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Name of Policy: 
 

 
ADMINISTRATION OF MEDICATION 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
To ensure the safe and effective administration of medication 
to children preserving their confidentiality at all times. 
To provide qualified, experienced and caring staff to facilitate 
this policy working in partnership with parents/carers taking into 
account individual needs. 
To promote the good health of children at all times. 
 

 
Specific Objectives/ 
Statements and 
Procedures  
 
 
 
 

 

• The Deputy Play Leader will be responsible for the 
administration of medication. In his/her absence the 
Play Leader or most senior staff member will be 
responsible. 

• Only vital prescribed oral medications and creams will 
be administered during session times. 

• A medication log sheet will be completed in partnership 
with the parent/carer and will be signed by both parties. 

• Signed permission will be sought from the parent/carer 
at the start of a course of medication. 

• Separate permission will be sought for each different 
course of medication 

• Each administration will be recorded and signed on the 
medication log sheet and at the end of the session the 
parent/carer will be informed and their signature taken. 

 
Access to Medicines 

• The Deputy Play Leader will be responsible for the 
administration of medication and in his/her absence, the 
Play Leader or the most senior member of staff on duty. 

• Medication will be administered in a quiet private 
location within Pre-School. 

• All medication will be stored in a locked cupboard in the 
kitchen or the fridge if required. All medication will be 
clearly labelled with the child’s name and expiry date of 
the medication. 

• Pre-school will only administer prescribed oral 
medication including inhalers and creams/lotions, unless 
in circumstances discussed with the parent/carer, and 
with the required training (eg epi pen) 

• A basic first aid box will be kept on the premises and will 
be checked monthly by the Deputy Play Leader. 

Disposal of Medicine 

• Each medication will be returned to the parent/carer for 
safe disposal at home following the completion of the 
medication. 

• The medication cupboard will be checked weekly in 



conjunction with the medication log sheet file by the 
Deputy Play Leader and the check list on the wall 
completed. 

Hygiene and Infection Control 

• Prior to the administration of medication the staff 
member will ensure that they follow a strict hygiene 
procedure eg hand washing for both themselves and the 
child, and in certain circumstances the area to be 
treated. 

Emergency Procedures 

• All staff are encouraged to obtain a basic first aid 
certificate on joining the pre-school and the Training 
Officer will ensure these are kept up to date. The Play 
Leader and the Deputy Play Leader will obtain an Early 
Years First Aid certificate in accordance with Ofsted 
recommendations. 

• At each session at least one staff member will hold a 
first aid certificate. 

• Should a child become ill, a staff member will try to 
contact the parents/carers by telephone. Failing this 
emergency contact numbers will be tried. If this contact 
is unable to be made, staff will continue to try during the 
session. In the meantime the child will be made 
comfortable and looked after by a staff member away 
from the main group until such time as s/he is collected. 
The child will remain the responsibility of the Pre-School 
until s/he is collected. 

• In circumstances where the child’s condition 
significantly worsens, emergency medical treatment will 
be sought. 

• Parents are required to check their child’s registration 
form every term to ensure contact details and 
emergency details  are correct. 

• A request is made on each child’s registration form 
seeking permission to get emergency medical treatment 
if necessary. If permission is not given the Play Leader 
or Chairperson will discuss reasons with the 
parent/carer and should permission still not be 
forthcoming an action plan between the pre-school and 
the parent/carer will be drawn up. Further advice will be 
sought from NYEYP/Ofsted and other relevant 
agencies. 

• If permission is given and emergency treatment is 
required, a first aider will gauge whether a visit to A&E 
is required or a visit to the local doctor in which case 
either: 

1. A senior staff member with another adult will take 
the child immediately by car to A&E 

2. An ambulance will be called 
3. A staff member will contact the child’s doctor 

• Immediately after this has been arranged the child’s 
parent/carer will be informed of the situation by a staff 
member by telephone. Every effort will be made to 



speak to the parent/carer directly, however, if contact 
cannot be made, sensitive messages will be left. 

• Other children will be kept away from the emergency 
and distracted by use of a story, singing, activities etc.  

• At least 3 adults will remain on premises and contact 
made with the Chairperson to provide cover or, 
depending on circumstances, to contact parents/carers 
to collect their children. 

Administration 

• Where the child refuses to take their prescribed 
medication the staff member will try with lots of 
encouragement and praise to ensure the child’s co-
operation. If however that fails and the child is 
becoming distressed then the parent/carer will be 
contacted for advice and to inform of the difficulty.  If the 
medication is vital then the parent/carer will be 
encouraged to attend pre-school to administer. A note 
will be made on the medication log sheet. 

• If a child is in the process of learning to take their own 
medication pre-school will, in partnership with the 
parent/carer, help and support that process and report 
back after every administration the child’s progress. A 
note will be made on the medication log sheet. 

Record Keeping 

• The medication record file will be kept in a locked 
cupboard in the vestry. Each term the completed forms 
will be filed in the ‘old records’ file upstairs in a locked 
filing cabinet. These records will be kept for a minimum 
of 3 years. 

 
 
References to other 
relevant policies: 
 

 
Confidentiality, Equal Opportunities, Health & Safety, Special 
Educational Needs, Sick child, Transport and Outings  

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Deputy Play Leader in conjunction 
with the staff team unless new legislation or an incident occurs 
which requires an immediate review of the policy.  Comments 
on the medication record sheets will be considered. Feedback 
will be given to the Play Leader on a termly basis. 
  

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 



 
Name of Policy: 
 

 
ADMISSIONS 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
 
Overall Aim of 
Statement: 
 

 
To provide a fair and just admission procedure free from 
discrimination for all children between the age of 2½ and 4yrs old 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 

• Every effort will be made to accommodate children wishing 
to attend Oatlands Pre-School within Ofsted registration 
requirements 

• Any child reaching the age of 2½ will be eligible to attend 
Pre-School. 

• Our admissions are based on a waiting list system and 
priority is given firstly to date of birth and then length of 
time on the list. 

• Where possible we aim to offer preferred sessions. 

• Emergency admissions will be catered for where possible 
in consultation with North Yorkshire Early Years 
Partnership and Ofsted. 

• To ensure that Oatlands Pre-School is widely known in our 
local community, we will: 

1. Place notices advertising the pre-school in various 
locations 

2. Encourage visitors to Pre-School 
3. Build strong links with local infant schools 
4. Advertise Pre-School events in the locality 
5. Be included on the Family Information Service 

website 
6. Continue to be members of the North Yorkshire 

Early Years Partnership 
7. Ensure our website is updated on a regular basis. 

• At Oatlands we have three groups who meet for different 
sessions. The maximum number per session is 25 
children. 

1. Group 1 – for children aged approximately 3½+ yrs. 
Sessions are Monday, Wednesday and Friday 
mornings and Tuesday and Thursday afternoons 
with a lunch club option on Monday & Wednesday 

2. Group 2 – for children aged 2½ to 3½ years. 
Sessions meet Tuesday, Thursday mornings and 
Friday afternoons. 

3. Mixed session – for children aged approximately 2½ 
to 4 years. This is a mixed age session and meets 
Monday afternoons. 

• Age ranges are approximate and are dependent upon 
places becoming available within the groups. Movement 
within Pre-School is in date of  birth order and we aim to 
keep the children in the year group within which they will 
be moving onto school. 



• To facilitate settling we operate a 2 sessions minimum 
policy with maximum number of 4 sessions for Group 2 
and 5 sessions for Group 1 per week. 

• Prior to admission we require a completed session 
reservation form, registration form, the relevant deposit,  
Parent Declaration form (where appropriate), a completed 
contract and a completed ‘I am Special’ booklet. 

• Information will be given to parents/carers prior to start 
date re fees (as per our fees policy) 

• Children Act Regulations and EYFS state practitioners 
must keep personal records of each child.  This information 
is kept in a locked cupboard as per our Confidentiality 
Policy. 

• A full information booklet is provided prior to admission. 

• On admission, parents/carers will receive a welcome pack 
containing further useful information including the name of 
their child’s key worker.   

• During the first two sessions, the key worker will liaise with 
the parent/carer to check registration form details are up to 
date and learn about the child’s history. 

• Where children are transferring from another setting we 
encourage parent/carers to provide as much information as 
they have on the previous setting, both verbally and via the 
registration form. The pre-school will then contact the 
previous setting and liaise regarding development, 
previous learning experiences and any other useful 
information to facilitate the smooth transition to Oatlands. 

 
 
References to other 
relevant policies: 
 
 

 
Confidentiality, Complaints, Equal Opportunities, Inclusion, 
Special Educational Needs, lnclusion, Partnership with Parents, 
Settling In/ Transition, Welcome 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by  the Secretary of the Committee in 
conjunction with the  Play Leader using Parent Questionnaires, 
verbal and written comments from parents/carers and children, 
unless new legislation or an incident occurs which requires an 
immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 



 
Name of Policy: 
 

 
COMPLAINTS  

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
It is in the best interest of the children, families and pre-school 
that complaints are taken seriously and dealt with fairly and in a 
way which respects confidentiality. 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 
At Oatlands Pre-School it is important that the service is 
deemed to be of a high standard. We welcome family 
partnership within our pre-school and strive to consider the 
individual needs and wishes of all our parents/carers and 
children. If parents/carers are unhappy with any aspect of pre-
school provision, we encourage them to: 

• In the first instance discuss their concerns with the Play 
Leader. Many problems can be sorted out quickly and 
effectively. 

• If they feel this is inappropriate, or the outcome is 
unsatisfactory we will encourage them to put their 
concerns in writing to the Play Leader and/or Chair of 
the Committee. A mutually convenient meeting will be 
arranged with the Parents/Carers, Play Leader and 
Chair.  

• At this stage, if the outcome is not accepted further 
discussion with the Play Leader and Chair will take 
place. 

• If an agreement still cannot be reached, it may be 
appropriate to consult an external mediator acceptable 
to both parties (this mediator may be from the Pre-
School Learning Alliance, a Staff Member or someone 
else who is acceptable to both parties). 

• In extreme cases it may be necessary to contact the 
Local Authority/ Ofsted 

• It is hoped that early discussions will resolve any 
concerns and provide a satisfactory outcome for a 
parent/carer and the pre-school. All discussions will be 
kept confidential in accordance with our confidentiality 
policy.  

• In circumstances where we feel that discussions with 
parents/carers may be detrimental to a child’s well-
being, we will seek advice from NYEYP, Ofsted, Social 
Care as per our Safeguarding Children Policy. 

• All complaints will be investigated and we will respond 
to all complaints in writing within 28 days. 

• A complaints form will be used (available upon request) 
and Ofsted will be informed by letter or telephone 
where necessary. 

• Two copies of records of complaints will be kept within  
the complaints file in a locked cabinet and held for a 



minimum of 3 years.  

• Where the complainant is dissatisfied with the outcome, 
an appeal process would be instigated. (see Ofsted 
guidelines) 

• If the complaint is against a member of staff, 
procedures will be followed as in Discipline and 
Grievance Policies 

• The Ofsted poster will be on display in the vestry. 
Ofsted Helpline Number: 
08456 40 40 40 
 

 
References to other 
relevant policies: 
 

 
Confidentiality,  Discipline, Grievance, Partnerships with 
Parents, Safeguarding Children 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Play Leader and/or Committee unless 
new legislation or an incident occurs which requires an 
immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
CONFIDENTIALITY  

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
We aim to ensure confidentiality at all times. Providing 
protection and respect for all our children and their families, 
staff and volunteers in accordance with the Data Protection Act 
1998.  
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
At Oatlands Pre-School the safety and welfare of each child, 
their families, volunteers and our staff team is of paramount 
importance.  Confidentiality is a vital tool in ensuring this.  All 
staff, committee and volunteers are made aware of this and 
staff regularly attend training to update their knowledge.  
Parents/carers are provided with a copy of the policy 
document. 
 
Records: 
Staff 

• All staff records will be kept in a locked filing cabinet 
and access will be limited to the Play Leader and the 
Admin Assistant where appropriate. 

• Issues relating to staff will remain confidential to the 
Play Leader and only shared with the Chair person or 
outside agencies if advice is required.  

• All staff will have read and understood the importance 
of this policy. 

Children 
• Only parents/carers of a child will have access to their 

child’s records, along with staff. 

• Sensitive records will be kept in a locked cabinet and 
access will be limited to the Play Leader and Admin 
Assistant and where appropriate, the child’s key worker. 

• Students will not be given access to any child’s record 
unless written permission has been gained from the 
parent/carer of that child. They will also have to sign to 
say they have read and understood this policy. 

• Any paper, tick list etc containing the children’s 
name/information will not be left accessible to other 
users and will be given to the Admin Assistant for 
instant shredding when no longer in use, or in his/her 
absence shredded immediately by a member of staff. 

• All visible lists will contain only the child’s first name and 
initial of their surname. 

• All children’s records will be kept until that child reaches 
the age of 21 years and 24 years for child protection 
records. 

Online/computers. 

• All computers will be password protected and there is 



no random access to ‘random’ users. 

• Only the child’s first name and surname initial will ever 
be used on the computer system. 

• All computers are switched off at night and the office 
door locked. 

Discussions: 

• Issues regarding staff will remain confidential to the 
Play Leader and will only be shared on a ‘need to know’ 
basis, or if further advice is required,  with eg chair, 
committee, outside agencies. 

• Staff will not discuss individual children with anyone 
other than the child’s parents/carers, or with each other 
for planning and curriculum purposes. 

• Any information given by parents/carers to staff will only 
be shared with the Play Leader, who will then only 
share with other staff or professionals on ‘ a need to 
know’ basis or if further advice is required. 

• In the case of outside agencies and professionals being 
involved for discussion regarding a child, parental 
permission will be sought. Parents/carers will also be 
asked for their agreement on the child’s registration 
form. 

• Parental permission will be bypassed when the staff 
feel that a child is at risk of significant harm, and by 
talking to the parent/carer would endanger that child. 
Further advice would then be sought from the 
appropriate agency. 

• Any concerns regarding child safety will be will be dealt 
with as per our Safeguarding Children Policy. 

 
 
References to other 
relevant policies: 
 

 
Child Protection, Discipline, Equal Opportunities, Grievance,  
Safeguarding Children 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Play Leader in conjunction with the 
staff team and Committee unless new legislation or an incident 
occurs which requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 



 
Name of Policy: 
 

 
DISCIPLINE 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
The aim of the Committee and Play Leader is to encourage a 
strong, committed, professional team of staff who work 
together well in harmony to provide good quality child care and 
education for the children attending Pre-School. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
Procedures for Disciplinary Action 

• All incidents/situations will be taken seriously and 
investigated fully in a fair and consistent manner. 

• If the incident cannot be resolved via informal 
discussion, the Play Leader will liaise fully with the 
Chairperson and the following staged process will come 
into force. Verbal warning, written warning  and final 
notice of dismissal. 

• Throughout the three staged process the Employee has 
the right to be accompanied at meetings by a friend or 
trade union official and has the right of appeal at which 
they may also be accompanied. 

• If during the time given to rectify all aspects of the 
incident had been addressed during the required 
timescale, and this remains consistent, the record of 
warnings held on the Employee’s file will be destroyed. 

• In the case of the complaint being against the Play 
Leader, a second committee member will accompany 
the Chairperson or a professional from an outside 
agency as appropriate. 

• Examples of gross misconduct which compromise the 
safety and well being of the children and staff in the 
care of Oatlands Pre-School and which contravene 
Oatlands Pre-School Policies and Procedures will result 
in instant dismissal.  

 
Discipline Procedure 
Informal Discussion 

•  In order to maintain harmony within the staff team and 
for each individual staff member to feel valued, every 
effort will be made to avoid formal disciplinary 
procedures. 

• In the case of a minor disagreement among pre-school 
staff, it will be encouraged that these be resolved 
immediately The Play Leader (or Deputy in the Play 
Leader’s absence) will ensure that s/he is promptly 
available for discussions with employees. 

• Where necessary the Play Leader or Deputy Play 
Leader will act as mediator. In cases where this 
inappropriate, help and advice will be sought from the 



Chairperson. 

• If the incident concerns the Play Leader the Deputy 
Play Leader or Chair will be the mediator. 

• In the case of the Play Leader being dissatisfied with 
the conduct or quality of work of an Employee, 
discussions will take place to inform the Employee and 
to jointly devise a development plan. The Chair of the 
Committee will be informed. 

• Further reviews will take place weekly or fortnightly 
depending on the issues. 

• If after an agreed time conduct and/or working practices 
show no improvement, and the agreed development 
plan is not being adhered to, then a verbal warning will 
be issued.  This will be recorded and kept on the 
Employee’s personal file in a locked cabinet. 

Verbal Warning. 

• Where the committee or Play Leader is dissatisfied with 
the conduct or activities of an Employee a verbal 
warning will be issued. 

• The employee will be given a date to attend a meeting. 

• An interview will be held between the Chairperson, the 
Play Leader and the Employee. The Chairperson will 
explain the complaint. 

• The Employee will be given full opportunity to state 
his/her case. 

• If the Chairperson considers the warning to be 
appropriate the Employee will be informed of: 

- what action is required to correct the conduct. 
- A specified time to carry out the action 
- Failure to correct the conduct within the specified 

time will result in further action being taken. 
- a copy of the warning will be kept on file for 12 

months. 
- Right to appeal against the decisions taken 

during the meeting. 
Written Warning 

• If the Employee fails to correct the complaint as 
discussed in the verbal warning, a second meeting will 
be convened. 

• The Chairperson will outline the complaint as at the 
verbal warning and re-iterate where the necessary 
aspects of the complaint which remain unaddressed. 

• The Employee will be invited to state his/her case. 

• If a further warning is considered to be appropriate, it 
will be explained to the Employee that a letter 
containing written details of the complaint will be sent 
and a copy kept on the Employee’s file for 12 months. 

• The letter will contain: 
- a clear reprimand and the reasons for it 
- outline necessary action required to correct the 

complaint 
- a reasonable date by which the Employee is 



required to address the complaint fully. 
- A warning that if the complaint is again not fully 

addressed a further disciplinary meeting will be 
convened which could result in dismissal. 

- Inform the Employee of their right to appeal. 
Final Written Warning 

• If the Employee still fails to correct the conduct as 
outlined in the two previous stages, a meeting will be 
called at which: 

- The Chairperson will outline the complaint 
- The Employee will be invited to state his/her case 
- If the Chairperson is still unsatisfied with the 

outcome of the above procedures a final written 
warning will be issued detailing the content of the 
complaint, any actions previously taken, a further 
development plan and a timescale of up to two 
weeks to rectify the situation. 

Dismissal 

• If the Chairperson is still unsatisfied with the outcome of 
the above procedures a decision may be made to 
dismiss. 

• In this instance: 
1. the Employee will be given notice of dismissal 

verbally and by letter 
2. reasons for the dismissal will be given 
3. the Employee will be informed of their right 

appeal. 
Written warning and subsequent dismissal paperwork will be 
kept on staff personal file for 6 years after cessation of 
employment. 
 
Gross Misconduct 

• Actions such as ill treatment of children, gross 
carelessness which jeopardises health and safety of 
children and adults, assault, being unfit due to alcohol 
or drug abuse, malicious damage, theft or fraud are 
deemed examples of gross misconduct. This list is 
neither conclusive or exhaustive. 

• If the circumstances appear to warrant instant dismissal 
an employee may be suspended with pay whilst 
investigations are made. 

• Investigations will take 28 days and be conducted by 
the Chairperson, Secretary and one other nominated 
member of the Committee. 

Appeals 

• Throughout the three stages of the disciplinary 
procedure, employees will be informed of their right to 
appeal. 

• The appeal must be made in writing within five days of 
the disciplinary interview 

• The Committee will nominate two or three members to 
be The Appeals Committee. 

• Where possible the appeal hearing will be held within 



ten days of receipt of the appeal. 

• At the appeal meeting: 
- the Employee will outline the reasons s/he is 
dissatisfied with the procedures and is invited to ask 
questions 
-the Chairperson of the Appeals Committee will outline 
the reasons for the disciplinary procedure and may ask 
questions. 
- Witnesses may be called and questioned by either 
Employee or Chairperson of the Appeals Committee 
- The Appeals Committee will consider and make 
known it’s decision by written communication. 

• A written record will be kept on the staff member’s 
personal file and in the disciplinary file in a locked 
cabinet for 6 years after cessation of employment. 

 
 
References to other 
relevant policies: 
 
 
 

 
Complaints, Confidentiality, Equal Opportunities, Grievance 
Procedure, Health and Safety, Inclusion, Induction, 
Recruitment and Employment, Safeguarding Children, 
Transport and Outings 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Chair or Secretary of the Committee 
in conjunction with the Play Leader unless new legislation or an 
incident occurs which requires an immediate review of the 
policy. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
EQUAL OPPORTUNITIES 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
Oatlands Pre-School is committed to providing equal 
opportunities for all children and families and to take positive 
action to avoid/eliminate discrimination in all areas of our work. 
We work with all relevant legislation including The Disability 
Discrimination Act 1995 and 2005, The Race Relations Act 
(amendments) Act 2000, The Sex Discrimination Act 1975, The 
Human Rights Act 1998 and The Children’s Act 1989/2004. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 

 
Setting 

• At Oatlands Pre-School we aim to ensure that all 
children and families feel welcome and comfortable 
within the group. 

• Where possible all groups activities will be open to all 
children and their families and to all adults committed to 
their care and education. 

• We aim to ensure all who wish to work in or volunteer to 
help with our pre-school have an equal chance to do 
so. 

• No child/family/staff member or visitor will be 
discriminated against on the grounds of race, class, 
culture, religion, gender, age disability or learning 
difficulties. 

• We aim to avoid the stereotyping of any individual with 
regard to race, class, culture, religion, gender, age, 
disability or learning difficulties. 

Training 

• All staff will implement and adhere to the Equal 
Opportunities policy. 

• A copy of all policies and procedures will be given to 
each new member of staff as part of their induction 
pack 

• All staff will be required to undertake the NYCC Equal 
Opportunities training programme as soon as is 
possible after commencing employment at Oatlands 
Pre-School. 

• The Training Officer will advise of any other relevant 
courses available and make arrangements for staff to 
attend. 

Resources 
• Toys, equipment, activities, displays and books 

reflecting our multicultural society are offered to all 
children, and all are encouraged to use the available 
resources. 

 
 



Working with parents 

• Parents and children for whom English is and additional 
language will be welcomed and staff will ensure they 
become familiar with some aspects of the families first 
language. Help and advice will be sought from NYEYP 
and other agencies to facilitate this. 

• Respectful awareness will be shown to festivals which 
are celebrated in our area and within our families. Other 
festivals will be also introduced through activities and 
stories. 

• We aim to be a fully inclusive pre-school irrespective of 
race, class, culture, religion, gender, age, disability and 
learning difficulties 

• All parents/carers will receive a copy of the policy 
document and will be encouraged to comment on the 
content.   

• All discriminatory actions and remarks are unacceptable 
and should the need arise, action will be taken to 
address this.  

• We aim to find out and have a good knowledge of our 
children and their family’s customs and beliefs, dietary 
requirements and dress code via verbal communication 
and our registration form. 

Community Links 

• Where it would facilitate improved or complementary 
services to the children and staff of pre-school, links 
with community support agencies will be encouraged. 

• For individual children with additional needs, support 
services such as health care and social care will be 
welcomed. 

• During topic work visitors to the pre-school from 
community support services will be invited to aid the 
children’s learning and development. 

• Members of our local community are encouraged to 
come to our setting through topic work, volunteers, 
visitors, fundraising and social events. 

Teaching and Learning Styles 

• Each child will be treated as an individual who is unique 
and will be valued unconditionally. 

• Each child will be given opportunity and encouragement 
to have experiences of and develop in  the six areas of 
learning as set down by the DCSF within their 
developmental capabilities. 

• Children will be provided with positive images which are 
non-discriminatory and reflect all aspects of society 

• All children will be given the opportunity to develop 
awareness of our wider society, leading to deeper 
understanding of the need to respect others 

• Children will be encouraged to show respect for others 
and for themselves 

• Staff will be positive role models. 
 



Beliefs and Faiths 

• We will encourage parents/carers to inform Pre-School 
of their beliefs and faith on the child’s registration form. 
However we will respect the wishes of those who prefer 
not to share that information with us. 

• Staff will be encouraged to inform Pre-School of their 
beliefs/faith on their staff registration form. We will 
respect their wishes if they prefer not to share that 
information with us. 

• Festivals, cultures, beliefs and faiths will form part of 
our early years curriculum. 

 
 
References to other 
relevant policies: 
 

 
Discipline,  Inclusion, Recruitment and employment, Special 
Educational Needs, Safeguarding Children, Welcome 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by a named staff member in conjunction with 
the staff team unless new legislation or an incident occurs 
which requires an immediate review of the policy. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
FEES 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
Oatlands Pre-School is committed to equal opportunities for all, 
ensuring it’s accessibility to all families in the community, and 
whilst providing high quality care and education, aims to keep 
fees as low as possible.  We recognise that families have 
differing meas.  We aim to meet the individual needs of all 
families. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
As a voluntary, non-profit making organisation with charitable 
status, we must cover our running costs and avoid under-
subscription of places. 
 
A Fees Treasurer is elected onto the Committee to calculate 
the fees, inform parents, oversee and monitor the collection of 
fees and to bank monies as necessary. S/he will provide clear 
and prompt information about fee invoices including amount 
due, how to make payment, date fees are due and who to 
contact for all enquiries 
 
On request Oatlands Pre-School will advise parents/carers of 
information in relation to childcare benefits, childcare vouchers, 
discounts, and exemptions and where to obtain further detailed 
information. 
 

• An invoice will be issued at least 2 weeks prior to the 
start of term or new starter date 

• The responsibility for ensuring payment reaches pre-
school by the due date remains with the parent/carer 

• A 10% discount is available for twins 

• Fees are reviewed annually incorporating at least a cost 
of living rise 

• Pre-School requires 6 weeks notice in writing should 
alterations to session requirements be required 

• New starters – a deposit is required to secure sessions 
up to a term in advance of a child starting pre-school. 
The deposit is deducted from the first half-term’s fees.  
Should the place subsequently not be taken, the deposit 
will become non-refundable 

• Administration Fee – we reserve the right to charge an 
administration fee for places which are offered, 
accepted and then not taken up.  This fee also applies 
to places which are taken up and cancelled within the 
first four weeks 

• Children moving to Group One in the Autumn Term – 
session preferences will be sought from parents/carers 
during the last half-term before the summer holidays.  



Firm offer letters will be sent out requesting a signature 
on a session reservation form and a deposit per 
session.  This deposit will be returned in full by the end 
of September subject to all reserved sessions being 
taken up.  Late session alterations will be deducted from 
the refund on a pro-rata basis. 

• Lunch Club: fees are payable termly or half-termly in 
advance and will be included in the fees invoice 

• A flexible payment structure can be arranged with the 
Fees Treasurer or Play Leader if required 

• Where changes in family circumstances result in a loss 
of income due to illness, redundancy, bereavement, 
separation or divorce, or the long term absence of the 
child due to illness, we will negotiate a reduced payment 
plan which benefits all parties. 

• Once a payment plan has been agreed it will be closely 
and regularly monitored by the Fees Treasurer and 
when necessary may be reviewed 

• Confidentiality will be maintained in accordance with our 
confidentiality policy. 

 
We are members of the North Yorkshire Early Years 
Partnership and as such accept funding for eligible 3 and 4 
year olds. 

• Funding is available for 5 x 2.5 hour sessions per week 
for 38 weeks per year 

• Funding can be used across settings 

• Pre-School will inform parents/carers when their child 
becomes eligible and will provide a Parent Declaration 
Form to complete to secure the funding 

• As a morning session is longer than 2.5 hours, a top-up 
fee will be charged 

 
Collection and Debt Recovery 
The aims of the policy are: 

• Promote positive action to prevent arrears occurring by 
providing a range of payment methods 

• Consider enforcement action against deliberate non-
payers or those who delay payment 

• Ensure all fee invoices are issued timely and promptly 
and to remind parents/carers quickly of any outstanding 
amounts, both verbally and in writing 

• Encourage parents/carers to make early contact and 
avoid late/non-payment of fees 

 
Oatlands Pre-School has a legal duty to recover all sums due 
efficiently and effectively.  Our Collection and Debt Recovery 
policy ensures that collection methods are fair to everyone, 
especially those on low incomes. Where a parent/carer makes 
contact with the pre-school, their circumstances will be 
sensitively and confidentially considered with a view to 
agreeing a reasonable payment and minimising recovery action 



and helping to alleviate possible hardship.  Where 
parents/carers fail to establish contact or maintain 
arrangements, recovery action will continue 
 
The Fees Treasurer will: 

• telephone parent/carer within 7 days after payment due 
date has expired 

• A payment reminder will be sent out within 14 days after 
payment due date has expired and the parent/carer will 
be encouraged to discuss any difficulties they may be 
experiencing with payment. All information collected is 
governed by the Data Protection Act 1998 and Oatlands 
Pre-School confidentiality policy 

• advise on possibly utilising tax credits or childcare 
vouchers. 

• liaise with the parent/carer to advise on re-scheduled 
areas amount and appropriate payment method 

• provide a detailed summary of the re-scheduled amount, 
in writing, showing relevant amounts and instalment due 
dates 

• advise the parent/carer to commence and maintain 
payments immediately 

 
 
References to other 
relevant policies: 
 

 
Admissions, Confidentiality, Equal Opportunities, Partnership 
with Parents/Carers 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Fees Treasurer in conjunction with 
the Committee unless new legislation or an incident occurs 
which requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
FOOD AND DRINK 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
Pre-School will aim to provide a varied range of healthy and 
nutritious snacks for the children. To give the children the 
opportunity to be independent, make choices and be aware of 
good health and hygiene practices. 
 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 
 
 

 
Staff 

• Staff are encouraged to keep up to date with the latest 
guidelines through literature and training and these are 
then discussed at staff meetings to ensure relevant 
implementation. 

• Staff are invited to contribute to menu planning within the 
general planning remit. 

• At least one staff member will hold, and all staff members 
will be encouraged to obtain, 

•  a basic food hygiene certificate. 

• Parents are advised to bring in suitable snacks for birthday 
snack and are encouraged to provide a healthy packed 
lunch for their children (see welcome booklet). 

• Regular re-iteration of good hand washing practice is given 
daily. Staff are also encouraged to ‘model’ good practice 
throughout each session and especially at ‘lunch club’ both 
with choice of food, eating, table manners and hand 
washing. 

• Each child is allocated a Key Worker to ensure each 
child’s individual  needs are understood and respected 

• Parents/carers are required to fill in a registration form 
(which is reviewed termly), on which details of dietary 
needs, allergies, the dietary needs of religious groups, 
vegetarians, vegans etc are requested.  

• In some circumstances of specific dietary need, 
parents/carers are invited to bring in snack for their child 
and/or discuss with the Key Worker suitable snacks to be 
provided by the pre-school. 

• Children will be discouraged from sharing snack/lunch with 
each other to adhere to hygiene guidelines/allergies 

• Key Workers will discuss allergies and specific needs of 
the child with the parent/carer and continue to re-assess 
through the child’s time at Pre-School 

• Topics, resources, activities and learning are often based 
around healthy living. Visits from dentists and other health 
care professionals are arranged within topic weeks. 

• Only staff will serve the child’s snack in the case of specific 
dietary needs and all staff are aware of allergies.  

• An allergy list is displayed on the snack trolley and to 



ensure confidentiality is removed after each snack time.  
The list is also displayed in the staff cupboard and is  
updated immediately by the Admin Assistant on receipt of 
new information from a child’s parent/carer 

• The need for good oral hygiene and healthy eating, 
lifestyle choices and hygiene routines are encouraged. 

Children 

• Snack time promotes independence and develops social 
skills by allowing the children to choose their own cup, 
pour their choice of drink and select their choice of snack. 
We operate three forms of snack – group, café and 
birthday. At café snack the children will choose when they 
would like to sit down. The children are encouraged to sit 
within a social group and learn to interact with their peers 
in a responsible and socially acceptable manner. 

• Children are encouraged to wash hands before eating food 
and after toileting. 

• The likes/dislikes of each child is taken into consideration 
when planning the snack and a choice of two different 
foods are offered. 

• All children are encouraged to try different foods. 
Parents/Carers 

• Parents/carers are invited to inform pre-school of their 
child’s likes/dislikes when they first join pre-school through 
discussion with the Key Worker. 

• Staff will regularly discuss with parents/carers any 
particular allergies or dietary needs and they are consulted 
with regards to planned snack menu’s . 

Equal Opportunities 

• Pre-School will consider every child’s dietary needs. 

• Children will be exposed to and sample food from other 
cultures and learn about any significance that food may 
have within tradition or religion. 

• Children will learn about the importance of food when 
celebrating culture and tradition. 

Food and Drink 

• Adults are encouraged to follow basic hygiene procedures 
before preparing snack (e.g. hand washing, no open cuts, 
use correct utensils, food storage etc) 

• The kitchen area is kept clean and prior to snack 
preparation  a staff member will ensure that they follow 
hygiene procedures, eg wash hands, clean down surfaces. 

• Milk and snacks requiring refrigeration are kept at 8c. 
Other snacks are stored in cupboards and are checked 
weekly to adhere to use by dates. 

• Drinks of milk or water are provided at snack time with a 
small amount of food. Children are made aware of the 
availability, if required, of a drink at other times via the 
water machine situated in the school room. 

• Parents are advised about safe storage of packed lunch 
boxes within the welcome booklet and through periodic 
letters home. Lunch boxes will be stored on the lunch box 



trolley and kept away from direct heat. 

• Where possible every effort will be made to recycle 
packaging and food waste will be kept to a minimum. 

 

 
References to other 
relevant policies: 
 
 
 

 
Administration of Medicine, Equal Opportunities, Health and 
Safety, Inclusion, Induction/Training and Development,  Promoting 
Positive Behaviour, Settling In/Transition, Special Educational 
Needs, Transport and Outings 
  

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by a named staff member in conjunction with 
the staff team unless new legislation or an incident occurs which 
requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
GRIEVANCE 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
The aim of the Committee and Play Leader is to encourage a 
strong, committed and professional team of staff who work 
together well and in harmony. All grievances will be dealt with 
fairly, timely and each individual with have the right for 
representation and appeal. 
 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 
 
 

 
At Oatlands Pre-School we aim to avoid grievances by having a 
policy of open and regular communication between the staff team 
and committee.  The Play Leader is committed to supporting the 
staff team by being available to discuss any concerns, involving 
the full staff team in decision making and changes to working 
procedures.  Each individual staff member is valued and any 
concerns which they may have will be treated seriously, 
professionally and confidentially. 
 
If an employee is dissatisfied with aspects of his/her terms and 
conditions, staff relations, or any other situation regarding his/her 
employment at Oatlands Pre-School the grievance procedure will 
be followed in adherence to statutory grievance procedures April 
2009. 
 
In the case of minor disagreements among pre-school staff it will 
be encouraged that these be resolved immediately by informal 
discussion. The Play Leader (or Deputy in the Play Leader’s 
absence) will ensure s/he is promptly available for discussions 
with employees.  
 
The Play Leader will meet with the employee to discuss the 
grievance and where necessary advice will be sought to enable 
the situation to be resolved quickly. If the situation is unable to be 
resolved the Play Leader will liaise with the Chairperson of the 
Oatlands Pre-School Committee. These discussions will be 
recorded and kept in the staff file in a locked filing cabinet. 
 
If the grievance is regarding the Play Leader, and the matter 
cannot be resolved by informal discussions between the Play 
Leader and Employee, the Deputy Play Leader will become the 
mediator. 
 
If an employee is dissatisfied with the outcome of informal 
discussions, they are invited to send a written statement outlining 
the grievance to the Chair of the Committee.  A grievance 
meeting will be arranged within ten days: 

• The Committee will set up a sub-committee to further 
investigate the grievance 



• A meeting will be arranged at which the employee may be 
accompanied by a friend or trade union official if wished 

• The employee will state his/her grievance 

• Open discussions will take place and if further advice 
needs to be sought, the meeting may be adjourned and 
reconvened as soon as the advice is received. 

• If the grievance is upheld a clear timescale will be decided 
upon within which to enable the grievance to be resolved. 

• If the matter cannot be resolved at this meeting the sub-
committee will take further advice from outside agencies. 

• A decision will be made and the employee will be informed 
within fourteen days 

• If the Employee is unhappy with the decision of the sub-
committee, they have the right to appeal. 

• A written record of the grievance meeting will be kept in 
the staff file in a locked cabinet. 

Appeals 

• The appeal must be made in writing within five days of the 
decision letter outlining the outcome of the grievance 
meeting. 

• The committee will nominate three members of the 
committee or representatives from outside agencies to be 
the Appeals Committee 

• The Employee has the right to be accompanied by a friend 
or trade union official 

• The employee will outline the reasons s/he is dissatisfied 
with the outcome of the grievance meeting 

• Witnesses may be called by either the Employee or Chair 
of the Appeals Committee 

• The Appeals Committee will consider and make known it’s 
decision in writing within ten days of the Appeal Hearing 

• A written record of the meeting will be kept in the staff file 
in a locked cabinet. 

 
 
References to other 
relevant policies: 
 
 

 
Complaints, Confidentiality, Discipline Procedure , Equal 
Opportunities, Induction/Training and Development, Recruitment 
and Employment 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Chair or Secretary of the Committee in 
conjunction with the Play Leader, unless new legislation or an 
incident occurs which requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 



 
Name of Policy: 
 

 
GUIDANCE FOR STAFF: 

ADULT INTERACTIONS WITH CHILDREN (LANGUAGE 
AND COMMUNICATION) 

 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
OPS recognise the importance of communication in the overall 
development of children and strive to give each child the 
opportunity and support to feel confident and comfortable 
communicators with adults and peers. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 

 
Staff will be converse with the benefits of open and two-way 
interactions with children.  Training will be made available to all 
staff through induction, appraisal and via the Training Officer. 
 

• All staff will know the importance of eye to eye contact in 
order to hold a child’s attention and let them know they 
are communicating with them. 

• Staff will get down to a child’s level wherever possible to 
gain eye contact 

• Makaton and other sign languages will be used where 
appropriate/necessary.  Staff will attend training courses 
as required 

• Staff will recognise the importance of open 
communication with children 

• All staff are aware of the importance of communicating 
with each child during a session and giving them time to 
speak, listen and respond 

• Staff will give full explanations of what they are doing 
and why and give children time to understand and 
process the information 

• Staff will communicate with children whilst doing 
everyday tasks and encourage the child to have a free 
and open conversation regarding their own experiences. 

• Staff are encouraged to model correct language and 
understand techniques for this through mentoring and 
staff communication/training 

• Activity planning sheets are used to highlight key words 
to be used during a topic or activity 

• Displays will be provided with letters of the alphabet and 
corresponding items to strengthen knowledge of initial 
sounds 

• Rhyming and prediction opportunities are encouraged 
through carpet times, stories, singing and dance 

• Open ended questions will be used to encourage the 
child to respond with language rather than one word 
replies 

• Staff will demonstrate they are listening to children with 



eye contact, getting down to the child’s level and 
responding to a child’s comments 

• Staff will ensure children are given time to respond, 
including extra time for those who experience speech 
and language difficulties 

• A mark making table will be offered at every session 
with a variety of writing mediums 

• Opportunities both indoors and outdoors will be provided 
within general and role play eg café, menus, orders; 
shopping lists etc 

• Children are encouraged to ‘write’ their name on their 
creations 

• All staff are aware of child development stages with 
regard to writing 

• Children are encouraged to recognise their written name 
by registration cards and library cards 

• Through topic work and special occasions children are 
encouraged to ‘write’ messages in cards, etc 

 
Children are encouraged to engage in free communication with 
adults and their peers throughout the session and at carpet and 
showing times. 
 
Staff are encouraged to interact with children at all times – 
knowing when to step back so as not to interrupt/unwittingly 
direct play. 
 
Children and families with communication and language 
difficulties will be supported as per our SEN policy. 
 
Children and families with English as an Additional Language 
(EAL) – advice will be sought from outside agencies and in full 
open communication with the parents/carers/families. 
 

 
References to other 
relevant policies: 
 

 
Guidance for staff re Observation, Planning and Evaluation 
Cycle, Promoting Positive Behaviour, Special Educational 
Needs, Induction/Training and Development 
 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated and reviewed 
annually by a named staff member in conjunction with the staff 
team, unless new legislation or an incident occurs which 
requires an immediate review of the policy. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 



 
 
Name of Policy: 
 

 
GUIDANCE FOR STAFF: OBSERVATION, PLANNING AND 

EVALUATION CYCLE 
 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
At Oatlands Pre-School we believe in learning through play. We 
are committed to providing an enjoyable learning experience 
encouraging development in the six areas of learning as set down 
by the DCSF through careful curriculum planning and by providing 
appropriate activities and resources. We endeavour to inform 
parents/carers of how we plan, observe and evaluate each 
session. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 

 
Observations 

• Numerous styles of observations will be used by the staff 
on a daily basis throughout the sessions. These include: 

- Group Observation 
- Photography 
- Post it notes 
- Observations forms 
- Communication 
- Individual observations 

• Observations will be used to inform the Key Worker of how 
the child is progressing and s/he will use this evidence on 
the child’s individual ‘On Track’ profile and to plan for ‘next 
steps’ 

• We aim to carry out a full detailed observation on each 
child once a term.  

• The child’s Key Worker is responsible for gathering specific 
evidence on individual children to ensure, when planning, 
activities and resources are available to strengthen 
learning development 

• All staff will support each other by gathering observational 
evidence on all children and passing to the Key Worker 

• We use observations to inform the Key Worker of how the 
child is progressing and use this evidence on their 
individual ‘On Track’ profiles and to plan for ‘next steps’ 

• At induction staff are provided with a detailed document 
regarding observation techniques and the importance of 
observations.  

• Each staff member will attend a ‘in house’ training session 
on child observations. 

• Peer observation will be researched and used as part of 
on-going in house training and development 

Planning 
At pre-school we are continually striving to implement planning 
procedures which best suit the children, staff and early years 
foundation stage curriculum guidance. We have various methods 
we use: 



• Each staff member being  responsible for a week of 
planning covering all areas of provision 

• One staff member doing a basic plan for half a term. The 
team is then responsible for specific areas on a weekly 
basis to adapt and extend the areas to best suit the 
children’s needs. 

• Staff are given non-contact time to do  planning  

• Discussions and evaluations are carried out at the weekly 
staff meetings. 

• Topics are planned for each half/full term. However, the 
plans are very flexible and should children show a 
particular interest in other topics, the planning will be 
adapted. In this circumstance planning may be 
retrospective and be displayed on the learning board 

• Visitors will be invited into pre-school and where possible 
we shall visit a relevant venue to enhance the children’s 
learning. 

• All resources are suitable for the age group and specific 
needs of each child are taken into account. We will adapt 
and extend activities taking in children’s ideas and their 
interests. 

• The resources we provide: 
1. ICT equipment for different opportunities 
2. is appropriate for the age and stage of development 

of the children 
3. offers challenges to develop experiences in the six 

areas of learning. 
4. reflect our diverse and multicultural society 
5. are offered to all children, and all children are 

encouraged to use the available resources. 
6. avoid stereotypical images  
7. avoid objects of violence, eg guns, knives, swords 

etc 
8. includes a range of natural materials which can be 

used in a variety of ways 
9. encourages creativity 
10. conforms to relevant safety regulations and is 

regularly checked. 

• Short and long term plans are discussed at staff meetings 
and we use ‘On Track’ profiles to identify missing areas of 
learning to be included. 

• Learning intentions are identified within the plans and are 
marked on the learning board. We also use focussed 
activity sheets. 

• We provide various learning opportunities and resources 
for the children to choose from.   

• The play is mainly child initiated. 

• Adult initiated play is used for small group and 1:1 
activities, group times, routines etc. 

 
Evaluation 

• We continually evaluate our provision to ensure the children 



are receiving the best possible experiences and learning 
opportunities. 

• Evaluations take place through our activity planning sheets, 
discussion at weekly, half-termly staff meetings and during 
our 3 training days per year. 

• Notes on planning are included on the plans and recorded 
on staff meeting minutes. 
 

 
References to other 
relevant policies: 
 
 
 

 
Adult Interaction with Children, Equal Opportunities, Food and 
Drink, Health & Safety, Inclusion, Induction, Partnership with 
Parents/ Carers, Promoting Positive Behaviour, Settling 
In/Transition, Student Placement/Volunteer 
 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Senior Play Assistant in conjunction with 
the staff team unless new legislation or an incident occurs which 
requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
HEALTH AND SAFETY 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
To provide a safe and secure environment for all children and 
staff with adequate control of health and safety issues arising 
from activities carried out at Oatlands Pre-School; o provide 
information, instruction, supervision and training for all 
employees and ensure competency;  to maintain safe and 
healthy working conditions; to prevent accidents and cases of 
ill health; to ensure safe and correct use of substances 
(including cleaning materials) 
  

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 
Health 

• Regular checks and risk assessments will be carried out 
on the building, resources and equipment by the 
designated Health and Safety Officer and documented.  

• Reports on Health and Safety Inspections will be given 
to the Play Leader and Committee 

• Food storage, preparation, serving, allergies procedures 
will be carried out  as per Food and Drink Policy 

• All staff are encouraged to obtain a first aid certificate on 
joining the pre-school and the Training Officer will 
ensure these are kept up to date. The Play Leader and 
the Deputy Play Leader will obtain an Early Years First 
Aid certificate in accordance with Ofsted 
recommendations. 

• Accident and Incident books are completed by 
witnesses and parents/carers are asked to sign at the 
end of session to acknowledge.  In the case of a serious 
accident procedures will be followed as per our Sick 
Child Policy 

• The Committee, Play Leader and staff will be aware that 
Information on documentation and reporting of injuries, 
diseases and dangerous occurrence regulations 
(RIDDOR) is held in the Health and Safety file.   

• Medication is stored and administered through 
procedures stated in the Administration of Medicines 
policy 

• A stocked First Aid box is available as per our sick child 
policy 

• Should a child become ill during the session the staff will 
follow procedures as outlined in the Sick Child policy 

• At induction and at regular meetings, staff are reminded 
of the important of high standards of cleanliness and 
hygiene. 

• Staff provide positive role models in hygiene practices 

• Children are educated as part of the session routines 



regarding regular hand washing after messy play, toilet, 
and before eating 

• Staff and children to use separate toilet facilities. 

• Supervised use by children of the upstairs toilet will only 
be used in an emergency and staff will be aware of 
staircase safety procedures 

• Staff to check and clean kitchen surfaces regularly 
throughout the session 

• Toilet and nappy changing area cleaned regularly and 
noted on the wall check list 

• Gloves are provided and must be worn at all times when 
toileting and changing children 

• Cleaning substances are stored in the wall cupboard in 
the kitchen away from children - Control of substances 
hazardous to health (COSHH). Further information is 
provided in the Health and Safety file 

• Legislation (Health and Safety at Work) poster is 
completed and displayed in the vestry 

• Cleaning substances are never to be left within a child’s 
reach  

Safety 

• Regular checks and risk assessments will be carried out 
on the environment (both inside and outside) by the 
designated Health and Safety Officer and reported back 
to the Play Leader and Committee both verbally and in 
written form. 

• Consideration is given by staff to the layout of rooms to 
ensure the safety and enjoyment of all the children.  
Special arrangements and equipment will be provided 
for children with SEN.  

• Parents/carers and especially children are shown areas 
which the pre-school use 

• Children are regularly reminded about safe handling of 
equipment, safety procedures and responsible play  

• Road safety issues are discussed as per our Outings 
policy 

• Staff are expected to undertake daily visual checks and 
remove broken or damaged toys and equipment from 
the session immediately and report to the Play Leader 

• Security is of paramount importance and all exits and 
gates from the building are locked during session times, 
other than arrival and departure times when two staff 
members will be in the vestry ensuring the safe arrival 
and departure of children with their parent/carer or their 
nominated person. 

• Only staff members will open the door to admit/let out 
adults and children 

• Passwords are used if the child is collected by a 
nominated person other than the child’s parent/carer, if 
that person is unknown to the pre-school.  Children will 
not be released if a password is not given. Contact will 
be made with the child’s parent/carer to get permission 



to release the child into the care of the collecting adult. 

• One staff member will ensure that the gate is double 
locked before children  begin using the front outdoor 
play area and will monitor children entering and leaving 
the building. 

• Our outdoor play policy will be adhered to 

• The main exit from the schoolroom outdoor play area 
will be checked before children have access. 

• Adequate adult:child ratios will be adhered to at all 
times.   

• Children will never be left alone and will always be in 
sight of an adult 

• There will be two adults in a room at all times 

• In the event of insufficient adults being on the premises, 
parents/carers will be asked if they can stay and help.  
Whilst help is being sought, parents/carers will be asked 
to remain with their child.  If additional help is not  
forthcoming and help cannot be found via the committee 
the session will be closed and parents/carers will be 
asked to take their child home. 

• Adult safety - staff will be trained in assessing risks, 
moving and handling  and team support will be given to 
each member on a daily basis 

• Procedures for serious accidents will be carried out as 
per our Sick Child Policy 

• Attendance Sheets – parents/carers or their nominated 
person are asked to sign children in and out of the pre-
school session.  Adults remaining on the premises are 
also asked to sign in and out 

• Up to date and accurate attendance registers are kept  

• All staff are aware that a visitors book is kept and all 
visitors are required to sign in and out 

• The kitchen area is ‘out of bounds’ to children and 
remains bolted throughout the session A notice is 
displayed on the door 

• Hot drinks etc must remain in the kitchen 

• Upstairs is out of bounds to children and a stair gate is 
to be kept closed and locked 

• On outings procedures are followed as per our 
Transport and Outings policy 

• Fire Drills will be carried out and logged each half term 
as per our Fire Procedures Policy 

• There is a no-smoking policy at pre-school (as per our 
smoke free policy) 

• The Committee will ensure that the Pre-School has 
adequate insurance cover 

Health and Safety Officer 

There is a named Health and Safety Officer at pre-school who 
has a specific role and responsibilities as outlined in the Health 
and Safety File. Training will be arranged either via the 
Committee or the Training Officer. 
 



 
References to other 
relevant policies: 
 
 
 

 
Administration of Medicines, Food and Drink, 
Induction/Training and Development, Lost/Uncollected Child, 
Partnership with Parents/Carers, Sick Child, Transport and 
Outings 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the designated Health and Safety Officer 
in conjunction with the staff team unless new legislation or an 
incident occurs which requires an immediate review of the 
policy.  
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
HEALTH AND SAFETY: 

FIRE DRILLS 
 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
To ensure the safety and well being of all children, staff and 
volunteers at Oatlands Pre-School and make all aware of the 
correct fire drill procedures in the case of an emergency. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
Fire Drills 
 
To ensure the children at pre-school are aware of the 
procedures in the unlikely event of a fire or if the building needs 
to be evacuated, the following procedures will be carried out: 

• At induction all staff will be informed of fire drill 
procedures and will be required to be fully conversant 
with this policy 

• The children will be introduced to fire drills sensitively 
and in a way which will not cause alarm 

• A designated staff member will be responsible for 
ensuring fire drills will be carried out each half term and 
will cover each session of the week.   

• Drills will be logged in the register and on the Fire Drill 
Log Sheet by the designated staff member 

• Three different fire exits will be used alternately – Point 
A (front outdoor play area), Point B (schoolroom outdoor 
play area) and Point C (front of building, church 
entrance) 

• A drill leader will collect the attendance sheet from the 
inner entrance door, blow a whistle and call the 
instruction ‘Everybody Out’ and will immediately lead the 
children to the appropriate exit. 

• Adults on the premises will intersperse with the children 
to ensure the children’s safety 

• The children will be encouraged to leave the building 
immediately and in an orderly fashion 

• Once outside, the children and adults will be 
encouraged to form a circle holding hands 

• Using Point A the children will leave through the vestry 
entrance and congregate in the top play area nearest 
the corner of Gladstone Street 

• Using Point B the children will leave through the 
schoolroom outer door and congregate at the top end of 
the play area nearest to Gladstone Street 

• Using Point C the children will leave via the church. The 
drill leader will go over the wall at the front of the church 
building with one other adult to receive the children.  
One adult will assist the children over the wall. 



• The Play Leader (or Deputy Play Leader or most senior 
staff member in the Play Leader’s absence) will be the 
last to leave the building after checking schoolrooms, 
upstairs, toilets, church and outdoor play areas 

• The drill leader will carry out a roll call using the 
attendance signing in sheets 

• In the event of all children or adults not being accounted 
for the Play Leader (or Deputy Play Leader, or senior 
staff member in the Play Leader’s absence) will return to 
the building to locate the missing child/adult 

• Once a fire drill is satisfactorily completed a staff 
member will lead the children back into the building into 
the book corner area 

• Adults will intersperse with the children on the return to 
ensure the children’s safety 

• A further roll call will be made to ensure all children have 
returned to the building 

• Children who are absent during ‘fire drill week’ will be 
reminded of procedures on their return to pre-school. 

 
Non-Drill Evacuation 
Fire 
In the event of a real emergency evacuation: 

• Procedures to be followed as above 

• The Play Leader (or Deputy Play Leader or senior staff 
member in the Play Leader’s absence) will arrange for a 
responsible adult to telephone the fire brigade 
immediately for assistance/advice 

• If a small fire, a trained staff member will use a fire 
extinguisher 

• If the fire brigade attend, Play Leader (or Deputy Play 
Leader or senior staff member in the Play Leader’s 
absence) will liaise with fire officers. 

• Other adults will primarily be concerned with the 
children’s safety and all steps will be taken to avoid 
children becoming unduly distressed 

• If the children’s safety is compromised at fire points, 
they will be taken down to the local playing fields or 
Oatlands Infant School 

Bomb Scare 

• The procedures will be followed as above except the 
children will immediately be taken away from the 
building down to the local playing fields or Oatlands 
Infant School 

• A staff member will immediately inform emergency 
services 

 
The Chair person or a senior committee member will be 
informed immediately in either instance. 
 
Parents/carers will be informed either at the end of session or 
in the case of a serious incident will be telephoned immediately 



by a staff or committee member to collect their child. 
 

 
References to other 
relevant policies: 
 
 

 
Induction/Training and Development, Lost/ 
Uncollected Children, Partnership with Parents/ 
Carers 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
The policy will be monitored and evaluated termly and will be 
reviewed annually by the designated staff member in 
conjunction with the staff team and Health and Safety Officer 
unless new legislation or  an incident occurs which requires an 
immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 

 
INCLUSION 

 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
THIS POLICY IS AT PRESENT BEING UPDATED AND WILL BE 
INCLUDED ON COMPLETION 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 

 

 
References to other 
relevant policies: 
 
 
 

 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
INDUCTION/TRAINING AND DEVELOPMENT: 

APPRAISAL AND SUPERVISION 
 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
To provide a strong, qualified, committed, professional, 
experienced and caring team of staff who work well together in 
harmony to provide good quality childcare and education for all 
children attending Pre-School. The staff, committee and 
parents/carers will operate as a team. As an organisation we value 
each team member’s contribution and are committed to providing 
effective training and development opportunities to facilitate this.  
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 

 

• When employing new staff members, committee and 
existing staff members are involved in the interview 
process.  

• All staff will be provided with an induction process. 

• All staff will have a yearly appraisal at which individual 
training plans will be discussed.  

• Training Opportunities ill also be discussed regularly at 
staff meetings and supervision/one to one meetings.  

• The Training Officer will ensure that wherever possible, 
staff will attend chosen training courses to broaden their 
knowledge. 

 
Staff Inductions 

• A full induction will be carried out with the new employee by 
either the Play Leader or Deputy Play Leader with 
additional assistance by existing staff members. 

• The new employee will be allocated a mentor 

• The new employee will receive written information about 
the pre-school in an induction pack, which will be discussed 
at the induction meeting, such as: 

1. Staffing/committee information 
2. Sessions 
3. General routines of the group/day to day running of 

the sessions 
4. Our aims 
5. Policies and procedures which will be discussed and 

signed by the employee 
6. Confidentiality and Data Protection 
7. A copy of information given to parents, eg the 

welcome booklet, ways to help leaflet 
8. Copy of job description to agree and sign 
9. The team’s expectations of staff eg punctuality, dress 

code, attendance at meetings, specific 
responsibilities, key worker duties, adherence to 
policies and procedures, level of performance 

10. Uniform and time sheets 



11. Terms and conditions eg hours of work, pay 
structure, probationary period, holidays, P46, 
contract 

12. Training/staff development – regular probationary 
meetings, appraisal meetings, training opportunities, 
roles and responsibilities 

13. The building – where things are stored (equipment 
list will be provided), first aid, fire extinguishers, etc 

14. Support information by outside agencies 
15. Health and Safety issues – registration form, policies 

and procedures, fire exits/drills, security , emergency 
procedures, accident/ incident books and first aid 

16. Security issues 
17. Curriculum, observation and planning information 
18. The Early Years Foundation Stage Curriculum, 5 

Outcomes, Code of Practice, Six Areas of Learning. 
(copies will be provided and discussion time planned) 

19. Key Worker information 
20. Latest Ofsted report 
21. Information on ‘On Track’ 

 
Staff Appraisal and Supervision 

• Performance appraisals are essential for the effective 
management and evaluation of staff. Appraisals help 
develop individuals and improve organisational 
performance. 

• Appraisals enable management and monitoring of 
standards, agreeing expectations and objectives and 
delegation of responsibilities and tasks. 

• Appraisals will establish individual training needs and 
enable organisational training needs, analysis and 
planning. 

• The Play Leader or Deputy Play Leader will appraise all 
staff and the Chairperson will appraise the Play Leader. 

• Each staff member will have a yearly appraisal. 

• Reviews will be undertaken at supervision/one to one 
meetings or by informal discussion 

 
Supervision/One to One meetings 
The benefits of holding regular meetings are – open 
communication, staff needs identified early, grievances avoided, 
enables all the team to be fully involved in the running of the 
sessions. 

• These meetings will be held as required – requested either 
by the staff member or mentor. Ideally this will take place 
once a month 

• These will be conducted by the mentor, Play Leader or 
Deputy Play Leader. 

• The discussions will be recorded on a file note and stored 
within their individual staff file 

• These discussions are then fed back into the appraisal 
process via the Play Leader. 

 



Staff Meetings 

• These will be held weekly at Pre-School. 

• All staff are encouraged to attend. 

• The Play Leader will set the agenda but staff are free to 
add to that agenda. 

• The purpose of the meetings is to discuss forthcoming 
planning, children’s development and other issues relating 
to the smooth running of the Pre-School.  The benefits are 
open communication and enabling all staff members to be 
fully involved in the day to day running of the Pre-School. 

• Longer, half-termly meetings are held to discuss more 
detailed subjects 

• All meetings are typed up and placed in the staff meeting 
file 

• Wherever possible, all staff attend the half-termly meetings. 

• Once a term all staff attend an extended meeting at our 
training days. 

 
 
Training 
A named Training Officer is responsible for ensuring that training 
requirements/needs are facilitated 

• Pre-School recognise the importance of training as a key 
factor in implementing an effective service and enabling 
staff to become reflective practitioners 

• In order to ensure that the best possible care and education 
be provided for the children in our care, staff are 
encouraged to regularly attend training courses to update 
their knowledge 

• We support the continual upgrading of knowledge of our 
staff and  training needs are identified via appraisal and 
mentoring systems. The training officer is responsible for 
the booking and  organisation of the training days 

• Staff will be paid if out of normal working hours or receive 
time off in lieu 

• The training directory/workforce magazine is circulated to 
all staff and they are invited to discuss with the Training 
Officer courses in which they are particularly interested. 

• Most training is free via NYEYP.  All staff are required at 
least to regularly attend Safeguarding Children, Health and 
Safety,  Anti Bias, Child Development, Promoting Positive 
Behaviour to update knowledge and be aware of new 
legislation 

• Staff attending courses are expected to share information 
learnt at staff meetings 

• All staff are required to attend a First Aid course 

• In house training is available usually at termly training days 
or longer meetings.  This training is either carried out by 
senior staff members or professionals from other agencies 

• Where unqualified staff are employed, childcare training will 
be considered a priority and arrangements made to 
facilitate this training. 



• All staff qualifications are displayed in the vestry on the 
notice board. 

 
 
References to other 
relevant policies: 
 

 
All policies within the Oatlands Pre-School Policies and 
Procedures Document 

 
Policy Monitoring and 
Evaluation Information: 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Play Leader in conjunction with the 
Deputy Play Leader, Training Officer and the staff team unless new 
legislation or an incident occurs which requires an immediate 
review of the policy.  
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
LOST/UNCOLLECTED CHILDREN 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 

 
To provide a safe, caring and secure environment for all children, 
and to have a safe, systematic and reassuring procedure in place in 
the event of lost or uncollected children. 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 
Lost Child 
All possible steps will be taken to prevent children leaving the 
premises alone. 
 

• As soon as a child appears to be missing a systematic 
search of the premises will be carried out by the Play Leader 
and one or two staff members. One staff member to search 
upstairs, one the church and one the outdoor play areas. A 
check of the attendance sheet will be made to ensure that 
the child has not been signed out by their parent/carer or 
nominated person as noted on the ’who’s taking me home 
sheet’ 

• At least one staff member and helpers will gather remaining 
children into the book corner area and have a story. 

• Adults will not appear to panic for the emotional wellbeing of 
the other children 

• Without alarming them, the other children will be asked if 
they know the child’s whereabouts. 

• If other groups are using the building, one person will check 
with them if they have seen the child and seek their co-
operation. 

• If the child cannot be found, the parents/carers will be 
informed by telephone to warn that the child may be 
attempting to walk home, whilst a staff member travels on 
foot to the child’s home. If contact cannot be made, 
emergency contact numbers will be tried. 

• If the above steps do not locate the child, the police will then 
be called. 

• Information on the missing child will be given to the police by 
a senior staff member and a photograph given. 

• A written report on what took place will be kept on file. A 
thorough review of the procedure and policy will be 
undertaken by the Play Leader.   

• At home time, other parents will be given a brief, accurate 
resume of events by the Play Leader, Deputy Play Leader or 
Chairperson. 

• A discussion will be held at carpet time to ensure children 
are made aware that they must not leave the premises until 
a suitable adult arrives to take them home  

• When the child is found, regardless of anxieties of staff and 



other adults involved in the search, it is imperative that 
1. The child is reassured - s/he may be frightened and in 

need of comfort 
2. The child is not admonished - s/he may be unaware of 

the concern caused. 
Uncollected  Child 

• Children will only be released to their parents/carers or 
nominated person noted on the ‘who is taking me home’ 
sheet and only to persons over the age of 16 with 
parent/carer consent. 

• Children will not be released to adults who appear to be 
under the influence of alcohol or drugs.  Contact would be 
made to another number on the registration form. Further 
advice in this situation would be sought from outside 
agencies.  

• If a child remains on the premises after all other children 
have been collected, staff will ensure that the situation is 
handled sensitively so as not to upset the child.  
Reassurance will be given and the child will be encouraged 
to become involved in an activity. 

• At the end of the session if an adult fails to collect a child 10 
minutes after the finishing time, the ‘who’s taking me home’ 
sheet will be checked and contact made with the nominated 
person. 

• If contact cannot be made phone calls would be made to 
parents/carers home and work at 5 minute intervals.  
Sensitive messages would be left. 

• After 15 minutes if contact still hasn’t been made then 
emergency contact numbers as listed on the registration 
form would be tried. 

• If contact still cannot be made, two staff will stay on the 
premises for at least half an hour whilst another staff 
member goes to the child’s home. A note will be put through 
the door explaining the arrangements that will be made as 
per procedure including a mobile contact number. 

• If after an hour no contact has been made: 
1. The child will remain at Pre-School for the afternoon 

session. 
2. The child will be given a snack lunch. 
3. Where there is no afternoon session or if the situation 

occurs at the end of an afternoon session, the child 
will be cared for by the senior staff member on duty 
along with at least one other adult at pre-school for an 
hour. Messages will be left on answer phones on all 
numbers contained on the registration form giving a 
contact number of where the child is.  

4. If after one hour no contact can be made on any 
numbers advice will be sought from NYEYP, Ofsted, 
the Police or local Social Care Department.  

5. Further action will be dependent upon advice in 4. 

• A full written report will be completed by all staff involved 
including outcome and  filed under uncollected child in a 
locked cabinet. 



 
References to other 
relevant policies: 
 

 
Discipline, Health and Safety, Induction/Training and Development, 
Safeguarding Children Policy 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
The policy will be monitored and evaluated termly and be reviewed 
annually by the Play Leader in conjunction with staff team, unless 
new legislation or an incident occurs which requires an immediate 
review of the policy.  
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of policy:  

                         
OUTDOOR PLAY 

 

 
Name of setting:  

                             
Oatlands Pre-school 

 

 
Overall Aim of 
statement  

 
To provide an outdoor area which is a safe and secure environment 
for all children and that all children are safe at all times. 

 
Specific objectives/ 
Statements and  
Procedures : 

 
Safety 
�  Regular checks and risk assessments will be carried out on the 

area in which the children will be playing by the Designated 
Health and Safety Officer and reported back to the Play Leader 
and Committee both verbally and in written form.  

� Staff members will undertake daily visual checks of both outdoor 
areas prior to the children arriving and throughout the session to 
make sure the areas are safe and secure.  

� When children are using the front outdoor play area staff will 
make sure that the gate is double locked and the area is clear of 
debris before children enter and will ensure there are enough 
staff to meet the correct adult to children ratios. 

� When using the back outdoor play area, staff will ensure that the 
outer door to the area is locked at all times.  The schoolroom 
door will be open and hooked back whenever possible and 
weather permitting. 

� While children are playing in the outdoor areas staff will be 
vigilant  to avoid accidents from happening.  

� Any equipment that is broken or is any way hazardous to the 
children will be removed from the area the children are playing 
in  and reported to the Play Leader.  

 
Health 
� The equipment from outside will be regularly cleaned to keep up 

with high standards of cleanliness and hygiene.  
� A request will be made to parents/carers to bring a coat for their 

child to every session irrespective of the weather, to ensure that 
all children have access to  outdoor play. 

� In the nice weather parents/carers are asked to ensure that their 
child has the correct sun cream/ sun protection on including a 
sun hat, through welcome booklet, newsletter and notices on the 
board. 

� Staff will ensure that children are not left in the sun for a long 
period of time and shelter from the sun will be provided.  

 
 
 
 
 



  
Equipment  
At Oatlands Pre-School we provide a wide range of toys and 
equipment for the children to play with outside, and wherever 
possible employ a free flow system between the indoor and outdoor 
area. 
 
We aim to continually improve and upgrade our outdoor areas to 
provide stimulating play and a wide range of new experiences for all 
children. At staff meetings we will look at any areas that may need 
adapting or improving. 
 
Special arrangements and equipment will be provided for children 
with SEN if needed (see SEN policy) 

 
References to other  
Relevant policies:  

 
Equal Opportunities, Health and Safety, Inclusion, SEN, Sun 
Protection, Toys and Equipment 
 

 
Policy monitoring and  
Evaluation information 
 

 
The policy will be monitored and evaluated termly and be reviewed 
annually by the Play Leader in conjunction with staff team, unless 
new legislation or an incident occurs which requires an immediate 
review of the policy.  
 

 
Signature  
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
PARTNERSHIP WITH PARENTS/CARERS 

 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of 
Statement: 
 
 
 

 
At pre-school we recognise that parents/carers are the first 
educators of the child and aim to build up a strong and positive 
relationship between staff and parents/carers, with open and free 
communication on both sides 
 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 

 
The pre-school is owned by the parents/carers of the children 
currently attending the group.  The group is made up of the 
children, parents/carers and staff with an elected committee of 
parental representatives having overall responsibility for the 
running of the setting.  The committee employs staff members to 
take responsibility for the day to day running of the group.   
 
At pre-school committee members often stay on after their children 
have left which is an example of positive parenting and community 
action. 
 
To ensure the quality and efficiency of the pre-school we depend 
upon the support of parents/carers or a representative willingly 
offering their help within sessions, on the management committee, 
helping at fundraising and social events and sharing ideas to 
continually enhance our service. 
 
Before and on joining the pre-school, parents/carers are invited to 
participate fully in the session and are welcome to come in as 
often as they wish. 
 
Parental involvement is encouraged by: 

• Shared record keeping about their own child and ensuring 
these records are accessible 

• Ensuring parents/carers who wish to speak with staff about 
their child’s progress or any concerns can arrange a 
mutually convenient meeting with their child’s Key Worker 

• Ensuring that all parents/carers have the opportunity to 
share their skills, knowledge and interests 

• Informing new parents of the group’s systems and policies 
and welcoming contributions 

• Encouraging parents/carers to play an active part in the 
management of the group 

• Informing parents/carers of meetings, workshops etc 

• Welcoming the contributions of all parents/carers 

• Encouraging parents/carers be aware of and involved in the 
group’s policies, inspection reports, suggestions, 
procedures etc 

• Helping parents/carers to join in events 
 



We are committed to achieving the active involvement of all our 
parents/carers by: 

• Maintaining a friendly and welcoming ‘open door’ approach 

• Ensuring parents/carers are kept informed about relevant 
proposals through parent/carer meetings, daily notices, 
letters home, newsletters and access to committee and staff 
members 

• Are aware that some parents/carers work full-time and 
therefore cannot be as involved as they would like. We aim 
to keep them informed as above 

• Encouraging communication between parents/carers and 
staff 

 
 
References to other 
relevant policies: 
 

 
Admissions, Equal Opportunities, Induction/Training and 
Development, Settling in/Transition, Welcome  
 

 
Policy Monitoring and 
Evaluation Information: 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Senior Play Assistant in conjunction with 
the staff team unless new legislation or an incident occurs which 
requires an immediate review of the policy 
  

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
PROMOTING POSITIVE BEHAVIOUR 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
At Oatlands Pre-School we aim to provide a pre-school 
experience in which all children feel safe, secure and cared for 
and can develop self confidence, discipline and esteem. 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 
 

 
We recognise that building self esteem and self confidence can 
encourage a child to display positive behaviour, as can 
encouraging mutual respect, kindness, politeness, 
thoughtfulness, sharing, tolerance and all areas of positive 
social behaviour.  Each child is valued as an individual and 
their feelings and viewpoints will always be considered when 
planning and running the sessions.  The pre-school sessions 
will be run to positively encourage development in the six areas 
of learning in accordance with each child’s age and stage of 
development being considered and planned for.  
 

• Carpet time discussions on ‘rules and routines’ of the 
group will be held regularly and what is and isn’t 
acceptable behaviour will be discussed with the children 
in an appropriately developmental  way. 

• Any forms of abuse/discrimination/bullying are 
unacceptable by children and adults and this will 
immediately be made clear.   

• There will be a named designated staff member to have 
overall responsibility for our positive behaviour policy 
and for ensuring all staff adhere to it and receive extra 
support and training if required. 

• The designated staff member will liaise with the Training 
Officer to secure training where required 

• Staff will be supported by the named designated staff 
member and/or Play Leader in supervision/one to one 
meetings 

• Advice from outside agencies will be sought to enable 
staff to fully support children at pre-school. 

• Parental participation will be requested to ensure 
socially acceptable behaviour 

• All staff will model appropriate positive behaviour 

• Corporal punishment is unacceptable.  We do not permit 
smacking, slapping or shaking or any punishment which 
humiliates a child, nor is it threatened. 

• Staff will ensure that positive behaviour is praised and 
encouraged, both 1:1, publicly and by informing the 
parents/carers to ensure that the praise is continued 

• All children will be listened to and valued and 
encouraged to feel comfortable and confident within the 



setting 

• Children will be encouraged to help in the day to day 
tasks at pre-school and given praise 

 
If a child behaves in a socially unacceptable way: 

• We use explanation, encouraging the child to realise 
why certain behaviour is unacceptable and explain other 
positive methods to achieve what the child wants 

• We use methods of distraction 

• We use positive reinforcement of good behaviour 

• We will be consistent and set a positive example with 
clear boundaries 

• Staff will not intervene, unless requested,  when another 
is dealing with the situation so as not to give mixed 
messages 

• Time out if necessary will be applied where a child will 
be given an explanation of why it is necessary and then 
given time to think 

• If a child is in danger of hurting themselves or others, 
they will be removed from the situation by a staff 
member and taken to a quiet area 

• If a child cannot be soothed, advice will be sought from 
senior staff members or in a situation where the child 
cannot be soothed by any of the above methods, advice 
will be sought from the parent/carer 

• In a serious situation, a staff member will discuss the 
child’s behaviour with the parent/carer at home time 

 
Incidents/Physical Restraint 

• Physical restraint will only be used to avoid a child or 
other children being hurt, or serious damage to property. 
Such an event will be recorded and reported to the 
child’s parents/carers   

• Other children witnessing the incident will be reassured 
by a staff member 

• Staff will handle situations in a developmentally 
appropriate fashion 

• Consistently extreme behaviour will be discussed with 
the child’s parents/carers 

• A child’s Key Worker will keep a record of consistent 
negative behaviour and in conjunction with the child’s 
parents/carers and the staff team, agree joint targets to 
devise a plan to assist the child. 

• The staff and parents/carers will work in unison to 
eliminate extreme behaviour and encourage positive 
behaviour. 

• We will always get down to a child’s level when 
explaining 

• All staff will be encouraged to attend Behaviour 
Management courses and training will be regularly 
updated 

 



 
References to other 
relevant policies: 
 
 
 

 
Equal Opportunities, Guidance for staff re Adult interactions 
with children (language and communication), Induction/Training 
and Development, Inclusion, Partnership with Parents/Carers, 
Safeguarding children, SEN, Settling in/Transition,  
 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and 
reviewed annually by the named designated staff member in 
conjunction with the staff team, unless new legislation or an 
incident occurs which requires an immediate review of the 
policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
RECRUITMENT AND EMPLOYMENT 

 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
At Oatlands Pre-School we work towards an equal 
opportunities policy, seeking to offer job opportunities equally 
to both women and men, with and without disabilities, from all 
religious, social, ethnic and cultural groups.  Our aims are to 
ensure that no individual receives unfavourable treatment on 
the grounds of age, religion/belief, marital status, disability, 
race or ethnic origin, sexual orientation, gender 
identity/expression or caring responsibilities and to employ the 
most suitable person based on their skills and competencies 
for any vacancy that arises. .We are committed to recruiting, 
appointing and employing staff in accordance with all relevant 
legislation.  
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
At OPS we aim to have  4/5 staff members in each session. 
 
OPS will publicise as widely as possible, to ensure our adverts 
are seen by the widest possible range of potential applicants.  
Vacancy advertisements will be placed on Pre-school’s notice 
board, at Oatlands Infant and Junior Schools, on local notice 
boards (Post Office and Harrogate College), on Early Years 
website, in the Job Centre and, if considered necessary, local 
newspapers. Location,hours,pay and qualifications will be 
included in the advert. 
 
Applications will be considered by the interview panel who will 
draw up a First Stage short-list and invite those applicants for 
interview.  
 
Unsuccessful applicants will be informed in writing by the 
committee's secretary, explanations for non-employment will be 
given only if requested in writing. 
 
Second stage short-listed applicants are invited to complete a 
shadow session at Pre-school and attend an interview panel 
consisting of at least one senior staff and two members of the 
parent management committee.  Employment history, medical 
suitability and qualifications will be discussed at interview. 
 
CRB checks and references will always be obtained before a 
prospective employee is left in a position of responsibility.   
 
New employees will be provided with job descriptions, 
confidentiality agreements and contracts that reflect the current 
nature of the post.    
 



The safety and well-being of the children and adults at the pre-
school is paramount and careful consideration would be given 
to employing ex-offenders/rehabilitated offenders.  The posts 
are exempt from the Rehabilitation of Offenders Act. 
 
All new positions are subject to a six-month probationary 
period.  This will be reviewed by the Play Leader in association 
with a member/members of the interview panel.   
 
We have an induction procedure for all new staff, which 
includes going through an induction checklist, policies, 
procedures and contracts prior to starting date, and we operate 
a mentoring system.  Regular meetings are held throughout the 
probationary period, with any training / supervision 
requirements addressed at this stage (see induction policy) 
 
All staff are made aware of our Disciplinary / Grievance and 
Equal Opportunity Policies. 
 
All documentation with regard to staff members will be stored in 
a locked cabinet  and only accessed by the Play Leader and/or 
Admin Assistant 
 
Wages will be reviewed annually by the Finance Committee in 
April. 
 
Having successfully completed their probationary period, all 
staff are required to give six weeks notice of termination of their 
employment during term time, and are asked to attend an Exit 
Interview with the Secretary of the Committee. 
 

 
References to other 
relevant policies: 
 
 

 
Confidentiality, Discipline, Equal Opportunities, 
Induction/Training and Development/Appraisal and 
Supervision, Inclusion, Welcome 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and 
reviewed annually by the Secretary of the Committee in 
conjunction with the Chair and Play Leader, unless new 
legislation or an incident occurs which requires an immediate 
review of the policy. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 



 
Name of Policy: 
 

 
SAFEGUARDING CHILDREN 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
The aim of Oatlands Pre-School is to take seriously its 
responsibility to protect and safeguard the welfare of children in 
our care. 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
Introduction 
The welfare, protection and safety of every child in our care is a 
major priority and every member of staff is responsible for 
ensuring all children are safe and recognise their 
responsibilities towards children in our care. We are familiar 
with and are committed to following the North Yorkshire Safe 
Guarding Children Board and North Yorkshire Local Authorities 
guidance. A Designated Person ensures that guidelines are 
followed. We will refer to the Social Care Department when 
appropriate, work with other agencies, attend and provide 
reports for child protection conferences and contribute where 
appropriate to any Child Protection Plan.   
 
Staff Roles 

• The safety and well-being of all children and families at 
Oatlands Pre-School is of paramount importance.  Staff 
are aware that their first responsibility is to the child.  
This is achieved through the induction process and 
training. 

• Pre-School staff will inform parents/carers of any 
accidents/incidents during a session involving their 
child. The circumstances, any injury and action taken 
will be recorded and parents/carers will be asked to 
sign to acknowledge the information has been shared 

• In the case of a parent/carer not collecting their child, 
the designated person or a senior staff member will 
contact the parent/carer by phone and explain the 
accident 

• All staff members will be encouraged to have 
knowledge and understanding of safeguarding issues 
and possible signs of abuse. This knowledge is 
developed through regular training courses and 
literature. 

• Only staff with current CRB certificate will assist 
children with toileting or changing 

• Only staff will be left alone with children to facilitate 
small group work or ‘time out’ situations and then only 
for short periods when a door will always be left ajar 

• Information is sought from parents/carers of a child’s 
history via the registration form. 

• Staff will be trained in how to keep records and what to 



do about concerns about possible abuse or neglect.  

• General information sharing, non-specific to a particular 
child, is encouraged including informing new staff of 
correct procedures 

• We recognise the need to build constructive links with 
childcare agencies 

• There is a named designated person at Pre-School 
whom staff or, any concerned party, can turn to if they 
have a concern and it is the responsibility of all 
individuals to inform the designated person of any 
concerns 

• All concerns will be treated confidentially. 

• The designated person will assist the registered person 
in investigating concerns. 

• The registered person will seek advice and liaise with 
safeguarding agencies. 

• Any child showing significant changes in behaviour or 
appearance will be investigated, records kept and 
monitored by the designated person. 

• Parents/carers are encouraged to phone in and provide 
regular updates if their child will not be attending their 
normal sessions due to illness. 

• Records will be kept of absences due to illness 

• Parents/carers will inform staff of any accident or injury 
that has happened outside of Pre-School hours and 
how it has occurred. 

• This will be noted by the child’s Key Worker and kept in 
the child’s personal file to see how frequently the 
accidents are happening and what explanations are 
given.  Any findings will be discussed with the 
designated person who will then liaise with the 
registered person. 

• If a child does disclose some information to a staff 
member, this must be recorded and the designated 
person must be informed immediately. The staff 
member will not ask that child to repeat the information;  

• The designated person will liaise with the registered 
person and action will be taken depending on what the 
child has said.  Advice will be sought from the 
Safeguarding Children Board or Social Care 
Department. 

• If a staff member feels they need support after a child 
has disclosed something to them the Play Leader or 
designated person will make time to sit out with that 
staff member and arrange contact with people they can 
talk to if necessary. 

• If a child is not collected at the end of a session we will 
follow the steps outlined in Uncollected Child Policy 

• If a parent/carer or nominated person arrives to collect 
a child whilst under the influence of drugs/alcohol,  
contact will be made with another number on the 
registration form.  If the adult is unwilling to co-operate 



and we feel that they are unfit to care for the child and 
no other contact numbers have been successful,  we 
would contact the Police and Social Care Department. 

• If a volunteer or staff member is accused of any form of 
child abuse, s/he will be interviewed immediately by the 
Play Leader, or if the complaint is against the Play 
Leader, by the Chair of the Committee. Following that 
the gross misconduct procedure will be taken or the 
complaints procedure depending on the findings.  

• Parents/carers will be the first point of contact if we 
have a concern about a child. However parental 
permission will be bypassed if we feel that a child is at 
risk of significant harm, and by talking to the 
parent/carer it may be detrimental to the child’s well-
being.  Further advice would then be sought from the 
appropriate agency. All information will be kept 
confidential and only shared on a ‘need to know basis’. 

• Through the welcome booklet, registration form and 
notices on the information board, permission is sought 
for the use of photographs and videos within the pre-
school and occasionally within the press.  Any 
parent/carer has the option to refuse this permission. 

• We will follow the relevant procedures for the safe 
recruitment of staff and all Pre-School staff/volunteers 
will have the relevant CRB checks to ensure their 
suitability to work with children. All known abusers will 
be excluded. All posts involved are exempt from the 
provision of the Rehabilitation of Offenders Act 

 
 
References to other 
relevant policies: 
 
 
 

 
Confidentiality, Complaints, Discipline procedure, Equal 
Opportunities, Health and Safety, Induction/ 
Training, Lost/uncollected child, Recruitment & Employment, 
Transport and Outings 

 
Policy Monitoring and 
Evaluation Information: 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the designated person in conjunction with 
the staff team unless new legislation or an incident occurs 
which requires an immediate review of the policy 
 

 
Signature 

 
 
 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 



 
Name of Policy: 
 

 
SETTLING IN/TRANSITION 

 
Name of Setting: 
 

 
Oatlands Pre-School. 

 
Overall Aim of Statement: 
 
 
 

 
At Oatlands Pre-School we want a child’s early years learning 
experience to be a happy one. To facilitate this we know that 
the needs and views of parents/carers are important and we 
aim to create a strong and positive partnership with 
comfortable, open communication between pre-school and 
parents/carers. We are aware that children cannot play or learn 
if they are anxious or unhappy. Staff aim to provide an 
inclusive, safe, secure, caring and stimulating environment 
where each child is valued as an individual and is offered the 
same opportunities to encourage self-confidence, 
independence and positive self esteem. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 
Prior to starting parents/carers will be given written information 
about the pre-school (see Admissions policy). 
 
Parents/carers will be given a welcome pack on their child’s 
first day at pre-school containing further useful information. 
 
Visits 

• Parents/carers are welcome at Pre-School at any time 
for a visit. A Welcome Person  will show them around 
and explain how Pre-School functions, session times, 
ethos etc. They will also be given an information leaflet. 

• Before starting at Pre-School parents/carers are 
welcome to join in sessions which the child will be 
attending to allow both the child and the parents/carers 
to become familiar with the group before joining. 

Key Worker 

• All children are allocated a Key Worker from their first 
day at Pre-School. 

• To facilitate a smooth settling in period, on  the child’s 
first day the Key Worker will discuss the pre-school 
aims and daily routines with the child and 
parents/carers and provide further information both 
verbally and in written form.  Discussions will take place 
regarding the child’s likes/dislikes etc.  This will enable 
the child and family to bond with the Key Worker. 

• An entry profile will be filled in by the Key Worker and 
parent/carer to facilitate accurate developmental 
records.  This will be used as the basis for ‘On Track’  

When is the child settled? 

• For at least the first two sessions, parents/carers or a 
representative are required to stay to help settle the 
child in, and thereafter are welcome to stay as many 
sessions as are preferred until the child and 



parent/carer are comfortable with the surroundings, 
staff and other children. 

• All parents/carers are encouraged, when appropriate, to 
separate from their children for brief periods at first, 
gradually building up to longer absences. 

• We aim to ensure that each child and their family is 
comfortable with their Key Worker and all staff. 

• Staff will maintain open communication with 
parents/carers if there is separation anxiety on either 
side and will make regular phone calls to reassure 
parents/carers of their child’s progress. 

• When the child is familiar with the routine, can find their 
own peg, name card and are happy to be separated 
from the parent/carer. Each child will be assessed in 
partnership with the parent/carer as to when they are 
‘settled’. 

• All staff are experienced in procedures to facilitate a 
smooth settling in period and encourage parents/carers 
to have open communication regarding the settling in 
process. 

• We are aware that each child is unique and all have 
differing needs. 

Partnerships with parents 

• All parents/carers are informed that they can contact 
pre-school anytime. 

• We ensure that all staff know how to be approachable 
to parents/carers and available to answer any further 
questions through induction, training and our welcome 
procedure 

• We aim to have comfortable and open communication 
with our parents/carers 

• Parents/carers are encouraged to volunteer on the 
session volunteer rota to further strengthen links, on 
management committees and fundraising/ social events 

• Parents/carers are encouraged to be involved in all pre-
school activities both in and out of pre-school hours. 

Reviews 

• Parents/Carers are welcome to discuss their child’s 
progress with their Key Worker or Play Leader.  If a 
more in depth meeting is required parents/carers are 
invited to make a mutually convenient time to come in to 
pre-school. 

• Staff aim to comment to parents/carers on a casual 
basis when they are helping in session or at drop off or 
pick up time regarding their child’s session 

Transitions 

• Pre-school maintains close bonds with the local school. 
Each half term pre-school will visit school for class 
assemblies, productions and story telling 

• Teachers from local schools are invited to visit any time 
and definitely during the term before transition 

• Where possible pre-school will liaise with the local 



school re friendship groups 

• On Track information is shared with the new setting. 

• If a child leaves the Pre-School to attend another 
setting, every effort will be made to pass on relevant 
records and liaise with the child’s new Key Worker 

• If a child attends more than one setting, every effort will 
be made to liaise regarding developmental matters, 
topics etc. 

 
References to other 
relevant policies: 
 
 

 
Admissions, Equal Opportunities, Induction/ Training, Inclusion, 
Partnerships with Parents/Carers, Safeguarding Children, 
Welcome  

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by a named designated staff member, in 
conjunction with the staff team, unless new legislation or an 
incident occurs which requires immediate review of the policy  
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
SICK CHILD 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
We aim to ensure all children are happy and safe at Pre-
School. We will keep all parents/carers informed at all times 
and minimise the risk of infection to children in our care and to 
all persons attending the setting. 
 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 
 

 

• All parents/carers are encouraged to inform Pre-School 
of any illness which their child has contracted by 
telephone as soon as possible. If a child has been in 
contact with a person that has had an illness parents 
should inform pre-school so staff can: 
- Inform other parents 

       - Watch for signs/symptoms in other 
         children 
       - Notify by the Health Watch notice on the 
         board. 

• Should a child become ill during a pre-school session, a 
staff member will try to contact the parents/carers by 
telephone. Failing this emergency contact numbers 
tried. If  contact is unable to be made, staff will continue 
to try during the session. In the meantime the child will 
be made comfortable and looked after by a staff 
member away from the main group until such time as 
s/he is collected. The child will remain the responsibility 
of the pre-school until s/he is collected. 

• Parents are encouraged not to bring ill children to pre-
school sessions to avoid cross contamination and to 
seek medical advice regarding length of exclusion. To 
ensure the well-being of all the children at the setting, 
including the sick child, it is the pre-school’s policy to 
exclude children until their return has been approved by 
a medical practitioner. 

• Records will be kept regarding children’s absence due 
to illness 

• Parents/Carers are required to check their child’s 
registration form every term to ensure contact details, 
emergency details and immunisation record remains 
correct. 

• Immunisation records of staff will be kept in their staff 
file in a locked cabinet. 

• In accordance with the Children’s Act (1989) all 
infectious diseases which a medical practitioner 
considers notifiable will be reported to Ofsted, the Local 
Environmental Health Officer, the local school and 
parents/carers either by letter home, notice on the 
board or telephone call. 



• Ofsted and the Local Environmental Health Officer will  
be informed if there are two or more cases of food 
poisoning. 

• Pre-School will display a resume of the more common 
childhood illnesses, symptoms, incubation times, 
exclusion periods on notice boards. 

• Consideration will be taken regarding confidentiality 
issues if it is required that a child should be excluded 
due to illness. 

• All staff are encouraged to obtain a basic first aid 
certificate on joining the pre-school and the Training 
Officer will ensure these are kept up to date. The Play 
Leader and Deputy will obtain an early Years First Aid 
certificate in accordance with Ofsted recommendations. 

• At each session at least one member will hold a first aid 
certificate. 

• A first aid box will be kept on the premises and will be 
checked weekly by the Deputy Play Leader. 

• Adequate ventilation will be provided during session 
times. 

• Medication will only be administered with prior 
arrangement (see Administration of Medicines policy) 

• During the spring and summer months parents/carers 
are encouraged to apply sun cream to their child before 
attending pre-school and supply a sun hat. Information 
regarding good practice in summer weather is 
displayed within pre-school and a letter is sent home 
regarding safe practice.  

 
Emergency Medical treatment 

• A request is made on each child’s registration form 
seeking permission to get emergency medical treatment 
if necessary. If permission is not given the Play Leader 
or Chairperson will discuss reasons with the 
parent/carer and should permission still not be 
forthcoming an action plan between the pre-school and 
the parent/carer will be drawn up. Further advice will be 
sought from NYEYP/Ofsted and other relevant 
agencies. 

• If permission is given and emergency treatment is 
required, a first aider will gauge whether a visit to A&E 
is required or a visit to the local doctor in which case 
either: 

1. A senior staff member with another adult will take 
the child immediately by car to A&E 

2. An ambulance will be called 
3. A staff member will contact the child’s doctor 

• Immediately after this has been arranged the child’s 
parent/carer will be informed of the situation by a staff 
member by telephone. Every effort will be made to 
speak to the parent/carer directly, however, if contact 
cannot be made, sensitive messages will be left.  



• Other children will be kept away from the emergency 
and distracted by use of a story, singing, activities etc. 
At least 3 adults to remain on premises and contact 
made with the Chairperson to provide cover or, 
depending on circumstances, to contact parents/carers 
to collect their children. 

Record Keeping 

• Full and detailed records concerning any aspect of this 
policy will be kept for a minimum of 3 years after the 
child has left the provision. 

 

 
References to other 
relevant policies: 
 

 
Administration of Medicine, Health and Safety, Induction/ 
Training, Uncollected Children   
 
 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Deputy Play Leader in conjunction 
with the staff members team and the Health and Safety Officer 
unless new legislation or an incident occurs which requires an 
immediate review of the policy. Comments on the medication 
record sheets will be considered. Feedback will be given to the 
Play Leader on at least a termly basis 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
SMOKE FREE 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
This policy has been developed by the NHS to protect all 
employees, service users, customers and visitors from 
exposure to second hand smoke and to assist compliance with 
the Health Act 2006.  Oatlands Pre-School has adapted their 
policy. 
 

 
Specific Objectives/ 
Statements and 
Procedures  
 
 
 
 

 
Exposure to second hand smoke increases the risk of lung 
cancer, heart disease and other serious illnesses.  Ventilation 
or separating smokers and non-smokers within the same 
airspace does not completely stop potentially dangerous 
exposure. 
 
It is the policy of Oatlands Pre-School that all our workplaces 
are smoke free, and all employees have a right to work in a 
smoke free environment.  The policy shall come into effect on 1 
July 2007. 
 
Smoking is prohibited in all enclosed areas of the pre-school 
building and in front of children.  
 
Overall responsibility for policy implementation and review 
rests with the Play Leader and Health and Safety Officer.  
 
Information will be given at induction and all staff are obliged to 
adhere to, and support the implementation of the policy.   
 
Appropriate ‘no smoking’ signs will be clearly displayed at the 
entrances to and within the premises. 
 
Disciplinary procedures will be followed if a member of staff 
does not comply with this policy.  Those who do not comply 
with the smoke free law may also be liable to a fixed penalty 
fine and possible criminal prosecution 
 

 
References to other 
relevant policies: 
 
 

 
Discipline, Grievance, Health and Safety, Induction/Training 
and Development, Recruitment and Employment, Student 
Placement and volunteer 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Health and Safety Officer in 
conjunction with the Play Leader  unless new legislation or an 
incident requires immediate review of the policy. 
 



 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
Smoke Free Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
SPECIAL EDUCATIONAL NEEDS (SEN) 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
Our pre-school aims to have regard to the DCSF Code of 
Practice on special educational needs (SEN) and to the 
guidelines supplied to private and voluntary providers of pre-
school education.  We aim to provide a safe, secure, caring, 
stimulating, inclusive and welcoming environment to all children 
and their families.  There will be a named Special Educational 
Needs Coordinator (SENCO) and all staff will have basic 
training, and specific training in specialist areas as and when 
the need arises 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
At pre-school there is a named SENCO who reports to the Play 
Leader.  S/he is responsible for providing a stimulating and 
varied programme of play and ensuring the safety and well 
being of all children, and in particular a child/children 
specifically with special educational needs. 
 
The SENCO will: 

• Plan, provide, take part in activities designed for the 
child/children in his/her care 

• Devise Individual Education Plans (IEPs) 

• Support staff working with children with SEN 

• Listen to, encourage, enable, stimulate and ensure the 
safekeeping of each child 

• Attend staff/specialist meetings to help, prepare, plan 
and implement the curriculum 

• Encourage parental involvement and be accessible and 
open and work to form strong relationships with 
parents/carers 

• Recognise that the parents/carers are the first educators 
of the child 

• Advise the Play Leader of any matter requiring attention, 
such as concerns about a child, information passed on 
by parent/carer, or specialist equipment required 

• Keep completely confidential any information regarding 
a child 

• Assist with regular observations and assessments of 
children 

• Liaise with other professionals and arrange visits to the 
setting 

• Will continually update his/her knowledge through 
literature and regular training courses and share this 
with the staff team 

 
 



Admission Arrangements: 
Prior to the child’s start date, where possible, the SENCO will 

• Liaise with the family 

• Ensure all necessary arrangements are in place 

• Seek specific training in specialist areas if required 

• Seek advice/support from outside agencies 

• Share necessary learnt information with the staff team 
to facilitate a smooth transition 

 
Procedures for identification, assessment and review of 
SEN: 

• The SENCO will be responsible for liaising with 
parents/carers and researching specific conditions of a 
child and sharing this information with all staff to enable 
a team approach to caring for that child and delivering 
the curriculum 

• At pre-school the staff team are encouraged to share 
observations and information learnt from parents/carers 
to identify possible SEN 

• Regular written observations will be carried out by the 
staff team and in particular SENCO who will then put 
procedures in place to best identify a need 

• Advice will be sought from outside agencies after 
permission received from parents/carers 

• An individual child’s progress will be closely monitored 
by the SENCO.  Different strategies will be put in place 
to enhance the child’s development and learning and 
identify need 

• A half-termly review will be discussed with 
parents/carers and outside agencies 

• The setting will be in consultation with parents/carers 
and any outside agencies to consider actions as set out 
in the Code of Practice: 

- Early Years Action 
- Early Years Action Plus 
- Request for Statutory Assessment 

Resources 

• The SENCO will apply for additional funding for 
specialist equipment or staff 

 
All children have access to the Early Years Foundation Stage 
and at pre-school we ensure that all children have access to all 
equipment and resources.  Where necessary we seek advice 
to provide specialist equipment, which is shared by all the 
children, to ensure positive learning experiences. At pre-school 
we recognise each child as a valued individual and will adapt 
our learning strategies as required. All children will be 
encouraged to fully participate in the sessions and build up 
strong relationships with their peers. 
 
Any complaints received regarding our services will be 
acknowledged as per our complaints policy 



 
Staff are required to attend regular training courses to update 
their knowledge.  These are arranged with the Training Officer 
and Play Leader and are identified at induction, supervision, 
one to one meetings, staff meetings and by informal discussion 
 
Pre-school acknowledges and respects support given by 
outside agencies and are aware that in order to best meet the 
needs of all the children in our care and their parents/carers 
advice and support is required by specialist services.  It is the 
responsibility of the SENCO and Play Leader to liaise with 
outside agencies.  
 
Parents/carers are fully involved with the process and 
concerns/comments are recorded through minutes of staff 
meetings and staff/parent/carer meetings, memos, telephone 
conversations and observations.  Parents/carers comments are 
included in all decisions and they are kept fully and regularly 
informed by the SENCO and/or Key Worker 
 
Transition arrangements for when a child leaves our pre-
school: 

• Parents/Carers will be consulted and their views 
incorporated and respected 

• The Key Worker or SENCO will liaise fully with the future 
setting 

• Meetings will be attended as required 

• A representative from a future setting will always be 
welcomed at our pre-school to enable the child to feel 
comfortable and enjoy a smooth transition 

• A full and detailed ‘On Track’ (or other system as 
appropriate) will be supplied to the future setting 

 
 

 
References to other 
relevant policies: 
 
 
 

 
Administration of Medicine, Admissions, Confidentiality, Equal 
Opportunities, Food and Drink, Health and Safety, 
Induction/Training and Development, Inclusion, Guidance for 
Staff re: adult interactions with children (language and 
communication), Partnership with Parents/Carers, 
Safeguarding Children, Settling in/Transition 
 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the SENCO unless new legislation or an 
incident occurs which requires immediate review 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 



 
 
 
Name of Policy: 
 

 
STUDENT PLACEMENT AND VOLUNTEER 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
We welcome the opportunity to enable students on childcare 
courses and work experience to come into Pre-School. Our aim 
is to give them opportunity to gain first-hand experiences in the 
career for which they are studying, positive examples of early 
years practice, and support and encouragement to enable 
them to become reflective practitioners.   
The input into our sessions of volunteer helpers is welcomed 
and encouraged 
 

 
Specific Objectives/ 
Statements and 
Procedures  
 
 
 
 

 
Students 
Our first concern is the needs of the children in our care and 
students will only be accepted if: 

• They are engaged in bona fide early years training 

• On work experience from school 

• Are in small numbers – usually singly or in pairs 
 
Students will be allocated a named Student Training Officer 
who will be responsible for settling in the student, induction and 
liaising with the school or college to understand the 
requirements of the course the student is attending. 
 
All staff are encouraged to welcome students and give help 
and support as required 
 
Students will 

• Be required to fill in a student registration form giving 
emergency contact details 

• For students on long term/regular placements referees 
will be sought 

• A student/volunteer handbook will be available and will 
be explained by the Student Training Officer 

• Be encouraged to read and sign our policy and 
procedures document with guidance from their Student 
Training Officer 

• Be expected to pay particular attention to confidentiality.  
Information on individuals will only be shared on a ‘need 
to know’ basis as per our confidentiality policy. 

• Students  will not have access to  confidential 
records/information 

• Expectations of students (eg conduct, punctuality, dress 
code etc) are found in the Student/Volunteer handbook 

• Seek parents/carers permission to observe children 



• Not have unrestricted access to children 

• Will  be incorporated in our child:adult ratios within 
areas, but not when considering the session as a whole 

• Be monitored closely 

• Be supported by all staff members 

• Understand the routines of the group 
 
If a student is deemed as unsuitable: 

• The Student Training Officer will contact the student’s 
school or college and liaise with their course tutors, 
giving clear and concise reasons 

• Any student who displays gross misconduct, as per our 
safeguarding children policy, will be immediately 
removed from the session and their tutor will be 
requested to attend pre-school to collect the student 

 
Volunteers 
We welcome and appreciate volunteers offering their help 
within sessions.  Every effort is made to explain the running of 
the group and the day to day routines by the staff team. 
 

 
References to other 
relevant policies: 
 

 
All policies within our policies and procedures document 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Student Training Officer in 
conjunction with the Play Leader and staff team, unless new 
legislation or an incident occurs which requires an immediate 
review of the policy. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
SUN PROTECTION 

 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
It is important to Oatlands Pre-School that we take every 
precaution to ensure that each child within our setting is 
protected from discomfort and sun damage of any form. 
 

 
Specific Objectives/ 
Statements and 
Procedures:  
 
 
 
 
 

To ensure that: 

• no child is overexposed to direct or dangerous amounts 
of UVA 

• all children are kept hydrated and cool and have shade 
available to them 

• parents/carers are aware of the importance of applying 
sunscreen before arriving for session 

• parents/carers are aware that each child should bring a 
sun hat to every session, regardless of the weather at 
the time of arrival 

We will: 

• through development of our outdoor areas,  ensure that 
structures and shade are available and that children are 
encouraged to use these in hot sunshine 

• educate the children about the importance of drinking 
during hot weather and the availability and routines of 
the drinking water machine 

• regularly send letters, newsletters and display notices 
informing parents/carers of our procedures regarding 
sun safety 

• encourage staff to provide a good role model and wear 
sun screen and hats and regularly discuss importance of 
these with the children. 

• encourage parents/carers to read our policy and 
procedures document 

 
References to other 
relevant policies: 
 

 
Equal Opportunities, Food and Drink, Health and Safety, 
Inclusion, Outdoor Play, Transport and Outings 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and 
reviewed annually by a designated staff member in conjunction 
with the staff team and health and safety officer, unless new 
legislation or an incident requires immediate review. 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 



 
 
Name of Policy: 
 

 
TOYS AND EQUIPMENT 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
At Oatlands Pre-School we believe in learning through play.  
We are committed to providing an enjoyable learning 
experience encouraging development in the six areas of 
learning as set down by the DCSF through careful curriculum 
planning and by providing appropriate toys and resources 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
We have a wide range of equipment to meet the learning 
development of all children and any further resources are 
identified at staff meetings. 
 
We aim to offer the children a wide and varied assortment of 
resources which are rotated on a regular basis allowing 
enjoyment and exploration. 
 
The toys and equipment we provide: 

• Is appropriate for the age and stages of development of 
the children 

• Specialist equipment will be provided where required 

• Offers challenge to develop experiences in the six areas 
of learning 

• Reflects our diverse and multicultural society 

• Are offered to all children, and all children are 
encouraged to use the available resources 

• Avoid stereotypical images 

• Avoid objects of violence, eg guns, knives, swords etc 

• Includes a range of raw materials which can be used in 
a variety of ways 

• Encourages creativity and imagination 

• Conforms to relevant safety regulations and is regularly 
checked 

• Include many ICT resources for different opportunities 

• Are cleaned regularly 

• Are accessible for children to make free choices 
 

 
References to other 
relevant policies: 
 
 

 
Equal Opportunities, Guidance for Staff re Observation, 
Planning and Evaluation, Health and Safety, Inclusion, SEN 

 
Policy Monitoring and 
Evaluation Information: 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by a named staff member in conjunction with 
the staff team and  SENCO,  unless new legislation or an 



  
incident occurs which requires an immediate review of the 
policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
Toys and Equipment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
TRANSPORT AND OUTINGS 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
At pre-school we value the chance to take the children off the 
premises to gain different experiences. We generally have an 
annual trip, one main outing per term and various impromptu 
trips to the local park, school and shops. 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 
 
 

 
At pre-school we recognise the many benefits of outings for the 
children eg development opportunities over the 6 areas of 
learning, different experiences, social shared experience with 
peers, access to outdoor and local environment, exercise, 
experiencing different modes of transport and so much more.  
Safety on these trips is of paramount importance and all staff 
members adhere to the Health and Safety and Transport and 
Outings policies.  Volunteers are verbally instructed on their 
role and responsibilities. 
 
Risk Assessment 

• A full risk assessment will carried out of the destination 
by the Visits Co-ordinator at least one week before. 

• The destination will be assessed for suitability of both 
groups of children and in particular for children with 
specific needs. 

• The needs of staff, parent/carers and volunteers will 
also be taken into account. 

• All transport that is booked will have the appropriate 
seat belts for small children and a toilet facility. 
Parent/carers are also encouraged to bring their own 
car seat to use on the coach. 

• Emergency contact forms, a mobile phone and first aid 
kit will be taken on each outing. 

Parental Consent 

•  Permission is sought via the registration form for visits 
to the local school, shops and impromptu visits to the 
park etc.  If permission is not granted the Play Leader 
will discuss the reasons with the parent/carer and should 
permission still not be forthcoming an action plan 
between the pre-school and the parent/carer will be 
drawn up. Pre-School will encourage the parent/carer to 
accompany their child on such trips where necessary.    
If permission is definitely denied, and the parent/carer or 
their nominated person is unwilling or unable to 
accompany their child, in the case of impromptu trips 
these would have to be avoided during that child’s 
session. 

• For visits which require more than one road crossing or 
transportation (such train trip/library visit) volunteers are 



requested to accompany the children and consent is 
acquired through a signature tick list. 

• For visits requiring transportation (such as Harlow Carr, 
Annual Trip), parents/carers or their nominated person 
are requested to accompany their child. 

Ratios 

• For local trips requiring one only road crossing (eg 
shops, school, park) - 1:4 

• For trips required more than one road crossing (eg 
allotment)  - 1:2 

• For trips requiring transportation (eg library, train trip, 
Harlow Carr) - 1:2 

• For trips requiring transportation (eg Annual Trip) - 1:1 
Safety 

• Prior to each trip, a register will be taken of all children, 
staff and volunteers. 

• Children will be reminded of dangers – road safety, 
importance of staying close to their designated adult, 
strangers, animals etc. 

• Regular headcounts will be carried out throughout the 
trip 

• On all trips there will be at least one qualified First Aider.  
On trips requiring coach transport, there will be at least 
one qualified First Aider on each coach. 

• Procedures as per our Lost Child policy will be followed 
in such an eventuality. 

Supervision 
All staff and volunteers are responsible for children in their 
care.  In the case of local trips: 

• 1:4 or 1:2 ratios – the accompanying adult is responsible 
for their group of children. 

• Verbal reminders of the role and responsibilities of staff 
and volunteers will be given prior to setting off 

In the case of non-local trips: 

• Either a parent/carer of their nominated person will take 
full responsibility for the child/children in their care. 

Equipment 

• On group outings mobile phones, attendance sheet, 
emergency contact numbers list and a first aid kit will be 
taken. 

• On group outings at least 3 staff will wear high visibility 
jackets (other than Harlow Carr and Annual Pre-School 
trip). 

• On most outings the group stay together other than 
Harlow Carr and Annual Pre-School trip when at least 3 
members of staff will carry a mobile phone to keep in 
contact. 

• A child’s medication (such as an inhaler) will be taken by 
the Deputy Play Leader or in his/her absence the Play 
Leader or most senior staff member, in case of it being 
required. 

 



Toileting 
In the case of local visits including library/train trip: 

• Before we set off all children will be encouraged to use 
the toilet. 

• If during a visit a child needs to use the toilet they will be 
accompanied by a CRB checked staff member.  If no 
toilet is available the staff member will take the child 
back to Pre-School. 

In the case of Harlow Carr/Annual Trip: 
• The parent/carer or their nominated person will take the 

child to the toilet 
Sick Child 
In the case of local visits including library/train trip 

• A staff member will contact the child’s parent/carer (if 
not on visit) and the sick child policy and procedure 
would be followed. 

In the case of Harlow Carr/Annual Trip: 
• The child’s parent/carer or their nominated person would 

take responsibility for the child with help and assistance 
from a senior staff member. 

 

 
References to other  
relevant policies: 
 

 
Administration of Medicine, Equal Opportunities, Health and 
Safety, Induction/Training, Lost/Uncollected  Child, Sick Child 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by the Visits Co-ordinator in conjunction with 
staff members, unless new legislation or an incident occurs 
which requires an immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Name of Policy: 
 

 
WELCOME POLICY : 

Parents/Carers, Children, New Staff Members 
 

 
Name of Setting: 
 

 
Oatlands Pre-School 

 
Overall Aim of Statement: 
 
 
 

 
The aim of the policy is to ensure that all children and adults 
attending the Pre-School feel valued and welcomed as part of 
our group and to ensure staff are aware of the importance of 
each individual within the setting 
 

 
Specific Objectives/ 
Statements and 
Procedures: 
 
 
 

 
New Parents/Carers and Children: 

At pre-school we understand the importance of building up a 
strong, positive and open relationship between staff and 
parents/carers.  We recognise that in order to achieve this, 
parents/carers and their children need to feel welcomed and 
valued. 
 
Prior to a child starting Pre-School: 

• Admissions information will be given by the Secretary of 
the Committee as per our admissions policy 

• Parents/carers and children are welcome to visit the 
setting 

• The child’s Key Worker will familiarise themselves with 
the start date of the child, the child’s name and the 
names of their  parents/carers and will let other staff 
members know.  

• The key worker will ensure all relevant paperwork is 
ready and that the child has been allocated a named 
peg 

 
On the child’s first day at  Pre-School a member of staff on 
arrival duties will take the child and parent/carer to introduce 
them to their nominated Key Worker 
 
The Key Worker will: 

• Welcome the family and introduce each staff member to 
them for at least the first two visits to ensure the family 
are aware of the names of all staff members/regular 
volunteers. 

• Be aware that this may be the first experience for the 
parents/carers as well as the child and will ensure that 
they are friendly and welcoming 

• Show the parent/carer and child around the downstairs 
rooms, especially the children’s toilet, explaining kitchen 
and upstairs are out of bounds to children.  Explain adult 
toilet is upstairs and the need to ensure stair gate is shut 
and kept closed 

• Discuss routines 

• Show the child what is on offer and encourage the child 



to join in an activity alongside their parent/carer 

• Explain that once the session has started the child will 
be able to choose his/her own registration card and 
pump bag 

• Explain the routines of the group – typical sessions, 
volunteering as helpers, committee etc. 

• Chat with the parents/carers about their child – 
likes/dislikes, history, potty training, other settings etc 

• Give brief information about self eg time at pre-school, 
qualifications, family etc 

• Check the required paperwork has been received 
including registration form (this should go immediately to 
the Play Leader due to sensitive and confidential 
information) and ‘I am Special’ book  

• Check with the Admin Assistant whether there is any 
other outstanding paperwork and if so request it from the 
parent/carer 

• Explain the entry profile and the reasons for it with the 
parent/carer when convenient during the first two 
sessions and assist with the completion of the form 

• Ensure that the person doing the register has details of 
the child and parent/carers name so as to include them 
and encourage existing children to welcome and help 
them 

• Once the child has become confident to be left for a 
short period by the parent/carer, show and explain the 
notice boards, stressing the importance of reading of 
every visit and pointing out the session volunteer list 

• Explain the procedure at home time, ie so as not to 
disrupt story time their child will be brought to them, 
going home tables 

• A drink will be offered which needs to be kept in the 
kitchen.  Show various help notes displayed on walls 

• Show emergency exits, explain fire drills 

• Show the learning board and briefly explain the plans 
and Early Learning Goals 

• Show the Things we Make and Things we Do files 

• All staff will encourage parents/carers and children to be 
comfortable in the setting by chatting, including in 
activities, decision making etc. 

 
New Staff: 

It is the responsibility of all staff members to ensure that new 
members to the team are welcomed, valued and put at ease as 
soon as possible.  The new member will be allocated a mentor 
who will be a point of contact for questions and who will explain 
the routines of the group.  However, all existing staff members 
have a responsibility to aid a smooth transition into the team. 
 
The new member will have an induction meeting as per our 
Induction/Training and Development policy. 
 



The mentor will: 

• Introduce all staff and volunteers by name, explaining 
the children use Miss, Mrs or Mr + surname 

• Show where personal belongings can be kept  

• Briefly show round the building, including where adult 
toilet is and emergency exits and explain where things 
are kept 

• Ensure introductions are made to children and 
parents/carers 

• Ensure an induction pack has been received and 
discuss any queries 

• Ensure a staff registration form is completed and 
handed to the Admin Assistant and a P46 if necessary 
to be put in the Payroll Officer’s sleeve (contact must be 
made to the Payroll Officer to make him/her aware) 

 
• Ensure time can be taken out of the session by 

arrangement with the Play Leader to answer questions, 
help with paperwork etc 

 
 
References to other 
relevant policies: 
 

 
All OPS Policies and Procedures  

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated termly and will be 
reviewed annually by a designated staff member in conjunction 
with the staff team unless new legislation or an incident occurs 
which requires immediate review of the policy 
 

 
Signature 
 

 

 
Review Date and next review due date: July 2010 
 

 



 


