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ADMISSIONS POLICY 

 

Statement of intent 

It is our intention to make Huntington Under 5’s Preschool accessible to all children and families from 
the local community. 

 

Aim 

We aim to ensure that all families in our community have access to Huntington Under 5’s Preschool 
through open, fair and clearly communicated procedures. 

 

Methods 

In order to achieve this aim, we operate the following admissions policy: 

 We ensure that the existence of Huntington Under 5’s is widely advertised in places accessible 
to all families in the community. 

 We ensure that information about Huntington Under 5’s is accessible, in written and spoken 
form and, where appropriate, in more than one language.  Where necessary, we will try to 
provide information in Braille, or through signing or an interpreter. 

 Children already on the register needing extra sessions will be given priority over new starts; 
and those who have siblings already attending the setting. 

 We describe Huntington Under 5’s and its practices in terms that make it clear that it 
welcomes both fathers and mothers, other relations and other carers, including childminders. 

 We describe Huntington Under 5’s and its practices in terms of how it treats each child and 
their family, having regard to their needs rising from their gender, special educational needs, 
disabilities, social background, religion, ethnicity or from English being an additional language. 

 We describe Huntington Under 5’s and its practices in terms of how it enables children and/or 
parents/carers with disabilities to take part in the life of Huntington Under 5’s. 

 We monitor the gender and ethnic background of children joining the group to ensure that our 
intake is representative of social diversity. 

 We make our equal opportunities policy widely known. 

 We are flexible about attendance patterns to accommodate the needs of individual children 
and families. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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SETTLING-IN POLICY 

 

Statement of intent 

We want children to feel safe, stimulated and happy during their time at Huntington Under 5’s 
Preschool, and to feel secure and comfortable with staff. We also want parents/carers to have 
confidence in both their children's well being and their role as active partners. 

Aim 

We aim to make Huntington Under 5’s Preschool a welcoming place where children settle quickly and 
easily because consideration has been given to the individual needs and circumstances of children 
and their families.  

Methods 

 Before a child starts to attend Huntington Under 5’s, we use a variety of ways to provide his/her 
parents/carers with information 

 Before a child is enrolled, we provide opportunities for the child and his/her parents/carers to visit 
Huntington Under 5’s 

 We allocate a key person to each child and his/her family before she/he starts to attend; the key 
person welcomes and looks after the child and his/her parents/carers at the child's first session 
and during the settling-in process. The views of the child and parents/carers will be taken into 
consideration when a keyworker is allocated 

 We use pre-start visits to explain and complete with his/her parents/carers the child's registration 
records and discuss the process of settling-in to jointly decide on the best way to help the child to 
settle into Huntington Under 5’s 

 We have an expectation that the parent, carer or close relative, would be available to stay for 
most of the first sessions during the first week, gradually taking time away from their child, 
increasing this as and when the child is able to cope. We ask that parents/carers do not leave their 
child until they have discussed settling in with their child’s key person 

 We judge a child to be settled when they have formed a relationship with their key person; for 
example the child looks for the key person when he/she arrives, goes to them for comfort, and 
seems pleased to be with them. The child is also familiar with where things are and is pleased to 
see other children and participate in activities. 

 When parents/carers leave, we ask them to say goodbye to their child and explain that they will 
be coming back, and when. 

 We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a 
child's distress will prevent them from learning and gaining the best from the preschool. With this 
in mind we reserve the right not to accept a child into Huntington Under 5’s without a parent or 
carer if the child finds it distressing to be left. 

 

This policy for Huntington Under 5’s Preschool was most recently amended in July 2017. 



Huntington Under 5’s Preschool Policies 

 5 

PARENTS/CARERS AS PARTNERS POLICY 

 

Statement of intent 

We believe that children benefit most from early years education and care when parents/carers and 
Huntington Under 5’s Preschool work together in partnership.  

Aim 

Our aim is to support parents/carers as their children's first and most important educators by 
involving them in their children's education and in the full life of Huntington Under 5’s Preschool.  

Method 

In order to fulfill these aims we: 

 Are committed to ongoing dialogue with parents/carers to improve our knowledge of the needs of 
their children and to support their families. 

 Inform all parents/carers about how the preschool is run and its policies through access to written 
information and through regular informal communication. We check to ensure parents/carers 
understand the information that is given to them. 

 Encourage and support parents/carers to play an active part in the governance and management 
of Huntington Under 5’s. 

 Inform all parents/carers on a regular basis about their children's progress through a variety of 
ways (informal conversations, learning journeys, sharing assessments, parents/carers evenings).  

 Involve parents/carers in the shared record keeping about their children. Records are kept via an 
online Learning Book that is updated weekly by keyworkers, to which parents/carers have access 
to via individual passwords. 

 Provide opportunities for parents/carers to contribute their own skills, knowledge and interests to 
the activities at Huntington Under 5’s. 

 Inform parents/carers about relevant conferences, workshops and training. 

 Hold meetings in venues that are accessible and appropriate for all. 

 Welcome the contributions of parents/carers, in whatever form these may take. 

 Inform all parents/carers of the systems for registering queries, complaints or suggestions and 
check to ensure these are understood.  All parents/carers have access to our written complaints 
procedure. 

 Provide opportunities for parents/carers to learn about the curriculum (the Early Years 
Foundation Stage) offered in Huntington Under 5’s and about young children's learning, at the 
preschool and at home.                    

 Parents/carers are invited to join us for regular ‘Stay and Play’ sessions. 

 

This policy for Huntington Under 5’s Preschool was most recently amended in July 2017. 
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EQUALITY AND DIVERSITY POLICY 

 

Statement of intent 

Huntington Under 5’s Preschool is committed to valuing diversity by actively promoting equality of 
opportunity and anti-discriminatory practice for all children and families. 

 

Aim 

We aim to:  

 Provide a secure environment in which all our children can flourish and in which all contributions 
are valued. 

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

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

 Improve our knowledge and understanding of issues of anti-discriminatory practice, promoting 
equality and valuing diversity. 

 Make inclusion a thread that runs through all of the activities of the setting. 

 Actively promote “British Values”.  

 

The legal framework for this policy is: 

 Race Relations Act 1976 

 Race Relations Amendment Act 2000 

 Children Act 2004 

 Special Educational Needs and Disability Code of Practice 2014 

 Equality Act 2010 

 Prevent Duty 2015 

 

Methods 

Admissions: Huntington Under 5’s Preschool is open to all members of the community. 

 We advertise our service widely. 

 We reflect the diversity of members of our society in our publicity and promotional materials. 

 We provide information in clear, concise language, whether in spoken or written form. 

 We will endeavour to provide information in as many languages as possible. 
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 We base our admissions policy on a fair system. 

 We ensure that all parents/carers are made aware of our equal opportunities policy. 

 We do not discriminate against a child or their family, or prevent entry to our setting, on the basis 
of colour, ethnicity, religion or social background. 

 We do not discriminate against a child with a disability or refuse a child entry to our setting 
because of any disability. 

 We develop an action plan to ensure that people with additional needs and disabilities can 
participate successfully in the services offered by Huntington Under 5’s and in the curriculum 
offered. 

 We take action against any discriminatory behaviour by staff or parents/carers. Displaying of 
openly racist insignia, distribution of racist material, name calling, or threatening behaviour are 
unacceptable on or around the premises and will be dealt with in the strongest manner. 

 

Special Educational Needs and Disabilities: 

 

 We designate a member of staff to have the overall responsibility for Special Educational Needs & 
Disability (SEND) who would liaise with parents/ carers and other professionals and agencies 
where applicable. 

 We ensure that the provision for children with SEND is the responsibility of all members of 
Huntington Under 5’s 

 We ensure that our physical environment is as far as possible suitable for children with disabilities. 

 We work closely with parents of children with SEND to create and maintain a positive partnership. 

 We ensure that parents are informed at all stages of the assessment, planning, provision and 
review of their children's education.  

 We provide parents with information on sources of independent advice and support. 

 We liaise with other professionals involved with children with SEND and their families, including 
transfer arrangements to other settings and schools. 

 We use the graduated response system for identifying, assessing and responding to children's 
special educational needs.  

 We provide a broad and balanced curriculum for all children with SEND. 

 We provide a differentiated curriculum to meet individual needs and abilities. 

 We provide resources (human and financial) to support children where needed. 

 We ensure the privacy of children with SEND when intimate care is being provided. 

 We provide training for practitioners and volunteers. 

 We raise awareness of any specialism Huntington Under 5’s has to offer, e.g. Makaton trained 
staff.  
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 We ensure the effectiveness of our SEND provision by collecting information from a range of 
sources e.g. child reviews, staff and management meetings, parental and external agency's views, 
inspections and complaints.  This information is collated, evaluated and reviewed annually.  

 We provide a complaints procedure. 

 We monitor and review our policy annually. 

 

Employment 

 Posts are advertised and all applicants are judged against explicit and fair criteria. 

 Applicants are welcome from all backgrounds and posts are open to all. 

 We may use the exemption clauses of the Race Relations Act and the Sex Discrimination Act 
where this is necessary to enable the service to best meet the needs of the community. 

 The applicant who best meets the criteria is offered the post, subject to references and checks by 
the Disclosure and Barring Service. This ensures fairness in the selection process. 

 All job descriptions include a commitment to equality and diversity as part of their specifications. 

 We monitor our application process to ensure that it is fair and accessible. 

 

Training 

 We seek out training opportunities for staff and volunteers to enable them to develop anti-
discriminatory and inclusive practices, which enable all children to flourish. 

 We review our practices to ensure that we are fully implementing our policy for equality, diversity 
and inclusion. 

 

Curriculum 

The curriculum offered at Huntington Under 5’s encourages children to develop positive attitudes 
about themselves as well as to people who are different from themselves. It encourages children to 
empathise with others and to begin to develop the skills of critical thinking. The British Values are 
actively promoted, and we do this by: 

 Supporting children’s self-esteem, feeling valued, and having a sense of themselves as individuals. 

 We respect the choices that children make and provide opportunities for them to make decisions 
for themselves. 

 Ensuring that children have equality of access to learning. 

 Recognising the different learning styles, making appropriate provision within the curriculum to 
ensure each child receives the widest possible opportunity to develop their skills and abilities. 

 Positively reflecting the widest possible range of communities in the choice of resources. 

 Avoiding stereotypes or derogatory images in the selection of books or other visual materials. 
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 Celebrating a wide range of festivals. 

 Creating an environment of mutual respect and tolerance. 

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

 Having clear expectations of behaviour and clearly communicating and supporting children in 
adhering to our rules and boundaries. 

 Ensuring that children are supported to develop positive relationships with their peers, and are 
guided through conflict situations. 

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

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

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

 

Valuing diversity in families 

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

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

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

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

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

 

Food 

 We work in partnership with parents/carers to ensure that the medical, cultural and dietary needs 
of children are met. 

 We help children to learn about a range of food, and of cultural approaches to mealtimes and 
eating, and to respect the differences among them. 

                                                            

Meetings 

 Meetings are arranged to ensure that all families who wish to may be involved in the running 
Huntington Under 5’s. 

 Information about meetings is communicated in a variety of ways - written, verbal and in 
translation - to ensure that all parents/carers have information about and access to the meetings. 

This policy for Huntington Under 5’s Preschool was most recently amended in July 2017. 
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BEHAVIOUR MANAGEMENT POLICY 

 

Statement of intent 

Huntington Under 5’s Preschool believes that children flourish best when their personal, social and 
emotional needs are met and where there are clear and developmentally appropriate expectations 
for their behaviour.  

 

Aim 

We aim to teach children to behave in socially acceptable ways and to understand the needs and 
rights of others. The principles guiding management of behaviour exist within the programme for 
supporting personal, social and emotional development. 

 

Methods 

The Manager has overall responsibility for the preschool’s programme for supporting personal, social 
and emotional development, including issues concerning behaviour. 

 We require the manager to:  

- Keep themselves up to date with legislation, research and thinking on promoting positive 
behaviour and on handling children's behaviour where it may require additional support. 

- Access relevant sources of expertise on promoting positive behaviour within the programme 
for supporting personal, social and emotional development. 

- Check that all staff have relevant training on promoting positive behaviour. We keep a record 
of staff attendance at this training. 

 We recognise that codes for interacting with other people vary between cultures and require staff 
to be aware of - and respect - those used by members of the setting. 

 We require all staff, volunteers and students to provide a positive model of behaviour by treating 
children, parents/carers and one another with respect. 

 We familiarise new staff and volunteers with our behaviour policy and its guidelines for behaviour. 

 We expect all members of Huntington Under 5’s - children, parents/carers, staff, volunteers and 
students - to keep to the guidelines, requiring these to be applied consistently. 

 We work in partnership with children's parents/carers.  Parents/carers are regularly informed 
about their children's behaviour by their key person.  We work with parents/carers to address 
recurring inconsiderate behaviour, using our observation records to help us to understand the 
cause and to decide jointly how to respond appropriately. 

Strategies with children who engage in inconsiderate behaviour 
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 We require all staff, volunteers and students to use positive strategies for handling any 
inconsiderate behaviour, by helping children find solutions in ways which are appropriate for the 
children's ages and stages of development. Such solutions might include, for example, 
acknowledgement of feelings, explanation as to what was not acceptable and supporting children 
to gain control of their feelings so that they can learn a more appropriate response. 

 We ensure that there are enough popular toys and resources and sufficient activities available so 
that children are meaningfully occupied without the need for unnecessary conflict over sharing 
and waiting for turns. 

 We acknowledge considerate behaviour such as kindness and willingness to share. 

 We support each child in developing self esteem, confidence and feelings of competence. 

 We support each child in developing a sense of belonging in our group, so that they feel valued 
and welcome. 

 We avoid creating situations in which children receive adult attention only in return for 
inconsiderate behaviour. 

 When children behave in inconsiderate ways, we help them to understand the outcomes of their 
action and support them in learning how to cope more appropriately. 

 We never send children out of the room by themselves. 

 We never use physical punishment and children are never threatened with this. 

 We do not use techniques intended to single out and humiliate individual children. 

 We use physical restraint, such as holding, only to prevent physical injury to children or adults 
and/or serious damage to property and by staff that are appropriately trained. Details of such an 
event (what happened, what action was taken and by whom, and the names of witnesses) are 
brought to the attention of Huntington Under 5’s and a record of the incident is kept. The child's 
parent/carer is informed on the same day that the incident took place. 

 In cases of serious misbehavior, such as racial or other abuse, we make clear immediately the 
unacceptability of the behavior and attitudes, by means of explanations rather than personal 
blame. 

 In cases of a child using inappropriate language, we explain immediately why this is unacceptable. 
We will discuss this with the parents/carers of the child and work out a plan with them. 

 We do not shout or raise our voices in a threatening way to respond to children's inconsiderate 
behaviour. 

 

Children under three years 

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

 We recognise that very young children are unable to regulate their own emotions, such as fear, 
anger or distress, and require sensitive adults to help them do this. 
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 Common inconsiderate or hurtful behaviours of young children include tantrums, biting, or 
fighting.  Staff are calm and patient, offering comfort to intense emotions, helping children to 
manage their feelings and talk about them to help resolve issues and promote understanding. 

 

Rough and tumble play and fantasy aggression 

Young children often engage in play that has aggressive themes - such as superhero and weapon play; 
some children appear pre-occupied with these themes, but their behaviour is not necessarily a 
precursor to hurtful behaviour or bullying, although it may be inconsiderate at times and may need 
addressing using strategies as above. 

 We recognise that rough and tumble play is normal for young children and acceptable within 
limits ensuring the children are safe. We regard these kinds of play as pro-social and not as 
problematic or 'aggressive' 

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

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

 

Hurtful behaviour 

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

 We recognise that young children behave in hurtful ways towards others because they have not 
yet developed the means to manage intense feelings that sometimes overwhelm them and 
therefore may need support in managing their feelings. 

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

 We may help to calm children through holding and cuddling, offering them explanation and 
discuss the incident with them to their level of understanding. 

 We help young children learn to empathise with others, understanding that they have feelings too 
and that their actions impact on others' feelings. We help a child to understand the effect that 
their hurtful behaviour has had on another child; we do not force children to say sorry, but 
encourage this where it is clear that they are genuinely sorry and wish to show this to the person 
they have hurt. 

 We help young children develop pro-social behavior, such as helping them in resolving conflict. 

 We are aware that the same problem may happen over and over before skills such as sharing and 
turn-taking develop. Children will need repeated experiences with problem solving, supported by 
patient adults and clear boundaries. 
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 We support social skills through modeling behaviour, through activities, drama and stories. We 
build self esteem and confidence in children, recognising their emotional needs through close and 
committed relationships with them. 

 When hurtful behaviour becomes problematic, we work with parents/carers to identify the cause 
and find a solution together.  

 

Bullying  

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

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

Bullying is rare in under 5’s but Huntington Under 5’s staff have a developed a policy as good practice. 

 

If a child bullies another child or children: 

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

 We intervene to stop the child who is bullying from harming the other child or children. 

 We explain to the child doing the bullying why her/his behavior is not acceptable and we help 
them to recognise the impact of their actions. 

 We make sure that children who bully receive positive feedback for considerate behaviour and are 
given opportunities to practise and reflect on considerate behavior. 

 We do not label children who bully as 'bullies'. 

 We discuss what has happened with the parents/carers of the child who did the bullying and work 
out with them a plan for handling the child's behaviour. 

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

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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FOOD AND DRINK POLICY 
 

Statement of intent 

Huntington Under 5’s Preschool regards snack and meal times as an important part of the preschool 
session. Eating represents a social time for children and adults and helps children to learn about 
healthy eating.  

 

Aim 

At snack and meal times, we aim to provide nutritious food, which meets the children's individual 
dietary needs. We aim to meet the full requirements of The EYFS. Staff involved with the preparation 
of food have completed the relevant food hygiene training. 

 

Methods 

 Before a child starts to attend Huntington Under 5’s, we find out from parents/carers their 
children's dietary needs and preferences, including any allergies.   

 We record information about each child's dietary needs in her/his registration record and 
parents/carers sign the record to signify that it is correct. 

 We regularly consult with parents/carers to ensure that our records of their children's dietary 
needs - including any allergies - are up to date.  Parents/carers sign the up-dated record to signify 
that it is correct. 

 We display current information about individual children's dietary needs so that all staff and 
volunteers are fully informed about them. 

 We implement systems to ensure that children receive only food and drink that is consistent with 
their dietary needs and preferences as well as their parents/carers' wishes. 

 We provide nutritious food at all meals and snacks, avoiding large quantities of saturated fat, 
sugar and salt and artificial additives, preservatives and colourings. 

 Where possible we try include foods from the diet of each of the children's cultural backgrounds, 
providing children with familiar foods and introducing them to new ones. 

 We take care not to provide food containing nuts or nut products and are especially vigilant where 
we have a child who has a known allergy to nuts. 

 Through discussion with parents/carers, we obtain information about the dietary rules of the 
religious groups to which children and their parents/carers belong, and of vegetarians and vegans, 
and about food allergies. We take account of this information in the provision of food and drinks. 

 We provide a vegetarian alternative on days when meat or fish are offered and make every effort 
to ensure Halal meat or Kosher food is available for children who require it. 
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 We require staff to show sensitivity in providing for children's diets and allergies.  Staff do not use 
a child's diet or allergy as a label for the child or make a child feel singled out because of her/his 
diet or allergy. 

 We organise meal and snack times so that they are social occasions in which children and staff 
participate. 

 We use meal and snack times to help children to develop independence through making choices, 
serving food and drink and feeding themselves. 

 We provide children with utensils that are appropriate for their ages and stages of development 
and that take account of the eating practices in their cultures. 

 We have fresh drinking water constantly available for the children.  We inform the children about 
how to obtain the water and that they can ask for water at any time during the session/day. 

 In order to protect children with food allergies, we have rules about children sharing and 
swapping their food with one another. 

 For children who drink milk, we provide semi-skimmed pasteurised milk. 

 

This policy for Huntington Under 5’s Preschool was most recently amended in July 2017. 
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SAFEGUARDING POLICY 
 

SAFEGURDING AND WELFARE 

Statement of intent 

Huntington Under 5’s Preschool will work with children, parents/carers and the community to ensure 
the safety of children and to give them the very best start in life. This policy is linked to the Statutory 
Framework for the Early Years Foundation Stage (2017) and the numbers refer to the guidance given 
in Section 3 - The safeguarding and welfare requirements. 

We are committed to ensuring that we take all necessary steps to keep children safe and well. This 
includes what we do with regards to: safeguarding children; ensuring the suitability of adults who 
have contact with children; promoting good health; managing behaviour; and maintaining records, 
policies and procedures. (3.2) 

 

Our key commitments for the safeguarding of children and their welfare: 

1. We are committed to building a 'culture of safety' in which children are protected from abuse and 
harm in all areas of our service delivery.  

2. We are committed to responding promptly and appropriately to all incidents or concerns of abuse 
that may occur and to work with statutory agencies in accordance with the procedures that are 
set down in 'What to do if you are worried a child is being abused' (DoH 2004). 

3. We are committed to promoting awareness of safeguarding through training and learning 
programmes for staff and adults.  

4. We are also committed to empowering young children, through our early childhood curriculum, 
promoting their right to be strong, resilient and listened to. 

 

Aims 

Our aims are to carry out this policy by: 

 Working with parents/carers to build their understanding of and commitment to the principles of 
safeguarding all our children. 

 Ensuring staff receive regular training, updating their knowledge and understanding of 
safeguarding children, and that all staff are aware of our policies and procedures. 

 Having robust policies and procedures in place for all staff, students, volunteers, and other adults 
to adhere to at all times. 

 Developing positive relationships with children, enabling us to notice any signs which may trigger 
concerns about a child’s safety or welfare, and enabling children to feel confident and 
comfortable to speak to an adult about their own concerns.  

 Responding quickly and appropriately to any concerns regarding a child’s safety or welfare. 
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 Helping children to establish and sustain satisfying, positive relationships with their families, with 
peers, and with other adults. 

 Working with other agencies and professionals to promote the welfare of children. 

 Ensuring that all adults working with children, either in employment or in a voluntary capacity, are 
suitable to do so. 

 Having a designated member of staff at all times with the lead responsibility for safeguarding 
children in our setting.  

 

The legal framework for this: 

The Children Act (2004) 

Statutory Framework for the Early Years Foundation Stage (2017) 

Safeguarding Vulnerable Groups Act (2006) 

The Prevent Duty 2015 

Children and Families Act 2014 

The Children Act 1989 - s 47 

The Protection of Children Act 1999 

Data Protection Act 1998 

Female Genital Mutilation Act 2003  

Sexual Offences Act (2003) 

Criminal Justice and Court Services Act (2000) 

Human Rights Act (1999) 

Race Relations (Amendment) Act (2000) 

Rehabilitation of Offenders Act 1974 

Guidance 

What to Do if You are Worried a Child is Being Abused (2015) 

Working Together to Safeguard Children (2015) 

Keeping Children Safe in Education (2016) 

 

 

CHILD PROTECTION  

We are committed to ensuring that we take all necessary steps to keep children safe and well, and 
that they are protected are harm. We are therefore vigilant in our approach to being alert to any 
issues of concern in the child’s life at home or elsewhere. 
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Liaison with other bodies: 

 We work within the Local Safeguarding Children Board guidelines. 

 We have a copy of 'What to do if you a worried a child is being abused' for parents/carers and 
staff and all staff are familiar with what to do if they have concerns. 

 We have procedures for contacting the local authority on child protection issues, including 
maintaining a list of names, addresses and telephone numbers of social workers, to ensure that it 
is easy, in any emergency, for the setting and social services to work well together. 

 We notify the registration authority (Ofsted) of any incident or accident and any changes in our 
arrangements which may affect the wellbeing of children.  

 Details of the local National Society for the Prevention of Cruelty to Children (NSPCC) contacts are 
also kept. 

 If a referral is to be made to the local authority social services department, we act within the Local 
Safeguarding Children Board and Child Protection guidance in deciding whether we must inform 
the child's parents/carers at the same time. 

 

Methods 

 

Staffing and volunteering 

 Our staff member who co ordinates safeguarding and child protections issues is the manager. In 
her absence, this person is the deputy manager.  

 Our designated committee member who oversees this work is the chairperson. 

 We provide adequate, appropriate staffing resources to meet children’s needs. 

 Applicants for posts within the setting are clearly informed that the positions are exempt from the 
Rehabilitation of Offenders Act 1974.  

 Candidates are informed of the need to carry out 'enhanced disclosure' checks with the Disclosure 
and Barring Service (DBS) before posts can be confirmed.  

 Where applications are rejected because of information that has been disclosed, applicants have 
the right to know and to challenge incorrect information. 

 We abide by Ofsted requirements in respect of references and DBS checks for staff, to ensure that 
no disqualified person or unsuitable person works at Huntington Under 5’s or has access to the 
children.  

 Volunteers do not work unsupervised and have gone through a DBS check 

 We abide by the Protection of Children Act requirements in respect of any person who is 
dismissed from our employment, or resigns in circumstances that would otherwise have lead to 
dismissal for reasons of child protection concern. 

 We have procedures for recording the details of visitors to the setting.   
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 We take security steps to ensure that we have control over who comes into the setting so that no 
unauthorised person has unsupervised access to the children. 

 

Responding to suspicions of abuse 

 We acknowledge that abuse of children can take different forms - physical, emotional, and sexual 
as well as neglect. 

 When children are suffering from physical, sexual or emotional abuse, or may be experiencing 
neglect, this may be demonstrated through the things they say (direct or indirect disclosure) or 
through changes in their appearance, their behavior, or their play. 

 Where such evidence is apparent, the child's key person makes a dated record of the details of the 
concern and discusses what to do with the manager or chairperson who is acting as the 
'designated person', before the end of the session. The information is stored confidentially in the 
child's personal file. 

 Staff at Huntington Under 5’s take care not to influence the response either through the way they 
speak to children or by asking closed questions of children. 

 

Allegations against staff 

 We ensure that all parents/carers know how to complain about staff or volunteer actions within 
Huntington Under 5’s, which may include an allegation of abuse. (Contact Ofsted on 0300 123 
1231) 

 We follow the guidance of the Local Safeguarding Children Board when responding to any 
complaint that a member of staff or volunteer has abused a child. 

 We respond to any disclosure by children or staff that abuse by a member of staff may have 
taken, or is taking place, by first recording the details of any such alleged incident  

 We refer any such complaint immediately to the local authority's social service department to 
investigate and contact the LADO (Local Authority Designated Officer).  

The Children's Safeguarding Unit. 4, Civic Way [Floor 4]. Ellesmere Port. Tel: 0151 337 4570 
 

 We co-operate entirely with any investigation carried out by social services in conjunction with 
the police. 

 Our policy is to suspend the member of staff on full pay for the duration of the investigation; this 
is not an indication of admission that the alleged incident has taken place, but is to protect the 
staff as well as children and families throughout the process.  

 

Disciplinary action 

 Where a member of staff or a volunteer is dismissed from the setting or internally disciplined 
because of misconduct relating to a child, we notify the Department of Health administrators so 
that the name may be included on the List for the Protection of Children and Vulnerable Adults. 
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Training 

 We seek out training opportunities for all adults involved in Huntington Under 5’s to ensure that 
they are able to recognise the signs and symptoms of possible physical abuse, emotional abuse, 
sexual abuse and neglect and so that they are aware of the local authority guidelines for making 
referrals.  

 We ensure that all staff know the procedures for reporting and recording their concerns in the 
setting. 

 

Planning 

 The layout of the rooms allows for constant supervision. No child is left alone with staff or 
volunteers in a one to one situation without being visible to others. Toilet doors remain open 
when in use. Only a member of staff may accompany a child to the toilet or change their nappy. 

 

Curriculum 

 We introduce key elements of child protection into our programme to promote the personal, 
social and emotional development of all children, so that they may grow to be 'strong, resilient 
and listened to' and so that they develop understanding of why and how to keep safe. 

 We create within Huntington Under 5’s a culture of value and respect for the individual, having 
positive regard for our similarities and differences 

 We ensure that this is carried out in a way that is developmentally appropriate for the children. 

 

Disclosures 

Where a child makes a disclosure to a member of staff, that member of staff:  

 Offers reassurance to the child. 

 Listens to the child. 

 Gives reassurance that she or he will take action. 

 Does not question the child. 

 

Recording suspicions of abuse and disclosures 

Staff make a record of:  

 The child's name. 

 The child's address. 

 The age of the child. 

 The date and time of the observation or the disclosure. 

 An objective record of the observation or disclosure. 
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 The exact words spoken by the child as far as possible. 

 The name of the person to whom the concern was reported, with date and time. 

 The names of any other person present at the time. 

 

These records are signed and dated and kept in the child's personal file once details of the disclosure 
have been discussed with the SOCCO 

All members of staff know the procedures for recording and reporting.   

 

Informing parents/carers 

Parents/carers are normally the first point of contact.  

 If a suspicion of abuse is recorded, parents/carers are informed at the same time as the report is 
made, except where the guidance of the Local Safeguarding Children Board does not allow this. In 
these cases the investigating officers will inform parents/carers. 

 

Confidentiality 

 All suspicions and investigations are kept confidential and shared only with those who need to 
know.  Any information is shared under the guidance of the Local Safeguarding Children Board.  

 

Support to families 

 Huntington Under 5’s believes in building trusting and supportive relationships with families, staff 
and volunteers in the group. 

 Huntington Under 5’s makes clear to parents/carers its role and responsibilities in relation to Child 
Protection, such as for the reporting of concerns, providing information, monitoring of the child, 
and liaising at all times with the local social services department. 

 Huntington Under 5’s continues to welcome the child and the family whilst investigations are 
being made in relation to any alleged abuse.  

 We follow the Child Protection Plan as set by the social services department in relation to the 
preschool’s designated role and tasks in supporting the child and the family, subsequent to any 
investigation. 

 Confidential records kept on a child are shared with the child's parents/carers or those who have 
parental responsibility for the child in accordance with the procedure and only if appropriate 
under the guidance of the Local Safeguarding Children Board. 

 

This policy for Huntington Under 5’s Preschool was most recently amended in October 2017. 
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LOOKED AFTER CHILDREN POLICY 
 
Statement of intent 

Huntington Under 5’s Preschool are committed to providing quality provision based on equality of 
opportunity for all children and their families. All staff are committed to doing all that they can to 
enable looked after children in their care to achieve and reach their full potential. 

Definition of ‘Looked after Children’ (LAC): Children and young people become ‘looked after’ if they 
have either been taken into care by the local authority, or have been accommodated by the local 
authority (a voluntary care arrangement). Most LAC will be living in foster homes, but a smaller 
number may be in a children’s home, living with a relative or even placed back home with their natural 
parent(s). 

We recognise that the experiences of children who are looked after may have an impact on their well-
being. In our setting we place particular emphasis on helping children to feel safe and secure whilst 
they are with us, developing healthy attachments with staff and other children enabling them to 
develop and learn. 

 
Aims 

 The term ‘looked after child’ denotes a child’s current legal status; this term is never used to 
categorise a child as standing out from others. We do not refer to such a child using acronyms 
such as LAC. 

 Where a child who normally attends our setting is taken into care and is cared for by a local foster 
carer we will continue to offer the placement for the child. 

 We offer places for funded two, three and four-year-olds who are in care to ensure they receive 
their entitlement to early education.  

 

Procedures 

 The designated person for looked after children is the designated safeguarding co-ordinator. 

 Every child is allocated a key person before they start and this is no different for a looked after 
child. The designated person ensures the key person has information, support and the training 
necessary to meet the looked after child’s needs. 

 The designated person and the key person liaise with agencies, professionals and practitioners 
involved with the child and his or her family and ensure appropriate information is gained and 
shared. 

 The setting recognises the role of the local authority social care department as the child’s 
‘corporate parent’ and the key agency in determining what takes place with the child. Nothing 
changes, especially with regard to the birth parent’s or foster carer’s role in relation to the setting 
without prior discussion and agreement with the child’s social worker. 

 At the start of a placement there is a professionals meeting that will determine the objectives of 
the placement and draw up a care plan that incorporates the child’s learning needs. This plan is 
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reviewed after two weeks, six weeks and three months. Thereafter at three to six monthly 
intervals. 

 The care plan needs to consider such issues for the child as: 

- The child’s emotional needs and how they are to be met. 

- How any emotional issues and problems that affect behavior are to be managed 

- The child’s sense of self, culture, language/s and identity – how this is to be supported 

- The child’s need for sociability and friendship 

- The child’s interests and abilities and possible learning journey pathway 

- How any special needs will be supported 

 In addition the care plan will also consider: 

- How information will be shared with the foster carer and local authority (as the ‘corporate 
parent’) as well as what information is shared with whom and how it will be recorded and 
stored 

- What written reporting is required 

- Wherever possible, and where the plan is for the child’s return home, the birth parent(s) 
should be involved in planning 

- What contact the child has with his/her birth parent(s) and what arrangements will be in 
place for supervised contact. If this is to be the setting, when, where and what form the 
contact will take will be discussed and agreed 

- With the social worker’s agreement, and as part of the plan, the birth parent(s) should be 
involved in the setting’s activities that include parents/carers, such as outings, fun-days etc 
alongside the foster carer 

 The settling-in process for the child is agreed. It should be the same as for any other child, with 
the foster carer taking the place of the parent, unless otherwise agreed. It is even more important 
that the ‘proximity’ stage is followed until it is visible that the child has formed a relationship with 
his or her key person sufficient to act as a ‘secure base’ to allow the gradual separation from the 
foster carer. This process may take longer in some cases, so time needs to be allowed for it to take 
place without causing further distress or anxiety to the child. 

 In the first two weeks after settling-in, the child’s well-being is the focus of observation, their 
sociability and their ability to manage their feelings with or without support. 

 Further observations about communication, interests and abilities will be noted to firm a picture 
of the whole child in relation to the Early Years Foundation Stage areas of learning. 

 Concerns about the child will be noted in the child’s file and discussed with the foster carer. 

 If the concerns are about the foster carer’s treatment of the child, or if abuse is suspected, these 
are recorded in the child’s file and reported to the child’s social care worker according to the 
setting’s safeguarding children procedure. 

 Regular contact should be maintained with the social worker through planned meetings that will 
include the foster carer. 
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 Transition to school will be handled sensitively and the designated person and or the child’s key 
person will liaise with the school, passing on relevant information and documentation with the 
agreement of the looked after child’s birth parents/carers. 

 
Further guidance 
 

 Children and Young Persons Act (2008) 

 Children Act (1989) 

 Promoting the Education of Looked After Children (2014) 

 The role and responsibilities of the designated teacher for looked after children (2009) 
 
 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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CONFIDENTIALITY POLICY 
 

Statement of intent  

It is our intention to respect the privacy of children and their parents/carers, while ensuring that they 
access high quality early years care and education at Huntington Under 5’s. 

 

Aim  

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

 

Methods 

We keep two kinds of records on children attending our setting: 

Developmental records  

 These records are made via Learning Book tablets and include: observations of children at 
Huntington Under 5’s, photos of their work, summary developmental reports and records of 
achievement. These records are only accessible to keyworkers and parent/carers via the internet 
using individual passwords. 

Personal records   

 These include registration and admission forms, signed consents, and correspondence concerning 
the child or family, reports or minutes from meetings concerning the child from other agencies, an 
ongoing record of relevant contact with parents/carers, and observations by staff on any 
confidential matter involving the child, such as developmental concerns or child protection 
matters.  

 These confidential records are stored in a lockable file or cabinet and are kept secure by the 
person in charge in an office or other suitably safe place. 

 Parents/carers have access, in accordance with the access to records procedure, to the files and 
records of their own children but do not have access to information about any other child. 

 Staff will not discuss personal information given by parents/carers with other members of staff, 
except where it affects planning for the child's needs.  Staff induction includes an awareness of 
the importance of confidentiality in the key person role. 

Other records 

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

 Students on placement in the setting and volunteers are advised of our confidentiality policy and 
are required to respect it. 
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Access to personal records 

Parents/carers may request access to any records held on their child and family following the 
procedure below. 

 Any request to see the child's personal file by a parent or person with parental responsibility must 
be made in writing to the setting leader or manager. 

 The setting leader informs the chairperson of the management committee and sends a written 
acknowledgement. 

 We commit to providing access within 14 days - although this may be extended. 

 The setting's leader or manager and chairperson of the management committee prepare the file 
for viewing.  

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

 'Third parties' include all family members who may be referred to in the records. 

 It also includes workers from any other agency, including social services, the health authority, etc. 
It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to 
them. 

 When all the consents/refusals to disclose have been received these are attached to the copy of 
the request letter. 

 A photocopy of the complete file is taken. 

 The setting leader and chairperson of the management committee go through the file and remove 
any information which a third party has refused consent to disclose. This is best done with a thick 
black marker, to score through every reference to the third party and information they have 
added to the file. 

 What remains is the information recorded by the setting, detailing the work initiated and followed 
by them in relation to confidential matters: the 'clean copy'. 

 The 'clean copy' is photocopied for the parents/carers who are then invited in to discuss the 
contents. The file should never be given straight over, but should be gone through by the 
manager, so that it can be explained. 

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

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

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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NON-COLLECTION OF CHILDREN POLICY 

 

Statement of intent 

In the event that a child is not collected by an authorised adult at the end of a session Huntington 
Under 5’s Preschool puts into practice agreed procedures.  These ensure that the child is cared for 
safely by an experienced and qualified practitioner who is known to the child.   

 

Aim 

In the event that a child is not collected by an authorised adult, we will ensure that the child receives 
a high standard of care in order to cause as little distress as possible.  We inform parents/carers of our 
procedures so that, if they are unavoidably delayed, they will be reassured that their children will be 
properly cared for. 

 

Methods 

 Parents/carers of children starting at  Huntington Under 5’s are asked to provide specific 
information which is recorded on our Registration Form, including: 

- Home address and telephone number - if the parents/carers do not have a telephone, an 
alternative number must be given, perhaps a neighbour or close relative. 

- Place of work, address and telephone number (if applicable). 

- Mobile telephone number (if applicable). 

- Names, addresses, telephone numbers and signatures of adults who are authorised by the 
parents/carers to collect their child from the setting, for example a childminder or 
grandparent. 

- Information about any person who does not have legal access to the child. 

- Who has parental responsibility for the child. 

 When parents/carers are aware that they will not be at home or in their usual place of work, they 
are required to inform us as to how they can be contacted, or provide alternative contacts. 

 On occasions when parents/carers or persons normally authorised to collect the child are not able 
to collect, they record the name of the person who will be collecting their child in our signing in 
book and inform a member of staff. We agree with parents/carers how to verify the identity of the 
person who is to collect their child. 

 Parents/carers are informed that if they are not able to collect the child as planned, they must 
inform us so that we can begin to take back-up procedures.  We provide parents/carers with our 
contact telephone number.   

 We also inform parents/carers that - in the event that their children are not collected from setting 
by an authorised adult and the staff can no longer supervise the child on our premises - we apply 
our child protection procedures as set out in our child protection policy. 
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 If a child is not collected at the end of the session, we follow the following procedures: 

- The signing in book is checked for any information about changes to the normal collection 
routines. 

- If no information is available, parents/carers are contacted at home or at work. 

- If this is unsuccessful, the adults who are authorised by the parents/carers to collect their child 
from the setting - and whose telephone numbers are recorded on the Registration Form - are 
contacted. 

- All reasonable attempts are made to contact the parents/carers. 

- The child does not leave the premises with anyone other than those named on the 
Registration Form and in the Collection Book. 

- If no-one collects the child after an hour and no-one can be contacted to collect the child, we 
apply the procedures for uncollected children: 

 We contact our local authority social services. 

 The child stays in the care of two suitable members of staff at Huntington Under 5’s until 
the child is safely collected either by the parents/carers or by a social worker; 

 Social services will aim to find the parent or relative and if they are unable to do so, the 
child will be admitted into the care of the local authority. 

 Under no circumstances are staff to go to look for the parent, nor do they take the child 
home with them. 

 A full written report of the incident is recorded in the child's file. 

 Depending on circumstances, we reserve the right to charge parents/carers for the 
additional hours worked by our staff. 

 Ofsted may be informed. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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COMPLAINTS PROCEDURE POLICY 

 

Statement of intent 

Huntington Under 5’s Preschool believes that children and parents/carers are entitled to expect 
courtesy and prompt, careful attention to their needs and wishes. We welcome suggestions on how 
to improve our setting and will give prompt and serious attention to any concerns about the running 
of the setting. We anticipate that most concerns will be resolved quickly by an informal approach to 
the appropriate member of staff. If this does not achieve the desired result, we follow a set of 
procedures. 

 

Aim 

We aim to bring all concerns about the running of our setting to a satisfactory conclusion for all of the 
parties involved. 

 

Methods 

To achieve this, we operate the following complaints procedure. Huntington Under 5’s is required to 
keep a 'summary log' of all complaints that reach stage 2 or beyond. This is to be made available to 
parents/carers on request as well as to Ofsted inspectors. A full procedure is set out in the Pre-school 
Learning Alliance publication 'Complaints Summary Record'. This acts as the 'summary log' for this 
purpose. 

 

Making a complaint 

Stage 1 

 Any parent who has a concern about an aspect of Huntington Under 5’s provision talks over, first 
of all, his/her worries and anxieties with the preschool manager.  

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

Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to Stage 2 
of the procedure by putting the concerns or complaint in writing to the preschool manager and/or 
the chair of the management committee.  

 For parents/carers who are not comfortable with making written complaints, there is a template 
form for recording complaints in the above-mentioned publication; the form may be completed 
with the person in charge and signed by the parent. 

 Written complaints are stored in the child's personal file. However, if the complaint involves a 
detailed investigation, the manager may wish to store all information relating to the investigation 
in a separate file designated for this complaint. 
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 When the investigation into the complaint is completed, the manager meets with the parent to 
discuss the outcome. 

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

Stage 3 

 If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting 
with the manager and chair of the management committee. The parent should have a friend or 
partner present if required and the manager should have the chairperson of the management 
committee present.  

 An agreed written record of the discussion is made as well as any decision or action to take as a 
result. All of the parties present at the meeting sign the record and receive a copy of it. 

 This signed record signifies that the procedure has concluded. When the complaint is resolved at 
this stage, the summative points are logged in the Complaints Summary Record. 

Stage 4 

 If at the Stage 3 meeting the parent and Huntington Under 5’s cannot reach agreement, an 
external mediator is invited to help to settle the complaint. This person should be acceptable to 
both parties, listen to both sides and offer advice.  A mediator has no legal powers but can help to 
define the problem, review the action so far and suggest further ways in which it might be 
resolved. 

 Staff or volunteers within the Pre-school Learning Alliance are appropriate persons to be invited to 
act as mediators. 

 The mediator keeps all discussion confidential. S/he can hold separate meetings with the setting 
personnel (manager and chair of the management committee) and the parent, if this is decided to 
be helpful. The mediator keeps an agreed written record of any meetings that are held and of any 
advice s/he gives. 

Stage 5  

 When the mediator has concluded her/his investigations, a final meeting between the parent, the 
manager and chair of the management committee is held. The purpose is to reach a decision on 
the action to be taken to deal with the complaint. The mediator's advice is used to reach this 
conclusion. The mediator is present at the meeting if all parties think this will help a decision to be 
reached.   

 A record of this meeting, including the decision on the action to be taken, is made.  Everyone 
present at the meeting signs the record and receives a copy of it.  This signed record signifies that 
the procedure has concluded. 

 

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Local 
Safeguarding Children Board: 

 Parents/carers may approach Ofsted directly at any stage of this complaints procedure. In 
addition, where there seems to be a possible breach of the setting's registration requirements, it 
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is essential to involve Ofsted as the registering and inspection body with a duty to ensure the 
National Standards for Day Care are adhered to.  

 The address and telephone number of our Ofsted regional centre are:  

Ofsted, 

Piccadilly Gate, 

Store Street, 

Manchester, 

M1 2WD 

0300 123 1231 

 These details are displayed on our setting's notice board. 

 If a child appears to be at risk, Huntington Under 5’s follows the procedures of the Area 
Safeguarding Children Committee in our local authority. 

 In these cases, both the parent and the preschool are informed and the manager works with 
Ofsted or the Area Safeguarding Children Committee to ensure a proper investigation of the 
complaint, followed by appropriate action. 

 

Records 

 A record of complaints against Huntington Under 5’s and/or the children and/or the adults 
working in Huntington Under Fives is kept, including the date, the circumstances of the complaint 
and how the complaint was managed. 

 The outcome of all complaints is recorded in the Complaints Summary Record which is available 
for parents/carers and Ofsted inspectors on request. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 

 

 

 

 

 

 

 

 

 



Huntington Under 5’s Preschool Policies 

 32 

 

STAFFING AND EMPLOYMENT POLICY 

 

Statement of intent 

We provide a staffing ratio in line with the requirements of the EYFS statutory framework to ensure 
that children have sufficient individual attention and to guarantee care and education of a high 
quality.  Our staff are appropriately qualified and we carry out checks for criminal and other records 
through the DBS in accordance with statutory requirements. 

 

Aims 

To ensure that children below school age and their parents/carers are offered high quality early years 
care and education. 

 

Methods 

 To meet this aim we use the following ratios of adult to child: 

- Children aged two years of age: 1 adult : 4 children. 

- Children aged three and over: 1 adult : 8 children.  

- Children aged three and over if the member of staff has Early Years Teacher Status, Qualified 
Teacher Status, Early Years Professional Status, or another suitable level 6 qualificaton, the 
ratio may be 1 adult : 13 children. 

 A minimum of two staff/adults are on duty at any one time. 

 We use a key person system to ensure that each child has a named member of staff with whom to 
form a relationship and who plans with parents/carers for the child's well-being and development 
at Huntington Under 5’s. The key person meets regularly with the family for discussion and 
consultation on their child's progress. 

 We hold regular staff meetings to undertake curriculum planning and to discuss children's 
progress, their achievements and any difficulties that may arise from time to time. 

 We work towards offering equality of opportunity by using non-discriminatory procedures for 
staff recruitment and selection. 

 All staff have job descriptions which set out their staff roles and responsibilities. 

 We welcome applications from all sections of the community.  Applicants will be considered on 
the basis of their suitability for the post, regardless of marital status, age, gender, culture, 
religious belief, ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage 
by our imposing conditions or requirements that are not justifiable. 

 Our setting manager holds at least a level 3 childcare qualification and a minimum of half of our 
staff hold, or are working towards, at least a level 2 qualification. 
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 We provide regular in-service training to all staff - whether paid staff or volunteers. 

 Our setting budget allocates resources to training. 

 We provide staff induction training in the first week of employment.  This induction includes our 
Health and Safety Policy and Child Protection Policy.  Other policies and procedures will be 
introduced within an induction plan. 

 We support the work of our staff by holding regular supervision meetings 

 We are committed to recruiting, appointing and employing staff in accordance with all relevant 
legislation and best practice. 

 We use Ofsted guidance on obtaining references and criminal record checks through the DBS for 
staff and volunteers who will have substantial access to children. 

 

This policy for Huntington Under 5’s Preschool was most recently amended in July 2017.  
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STUDENT PLACEMENT POLICY 

 

Statement of intent 

Huntington Under 5’s Preschool recognises that qualifications and training make an important 
contribution to the quality of the care and education provided by early years settings. As part of our 
commitment to quality, we offer placements to students undertaking early years qualifications and 
training.  

Aim 

We aim to provide experiences, for students on placement with us, that contribute to the successful 
completion of their studies and that provide examples of quality practice in early years care and 
education.  

Methods 

 We require students to meet the 'suitable person' requirements of Ofsted. 

 We require schools placing students under the age of 17 years with the setting to vouch for their 
good character. 

 We supervise students under the age of 17 years at all times and do not allow them to have 
unsupervised access to children. 

 Students who are placed at Huntington Under 5’s on a short-term basis are not counted in our 
staffing ratios. 

 Students over the age of 17 years who are placed at Huntington Under 5’s will be required to 
provide an enhanced DBS check. 

 Students over the age of 17 years who are placed at Huntington Under 5’s on a long-term basis, 
may be included in the ratios if they are deemed competent. 

 We take out employers' liability insurance and public liability insurance, which covers both 
trainees and voluntary helpers. 

 We require students to keep to our confidentiality policy. 

 We co-operate with students' tutors in order to help students to fulfill the requirements of their 
course of study. 

 We provide students, at the first session of their placement, with a short induction on how our 
setting is managed, how our sessions are organised and our policies and procedures. 

 We communicate a positive message to students about the value of qualifications and training. 

 We make the needs of the children paramount by not admitting students in numbers that hinder 
the essential work of the setting. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017.
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HEALTH AND SAFETY POLICY 
 

Statement of intent 

Huntington Under 5’s Preschool believes that the health and safety of children is of paramount 
importance.  We make our setting a safe and healthy place for children, parents/carers, staff and 
volunteers.   

 

Aim 

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

 

Methods 

The member of staff responsible for health and safety is the manager. She is competent to carry out 
these responsibilities.  She has undertaken health and safety training and regularly updates his/her 
knowledge and understanding.  We display the necessary health and safety poster.  

 

Risk assessment 

Our risk assessment process includes: 

 Checking for hazards and risks indoors and outside, and in our activities and procedures.  Our 
assessment covers adults and children. 

 Deciding which areas need attention. 

 Developing an action plan that specifies the action required, the timescales for action, the person 
responsible for the action and any funding required. 

We maintain lists of health and safety issues, which are checked: 

 Daily before the session begins. 

 Weekly and monthly. 

 Yearly - when a full risk assessment is carried out.  

Insurance cover 

We have public liability insurance and employers' liability insurance.  The certificate for public 
liability insurance is displayed in the entrance hall. 

Awareness-raising 

 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 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. 
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 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. 

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

 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 have a no smoking policy on the Preschool premises. 

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

Children's safety 

 We ensure that all staff employed have been checked for criminal records by an enhanced 
disclosure from the Data Baring Service (DBS). 

 Adults do not normally supervise children on their own.  

 All children are supervised by adults at all time. 

 Whenever children are on the premises at least two adults must be present. 

Security 

 Systems are in place for the safe arrival and departure of children. The times of the children's 
arrivals and departures are recorded. 

 The arrival and departure times of adults - staff, volunteers and visitors - are recorded. 

 Our systems prevent unauthorised access to our premises. 

 Our systems prevent children from leaving our premises unnoticed. 

 The personal possessions of staff and volunteers are securely stored during sessions. 

Windows 

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

Doors 

 We take precautions to prevent children's fingers from being trapped in doors.                                              

Floors 

 All surfaces are checked daily to ensure they are clean, even and undamaged. 

Kitchen 

 Children do not have unsupervised access to the kitchen. 

 All surfaces are clean and non-porous. 

 There are separate facilities for hand-washing and for washing up. 

 Cleaning materials and other dangerous items are stored out of children's reach. 

 When children take part in cooking activities, they: 
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- Are supervised at all times. 

- Are kept away from hot surfaces and hot water. 

- Do not have unsupervised access to electrical equipment. 

Electrical/gas equipment 

 All electrical/gas equipment conforms to safety standards & is checked regularly. 

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

 Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught 
not to touch them. 

 There are sufficient sockets to prevent overloading. 

 The temperature of hot water is controlled to prevent scalds. 

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

Storage 

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

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

Outdoor area 

 Our outdoor area is securely fenced. 

 Our outdoor area is checked for safety and cleared of rubbish before it is used. 

 Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides. 

 Where water can form pools on equipment, it is empted before the children start to play. 

 All outdoor activities are supervised at all times. 

Hygiene 

 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 play room(s), kitchen, rest area, 
toilets and nappy changing areas. 

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

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

 We implement good hygiene practices by: 

- Cleaning tables between activities. 

- Checking toilets regularly. 

- Wearing protective clothing - such as aprons and disposable gloves - as appropriate. 
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- Providing sets of clean clothes. 

- Providing tissues and wipes. 

- Ensuring sole use of flannels and towels. 

Nappy changing and toilet training 

 We want all children to be comfortable at Huntington Under 5’s. 

 Only staff members take children to the toilet or change their nappies. 

 Children are changed during the session to keep them comfortable.  They will also be changed as 
necessary if dirty or overly wet. 

 Parents/carers are asked to provide nappies/pull-ups/change of clothes. 

 We work in partnership with parents/carers to encourage toilet training when the child is ready. 

 We provide toilets, potties, toilet inners for potty training; we show children how to use them. 

 We provide story and play about the process. 

 Accidents are dealt with calmly, sympathetically and in a way that does not make the child feel 
that they have done anything wrong. 

 We encourage good hygiene practice, washing hands, both by staff and children after nappy 
changing or using the toilet. 

 We show good hygiene practice with toileting and nappy changing. See hygiene. 

Activities 

 Before purchase or loan, equipment and resources are checked to ensure they are safe for the 
ages and stages of the children currently attending the preschool. 

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

 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 clean and suitable for children's play. 

 Physical play is constantly supervised. 

 Children are taught to handle and store tools safely. 

 Children who are sleeping are checked regularly. 

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

Food and drink 

 Staff who prepare and handle food receive appropriate training and understand - and comply with 
- Food safety and hygiene regulations. 
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 All food and drink is stored appropriately. 

 Adults do not consume hot drinks in the same rooms as the children but in the designated areas 
away from the children. 

 Snack and meal times are appropriately supervised and children do not walk about with food and 
drinks. 

 Fresh drinking water is available to the children at all times. 

 We operate systems to ensure that children do not have access to food/drinks to which they are 
allergic. 

Outings and visits 

 We have agreed procedures for the safe conduct of outings.  

 Parents/carers sign a general consent on registration for their children to be taken out as a part of 
the daily activities of the preschool.  

 Parents/carers always sign consent forms before major outings. 

 A risk assessment is carried out before an outing takes place. 

 Our adult to child ratio is high, normally one adult to one or two children. 

 Named children are assigned to individual staff to ensure each child is individually supervised and 
to ensure no child gets lost and that there is no unauthorised access to children. 

 Outings are recorded in an outings record book stating: 

- The date and itinery of outing 

- The venue and mode of transport 

- Names of staff assigned to named children 

- Time of return 

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

 It is the responsibility of each parent/carer to either; drive their own child to an outing, or to 
arrange for another parent/carer to drive their child to the outing. 

 If a parent does not want their child to attend an outing other arrangements must be made by the 
parents/carers for their child.                                                                          

Missing child 

If a child goes missing from Huntington Under 5’s: 

 The person in charge will carry out a thorough search of the building and garden. 

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

 Doors and gates are checked to see if there has been a breach of security whereby a child could 
wander out. 
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 Person in charge talks to staff to establish what happened. 

 If the child is not found the parent is contacted and the police are informed. 

Missing Child on Outings 

If a child goes missing from an outing where parents/carers are not attending and responsible for 
their own child, the following procedure will be followed. 

 As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their 
designated person and carry out a headcount to ensure that no other child has gone astray. One 
staff member searches the immediate vicinity but does not search beyond that 

 The staff contact the venue's security who will handle the search and contact the police if the 
child is not found 

 Together with the venue security, if applicable, the staff contact the police using the mobile phone 
and report the child as missing 

 The preschool manager is informed, if she is not on the outing and makes her way to the venue to 
aid the search and be the point of contact for the police as well as support staff 

 The preschool manager contacts the child's parents/carers who make their way to Huntington 
Under 5’s or outing venue as agreed with the person in charge  

 Staff take the remaining children back to the setting 

 The preschool manager contacts the committee who comes down to the preschool as soon as 
possible 

The investigation 

 The management committee chairperson carries out a full investigation taking written statements 
from all the staff present at the time, or who were on the outing. 

 The key person/ staff writes an incident report detailing:  

- The date and time of the report 

- What staff/ children were in the group/outing 

- When the child was last seen in the group/outing 

- What has taken place in the group/outing since then 

- The time it is estimated that the child went missing 

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

 If the incident warrants a police investigation all staff co-operate fully. In this case, the police will 
handle all aspects of the investigation, including interviewing staff. Social Services may be involved 
if it seems likely that there is a child protection issue to address.  

 The incident is reported under RIDDOR arrangements and is recorded in the incident book; the 
local authority health and safety officer may want to investigate and will decide if there is a case 
for prosecution. 

 OFSTED is informed. 
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 The Insurance Department at the Pre-School Learning Alliance is informed. 

Sun safety 

 Parents are asked to apply suncream to their child before they attend Preschool when applicable 
to the weather. 

 Children will need to bring in their own named bottles of sun cream factor 15+. 

 Parents/carers are asked to provide permission to allow staff at Huntington Under 5’s to 
apply/support children in applying suncream.        

 We will actively encourage all children to wear a hat while playing outside and have spare hats for 
children that have forgotten their own. 

 All staff will wear a hat while supervising the children outside to set a good example. They will also 
put sun cream on themselves in front of the children. 

Animals  

 A risk assessment is completed before animals come to the setting. 

 Animals visiting the setting are free from disease and safe to be with children, and do not pose a 
health risk. 

 Children wash their hands after contact with animals. 

 Outdoor footwear worn to visit farms is cleaned of mud and debris and should not be worn 
indoors. 

Fire safety 

 Huntington Under 5’s will liaise with the Village Hall Committee to ensure that Fire doors are 
clearly marked, never obstructed and easily opened from inside. 

 Huntington Under 5’s will liaise with the Village Hall Committee to ensure that Smoke 
detectors/alarms and fire fighting appliances conform to BSEN 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: 

- Clearly displayed in the premises 

- Explained to new members of staff, volunteers and parents/carers 

- Practised regularly with staff and children 

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

First aid and medication 

At least one member of staff with current first aid training is on the premises or on an outing at any 
one time. The first aid qualification includes first aid training for infants and young children.  Our first 
aid kit: 

 Complies with the Health and Safety (First Aid) Regulations 1981. 

 Is regularly checked by a designated member of staff and re-stocked as necessary.                                                             
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 Is easily accessible to adults. 

 Is kept out of the reach of children. 

All accidents that occur on the premises are recorded on our accident forms. These are discussed with 
parents/carers and signed by them.  

Our accident forms: 

 Are kept safely and accessibly. 

 All staff and volunteers know where they are kept and how to complete them. 

 Are reviewed at least half termly to identify any potential or actual hazards. 

Parents/carers are also asked to inform their child's keyworker, on their arrival at the preschool, of 
any bumps, bruises and cuts that have occurred whilst their child was not in our care. This 
information is recorded in the existing injuries book, which the parent/carer will be asked to sign.  

At the time of admission to Huntington Under 5’s, parents/carers' written permission for emergency 
medical advice or treatment is sought.  Parents/carers sign and date their written approval. 
Parents/carers sign a consent form at registration allowing staff to take their child to the nearest 
Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding 
that parents/carers have been informed and are on their way to the hospital. Ofsted is notified of any 
injury requiring treatment by a general practitioner or hospital doctor, or the death of a child or adult. 

When there is any injury requiring general practitioner or hospital treatment to a child, parent, 
volunteer or visitor or where there is a death of a child or adult on the premises, we make a report to 
the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and 
Dangerous Occurrences. 

Dealing with incidents 

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the 
Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and 
Safety Executive: 

 Any accident to a member of staff requiring treatment by a general practitioner or hospital. 

 Any dangerous occurrences. This may be an event that causes injury or fatalities or an event that 
does not cause an accident but could have done, such as a gas leak.  

 Any dangerous occurrence is recorded in our Incident Book. See below. 

Information for reporting the incident to Health and Safety Officer is detailed in the Pre-school 
Learning Alliance's publication, Accident Record. 

 

Our Incident Book 

 We keep an incident book for recording incidents including those that that are reportable to the 
Health and Safety Executive as above. These incidents include: 

- Break in, burglary, theft of personal or the setting's property 

- Fire, flood, gas leak or electrical failure 
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- Attack on member of staff or parent/carer on the premises or near by 

- Any racist incident involving a staff or family on the centre's premises 

- Death of a child 

- A terrorist attack, or threat of one 

 In the incident book we record the date and time of the incident, nature of the event, who was 
affected, what was done about it - or if it was reported to the police, and if so a crime number. 
Any follow up, or insurance claim made, should also be recorded. 

 In the unlikely even of a terrorist attack we follow the advice of the emergency services with 
regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety 
Policy will be followed and staff will take charge of their key children. The incident is recorded 
when the threat is averted. 

 In the unlikely event of a child dying on the premises, for example, through cot death in the case 
of a baby, or any other means involving an older child, the emergency services are called, and the 
advice of these services are followed. 

 The incident book is not for recording issues of concern involving a child. This is recorded in the 
child's own file. 

 

Administration of medication 

 Prescribed medication may be administered if prescribed for the child by a doctor, dentist, nurse 
or pharmacist. It must be in-date and prescribed for the current condition. 

 Children taking prescribed medication must be well enough to attend the setting. 

 Children's prescribed drugs are stored in their original containers, are clearly labelled and are 
inaccessible to the children. 

 Parents/carers give prior written permission for the administration of medication.  This states the 
name of the child, name/s of parent(s), date the medication starts, the name of the medication 
and prescribing doctor, the dose and times, or how and when the medication is to be 
administered. 

 The administration is recorded accurately each time it is given and is signed by staff. 
Parents/carers sign the record book to acknowledge the administration. 

 If the administration of medication requires medical knowledge, individual training is provided for 
the relevant member of staff by a health professional. 

 

Sickness 

Our policy for the exclusion of ill or infectious children is discussed with parents/carers.  

This includes procedures for contacting parents/carers - or other authorised adults - if a child 
becomes ill while in the setting.  
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 We do not provide care for children who are unwell, have a temperature, or sickness and 
diarrhoea, or who have an infectious disease. See ‘Exclusion criteria for communicable diseases’ 
policy. 

 Children with head lice are not excluded, but must be treated. Parents/carers are notified if there 
is a case of head lice in the setting. 

 Parents/carers are notified if there is an infectious disease, such as chicken pox. 

 HIV (Human Immunodeficiency Virus) may affect children or families attending the setting. Staff 
may or may not be informed about it. Children or families are not excluded because of HIV.  

 Good hygiene practice concerning the clearing of any spilled bodily fluids is carried out at all 
times. 

 Ofsted is notified of any infectious diseases that a qualified medical person considers notifiable. 
See ‘Exclusion criteria for communicable diseases’ policy. 

Safety of adults 

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

 When adults need to reach up to store equipment or to change light bulbs they are provided with 
safe equipment to do so.  

 All warning signs are clear and in appropriate languages 

 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.  

Records 

In accordance with the EYFS statutory framework, we keep records of: 

Adults 

 Names and addresses of all staff on the premises, including temporary staff who work with the 
children or who have substantial access to them. 

 Names and addresses of all members of the management committee. 

 All records relating to the staff's employment with the setting, including application forms, 
references, results of checks undertaken etc. 

Children 

 Names, addresses and telephone numbers of parents/carers and adults authorised to collect 
children from setting. 

 The names, addresses and telephone numbers of emergency contacts in case of children's illness 
or accident. 

 The allergies, dietary requirements and illnesses of individual children. 

 The times of attendance of children, staff, volunteers and visitors. 

 Accidents and medicine administration records. 
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 Consents for outings, administration of medication, emergency treatment. 

 Incidents. 

 

In addition, the following procedures and documentation in relation to health and safety are in place: 

 Risk assessment. 

 Record of visitors. 

 Fire safety procedures. Fire safety records and certificates. 

 Operational procedures for outings. 

 Vehicle records including insurance. List of named drivers. 

 Administration of medication. Prior parental consent to administer medicine. Record of the 
administration of medicines. 

 Prior parental consent for emergency treatment. 

 Accident record. 

 Sick children. 

 No smoking. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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EQUIPMENT AND RESOURCES POLICY 

 

Statement of intent 

We believe that high quality early years care and education are promoted by providing children with 
safe, clean, attractive, developmentally appropriate resources, toys and equipment.  

 

Aim 

We aim to provide children with resources and equipment that help to consolidate and extend their 
knowledge, skills, interests and aptitudes. 

 

Methods 

In order to achieve this aim we: 

 Provide play equipment and resources that are safe and - where applicable - conform to the BSEN 
safety standards for Toys (Safety) Regulation (2011). 

 Provide a sufficient quantity of equipment and resources for the number of children. 

 Provide resources that promote all areas of children's learning and development, which may be 
child or adult led. 

 Select books, equipment and resources that promote positive images of people of all race, 
cultures and abilities, are non-discriminatory and avoid racial and gender stereotyping. 

 Provide play equipment and resources that promote continuity and progression, provide sufficient 
challenge and meet the needs and interests of all children. 

 Provide made, natural and recycled materials that are clean, in good condition and safe for the 
children to use. 

 Provide furniture that is suitable for children and furniture that is suitable for adults. 

 Store and display resources and equipment where children can independently choose and select 
them. 

 Regularly check all resources and equipment that are available at each session and ensure they 
are put away at the end of each session. We repair and clean, or replace, any unsafe, worn out, 
dirty or damaged equipment. 

 Keep an inventory of resources and equipment.  This will record the date on which each item was 
purchased and the price paid for it. 

 Use the inventory to:  

- Review the balance of resources and equipment so that they can support a range of activities 
across all areas of play, learning and development 

- Record the dates and results of checking the resources and equipment 

- Record the date when any item is discarded due to being worn out, damaged or unsafe 
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- Provide adequate insurance cover for the setting's resources and equipment. 

 Use the local library and toy library to introduce new books and a variety of resources to support 
children's interests. 

 Plan the provision of activities and appropriate resources so that a balance of familiar equipment 
and resources and new exciting challenges is offered.  

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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Incubation period, communicability and suggested exclusion criteria for 
communicable diseases  
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DIGITAL IMAGES POLICY 
 
Aim 
To ensure the safety and welfare of our children photographs and videos are taken only for the 
purpose of recording a child or group of children participating in activities or celebrating their 
achievements. This is an effective form or recording their progression in the Early Years Foundation 
Stage. Additional purposes, such as marketing and social media, require specific parent/carer 
permission. 
 
Methods 
It is essential that photographs and videos are taken and stored appropriately to safeguard the 
children in our care.   

 Photographs and videos are only to be taken on the preschool digital cameras or Learning 
Book tablets and never on a mobile phone. 

 Cameras or tablets will never be taken into toilets/changing areas. A child will never be 
photographed when their clothes or nappy are being changed. 

 Images taken on preschool cameras and tablets must be deemed suitable without putting the 
child/children in a positions that could cause them embarrassment or distress. 

 Only members of Huntington Under 5’s staff, who have an Enhanced DBS disclosure, are 
permitted to take photographs and videos. Parents/carers on a rota duty/settling their 
children in, volunteers and other visitors are not permitted to take photographs. 

 All staff are responsible for the location of the preschool cameras and tablets and they should 
be returned to their designated location when not in use. 

 Images and videos taken on the camera must be downloaded and/or printed as soon as 
possible and then deleted off the camera. Photos taken on tablets are directly linked to the 
children’s learning books which are then viewable by parents/carers. 

 Images should be downloaded and printed on-site. 

 At the end of session, cameras and tablets are to be stored in a locked cupboard. 

 Occasionally images of children may be used for college assignments by staff and students.  In 
this case, permission from parents/carers will be sought and no names will be used.  They may 
also be used on our website, social media and/or by the local press with permission from the 
parents/carers.  On joining the preschool parents/carers are asked to complete a photograph 
permission form. 
 

NB. See Mobile Phone Policy for use of phones with camera capabilities. 
 
This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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MOBILE PHONE POLICY 
 
To ensure the safety and welfare of children in our care we operate a personal mobile phone usage 
policy which stipulates that personal mobile phones cannot be used when in the presence of children, 
on the premises or when on outings.  
 
To ensure this, Huntington Under 5’s Preschool will ensure that:  

 All mobile phones will be kept in a secure place (in the kitchen) throughout contact time with 
children and be returned to the owner at the end of the session by the manager 

 Designated ‘mobile use free’ areas are situated within the setting, and signs to this effect are 
displayed throughout  

 Mobile phone calls may only be taken or made at staff breaks or in staff members’ own time  

 If staff have a personal emergency they are free to use the setting’s phone or make a personal 
call from their mobile in the designated staff area of the setting (kitchen), with permission 
from the manager  

 Staff will need to ensure that managers have up to date contact information and that staff 
make their families aware of emergency work telephone numbers. This is the responsibility of 
the individual staff member  

 During group outings nominated staff will take a mobile phone, which is to be used for 
emergency purposes only 

 Parents/carers and visitors are asked not to use their mobile phones in the setting. Phone calls 
are to be made/taken outside 

 
If this policy has been agreed and signed, and not adhered to, disciplinary procedures will be 
followed.  
 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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SOCIAL NETWORKING POLICY 
 

Aim 
To ensure the safety of the children and to protect information from being made public without 
parental/carer permission. 

 Adults at the setting will never disclose any information regarding any aspect of the setting or 
any person (adult or child) on the internet 

 At social events parents/carers are asked that photographs taken are for personal use only 
and are not to be shared on any social networking sites or via the internet 

 Parents/carers are asked not to share professionally taken group photos on the internet 

 We recommend that staff are not “friends” with Pre-School parents/carers on social 
networking sites unless they are already friends or know them outside of the Pre-School 
setting 

 Students and volunteers are made aware of this policy as part of their induction. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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WHISTLEBLOWING POLICY 

 

Definition: Whistleblowing is raising a concern about malpractice within an organisation. 

 

Protection: Huntington Under 5’s Preschool is committed to delivering a high quality pre-school 
service, promoting organisational accountability and maintaining public confidence. 

This policy provides individuals in the workplace with protection from victimisation or punishment 
where they raise a genuine concern about misconduct or malpractice in the organisation. The policy is 
underpinned by the Public Interest Disclosure Act 1998, which encourages people to raise concerns 
about misconduct or malpractice in the workplace, in order to promote good governance and 
accountability in the public interest. The Act covers behaviour, which amounts to: 

 A criminal offence 

 Failure to comply with any legal obligation 

 A miscarriage of justice 

 Danger to health and safety of an individual and/or environment 

 Deliberate concealment of information about any of the above. 

It is not intended that this policy be a substitute for, or an alternative to the pre-school’s formal 
Grievance Procedure, but is designed to nurture a culture of openness and transparency within the 
organisation, which makes it safe and acceptable for employees and volunteers to raise, in good faith, 
a concern they may have about misconduct or malpractice. 

An employee or volunteer who, acting in good faith, wishes to raise such a concern should normally 
report the matter to the manager who will advise the employee or volunteer of the action that will be 
taken in response to the concerns expressed. Concerns should be investigated and resolved as quickly 
as possible. 

If an employee or volunteer feels the matter cannot be discussed with the manager, he or she should 
contact the Pre-School Committee or our Early Years Advisor. OFSTED's 'whistleblowing hotline' 
number is 0300123 3155 (Monday to Friday 8am - 6pm) or can be emailed 
at: whistleblowing@ofsted.gov.uk or write to : WBHL, Ofsted, Piccadilly Gate, Store Street, 
Manchester M1 2WD for advice on what steps to follow. 

A disclosure in good faith to the manager or committee will be protected. Confidentiality will be 
maintained wherever possible and the employee or volunteer will not suffer any personal detriment 
as a result of raising any genuine concern about misconduct or malpractice within the organisation. 

 

This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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HANDWASHING POLICY 
 
Statement of Policy 
The association between effective hand washing and the prevention of cross infection is well 
established and Huntington Under 5’s Preschool believes that proper hand washing is the most 
effective way to reduce cross infection. Good hand washing by childcare providers and children is the 
most effective way to prevent spreading germs in the setting. This policy is intended to keep children, 
families, visitors and staff healthier. 
 
Good Practice 
Huntington Under 5’s requires all staff, students and volunteers to wash their hands at the following 
times: 

 Before preparing or handling food  

 After using the toilet, assisting children with toileting, or changing nappies, even if 
gloves are used 

 After contact with any body fluids or secretions 

 After handling or caring for animals 

 Before and after administering any type of medication, or applying ointments or 
creams 

 Whenever hands are visibly dirty  

All children attending the setting are required to wash their hands: 

 Before & after eating 

 Before & after using the toilet or having nappies changed 

 After painting 

 After playing outside 

 After contact with body fluids 

 After handling or feeding animals 

 When hands are visibly dirty 

 
Hand washing Solutions 
Liquid soap is suitable for all hand washing. Bars of soap are not used due to the opportunity for 
contamination. Use of alcohol gel for the decontamination of the hands is only recommended when 
there is no suitable hand washing facilities and is not to be used routinely. 
 
Hand washing Technique 

 Ensure sleeves are rolled up, as clothing down to the wrist may prevent effective hand washing 

 Turn on taps and wet hands with warm running water 

 Apply one squirt of liquid soap to hands and rub palms together 

 Right palm over back of left hand and left palm over back of right hand 
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 Palm to palm with fingers interlaced 

 Rub backs of fingers and tips of fingers with palms 

 Wash each thumb by clasping and rotating in the palm of the opposite hand 

 Rub each wrist with opposite hand. Rinse hands thoroughly under warm running water 

 Dry hands thoroughly with disposable paper towel, not the hand drier 
 
Hand Care 
Viruses and bacteria cannot penetrate intact skin. It is vital to keep the skin in excellent condition. 
Observe the following recommendations for good skin care: 

 Check hands regularly for cuts and abrasions and cover with a waterproof dressing 

 Regularly use skin moisturizers to maintain skin moisture from either a pump dispenser or 
personal tubes, 

 Ensure thorough drying of hands following hand washing, as hands which remain moist can 
become chapped and cracked 

 Wash hands following the removal of gloves, as gloves frequently develop small holes whilst 
being worn 

 Staff with damaged skin e.g. eczema or dermatitis should consult their GP 

 If staff use a product which causes skin irritation, this should be reported to the manager. 
 
 
This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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SUPERVISON POLICY 
 
Introduction 
 
Huntington Under 5's Preschool recognises the need for regular and effective supervision of its staff. 
This is to ensure the following: 

 That individuals feel well supported and motivated in their work 

 That quality services are delivered to service users 

 That the organisation can function effectively 
 
1. Purpose of Supervision 
This is an opportunity to review a staff member’s work programme, to monitor their progress and to 
review the direction of their work. Any gaps in skills and training needs can be identified in order to 
enhance professional development. The staff member’s achievements in their work are also identified 
and celebrated. 
 
Supervision is a place where a member of staff can be challenged supportively and constructively 
within mutually agreed and accepted boundaries. Issues relating to the workplace and to working 
practices can be identified and discussed. 
 
This is also an opportunity to show that the member of staff is a valued member of our team and it 
offers a chance to ensure that their emotional well-being is considered and that their personal 
development needs are being met. During the session, the member of staff will be able to ‘offload’ 
their concerns and these can be discussed and reflected upon in a supportive environment. 
 
It gives the opportunity for staff members to develop an action plan and way forward for any issues 
that they may have. 
 
Purpose of Supervision: 

 Review of work programme 

 A place to be challenged, supportively and constructively 

 Issues related to the workplace are addressed 

 A place to identify skills gaps and training needs and professional development 

 People's experiences are valued 

 Working practices are discussed 

 Achievements are identified and celebrated 

 Work progress is monitored and direction is reviewed 

 Emotional well-being/work-life balance; a place for personal development 

 Mutually agreed and acceptable boundaries 

 A place to offload 
 
Supervisee can expect from supervision: 
This is an opportunity for a staff member to review their current workload with their manager. 
Future work is discussed and targets agreed upon. 
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The manager acknowledges the work that the staff member has carried out and offers praise where 
appropriate. Support and guidance is offered where necessary. This is also a time when the manager 
can challenge the supervisee and address actions and anticipated follow-up relating to these. 
 
Training needs are identified here and notes of the meeting are made by the manager and copied to 
both parties. This serves as a record for the following meeting. 
Supervision is a chance for a staff member to offload and also discuss personal things, unrelated to 
work, if they so wish. 
 
3. Practicalities 

 Frequency and length of supervision  
Minimum one hour every half term – more frequently if needed 
Any cancelled sessions should be re-booked for as soon as possible to maintain the regularity. 

 

 Location: Supervision should take place in a private and uninterrupted space in the working 
day  

 

 Recording supervision sessions: It is the manager’s responsibility to take notes and make sure 
that the supervisee has a copy and that a copy goes on file. Both parties (manager and 
supervisee) must agree and sign a final copy and supervision records will be kept in individual 
supervision files in a secure place (such as a locked filing cabinet).  After 6 months, supervision 
notes are archived and held in personnel files for 6 years. Records are made in a manner that 
works for each manager, however a summary action sheet will be completed during or 
immediately after each session. It is important that any agreed actions are given to a named 
(lead) person and that the manager ensures that actions are reviewed & agreements followed 
up (with negotiation around timescales & outcomes where necessary), in future sessions.  

 
4. Confidentiality 
There may be issues relating to the need to breach confidentiality within supervision as set out below. 
This is provided so that all individuals receiving supervision within their employment at this setting 
are clear about what can and cannot remain confidential to supervision.   
 
Behaviour or activities which bring the organisation into disrepute 
Harm to self and others 
Illegal activity (depending on currency and severity) 
Activities where Child Protection apply 
Activities that may lead to disciplinary action being taken 
 
There is a duty as a line manager to report/action via the organisation’s board members responsible 
for personnel, and appropriate public authorities. 
 
5. Starting Supervision: 
(i) Signing Supervision Agreement Form 
By the end of the first session it is expected that a supervision agreement form has been discussed by 
both parties, signed and copied to file  
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(ii) Preparing for the Supervision session 
Both parties should prepare effectively including: 

 Review previous notes and agreed actions   ongoing between sessions 

 Hold preparatory discussions if needed, especially in the light of new information and 
developments 

 Alert each other if there are new big agenda items 

 Line managers to ensure next supervision date agreed and arranged. 
 
6. Guidance notes 
 
Definition and Purpose of Supervision 
Supervision is a period of one-to-one protected and structured time that focuses on the supervisee’s 
needs, the manager’s requirements and for the purposes of organizational accountability. 
 
Manager = the person giving supervision 
Supervisee = the person receiving supervision 
 
It is important to remember that many staff in the organisation are in both these roles at different 
times. 
 
This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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CLEANING POLICY 
 
Aim 
A clean environment is essential in preventing the spread of infection. It is important that the 
environment is well maintained and any damaged equipment is removed, repaired or replaced.  
 
Methods 
Detergent and warm water are adequate for most cleaning.  A detergent is a chemical that breaks 
down dirt and grease and facilitates cleaning. However, occasionally disinfection is also required. 
Disinfection is the process of reducing microorganisms to a safe level. Disinfectant chemicals or steam 
may be used for this purpose. To be effective, surfaces that are to be disinfected must be thoroughly 
cleaned first. Disinfectants must be applied for the correct period of time (contact time) and at the 
correct strength (concentration). Check the label for the manufacturer’s instructions. 
 
Toilet Area 
Huntington Under 5’s employs a support assistant, who is not included in the child: adult ratio.  Part 
of the support assistant’s role is to clean the toilet area before the children arrive and sign off all 
cleaning duties in the daily health and safety checklist. 
A disinfectant is used to clean the sinks, toilets, changing mats and potties. A new disposable 
disinfectant wipe is used for each item to prevent cross contamination.   
 
Kitchen Area 
The preschool support assistant cleans the kitchen surfaces and sinks before the preparation of snack 
and before children arrive each day.  This is signed off and recorded in the daily health and safety 
checklist. 
A disinfectant is used to the clean the kitchen sinks and work surface.  A disposable cloth in used to 
prevent cross contamination. 
 
Carpeted Area 
Carpeted areas and mats are vacuumed daily and steam cleaned as needed or at least each half term. 
 
Toys and Play Equipment 
The preschool support assistant cleans toys and play equipment, each day, on a rota basis.  This is 
recorded in the Huntington Under 5’s toy cleaning log. 
Hard/plastic toys should be cleaned and disinfected. They should be thoroughly rinsed and dried. 
Wash soft toys in a washing machine at the highest possible temperature, as per the manufacturer’s 
instructions. Store all toys in a closed cupboard or in clean washable 
containers. Toys that are visibly soiled should be removed from the play area and cleaned and 
disinfected immediately as per the manufacturer’s instructions. 
Water play trays should be emptied after every use, cleaned with warm soapy water, disinfected and 
thoroughly dried. 
Sand pits should be covered when not in use, cleaned regularly and the sand replaced weekly.  Sand 
that spills onto the floor should be discarded. 
Play dough should be prepared daily and discarded if it falls on the floor. 
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Potties, Training Seats and Changing Mats 
Potties should be kept in the toilet area and should not be allowed in the play area. 
When cleaning potties, training seats and changing mats PPE (i.e. disposable gloves and disposable 
apron) must be worn. 
After use, the contents of the potty should be emptied down the toilet. The toilet lid should be closed 
before flushing to minimise aerosol spread of contents. 
After emptying, potties should be washed, disinfected and dried thoroughly with disposable 
towels/roll. Sinks should then be washed thoroughly and disinfected. Then hands washed with soap 
and water. 
Potties that are cracked or damaged should be disposed of as they cannot be cleaned effectively. 
Children should be discouraged from playing with toys in the toilet or potty area. If toys are used in 
this area during potty training, they must be cleaned and disinfected after use. 
Potties, training seats and changing mats should be cleaned, disinfected and dried thoroughly after 
each usage. 
Changing mats should have a sealed plastic covering and be frequently checked for cracks or tears. If 
cracks or tears are found, the mat should be discarded. 
 
Spillages of Blood and Body Fluids 
When dealing with the spillage of blood and body fluids, staff at Huntington Under 5’s are expected 
to:  
• Deal with blood and body fluid spillages as quickly as possible 
• Keep children away from the spillage 
• Wash their hands and ensure all cuts and grazes are covered with waterproof dressings 
• Put on PPE (i.e. disposable gloves and disposable apron) 
• Use paper towels to soak up the spillage then place into a disposable, leak proof plastic bag 
• Apply the disinfectant solution to the spillage 
• Rinse and wipe dry with paper towels 
• Remove PPE and put into the plastic bag, seal the bag and place it in the waste bin 
• Wash your hands. 
• Do not use chlorine-based disinfectants e.g. household bleach directly onto urine spillages (to 
prevent a release of chlorine gas), soak up urine with paper towels before using a disinfectant. 
• Always check that disinfectants are suitable for use on carpets and other soft furnishings as they 
may cause damage/discolouration. In these circumstances clean with neutral detergent and hand hot 
water, then leave the area to dry. 
 
Bed Linen 

 Bed linen should to be removed from sleep mats after each child and washed 

 Clean bed linen should be stored in a clean dry area separate from soiled or used linen 

 Before washing, used linen should be stored in an area that children do not have access to 

 If linen is soiled it should be placed in a separate bag and clearly labelled as soiled 

 All laundry should be washed at the hottest temperatures specified by the manufacturer 
 
Painting Aprons 
Once used painting aprons are stored separately from clean aprons.  Painting aprons are cleaned 
weekly or daily if required. 
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Children’s Personal Clothing 
• When handling soiled children’s clothing, staff should always wear gloves and a disposable 
apron. 
• Soiled items should be placed into a clear plastic bag and sealed, labelled with the child’s name 
and the date. Bags should be stored in a safe place, away from food preparation and eating areas 
and children’s play areas. 
• Explain to parents/carers that washing the clothes in childcare settings can expose children and 
staff to microorganisms, which can cause infection. Advise parents/carers that while receiving 
soiled clothes is unpleasant, this policy protects the health of both children and staff. 
 

Dressing up 
Our dressing up selection is changed weekly and therefore washed weekly 
If an item of dressing up is damaged or soiled – it will be removed, repaired or replaced. 
 
Management of Waste 
When dealing with waste, staff at Huntington Under 5’s are expected to:  
•Make sure that there are lined pedal bins in each of the areas where waste is produced 
•Soiled nappies should be placed in a ‘nappy sack’ before being placed in the bin. Bins need to be 
foot-pedal operated, lined and regularly emptied   
•The preschool support assistant empties the bins at the end of the morning session on full days or 
they are emptied by another member of staff on half days or when needed.  This is recorded in the 
daily health and safety checklist 
•When collecting waste and emptying bins, wear PPE (i.e. disposable gloves and disposable apron) 
•When you are finished, remove PPE and wash your hands 
 
 
This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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SLEEPING AND REST POLICY 
 

Aim 
To ensure that all children have enough sleep for them to develop and to promote best practice for all 
children in a safe environment. 
 
Methods 
Children need sleep and rest periods to help development.  Children all develop at different rates and 
we must meet their needs throughout the day at preschool. As they grow they will usually develop a 
routine in which reducing the length or the frequency of their daytime sleeps. 
Children at Huntington Under 5’s have the opportunity to rest or sleep if they need or want to 
throughout the day. We aim to create an environment for the children to rest or sleep.  For example, 
a ‘quiet area’ to cuddle up with a book, soft furnishings, cuddly toys and a ‘sleeping area’ with age 
appropriate sleep mats and bedding that are made available. Parental wishes should be taken into 
consideration, although staff cannot force a child to sleep, wake or keep a child awake against his or 
her will. 
 
Sleep monitoring 
All sleeping children must be checked at 10 minute intervals. Staff who are working in preschool are 
all responsible for checking the children. 
 
Checking a child while sleeping should involve: 

 Placing a hand on their chest to check they are breathing or putting the back of their hand 

near to the child’s mouth to feel for breath 

 Ensuring that each child is well 

 Ensuring that each child is not too hot or too cold 

 Ensuring that all sheets or blankets are not restricting or swaddling the child 

The sleep monitoring chart is used to record the checks and is signed by the member of staff carrying 
out the check.  A record of each child’s daily sleep pattern is recorded too.  This information is shared 
with parents/carers at the end of the session. 
 
This policy for Huntington Under 5’s Preschool was most recently reviewed in July 2017. 
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HEALTHY EATING POLICY 

 
“Children’s food preferences and eating habits are formed early in life with consequences for a range 
of health and development outcomes in later life. It is therefore important that the food offered in 
early years settings provides appropriate amounts of energy and nutrients and encourages the 
development of healthy eating habits in young children” (Public Health England, 2017). 
At Huntington Under 5’s Preschool we are committed to providing healthy, nutritious, tasty food and 
drinks for all children. The policy applies to all packed lunches and snack consumed within Preschool. 

We always practice a policy where all children's dietary needs are catered for and we are sensitive to 
the dietary requirement for all cultural, religious and individual preferences. Parents/carers provide 
information as part of the registration process about any special dietary requirements or allergies the 
child has along with any preferences. This information is shared with the manager and staff to 
safeguard their health and meet as far as possible their preferences. The special dietary 
requirements/allergies form is made available to all so all staff who are preparing and serving food 
have up to date information on the children’s needs. 

Huntington Under 5’s Preschool and its staff are committed to embracing the religious and cultural 
diversity of families who use our preschool and we will work with parents/carers to ensure that any 
dietary requirements are met at all times. It is our policy to introduce children to different cultural 
and religious festivals and events through different types of food and drink and discuss these with the 
children as well as foods so children have a wide knowledge of foods and tastes. 

Staff who handle or prepare food will have up to date Food Safety in Catering Certificates and are fully 
trained in food storage, preparation, and food safety. Staff follow the hygiene procedures laid out in 
our Health & Safety Policy when preparing food and drink. 

Snack menu: At Huntington Under 5’s Preschool we recognise the importance of healthy eating and a 
balanced and nutritious diet, which is why we endeavour to make a variety of foods available. Snack 
menus for each half term are shared with parents/carers on our notice board and website, along with 
allergy information. Milk and water are offered at snack and mealtimes and fresh drinking water is 
available at all times. 

Special Diets and allergies: We ask parents/carers to be aware of nut and other allergies. For this 
reason pupils are not permitted to swap food items. As some children at Preschool may have nut 
allergies we ask parents to refrain from including nuts or peanut butter in their children’s lunch boxes.  
Packed Lunch Containers: We ask that parents/carers provide a packed lunch container where food 
items can be stored securely and appropriately until the lunch time period. As fridge space is limited 
we advise the packed lunches are in insulated bags, preferably with freezer blocks to keep food cool, 
especially in the summer months. 
Birthdays and other celebrations: We welcome cakes and sweets being brought in for the children by 
their peers to celebrate birthdays or any other celebrations. If these are brought into Preschool to 
share amongst the children we will give them out at the end of the session, and leave it to the 
discretion of the parent/carer.  
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Healthy packed lunches: Packed lunches should follow national guidance for early years’ nutrition and 
health, including guidance on food choices and portion sizes.  

Guidance on healthy packed lunches can be found online at: 

- NHS: Change4life - “Healthier lunchboxes” 

- NHS: Live well – “The Eatwell Guide” 

- Children’s Food Trust  

Packed lunches should include: 

 A portion of starchy carbohydrates – i.e. bread, wraps, potatoes, rice, pasta, couscous, pitta 

bread, naan bread, bagels, noodles, rice crackers, breadsticks, savoury crackers. 

 A portion of fruit and/or a vegetable – can be fresh, frozen, canned or dried.  

 A portion of protein – i.e. beans, pulses, meat, fish, eggs, tofu, chickpeas, hummus. 

 A portion of dairy or dairy alternative – i.e. yoghurt, cheese, milk drink. 

 A healthy drink – water, milk, diluted fruit juice (half juice, half water).  

Desserts, cakes, biscuits and crisps are high in saturated fat, sugar and salt. Too much of these can be 
harmful to health, therefore they should be limited and given in small amounts, with healthier 
alternatives offered instead. Confectionary, such as chocolate bars and sweets, must not be included. 
Processed meat and pastry, such as sausages, sausage rolls and pasties, should only be included 
occasionally. Drinks should be one of the healthy options above. Sugary/fizzy drinks must not be 
included.  
Working with parents and carers: We hope that all parents and carers will support this packed lunch 
and snack policy. We will offer advice and guidance to parents and carers on packed lunches and 
snack if required.  
 
 
Updated April 2018 
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General Data Protection Regulation Policy  
 

Statement  
 
GDPR stands for General Data Protection Regulation and updates the previous Data Protection 
Directives that were in place. The new GDPR was approved by the EU Parliament in 2016 and comes 
into effect on 25th May 2018.  
 
GDPR states that personal data should be ‘processed fairly & lawfully’ and ‘collected for specified, 
explicit and legitimate purposes’ and that individuals data is not processed without their knowledge 
and are only processed with their ‘explicit’ consent. GDPR covers personal data relating to individuals. 
Huntington Under 5’s Preschool is committed to protecting the rights and freedoms of individuals 
with respect to the processing of children's, parents, visitors and staff personal data.  
 
The Data Protection Act gives individuals the right to know what information is held about them. It 
provides a framework to ensure that personal information is handled properly.  
 
GDPR includes the following rights for individuals  

1) The right to be informed. 

Huntington Under 5’s Preschool is a registered Childcare provider with Ofsted and as so, is 

required to collect and manage certain data. We need to know parent/carer’s names, 

addresses, telephone numbers and email addresses and if parents/carers are claiming 

government funding, in addition, we need to know their date of birth and National Insurance 

numbers.  

We need to know children’s full names, addresses and date of birth and if their parent/carers 

are claiming government funding, in addition, we need to know their Birth Certificate number 

or Passport number. For parent/carers claiming the government funding we are required to 

provide this data to Cheshire West and Chester Council (CWaC); this information is provided to 

them by inputting the afore-mentioned data into the CWaC EYHub Website.  

We are required to collect certain details of visitors to our pre-schools. We need to know visits 

names, telephone numbers, addresses and where appropriate company name. This is in 

respect of our Health and Safety and Safeguarding Policies. 

As an employer Huntington Under 5’s Preschool is required to hold data on its employees; 

names, addresses, email addresses, telephone numbers, date of birth, National Insurance 

numbers, photographic ID such as passport and driver’s license, next of kin details and bank 

details. Some of this information is required for Disclosure and Barring Service checks (DBS) 

and proof of eligibility to work in the UK. This information is inputted into the GBG Online 

Disclosures website for the processing of DBS checks.  

Huntington Under 5’s Preschool uses Cookies on its website to collect data for Google 

Analytics, this data is anonymous.  

2) The right of access  
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Huntington Under 5’s Preschool is a Charitable Incorporated Organisation (CIO). Registered 

with the Charity Commission for England and Wales. Registration No: 1168063. Huntington 

Under 5’s Preschool, Huntington Village Hall, Butterbache Road. Chester CH3 6DB Telephone 

07503 779834. 

At any point an individual can make a request relating to their data and whether or not it is 

being processed and how it is being processed and Huntington Under 5’s Preschool will need 

to provide a response (within 1 month). Huntington Under 5’s Preschool can refuse a request, 

if we have a lawful obligation to retain data i.e. from Ofsted in relation to the EYFS, but we will 

inform the individual of the reasons for the rejection. The individual will have the right to 

complain to the ICO if they are not happy with the decision.  

3) The right to rectification 

You have the right to have inaccurate personal data rectified, or completed if it is incomplete. 

This right can be made either verbally or in writing. Huntington Under 5’s Preschool has 1 

month to response. Huntington Under 5’s Preschool can refuse a request, if we have a lawful 

obligation to retain data i.e. from Ofsted in relation to the EYFS, but we will inform the 

individual of the reasons for the rejection. The individual will have the right to complain to the 

ICO if they are not happy with the decision.  

4) The right to erasure  

You have the right to request the deletion of your data where there is no compelling reason 

for its continued use. However, Huntington Under5’s Preschool has a legal duty to keep 

children and parents details for a reasonable time*, Huntington Under 5’s Preschool retain 

these records for 3 years after leaving preschool, children's accident and injury records for 19 

years (or until the child reaches 21 years), and 22 years (or until the child reaches 24 years) for 

Child Protection records. Staff records must be kept for 6 years after the member of leaves 

employment, before they can be erased. This data is archived securely onsite and shredded 

after the legal retention period. There is a Risk Assessment in place for transportation and 

storage. A copy of this Risk Assessment can be provided upon request.  

5) The right to restrict processing  

Parents, visitors and staff can object to Huntington Under 5’s Preschool processing their data. 

This means that records can be stored but must not be used in any way, for example reports 

or for communications.  

6) The right to data portability  

Huntington Under 5’s Preschool requires data to be transferred from one IT system to 

another; such as from Huntington Under 5’s Preschool to the Local Authority, to shared 

settings and to the Learning Journey Online Learning Journal. These recipients use secure file 

transfer systems and have their own policies and procedures in place in relation to GDPR.  

7) The right to object  

Parents, visitors and staff can object to their data being used for certain activities like 

marketing or research.  

8) The right not to be subject to automated decision-making including profiling.  
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Automated decisions and profiling are used for marketing based organisations. Huntington 

Under 5’s Preschool does not use personal data for such purposes. 

Storage and use of personal information  
 
All paper copies of children and staff records are kept in a locked cabinet/cupboard within the setting 
of Huntington Under 5’s Preschool. Certain members of staff have access to these files but 
information taken from the files about individual children or staff are confidential and these records 
remain on site at all times. These records are shredded after the retention period. Information about 
individual children is used in certain documents, such as, weekly registers, medication forms, referrals 
to external agencies and disclosure forms. These documents include data such as children's names, 
date of birth and sometimes address. These records are shredded after the relevant retention period. 
Huntington Under 5’s Preschool is a Charitable Incorporated Organisation(CIO). Registered with the 
Charity Commission for England and Wales. Registration No: 1168063.  
 
Huntington Under 5’s Preschool collects a small amount of personal data every year including; names 
and addresses of those on the Preschool waiting list. These records are shredded if the child does not 
attend or added to the child’s file and stored appropriately. Information regarding families’ 
involvement with other agencies is stored both electronically and in paper format, this information is 
kept in a locked filing cabinet. These records are shredded after the relevant retention period. Upon a 
child leaving Huntington Under 5’s Preschool and moving on to school or moving settings, data held 
on the child may be shared with the receiving setting/school. Such information will be sent via a 
secure file transfer system. For children attending school outside the Cheshire West and Chester 
Council the parent/carer will be given the data to deliver to the receiving school. Huntington Under 
5’s Preschool stores personal data held visually in photographs or video clips or as sound recordings, 
unless written consent has been obtained via the Parent/Carer Permissions form. No names are 
stored with images in photo albums, displays, on the website or on Huntington Under 5’s Preschool’s 
social media sites. Access to all office computers and Learning Journeys, online Learning Journal are 
password protected. When a member of staff leaves the Charity these passwords are changed in line 
with this policy and our Safeguarding policy. Any portable data storage used to store personal data, 
e.g. USB memory stick, are password protected and/or stored in a locked filing cabinet. GDPR means 
that Huntington Under 5’s Preschool must;  
 

 Manage and process personal data properly  

 Protect the individual’s rights to privacy  

 Provide an individual with access to all personal information held on them  

For ‘Retention periods for records’, please see separate PLA ‘Retention periods for records’ 
document. 
 
May 2018 
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Debit Card Policy 
 
Introduction:  
In view of the increase in staff expenditure made on behalf of Huntington Under 5’s preschool, 
Huntington under 5’s Preschool may authorise the issue of debit cards to certain employees for 
business use only. This policy refers only to the issue and use of Huntington Under 5’s Preschool debit 
cards.  
 
Policy Statement:  
 
Issuing: The issue of a Business debit card to an employee must be authorised by Huntington Under 
5’s Preschool Committee and be issued to a named employee for their use only. No other individual 
may use the debit card.  
 
Each employee issued with a debit card is solely responsible for its safe keeping and usage and for 
ensuring that the card is not used by others. In particular, PIN numbers will only be issued to the card 
holder and must be kept confidential, as must the card security (CSC/CVN) number.  
 
Lost or stolen cards must be reported to the issuing bank immediately upon discovery that the card is 
missing via the Admin Manager or, in their absence, directly by the named cardholder themselves. 
With no exceptions the Setting Manager must also be informed immediately. 
 
In the event of any employee’s termination of employment, the employee must return any issued 
debit card to the Admin Manager and the card must be destroyed. The issuing bank must be advised 
to cancel the debit card to prevent any unauthorised usage.  
 
Usage: Cash withdrawals are only permitted when being made to top-up the Petty Cash accounts and 
shall not be made for any other purpose. Cash withdrawals cannot exceed the financial limit of the 
petty cash float itself and must be authorised in advance by the Admin Manager. When making a cash 
withdrawal to top-up the Petty Cash accounts, the cash withdrawal receipt must be given directly to 
the Admin Manager. 
 
A debit card issued to an employee shall be used for business purposes only and in conjunction with 
the employee’s job role. It shall not be used for any non-business transactions nor for any personal 
purchases.  
 
The financial single traction limit of each issued debit card shall not exceed £100 unless agreed by the 
setting Manager.  
 
Reconciliation & Inspection: Every debit card transaction must have a receipt against it. Receipts for 
all purchases must be submitted to the Admin Manager as soon as possible after transactions have 
been made, for reconciliation. The transaction receipts shall be reconciled monthly with the bank 
statements. In the event of any discrepancy, the Admin Manager, Setting Manager and Preschool 
Committee must be notified and an investigation initiated.  
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The cardholder is responsible for obtaining and submitting receipts for all transactions. Failure to 
produce transaction receipts may result in the cardholder being held liable for the sum of said 
transaction/s. 
 
Fraudulent or Misuse of a Debit Card: If the cardholder misuses the debit card or fraudulently uses 
the card, this may result in disciplinary action being taken against the cardholder.  
 
May 2018 
 


