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Additional Educational Needs

General Statement of Values and Beliefs

This setting believes that children with a disability are children first; sharing the same needs and
desires as all children.

We feel that where possible, all children should share social and learning experiences with their
peers in local settings.

Inclusion is a human right with benefits for all.
Our aim is that all children will be happy in our setting.

Inclusion teaches children and adults to accept and value everyone, whatever their differences,
it challenges fear and prejudice.

Partnership with Parents

We understand that parents know their own child best, and we are happy to learn from them
about the unique needs of their child. Before your child starts Pre-School, we will need to build
up our knowledge of all the children in our care by questions on our admissions form and a
home visit.

We are also keen to work with other professionals who may be involved to ensure a consistent
and effective approach to intervention.

Wherewehave concern about any aspect of your <chil
parents/carers. We understand that things that happen at home (about which we may not
knowwcan have an effect on childrendéds | earning,

The Code of Practice for children with Special Educational Needs

This Code accompanied the 1993 Education Act and provides important guidance and
regulations, originally for schools, and, more recently, for all settings offering early education
and registered for Nursery grant. A revised code came into effect in January 2002.

This Code states that all children should be educated in the mainstream unless it would be in
the better interest of the child to be educated in a specialist school. It emphasises the
importance of early identification and intervention.

There is an expectation of effective parental involvement in the education of the child.
The Code sets out a two-stage model of action: Early Years Action and Early Years Action
Plus.

Early Years Action

Each child identified will have an Individual Educational Programme (IEP) designed to ensure
that they can access the curriculum and that progress can be measured against clearly defined
targets. It also should state the additional strategies that are different to a normal or
differentiated curriculum.



This IEP should have a regular review date, usually a term, and parents and any other
professionals involved with the child should be invited to contribute.

Early Years Action Plus

This is the point where it is felt that Early Years Action is not showing the expected progress
and/or it is felt that advice from an outside agency would be beneficial to the child.

Parentdos permission will always be sought f
A new IEP will then be drawn up with the advice from the outside agency.

If it is eventually felt that the child will not be able to access the full time school curriculum it
may be necessary to seek formal Assessment and this may lead to a Statement of Educational
Need, which will set out the support needed for the child, again regular reviews will be held.
The majority of children identified as having additional educational needs will not require a
statement.

Record Keeping

It may be necessary to keep more detailed records for a child about whom we are concerned or
for those already identified as having additional educational needs.

These may include obser vat.iToaserecordsara, ofcouses o f
shared with parents.

They will be kept in a secure place and not shared with any third person outside the setting
without the express permission of the parent except where not to do so would put the child at
serious risk of harm.

Special Needs Co-ordinator
The Special Educational Needs Co-ordinator (SENCO) in this setting is Mrs Jen Anslow.

This does not mean that she is solely responsible for children with AEN, but she will have an
overview for ensuring recording is in place and that liaison with parents is undertaken regularly.
She will also ensure liaison with any other professionals involved, with your permission. She
will attend training in all areas of additional need and will pass this on to other staff.

She will be familiar with the Code of Practice and will maintain a register of children in the
setting currently thought to have additional needs.

Accommodation and Other Attributes

We welcome parents, children and staff with disabilities since our early years rooms are
designed to accommodate such needs. There are ramps both at the entrance to the building
and to our outside play area and the rooms are all on one level. There is a separate toilet
facility for people with disabilities with wide doors for wheelchair access. There is a quiet room
within our setting for private discussion with parents, outside agencies or workingona 1to 1
with children.

We have specially trained additional educational needs staff, the SENCO and teacher support
who has a wealth of experience in this area, and there is ongoing training for all staff in the area
of additional needs.
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Since there is such diversity within additional educational needs, specialist furniture and
equipment will be acquired as and when specific needs arise.

Support Services

There is a range of local support services available.
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Specialist Early Years Service i open referral on 01384 814364 or nursery can refer with
parental consent

Speech and Language Therapy i available through referral from yourself or your health
visitor, GP, or from Nursery with parental consent

Services for children with hearing or visual impairment

English as an additional language

Educational Psychology

Clinical Psychology

Occupational Therapy i help with fine motor and spatial awareness difficulties.
Physiotherapy 1 for children with mobility difficulties

Dudley Parent Partnership i support particularly during formal assessment i 01384 485450
The Orchard Partnership 1 provides information and support for children with disabilities and
their families. 01384 813958, 10.00 am i 1.00 pm.

Use of the Policy

This policy has been shared with all staff and time is allocated for regular revision. It will be
reviewed on a yearly basis to ensure the information is up to date.

The next review date is December 2010

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:



Admissions Policy

It is our intention to make our Pre-School genuinely accessible to children and families from all
sections of the local community. In order to accomplish this:
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We are registered with Ofsted to provide session day care to children aged 2 to under 5
years. The minimum age at which children can be admitted to Little Lambs is two years.
However, at present our admission policy is that we give preference to children of 2 years 6
months onwards if places are available. Our priority is to give places to children aged 3 and
over who qualify for Nursery Education funding. Our waiting list is arranged in order of date
of birth, not date of application, taking into account all other relevant priorities. (* please see
below)

We ensure that the existence of the Pre-School is widely known in all local communities. We
will place notices advertising Little Lambs in places where all sections of the community can
see them.

Parents/carers and their child are warmly invited to view Little Lambs in session. If they

wish to apply for a place at Pre-School, they need to complete an application form which will
be held on file. The Pre-School Managerwi | | contact parents in
intended admission date and the offer of a nursery place is made. A home visit is arranged
followed by an induction session back at nursery. This is an informal play session which
enables the child to meet all the staff, their new friends, explore the surroundings and for
parents/carers to ask any further questions that may have arisen since the home visit. Prior
to admission all paperwork relating to the child must be completed by the parents/carers and
returned to nursery.

Parents/carers are entitled to claim nursery education funding for three and four year olds.
This commences the following term afterthec hi | d 6 s t landthdrelévant cutlofll a y
dates are 31° December, 31% March, and 31st August.

Parents/carers do not have to accept all the sessions offered and have a choice to split
them with another setting if they so wish. Prior to nursery funding, fees are charged and a
flexible payment system is in place. The fees are reviewed annually.

We aim to be flexible about attendance patterns so as to accommodate the needs of
individual children and families.

Our waiting list is arranged in order of date of birth, taking into account all other relevant
priorities.
* In the event of demand for places exceeding room, priority would be given to

Relevant looked after children

Children with a brother or sister already in the Pre-School

Children of families who can demonstrate a close commitment to Bethel Chapel, Wollescote
Children of families who can demonstrate a close commitment to a recognised Christian
Church

Children of families committed to the practice of the Christian religion

Children of families committed to the practice of other religions who would like their children
educated at a Christian Pre-School
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1 We describe the Pre-School and its practices in terms which make it clear that it welcomes
both fathers and mothers, other relations and other carers, including childminders, and
people from all cultural, ethnic, religious and social groups, with and without disabilities.

1 We make our equal opportunities policy widely known.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011
Signed on behalf of Little Lambs: ]



Assessment Policy

Assessments and observation should support future planning and meet the needs of individual
children. Progress should be monitored and recorded over a period of time in natural
meaningful situations.

At Pre-School, this is done in a variety of ways:
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Observing

Listening

Discussing

Questioning

Including parents

Including children in self-evaluation

|l drenbdés expected a dheEalywYearssFoundatiom Stage CQuiriculkne d t o
are appropriate to childrends stages of de
| drenbés progress and achievements are moni-t
Priortoentry,i nf or mati on about the childbs iditeres

from parents on a home visit.

On entry, individual children& folders are started to document their learning journey with
us at Nursery. I't includes photographs and
six areas of development.

Achievements and areas for development are recorded during activities using our
various observation sheets which are stored

Assessment and observation opportunities are identified on the short term planning as
well as a member of staff as an observer for the session. Staff also make notes of
relevant achievements as and when they occur. These observations are also used to
inform future planning.

Thec hi | d o s isphaediancdsaussed with parents/carers at termly open
evenings.

A notebooki tan@ aOmesused by staff to record
Achievements are then transferred onto the individual records.

Children have Individual Play Plans with appropriate learning targets for the 6 areas of
the Early Years Foundation Stage Curriculum. These are then used to further support
the childrendés | earning and are shared and

Dated sampl es of arekdptaddrare nsédfor stadf éomrecardmppropriate
observations and achievements for that day.

A report on your childés achievements and p
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On leaving Pre-School, assessment records are forwarded to the relevant setting.

It is the responsibility of the staff to fulfil the requirement of this policy. The Manager
checks that records are updated half-termly.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011
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Signed on behalf of Little Lambs:

11



Behaviour Management Policy

We believe that children and adults flourish best in an ordered environment in which everyone
knows what is expected of them, and children are free to develop their play and learning without
fear of being hurt or hindered by anyone else. We aim to work towards a situation in which
children can develop self-discipline and self-esteem in an atmosphere of mutual respect and
encouragement.

In order to achieve this:

1 Rules governing the conduct of the group and the behaviour of the children will be discussed
and agreed within the Pre-School and explained to all newcomers, both children and adults.
They will be displayed in pictorial form.

1 All adults in the Pre-School will ensure that the rules are applied consistently, so that children
have the security of knowing what to expect and can build up useful habits of behaviour.

1 All adults will provide a positive model for the children with regard to friendliness, care and
courtesy.

1 Adults in the Pre-School will praise and endorse desirable behaviour such as kindness and
willingness to share.

1 Staff will take positive steps to avoid a situation in which children receive adult attention only
in return for undesirable behaviour.

1 On occasions when negative behaviour arises staff will:
1 investigate any possible reasons for negative behaviour (new baby, tiredness, illness,
etc.)
assess the situation and see if children can resolve disagreements themselves
remain calm
listen to what the child has to say
talk about the consequences of the behaviour on a one-to-one basis with the child in
seeing what happened and working towards a better pattern, encouraging apologies.
Where appropriate this might be achieved byaperi od of At i me obutt 0 wi
children will never be sent out of the room by themselves.
1 In some cases it may be necessary to involve other agencies in providing advice and
support with parents/carers consent. Staff will observe and monitor a child who
persistently displays negative behaviour.

=4 =4 -4 -4

9 Corporal punishment (smacking, slapping or shaking) is illegal in childcare settings and is
never, under any circumstances, used in Pre-School.

1 In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of the
behaviour and attitudes will be made clear immediately, but by means of explanations rather
than personal blame.

1 In any case of misbehaviour, 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.

1 Behaviour which is giving the staff cause for concern will be recorded on an individual
6l ncident Recorddé and discussed with parents/

12



front of the child and will be regarded as confidential. This is to ensure that we can work on
any difficulties together and provide consistency between home and Pre-School.

1 Little Lambs Pre-School Centre will not tolerate bullying in any form under any
circumstances. We consider bullying to be any persistent behaviour, directed against an
individual, which is intimidating, offensive or malicious and which undermines the confidence
and self-esteem of the recipient. Examples of bullying include:

Verbal or physical threats and intimidation

Persistent negative comments

Humiliating someone in front of others

Unjustified, persistent criticism

Offensive or abusive personal remarks

Constantly changing targets in order to cause someone to fail
Making false allegations

Monitoring unnecessarily and obtrusively

=4 =4 -4 -8 -8 _-9_-9_-2

Legitimate, constructive and faircri t i ci sm of a personds perfor
is not bullying.

If you ever have any concerns please speaktothec hi | d 6 s Kanageoor k e r
Deputy immediately. Staff, children and parents work together to create a happy and
reassuring environment for all.

1 Adults in the Pre-School will make themselves aware of, and respect, a range of cultural
expectations regarding interactions between people.

1 Any behaviour problems will be handled in a developmentally appropriate fashion, respecting
individu al childrends | evel of understanding and

1 Recurring problems will be tackled by the whole Pre-School, i n partnership wi
parents, using objective observation records to establish an understanding of the cause.

1 Adults will be awaret hat some kinds of behaviour may ar.
1 Itis the responsibility of all staff to ensure that the requirements of this policy are met and to

attend training as necessary. The named person for behaviour management is Mrs
Maureen Leonard. The Pre-School Manager has overall responsibility.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

P\

Signed on behalf of Little Lambs: —
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Complaints Procedures

We aim to provide the highest quality education and care for all our children. We offer a special
welcome to each individual child and family and aim to provide a warm and caring environment
within which all children can learn and develop as they play.

We believe children and parents are entitled to expect courtesy and prompt, careful attention to
their needs and wishes. Our intention is to work in partnership with parents and the community
generally and we welcome suggestions on how to improve our group at any time.

Making concerns known
A parent who is uneasy about any aspect of the
worries and anxieties with the Pre-School Manager.

If this does not have a satisfactory outcome within a couple of weeks, or if the problem recurs,
the parent should put the concern or complaint in writing and request a meeting with the Pre-
School Manager and a representative from the Board of Bethel Trustees. A written complaints
record will need to be completed and the outcome of the investigation will be shared with the
parents within 28 days of the complaint.

A record of any complaints made is available to any parent who wishes to see it, as well as
Ofsted.

You have the right to contact the Ofsted Early Years Directorate at any time on issues which
concern you, if you feel we have not resolved a problem to your satisfaction. The contact for
Ofsted with which we are registered is:
The National Business Unit
Ofsted
Piccadilly Gate
Store Street
Manchester
M1 2WD
OFSTED Helpline: 0300 123 1231

Or complaints can be sent to:
The Childrendés I nformation Servic
Dudley Team
St. Jamesd House

Trinity Road
Dudley
DY1 1JB

Tel: 01384 814398/9

Most complaints should be resolved informally or at this initial stage. However, if the
matter is stildl not sorted out to the parentds
representative from the Bethel Trustees.

If parent and group cannot reach agreement, it might be helpful to invite an external mediator,
one who is acceptable to both parties, to listen to both sides and offer advice. A mediator has
no legal powers but can help to clarify the situation.

The mediator will help define the problem, review the action so far and suggest further ways in
which it might be resolved.

14



The mediator will keep all discussion confidential. S/he will meet with the group if requested

and will keep an agreed written record of any meetings that are held and of any advice s/he has
given.

We believe most complaints are made constructively and can be sorted out at an early
stage. We also believe that it is in the best interests of the Pre-School and parents that

complaints should be taken seriously and dealt with fairly and in a way which respects
confidentiality.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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Confidentiality Policy

The Pre-Schoold s wor k wi t h ¢ h will sdmeenres kaing dis irftoacomtadt with s
confidential information.

To ensure that all those using and working in the Pre-School can do so with confidence, we will

respect confidentiality in the following ways:

1 Parents will have ready access to the progress and developmental records of their own
children but will not have access to information about any other child. When pre-school is
not in session, these records are stored confidentially in a locked office.

9 Staff will not discuss individual children, other than for purposes of curriculum planning/group
management, with people other than the parents/carers of that child.

1 Information given by parents/carers to the Pre-School Manager or keyworker will be treated
in the strictest of confidence.

1 Issues to do with the employment of staff, whether paid or unpaid, will remain confidential to
the people directly involved with making personnel decisions.

TAny anxieties/ evidence relati ng taconddentiahfilel d 6 s

1 Students on recognised courses in the Pre-School will be advised of our confidentiality policy
and required to respect it.

All the undertakings above are subject to the paramount commitment of the Pre-School which
is to the safety and well-being of the child.
Please see also our policy on safeguarding children.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

’f’/—r—’/_ﬁ’
Signed on behalf of Little Lambs: ot
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Conflict of Interest in the Workplace

Introduction

All adults working with children have a responsibility to maintain public confidence in their ability
to safeguard the welfare and best interest of children and other adults. It is therefore expected
that staff adopt and promote a high standard of personal conduct.

All adults in contact with children should therefore understand and be aware that safe practice

also involves using judgment and integrity about behaviours in places other than the work
setting *

* Extract taken from Guidance for Safer Working Practice for Adults who work with children and
young people.

Conflict of Interest

Definition:

A conflict of interest is a situation in which an individual has competing interests or loyalties. A
conflict of interest can exist in several kinds of situations:

1 with a public official whose personal interests conflict with his/her professional position

1 with an employee who works for one company but who may have personal interests that
compete with his/her employment

1  with a person who has a position of authority in one organisation that conflicts with his or
her interests in another organisation

1 with a person who has conflicting responsibilities

Examples:

0 A member of staff is related to a child within the provision

o The Manager of the provision has a close friendship with one of the families

0 A member of staff has a close relationship with the registered body of the provision (i.e.
proprietor, Manager or governing body of the church)

0 A member of staff holds a second employment

o A member of staff has connection with families within their workplace through social
networking

o A member of staff provides baby-sitting services for a family of the provision

A close relationship is defined as such by virtue of association, which is a family relationship,

personal partnership, civil partnership or marriage. This may also apply to close friendships,
guardianships (Godparent) or business partners

17



Principles for effective Professional practice within the workplace

o

No employee should allow their outside activities to interfere with their work. They should
not allow any conflicts between their duties or their private interest to affect their ability to
carry out their duties effectively.

No employee should make use of or exploit the provision, their connection with the
provision or information obtained in the course of their duties to further their own private
interest.

No employee should act in a manner likely to bring the provision into disrepute or effect
the reputation of the business.

Adults should be aware that behaviour in their personal lives may impact upon their work
with children. Adults should understand that the behaviour and actions of their family
members may raise questions about their suitability to work with children. *

Employees have a duty to disclose any potential or apparent conflict of interest which
may affect their ability to carry out their role. Any employee who believes that they may
have a conflict of interest should consult their Line Manager and complete a declaration
of conflict of interest form.

Adults should always approve any planned social contact with children or families with
senior colleagues. Report and record any situation which may place a child at risk or
which may compromise the setting or their own professional standing.*

Employees should at all times follow their employers Code of Conduct. Employers have
a duty to take reasonable steps to prevent conflict of interests within the workplace. i.e.
re-deployment of staff if related to a child in their care.

* Extracts taken from Guidance for Safer Working Practice for Adults who work with children
and young people.

18



Declaration of Conflict of Interest

Bethel Chapel
Little Lambs Pre-School Centre

Employee Full Name: -

Job Title: -

1. Is there any relationship either internal or external which you feel could cause a potential

or apparent conflict of interest?

Yes
No

If Yes, please give details:-

2. Are you engaged in any other paid employment?

Yes
No

If yes please give details:-

3. To your knowledge do you or any member of your family have a significant or influential
relationship with any of the following:-
A Families of the children in your care
A Member of the registered body
A Any other employee

Yes
No

If yes please give details:-

19



I have read and understood the conflict of interest
policy and | confirm that | have completed the declaration form to the best of my knowledge. |
understand that if any information provided is found to be incorrect | may face disciplinary
action.

I understand that my employer may take necessary steps to prevent conflict of interests.

Staff signature: -

Date: -

Information to be shared with:-
Manager/Deputy
Church Trustees

Any action taken will be clearly recorded.

20



Access to further information

Guidance for Safer Working Practice for Adults who work with children and young people
www.safeguardingchildren.dudley.gov.uk

ACAS Helpline
Monday-Friday, 8am-8pm and Saturday, 9am-1pm:
08457 47 4747

Childcare Support Officers

Halesowen - Rachael Layton i 01384 818033

Brierley Hill/Kingswinford i Debbie Hayley i 01384 814376
Stourbridge 7 Lisa Portman i 01384 814379

Dudley North i Charlotte Swann i 01384 818081

Dudley Central i Stephanie Mallen 7 01384 814388

Workforce Development Team
Forthcoming training:-
Managing staff appraisals and performance
Motivating your team and team building
Coaching and training your work team
Recruiting/ retaining and including new staff in the workplace.

For further information please call Caroline Mills i 01384 813359

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

’f”-r—’/—”\’
Signed on behalf of Little Lambs: st
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Diet - Policy and Practice
(see also Health & Hygiene Policy & Practice 1 Food)

The sharing of refreshments can play an important part in the social life of the Pre-School as
we | | as reinforcing childrenodos tweaimrTeRrerdi ng o
School will ensure that:

1 All meals and snacks provided are nutritious, avoiding large quantities of fat, sugar,
additives, preservatives and colourings.

T Childrenbés medical and per sonal Aldktokspesial gietarye q u i
requirements is displayed in the café area to inform all staff.

1 Menus are planned in advance, and food offered is fresh, wholesome and balanced.
1 Posters and leaflets informing parents of healthy eating practices are displayed.

1 A multi-cultural diet is offered to ensure that children from all backgrounds encounter familiar
tastes and that all children have the opportunity also to try unfamiliar foods.

1 The dietary rules of religious groups and also of vegetarians/vegans are known and met in
appropriate ways.

i If a main meal should be offered, the following elements are included:
protein for growth
carbohydrate for energy
essential minerals and vitamins in raw foods, salads and fruits

1 A café system operates where children at their chosen time can access a healthy snack and
drink. We encourage each child to drink milk or water and the milk provided is semi-
skimmed. The healthy snack is usually a selection of fruit and vegetables. We encourage
children to be involved in planning and preparation of food.

1 Drinking water from the water cooler is always available.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

‘" B e
N~/

Signed on behalf of Little Lambs:
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Disciplinary and Grievance Procedure

Discipline Rules

Discipline rules and procedures are necessary for promoting fairness and order in the treatment
of individuals. They also assist a nursery to operate effectively. Rules set standards of conduct
and performance at work. Procedures help to ensure that the standards are adhered to and
also provide a fair method of dealing with alleged failures to observe them. Disciplinary
procedures should not be viewed primarily as a means of imposing sanctions. They should be
designed to emphasise and encourage improvements in individual conduct. Individuals will be
informed of the complaints against them and be given the opportunity to state their case before
decisions are reached. Any warning given in this procedure will be deemed to have lapsed
after one year, subject to satisfactory conduct. The following disciplinary procedures apply:

Counselling: If there is thought to be cause for action under the disciplinary procedure, you will
first be asked to attend to discuss the matter with the manager. There will be no formal record
retained. It is hoped that this informal counselling will resolve any possible difficulties and lead
to the required improvement.

Verbal Warning: If, following this there is continued cause for concern, there will be a further
meeting to discuss the matter. If, following this, disciplinary action is deemed appropriate, a
verbal warning will be given. The warning will state the nature of the misconduct, specify the
disciplinary action to be taken, indicate the likely consequence of committing misconduct again
and state the period of time given for improvement.

Written Warning: If, following this there is continued cause for concern, a formal written
warning will be given stating the nature of the complaints. If necessary this action will be
repeated, and you will be advised in writing that further causes for concern may result in your
dismissal.

Dismissal and Appeal: If there is no significant improvement, you may be dismissed. Where
circumstances permit, the right of appeal against dismissal should be to the trustees of Bethel
Chapel.

Serious Misconduct

There are varying degrees of seriousness of misconduct, so this procedure may be
commenced at any stage depending on the severity of the misconduct, e.g. serious breach of
confidentiality, theft, abuse, drug taking, smoking on the premises, behaviour resulting in the
harming of another person within the nursery, conviction of any offence deemed unsuitable for
a person working with children, any remarks overheard to challenge the Equal Opportunities of
any person associated with the nursery, inappropriate language or teachings (i.e. personally
held beliefs/policies/social ethics/etc.) in front of children OR ANY OTHER ACT DEEMED
UNSUITABLE IN A NUSERY SETTING. These all constitute gross misconduct which would
justify instant dismissal.

In certain circumstances where serious misconduct is thought to have occurred, the member of
staff concerned may be suspended pending an investigation.

23



Grievance Procedure

If you have any grievance relating to your employment, you should raise this initially with the
manager and thereafter with the trustees in writing.

This policy was reviewed and updated where necessary at a meeting of the

Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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Empty Pocket Policy

Little Lambs Pre-School recognises the need to ensure the welfare and safety of all children.

In order to safeguard children in our care there is a requirement for staff and volunteers on
arrival at Little Lambs to place electronic devices, which can capture or store images e.g.
mobile phones, cameras, games consoles, USB sticks, in a secure area in the manager® office
desk.

In the case of an emergency, staff and volunteers can be contacted by family/children or
schools on the Little Lambs landline.

At Little Lambs, we operate an Empty Pocket Policy for all practitioners, students, those on
work placement and visitors (including Ofsted and Dudley Early Years Team).

Our Empty Pocket Policy is there to protect children and others from any danger. This also
impacts on our Safeguarding Policy which all practitioners, students and those on work
placement must read and sign.

It is the individual s responsibility to abi
proceedings will take place in the event of this policy not being adhered to.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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Equality and Diversity Policy

All settings registered as day-care providers through OFSTED Early Years Directorate process
are required to adhere to the Equality and Diversity policy requirements of that process which
are consistent with and supportive of this policy.

The national legislative framework, of which the 1975 & 1986 Sex Discrimination Acts, the 1976
Race Relations Amendment Act 2000, the 1995 Disability Discrimination Act and the Human
Rights Act 2000 are major elements, provide important rationale and guide for the equality and
diversity policy. These Acts make it illegal to discriminate, directly or indirectly on the basis of
sex, colour, race, nationality, ethnic or national origin and disability.

As a Christian organisation we do promote moral caring principles and our Equality and
Diversity Policy is adopted to ensure that no child receives less favourable treatment on the
grounds of sex, race, colour, religion, nationality or disability. Children are encouraged to mix
freely to achieve the aims of a multi-cultural society in all aspects.

Little Lambs is aiming to work towards a fairer society and equal opportunities for children, staff
and parents/carers. So, the following policy will enable everyone to ensure promotion of
equality of opportunity.

Little Lambs is concerned with children who are aged between 2 and 5 years, their parents,
carers, staff and volunteers. This document outlines an Equality and Diversity Policy which will
direct our approach to work with children.

Admissions

The Pre-School is open to every family in the community. The waiting list is not operated on
first come, first served basis but on a fairer system, as outlined in the admissions policy. Little
Lambs will aim to ensure that children have access to relevant and appropriate provision and
that their involvement in educational and recreational opportunities are equal.

Families joining the Pre-School are made aware of its Equality and Diversity Policy.

Employment
The Pre-School will appoint the best person for each job and will treat fairly all applicants for
jobs and all those appointed.

Commitment to implementing the groups Equality and Diversity Policy will form part of the job
description for all workers. Staff will be required to access any relevant training in this area as
appropriate.

Families
The Pre-School recognises that many different types of family successfully love and care for
children.

The Pre-School offers a flexible payment system for families with differing means.

Festivals

Our aim is to show respectful awareness of all the major events in the lives of the children and
families in the Pre-School, and in our society as a whole, and to welcome the diversity of
backgrounds from which they come.

Before introducing a festival with which the adults in the Pre-School are not themselves familiar,
appropriate advice will be sought from people to whom the festival is a familiar one.
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Children will be encouraged to welcome a range of different festivals, together with the stories,
celebrations and special food and clothing they involve, as part of the diversity of life.

The Curriculum

All children will be respected and their individuality and potential recognised, valued and
nurtured. Activities and the use of play equipment offer children opportunities to develop in an
environment free from prejudice and discrimination. Appropriate opportunities will be given to
children to explore, acknowledge and value similarities and differences between themselves
and others.

Resources
These will be chosen to give children a balanced view of the world and an appreciation of the
rich diversity of our multi-racial society.

Materials will be selected which reflect positive images, to help children to develop their self-
respect and to respect other people by avoiding stereotypes and derogatory pictures or
messages about any group of people.

Additional Needs
The Pre-School recognises the wide range of special needs of children and families in the
community, and will consider what part it can play in meeting these needs.

We have successfully achieved the me2 kitemark, which recognises that within our best abilities
we are welcoming and accessible to children and families with disabilities.

Planning for Pre-School meetings and events will take into account the needs of people with
disabilities.

We shall make use of the additional support of our area SENCO and the Specialist Early Years
Service. This will help us to ensure that activities, equipment and resources are available to all
children, irrespective of their disability. Jen Anslow is the SENCO for Little Lambs.

Discriminatory Behaviour / Remarks

These are unacceptable in the Pre-School. Any such behaviour or remarks will be challenged
promptly in a fairly and positive way. The response will aim to be sensitive to the feelings of the
victim(s) and to help those responsible to understand and overcome their prejudices
constructively.

Language
Information, written and spoken will be clearly communicated in as many languages as
necessary.

Bilingual/multilingual children and adults are an asset. They will be valued and their languages
recognised and respected in the Pre-School.

Food
Medical, cultural and dietary needs will be met.
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Meetings
The time, place and conduct of meetings will ensure that all families have an equal opportunity
to be involved in the running of the Pre-School.

Review
Our policy is regularly monitored, reviewed and evaluated in all aspects of our work.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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Fire Safety and Emergency Evacuation

Policy Statement

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

Procedures

)l

The basis of fire safety is risk assessment. These are carried out by a competent
person.

The Manager/Deputy have received training in fire safety sufficient to be competent to

carry out risk assessment. This will follow the guidance as set out in the Fire Safety Risk
Assessment i Educational Premises document.

Fire doors are clearly marked, never obstructed and easily opened from the inside.
Smoke detectors/alarms and fire fighting appliances confirm to BS EN (British and

European) standards, are fitted in appropriate high risk areas of the building and are
checked as specified by the manufacturer.

Our emergency evacuation procedures are approved by the Fire Safety Officer and are:
o Clearly displayed on the premises;
0 Explained to new members of staff, volunteers and parents and

o Practiced regularly at least once every six weeks

Records are kept of fire drills and the servicing of fire safety equipment.

Emergency Evacuation Policy

1
1

l

Children are familiar with the sound of the fire alarm.

Fire exits are clearly marked and staff are aware of all exits. During practice fire drills
staff are trained to use the safest exit dependant on the location of fire. All practises are
recorded.

Children would be led from the building by a senior staff member to the assembly point
(on corner of Hill Street and Fletcher Street) and register called by Manager or Deputy in
charge. Children would then be escorted as quickly as possible, on foot, maintaining
nursery staff to children ratios, to Wollescote Primary School, approximately 400 metres
away. Important documents that would accompany staff would be: daily register of
children, emergency contact numbers for staff and children, care plans and medication
and mobile phone.

Parents would be contacted after safe arrival at Wollescote Primary School.
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1 Manager, Deputy or Senior Practitioner would call the emergency services (while all

other staff were engaged in evacuation procedure) and stay at assembly point to liaise
with emergency services on their arrival.

Legal Framework

Regulatory Reform (Fire Safety) Order 2005
WWW.0pPSIi.gov.uk/si/si2005/20051541.htm

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

. . o S A
Signed on behalf of Little Lambs: ]
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Health and Hygiene
Policy and Practice

Our Pre-School aims to promote a healthy lifestyle and a high standard of hygiene in its day to
day work with children and adults. This is achieved in the following ways:

Health

Food
All meals and snacks provided will be nutritousandpaydue attention to chil
dietary requirements.

When cooking with children as an activity, the adults will provide healthy, wholesome food,
promoting and e xt eundgrstandingbffa @ealthhdiet add meaking shoices.

Outdoor Play

Children will have the opportunity to play in the fresh air daily (either in the Pre-Schoold s o0 wn
outside play area or on outings to parks or other community playspaces.) Pets are not

permitted onto nursery grounds or premises due to health & safety considerations.

lliness
Parents are required to inform nursery as soon as possible if their child is ill and their child is
marked absent in the attendance register.

Parents are asked to keep their children at home if they have any infection, and to inform the
Pre-School as to the nature of the infection so that the Pre-School can take any action if
necessary, and make careful observations of any child who seems unwell.

Parents are asked not to bring into the Pre-School any child who has been vomiting or had
diarrhoea until at least 24 hours has elapsed since the last attack.

If parents enquire about recommended period of absence from nursery due to iliness,
information can be obtained from the health guidelines nursery holds and is available to
parents, or to check with their GP.

In the case of a confirmed notifiable disease, contact will be made with Ofsted and the Black
Country Health Protection Unit. A list of such notifiable diseases is held at Pre-School and is
available upon request.

In the event of a pandemic, Nursery will follow Government guidelines and Dudley LEA
guidelines, keeping parents up to date with any developments as they arise.

If a child is taken ill whilst at Pre-School the child will be looked after by a qualified First Aider
whilst the parent or named carer is contacted and asked to collect the child as soon as
possible. The child will be made as comfortable as possible whilst minimising the risk of cross-
infection. In the event of a child possibly needing hospital treatment, a 9-999 call will be made
by a staff member followed immediately by a call to a parent or carer. A qualified First Aider will
look after the child and administer any First Aid as necessary until the Emergency Services
arrive. Other children will be taken from the immediate vicinity to another part of the Pre-School
Centre where possible.

31



If the child requires medical attention or hospital treatment a staff member will accompany the
child (in the case of the setting not being able to contact the parent). Staff must inform Ofsted if
a child is admitted to hospital as a result of an accident in the setting or on an outing.

Please note that consent for hospital treatment cannot be given by Pre-School Centre
staff.

When children play together, small accidents sometimes occur. Minor bumps and bruises will

be dealt with by the members of staff trained in First Aid, and your child will be cared for and
reassured. The incident will be noted on an accident record sheet, and you will be asked to

sign to verify that you have been advised of the incident. Where a child is picked up by
someone other than the childds parent, with t
accept that notifying this person is sufficient to satisfy this requirement.

If the children of Pre-School staff are unwell, the children will not accompany their
parents/carers to work in the Pre-School.

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

If a child is diagnosed with a specific illness or requires special medication, a care plan will be
completed with consultation with parents.

If a child is on prescribed medication please see medicines and their administration policy.

The Pre-School will ensure that the first aid equipment is kept clean, replenished and replaced
as necessary. Sterile items will be kept sealed in their packages until needed.

In the event of a child leaving during a session, a member of staff will complete details in the
attendance register of time child collected, by whom and the reason. If this is due to an
accident, the relevant accident form will be completed as usual. These procedures will apply if a
member of staff has to leave.

Information Sources

Parents will have the opportunity to discuss health issues with the Pre-School staff and will
have access to information available to the Pre-School.

The Pre-School will maintain links with health visitors and gather health information and advice
from the local health authority information services and/or other health agencies which is made
available to all parents/carers.

Hygiene

To prevent the spread of all infection, adults in the group will ensure that the following good
practices are observed:

Personal Hygiene
Toilets are flushed after use.
Hands are washed after using the toilet.

Children with pierced ears not allowed to try
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A large box of tissues available and children encouraged to blow and wipe their noses when
necessary. Soiled tissues disposed of hygienically. Children are encouraged to wash their
hands.

Children are encouraged to shield their mouths when coughing.

Paper towels are provided for drying hands.

Hygiene rules related to bodily fluids followed with particular care and all staff and volunteers
are aware of how infections, including HIV infection, can be transmitted.

Procedure for Changing a Child
Staff to wear disposable apron and gloves at all times.

Child is taken into changing area, reassuring them.
Another member of staff to clean any soiled area in nursery if necessary.

Remove any soiled clothes, placing them in nappy sack and put into allocated lidded bin until
collection by parents/carer at end of session.

Clean child as necessary with moist wipes and replace with any necessary clean clothes.
Spare laundered pants and other clothing is always available in case of accidents.

Disposal of soiled pull-ups in nappy sack in outdoor bin.

Clean and disinfect toilet area as necessary, washing hands thoroughly.

Cleaning and clearing

Any spills of blood, vomit or excrement wiped up and flushed away down the toilet. Rubber
gloves and aprons are always used when cleaning up spills of body fluids.

Floors and other affected surfaces disinfected using chlorine or iodine bleach diluted according
to the manufactureroés instructions. Fabrics ¢
hot water.

All surfaces cleaned daily with an appropriate cleaner.

Food

The Pre-School will observe current legislation regarding food hygiene, registration and training.
In particular, each adult will:

Always wash hands under running water before handling food and after using the toilet.

Not be involved with the preparation of food if suffering from any infectious/contagious iliness or
skin trouble.

Never cough or sneeze over food.
Use different cleaning cloths for kitchen and toilet areas.

Keep food covered and either refrigerated or hot.
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Ensure waste is disposed of properly and out of reach of the children. Keep a lid on the dustbin
and wash hands after using it.

Wash fresh fruits and vegetables thoroughly before use.

Any food that requires heating will be heated immediately prior to serving and not left standing.
No food will be reheated.

No hot drinks are allowed within Pre-School whilst Pre-School is in session.
Tea towels will be kept scrupulously clean and washed after each session.

All utensils will be kept clean and stored in a dust-free place e.g./closed cupboard or drawer.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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Health and Safety

Policy Statement

Little Lambs believes that the health and safety of children is of paramount importance. We
make our setting a safe and healthy place for children, parents, staff and volunteers.

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

Our member of staff responsible for health and safety is Jane Hodges.
She is competent to carry out these responsibilities.

She has undertaken NEBOSH health and safety training and regularly updates her
knowledge and understanding.

1 We display the necessary health and safety poster in Little Lambs Office.

Insurance Cover

We have public liability insurance and empl oye
liability insurance is displayed in Little Lambs entrance.

Procedures

Awareness Raising

9 Our induction training for staff and volunteers includes a clear explanation of health and
safety issues so that all adults are able to adhere to our policy and procedures as they
understand their shared responsibility for health and safety. The induction training
covers matters of employee well-being, including safe lifting and the storage of
potentially dangerous substances.

1 Records are kept of these induction training sessions and new staff and volunteers are
asked to sign the records to confirm that they have taken part.

1 Health and safety issues are explained to the parents of new children so that they
understand the part played by these issues in the daily life of the setting.

1 As necessary, health and safety training is included in the annual training plans of staff,
and health and safety is discussed regularly at staff meetings.

We operate a ho smoking policy

1 Children are made aware of health and safety issues through discussions, planned
activities and routines.

Safety of Adults

9 Adults are provided with guidance about the safe storage, movement, lifting and erection
of large pieces of equipment.

1 When adults need to reach up to store equipment or to change light bulbs they are
provided with safe equipment to do so.
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1 All warning signs are clear and in appropriate languages
Adults do not remain in the building on their own or leave on their own after dark.

M The sickness of staff and their involvement in accidents is recorded. The records are
reviewed termly to identify any issues that need to be addressed.

1 We keep a record of all substances that may be hazardous to health i such as cleaning
chemicals or gardening chemicals if used. This states what the risks are and what to do
if they have contact with eyes or skin or are ingested. It also states where they are
stored.

1 We keep all cleaning chemicals in their original containers.

Windows

1 Low level windows are made from materials that prevent accidental breakage or are
made safe.

Doors
1 We take precautionstopreventc hi | drendés fingers from being

Floors

1 All floor surfaces are checked daily to ensure they are clean and not uneven, wet or
damaged.

Electrical/Gas Equipment

1 All electrical/gas equipment conforms to safety requirements and is checked regularly.

Our boiler/electrical switch gear/meter cupboard is not accessible to the children.

=a

Heaters, electrical sockets, wires and leads are properly guarded and the children are
taught not to touch them.

Radiators are checked daily to make sure they are not covered.
There are sufficient sockets to prevent overloading

The temperature of hot water is controlled to prevent scalds.

= =4 =4 =2

Lighting and ventilation is adequate in all areas, including storage areas.

Storage

1 All resources and materials from which children select are stored safely.

1 All equipment and resources are stored or stacked safely to prevent them accidentally
falling or collapsing.

Outdoor area

9 Our outdoor area is securely fenced.

9 Our outdoor area is checked for safety and cleared of any litter before it is used.
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1 Adults and children are alerted to the dangers of poisonous plants, herbicides and
pesticides.

1 Plants in Nursery gardens are not poisonous

Where water can form a pool on equipment, it is emptied before children start playing
outside.

Our outdoor sand pit is covered when not in use and is cleaned regularly.

All outdoor activities are supervised at all times.

Hygiene
1 We regularly seek information from the Environmental Health Department and the Health
Authority to ensure that we keep up-to-date with the latest recommendations.
Our daily routines encourage the children to learn about personal hygiene.

We have a daily cleaning routine for the setting which includes all nursery rooms,
kitchen, rest area, toilets and nappy changing areas.

1 We have a schedule for cleaning resources and equipment, dressing up clothes and
furnishings.

1 The toilet area has a high standard of hygiene including hand washing and drying
facilities and the disposal of nappies.

1 We implement good hygiene practices by

o0 Cleaning tables between activities;

o Cleaning toilets regularly;

0 Wearing protective clothing T such as aprons and disposable gloves i as
appropriate;

o Providing sets of clean clothes;

o Providing tissues and wipes

0 Ensuring individual use of paper towels.

Activities and Resources
1 Before purchase or loan, equipment and resources are checked to ensure that they are
safe for the ages and stages of the children currently attending the setting.

1 The layout of play equipment allows adults and children to move safely and freely
between activities.

1 All equipment is regularly checked for cleanliness and safety and any dangerous items
are repaired or discarded.

All materials, including paint and glue, are non-toxic.

Sand is c¢clean and suitable for childrends p
Physical play is constantly supervised.

Children are taught to handle and store tools safely.

Children who are sleeping are checked regularly.

=4 =2 4 A4 A -2

Children learn about health, safety and personal hygiene through the activities we
provide and the routines we follow.
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T

T

Any faulty equipment is removed from use and is repaired. If it cannot be repaired it is
discarded.

Large pieces of equipment are discarded only with the consent of the manager/deputy.

Legal Framework

T
T
T
T
T
)l

Health and Safety at Work Act (1974)

Management of Health and Safety at Work Regulations 1992

Electricity at Work Regulations 1989

Control of Substances Hazardous to Health Regulations (COSHH) (2002)
Manual Handling Operations Regulations 1992 (as amended)

Health and Safety (Display Screen Equipment) Regulations 1992

Further Guidance

T

Health and Safety Law: What You Should Know (HSE 1999)
www.hse.gov.uk/pubns/law.pdf

Health and Safety Regulations. . . a Short Guide (HSE 2003)
www.hse.gov.uk/pubns/hscl3.pdf

Electrical Safety and You (HSE 1998)
www.hse.gov.uk/pubns/indg231.pdf

COSHH: A Brief Guide to the Regulations (HSE 2005)
www.hse.qgov.uk/pubns/indg136.pdf

Manual Handling i Frequently Asked Questions (HSE)
www.hse.gov.uk/contact/fags/manualhandling.htm

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

=% N

Signed on behalf of Little Lambs:
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Images

Taking pictures and videos of c htsanhdactigitesisand Yy ou
wonderful way of capturing a memory and promoting successes but consideration needs to be
given to who might have access to those images.

In order to keep children safe at Little Lambs we adhere to the guidelines set out by Dudley
Safeguarding Children Board i fUse of Images Gu i d a,iGuidetines for Parents/Carersoand
fiGuidelines for Organisationsoi
http://safequardingchildren.dudley.gov.uk/download-documents

We also adhere to the following policy:

1 Written consent from the parent/guardian or carer for children is sought before taking
photographs using the consent form issued by Dudley Safeguarding Children Board (please
see attached) This allows parents the option to choose for what purpose they will allow
images taken of their child to be used. If parents do not give consent for use of images,
restrictions are recorded, made known to all staff and parents wishes adhered to at all
times.

1 Only staff or students given permission by Manager are allowed to take images of children
using nursery cameras. Staff and students sign to confirm that images taken are for the
sole use of nursery work here at Little Lambs.

1 Cameras used to take images of children are owned by Little Lambs, kept in Little Lambs
rooms during sessions or locked in staff office when not in use. The images are
downloaded weekly and stored on an external hard drive which is also kept locked in the
safe when not i n (anerasare8dt sséditoGake imageas sf chidreh and
are not allowed into nursery.

1 A secure safekeeping/destruction policy exists where images are securely archived or
destroyed by shredding.

1 We have a Little Lambs mobile phone in nursery for emergency use which has no camera
facility. Staff mobile phones are not allowed into nursery and are never used to take images
of children under any circumstances.

T Childrends Learning Journeys are confidenti al
are not in session.

This policy was reviewed and updated where necessary at a meeting of the
Pre-School Centre

held on: 6th September 2011

Signed on behalf of Little Lambs:
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