of abuse or neglect. We believe we have a duty to the children, parent /carers, and staff to act quickly and responsibly to any concern that may come to our attention. It is the duty of any staff member to report and suspected abuse to the designated Safeguarding Lead.
The Safeguarding Lead for Frome Valley Preschool is Babs Maslin, and Emma Young will deputise in her absence.

Concerns about a Child

If there is a concern about a child Frome Valley Preschool has a duty to contact the Multi-Agencies Safeguarding Hub (MASH). The Safeguarding Lead (DSL) or deputy will speak to the duty officer to share there concern over an incident or emerging pattern of concerns. If the initial contact is taken by Children’s Social Care (CSC) as a referral, the setting will provide a written report within 48 hours.
Physical Abuse

Action will be taken under this heading if staff have a reason to believe that there has been a physical injury to a child, including deliberate poisoning, where there is definite knowledge, or reasonable suspicion that the injury was inflicted or knowingly not prevented.

Sexual Abuse
Action will be taken under this heading if the staff team have witnessed occasions where a child indicated sexual activity through words, play, and drawing or had an excessive pre​occupation with sexual matters or had an inappropriate knowledge of adult sexual behaviour.
Emotional Abuse
Action will be taken under this heading if the staff team has reason to believe that there is a severe, adverse effect on the behaviour and emotional development of a child caused by persistent or severe maltreatment or rejection.
Neglect
Action will be taken under this heading if the staff team has reason to believe that there has been persistent or severe neglect of a child (for example, by exposure to any kind of danger, including cold and starvation) which results in serious impairment of a child's health or development, including non-organic failure to thrive.
Procedure

1. Any sign of a mark or injury to a child when they come in to Frome Valley Preschool will be recorded, discussed with the parent / carer who will be asked to countersign the record. Parents/carers will be informed of this procedure on joining the setting.

2. The observed instances will recorded and any visible marks recorded on a body map.
3. If there appears to be any discrepancy or query regarding the injury or the injury is discovered after the parent/carer has left and the child discloses the names of the person causing the injury, this will be shared with CSC who may notify the police if there is any concern that the child is in danger of significant harm. 
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The Children Act of 1989 places a duty on CSC to investigate such matters. Frome Valley Preschool will follow the procedures set out by the Dorset Safeguarding Board(DSCB) and will take guidance of CSC on further action or procedures to be followed. All records will be kept confidential on a need to know basis.
Allegations of child abuse or neglect could lead to a criminal investigation so staff will not do anything to jeopardise this, for example, ask a child leading questions or attempt to investigate allegations themselves. If initial clarification is needed or if requested by CSC, staff will use open ended questions (T.E.D. tell me, explain to me, describe to me) but will be mindful that CSC and Police are responsible for child protection matters.
Allegations against a member of staff or volunteer
Action will be taken under this heading if a concern is raised or allegation is made against a member of staff or volunteer which suggests that a child has been harmed or is vulnerable to abuse.
Procedure
1. This should also be notified to the DSL/Employer who will contact Local Authority Designated Officer (LADO) for advice and direction of procedures to follow.
2. Ofsted will then be notified of the allegation.
3. In all cases a record of the report, which is timed, dated and includes a clear name or signature will be made. 
4. Suspension may be considered necessary if:
· there is cause to suspect a child is at risk of significant harm, or

· the allegation warrants investigation by the police, or
· the allegation is so serious that it might be grounds for dismissal (as per Contracts of  Employment or disciplinary procedures and grounds for gross misconduct)
The suspended person will be suspended on full pay during the period of the investigation. If there is no proof of any misconduct and a suspended person is to return to work, appropriate support should be set up e.g. mentor/management of contact with child/children/parents that made the allegation. If the complaint is upheld the staff member would be dismissed on the grounds of gross misconduct following usual disciplinary procedures

Full DSCB guidance and procedures on Managing Allegations is found in 'Working Together to Safeguard Children and Young People 2015.
Ensuring suitability of staff to work with children
In accordance with the Childcare Act 2016 and EYFS Welfare Requirements, all staff who work at Frome Valley Preschool will be subject to rigorous checks and references (Enhanced Disclosure and Barring Service check, health check, reference checks) All staff are contracted to attend training in Safeguarding Level 2 Awareness (Early Years and Childcare) and will be asked to familiarise themselves with this document. Staff job roles include responsibility to safeguard children and report to the DSL any concerns 
Staff must:

· Give comfort and support to the child as appropriate

· Not force the child to talk about abuse or ask leading questions.

· Maintain confidentiality for the protection of the child and family
·  Speak to the DSL or deputy as soon as possible to ensure that appropriate action can be taken. 
· Record, using clear language, what has been seen or heard. 
· Staff must ensure that their conduct is exemplary and it does not put children in danger or bring the setting into disrepute. 
Volunteers and students who have not undergone these checks will be fully supervised and never be left alone with children. Visitors will be asked to sign in and read a statement regarding our commitment to safeguarding children and young people.    
Working with parents and carers.

Parents/carers will be provided with a copy of this policy when their child first attends Frome Valley Preschool. Parents/carers will be reassured that allegations against staff, students or volunteers of abuse or neglect will be taken seriously and will be reported to CSC to investigate. At all times the child or young person’s well-being comes first. Frome Valley Preschool has the right to seek advice, regarding a concern they may have about a child, before discussing it with the child’s parent. If the child is thought to be at risk of significant harm, a referral may be made to CSC without first discussing it with the parent. 
Follow on

If a concern or allegation is followed up by CSC they may arrange to visit the family/setting to see the child and parents for themselves. If this leads to them to suspect a child has been abused or neglected, advice and support will be offered to improve the care of the child. 

Frome Valley Preschool will continue to provide the best care for the child and work to support parents/carers in a confidential, non-judgemental manner.
Mobile Phones and Social Networking

We believe our staff should be completely attentive during their hours of working, to ensure all children in the Preschool receive good quality care and education. Therefore personal mobile phones will not to be used during working hours. 
Mobile Phones
· Mobile phones must not be used unless on a designated break and in staff only areas.

· Mobile phones should not be kept on a person but be stored safely away at all times throughout the working day. They should be switched off or left on silent.
· Mobile phones must not be used by Staff or Parents to take photographs of children.

Preschool has a high reputation to up keep and comments made on sites such as ‘Facebook’ could have an impact on how parents using the Preschool view the staff. Restrictions on the way staff use social networking sites such as “Facebook.” are in place to safeguard staff and children of Frome Valley Preschool.

Social Networking Sites
· Staff must not post anything onto social networking sites that would cause offence to any other member of staff or parent using the preschool.
· If staff choose to allow parents to view their page on social networking sites then this relationship must remain professional at all times, and must not contain any reference to Frome Valley Preschool.
· Staff must not post anything onto social networking sites that could have any negative impact on the Preschools reputation.

Failure to adhere to this policy will result in the Greenwood Tree Academy Trust disciplinary procedures being followed.
Whistle Blowing

All staff and volunteers are made aware of their duty to raise concerns, where they exist about the management of safeguarding, which may include actions of colleagues. Any such concerns should be raised with the DSL. If the concern is about that person then the head teacher or the chairman of the governors should be informed.  
Prevent Duty 

From 1 July 2015 all schools, Early Years providers and childminders became subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015, in the exercise of their functions, to have “due regard to the need to prevent people from being drawn into terrorism”. This duty is known as the Prevent duty and applies to a wide range of public-facing bodies.

Radicalisation and Extremism
Radicalisation refers to the process by which a person comes to support terrorism and extremist ideologies associated with terrorist groups. Extremism is defined by HM Government as ‘Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs; and/or calls for the death of members of our armed forces, whether in this country or overseas’. 

At Frome Valley Preschool, we recognise that safeguarding against radicalisation and extremism is no different from safeguarding against any other vulnerability. 

The Early Years Foundation Stage Curriculum promotes British Values through respect, tolerance and diversity. Children are encouraged to share their views and to understand that they are entitled to have their own different beliefs which should not be used to influence others. Any concerns about a child becoming radicalised or being drawn into extremism will be reported to the Designated Safeguarding Lead who will not speak to parents/carers or other family members at this stage but will take prompt advice from the Police by e-mailing the Safeguarding Referral Unit: sru@dorset.pnn.police.uk. 

The Designated Safeguarding Lead is also the Prevent Lead.
Frome Valley Preschool is part of Frome Valley School and therefore policies are underpinned by “Keeping Children Safe in Education 2016” 

Complaints Policy
We expect children and parents/carers to receive courteous and prompt attention to their needs and wishes.  We work in partnership with parents/carers, children and the community who we encourage to discuss any worries or concerns they may have. We believe that most complaints are made constructively and can be dealt with at an early stage.  It is in the best interests of the children, parents and the Preschool that any complaint should be taken seriously and dealt with fairly and in a way that respects confidentiality.
Making Your Concerns Known
· If a parent/carer has concerns about any aspect of Frome Valley Preschool they should in the first instance approach their child’s key person. If they feel that their concerns have not been met then they should speak to the Childcare manager.
· If these concerns continue to exist then the Head Teacher or Chairman of the Governors should be contacted.
If it was felt that a child was at risk or there seemed to be a breech of the setting’s registration at any time then it would be necessary to contact the registering authority OFSTED.
CONTACT DETAILS

Ofsted

Piccadilly Gate

Store Street

Manchester

M1 2WD

Tel: 0300 123 1231 (open 8am-6pm Monday to Friday) 
 Email:  enquiries@ofsted.gov.uk
Play, learn and grow together 
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