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Westborough Pre-school
Admissions Policy

Policy Statement
It is our intention to make our Pre-School accessible to all children and families from the local community

We aim to ensure that all sections of our local community have access to the Pre-School through open, clear and fair procedures

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

· We ensure that the existence of our Pre-School is known and is accessible to all sections of the local community
· We are a preschool and not a day care facility although we do have some beds if children need a sleep.Pick up and drop off times are set as per schools E.g 8.45am drop off, 11.45am pick up or 3.30pm pick up if your child is staying all day.
· We arrange our waiting list in order of date of birth and registration date– we may take account if siblings already attend the setting
· We are registered with Ofsted for 50 children per session
· We have spaces for 16  two year old children
· We have spaces for 3 children with additional needs
· We welcome children from 2 years 0 months, dependent on availability of space and the readiness of the individual child to stay happily within the group. We will occasionally take rising 2’s.
· We welcome parents/carers to visit with their child shortly before admission.  Parents/carers should be prepared to stay with their child during this visit
· We ensure that information about our Pre-School is accessible in written and spoken form;  if necessary we will try to provide information in Braille, through signing or an interpreter 
We welcome fathers, mothers, relations and other carers including childminders and foster carers
· We welcome all regardless of their gender, special educational needs, disabilities, background or religion
· We make our equal opportunities policy known
· We are flexible about holidays and accommodate the needs of individual children and families.  However, the nursery education funding rules state “I understand my child could lose their funded place if they do not attend regularly with a reason being provided for their absence”.  Therefore if your child has not attended half of their sessions in any half term, they will lose their place, unless a valid reason is given eg illness for which a medical note will be required or family holiday.  If your child fails to attend Pre-School for three consecutive weeks without explanation we reserve the right of offer their sessions to another child, after contacting you and discussing the individual situation
· We will supply parents/carers of eligible funded children the appropriate documentation.  Funding is available to children following their third birthday and to some eligible 2 year olds.  Prior to this, fees are charged and payable on a half term basis
· If a child leaves the Pre-School before school age or reduces the number of sessions attended, the parents/carers must give at least half a term’s written notice.  Fees will be payable until that date.
· The offer of a place will only be honoured if parents complete and return all relevant documentation as requested. If documents are late or are not forthcoming the offer of a place may be withdrawn. All documentation must be in place before your child starts at Westborough.





This policy was updated September 2026

Signed on behalf of the Pre-School. Manager........A.Bannister............Owner..S.Jones
 


Westborough Preschool
Attendance policy

Policy Statement
Good attendance plays a fundamental role in supporting children’s educational achievement, well-being and in keeping children safer. Establishing regular routines for young children supports the settling-in process and enhances their sense of security and belonging. Even if a child has a part time place regular attendance is still really important. Attending preschool helps children establish routines of going to school regularly and being on time which can help them make a smooth and positive transition to reception.

This policy sets out the procedures in place to promote and monitor attendance within our Early Years setting and the steps that will be followed if a child is absent from the setting. It also explains the importance and benefits of regular attendance.

Our Aims
· To create a culture where good attendance and punctuality is ‘normality’ and valued by all.
· To value the individual and be socially and educationally inclusive.
· To be consistent in the implementation of our policy and procedures for recording and monitoring attendance.
· To work effectively with parents, children and partners through building trusted relationships to work together to remove barriers to attendance.
· 
To promote good attendance at Westborough Preschool we will:-
· Convey clearly to parents that regular attendance and punctuality is essential and is in the child’s best interest and that unexplained absence will be investigated.
· Keep records of attendance which provide accurate information on actual attendance and lateness to enable monitoring and evaluation so that emerging patterns are addressed.
· Target attendance and lateness where there is an issue

Working with parents
The setting will make its policy on attendance clear to parents through sharing information and expectations. The systems and procedures in place to promote children’s attendance and punctuality will be shared with parents through the parents’ newsletter, website and emails.
Staff will work with parents to address specific aspects of attendance or punctuality which cause concern.


Recognising the factors that affect attendance
While attendance at preschool is not statutory, authorised absence is only normally granted in the following circumstances:-
· Illness of the child
· Illness of siblings or parents
· Health Service appointments
· Holidays
· Religious observance
· Emergency circumstances
Where these circumstances arise parents should inform the preschool on the first day of absence or prior to the first day of absence.


Monitoring attendance and punctuality
Records of children’s attendance are accurately kept and regularly monitored to ensure that we can identify any potential patterns and look for problems.

All staff are alert to signs that children who are missing might be at risk of abuse or neglect, and appropriate action is taken when children stop attending.

At Westborough we are aware that attendance is not statutory but that non-attendance could be an indicator of other concerns.

All staff are particularly aware of the need to monitor groups such as children who are in receipt of two year old hardship funding and those for whom we receive Early Years Pupil Premium as these groups are considered to be vulnerable learners.

Procedure in place to record, monitor and follow up non-attendance

Daily Registration
Registration will be completed at the start of each session within 30 minutes of the start time.
Children’s attendance or non-attendance will be recorded along with any lateness.

Non-attendance
If a child is absent and we are informed of their reason of absence this will be recorded on the register.
If a child is absent without an explanation a telephone call will be made to the parents to establish the reason for the absence.
If no contact is made the following process will be followed:-
· A telephone call to the parents/carers work will be made.
· An email will be sent to the parents/carers.
· Calls to other emergency contacts, including other family members listed as emergency contacts will be made to try and establish why the child is absent.
If contact cannot be made by telephone call a home visit may be carried out and a contact postcard may be posted through your door.

If , following this, no contact is made, and there is cause for concern that the child’s whereabouts remain unknown, the health visiting service, your child’s GP or Early Help services (SPA) may be contacted to ascertain if family support may be needed. In more urgent cases the police may be contacted to carry out safe and well checks.

Early Help Phoneline – SPA – 01628 683150
Out of Hours Emergency Duty Team – 01344 786543

If there is an immediate risk of harm to the child then call 999

Monitoring, evaluation and use of attendance and punctuality data
Children’s attendance patterns will be monitored and reviewed regularly. Concerns that arise through the settings monitoring activities will be discussed with the parent or carer.

Absence will also be monitored for the health and well-being of the children so that we are aware of outbreaks of illnesses which need to be investigated or to warn parents of infections such as chickenpox.

Monitiring attendance and use of government funded hours may be passed on at the Local Authority’s request.

Funded Places
Many preschool places are funded through the Local Authority. This is public money and we feel that we have a duty to ensure it is used appropriately. If a place has been reserved but is being used for less than 75% of the booked sessions we reserve the right to offer that place to any child who may be on our waiting list. This way we can be sure to use funding to its best effect. We will discuss reasons for absence with parents before retracting the funding offer and will make every effort to work with them to encourage them to increase attendance. A funded place will only be withdrawn as a last resort.

Example of contact postcard
Westborough Preschool
100 Westborough Road
SL6 4AT
Tel No. 07342276648
Email – westborough.preschool@gmail.com
Dear Parent/Carer
 We have tried to contact you today to discuss your child’s absence from school.
 Please contact Westborough Preschool as soon as possible. If we do not hear from you by tomorrow morning we will continue to attempt to contact you and involve other agencies         as we are concerned about your safety.

Yours Sincerely,

Manager of Westborough Preschool
































This policy was updated September 2026

Signed on behalf of the Pre-School. Manager........A.Bannister............Owner..S.Jones






Westborough Pre-School
The Role of the Key Person and Settling In Policy

Policy Statement
We believe that children settle best when they have a Key Person to relate to, who knows them and their parents/carers and can meet their individual needs.  Research shows this benefits the child and the parents/carers  by providing secure relationships in which children can thrive and parents can have confidence. 

We want children to feel safe, stimulated and happy in the Pre-School and to feel secure and comfortable with the staff.  We also want parents to have confidence in both their children’s well being and their role as active parents within the Pre-School

We aim to make the Pre-School a welcoming place where children settle quickly and easily, taking  consideration of children’s individual needs and those of the family

The Key Person role is set out in the Welfare Requirements of the Early Years Foundation Stage.  Each setting must offer a Key Person for each child.  The procedures set out a model for developing a Key Person approach that promotes effective and positive relationships for children who are in settings

We allocate a Key Person before the child starts.  The Key Person:
· is responsible for the induction and for settling of the child into our Pre-School
· offers unconditional regard for the child and is non-judgemental
· works with the Manager to plan and deliver a personalised plan for the child’s well-being, care and learning
· acts as the key contact for the parents/carers and has links with other carers involved with the child, such as a childminder, and co-ordinates the sharing of appropriate information about the child’s development with those carers
· is responsible for developmental records and for sharing information on a regular basis with the child’s parents/carers to keep those records up-to-date, reflecting the full picture of the child in our Pre-School
· encourages positive relationships between children in her/his key group, spending time with them each day
· We promote the role of the Key Person as the child’s primary carer in our Pre-School, and as the basis for establishing relationships with other staff and children

Settling-in
Before a child starts to attend the setting, we use a variety of ways to provide his/her parents/carers with information.  These include written information (including our prospectus and policies), a meeting with the key person and a meeting with the owner or manager of the setting. We also provide photos of our teaching team on our website for the children to have at home.

During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents to visit the Pre-School

We allocate a Key Person to each child and his/her family before she/he starts to attend;  the Key Person welcomes and looks after the child and his/her parents at the child's first session and during the settling-in process

We use pre-start visits and the first session at which a child attends to explain and complete the child’s registration records with his/her parents.

When a child starts to attend, we explain the process of settling-in with his/her parents and jointly decide on the best way to help the child to settle into the setting.  Our guidelines are set out below


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

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

We recognise that some children will settle more readily than others but that some children who appear to settle rapidly are not ready to be left.  We expect that the parent/carer will honour the commitment to be available to come and pick their child up early  for at least the first week, possibly longer, depending on their child’s individual needs, until their child can stay happily for the whole session

We do not believe that leaving a child to cry will help them to settle any quicker.  We believe that a child's distress will prevent them from learning and gaining the best from the Pre-School 

Within the first four to six weeks of starting we discuss and work together to start to create their child's record of achievement

Guidelines 	Each child’s individual needs will be assessed as to the timings.  The child’s welfare is paramount  

First steps:
30 mins	30 minutes left alone without the parent/carer in the room.  The parent/carer must be available to come back after 15 minutes has passed
Second steps:
60 mins	60 minutes left alone without the parent/carer in the room.  The parent/carer must be available to return during this half hour in case their child becomes distressed
Third step:	Once a child has completed steps one and two above any additional settling in time will be discussed with the parent/carer.  If the child is unsettled, the parent/carer will be required to return to the setting and collect the child.
	

A child that has not settled may need to build up their time by adding 15 minutes each day.

If your child has not settled within the first two weeks we will meet with the parents to decide if the child is ready to be left in a preschool setting. We may advise that a later start date is required.

During the settling in period ratios must be held.  Therefore your child will be taking a place regardless of the 
time spent within the Pre-School.  The Pre-School’s session fee is still payable in full.

Review
We complete a 2 year old development report during your child’s third year and before they are 3. At the end of each year, or when a child leaves Westborough Pre-School, we provide another full report. Your child’s learning journey can be accessed at any time on Tapestry.

This policy was updated September 2026

Signed on behalf of the Pre-School. Manager......A.Bannister.............Owner......S.Jones




Westborough Preschool
Children’s records Policy
Policy statement
We have record keeping systems in place that meet legal requirements; the means we use to store and share that information takes place within the framework of the General Data Protection Regulations (GDPR) (2018) and the Human Rights Act (1998).
This policy and procedure should be read alongside our Privacy Notice, Confidentiality and Client Access to Records Policy and our Information Sharing Policy.

Procedures
If a child attends another setting, we establish a regular two-way flow of appropriate information with parents and other providers. Where appropriate, we will incorporate comments from other providers, as well as parents and/or carers into the child’s records.
We keep two kinds of records on children attending our setting:
Developmental records
· These include observations of children in the setting, photographs, video clips and samples of their work and summary developmental reports.
· These are kept in the Tapestry online learning journey platform and are safeguarded by personal passwords that you set up.

Personal records
These may include the following (as applicable):
· Personal details – including the child’s registration form and any consent forms. 
· Contractual matters – including a copy of the signed parent contract, the child’s days and times of attendance, a record of the child’s fees, any fee reminders or records of disputes about fees.
· Child’s development, health and well-being – including a summary only of the child’s EYFS profile report, a record of discussions about every day matters about the child’s development health and well-bring with the parent.
· Early Support – including any additional focussed intervention provided by our setting (e.g. support for behaviour, language or development that needs an SEN action plan) and records of any meetings held. 
· Welfare and child protection concerns – including records of all welfare and protection concerns, and our resulting action, meetings and telephone conversations about the child, an Education, Health and Care Plan and any information regarding a Looked After Child.
· Correspondence and Reports – including a copy of the child’s 2 Year Old Progress Check (as applicable), all letters and emails to and from other agencies and any confidential reports from other agencies.
· These confidential records are stored in a lockable cabinet, which is always locked when not in use.
· We read any correspondence in relation to a child, note any actions and file it immediately
· We ensure that access to children’s files is restricted to those authorised to see them and make entries in them, this being our manager, the owner, deputy or designated person for child protection, the child’s key person, or other staff as authorised by our manager.
· We may be required to hand children’s personal files to Ofsted as part of an inspection or investigation process; or to local authority staff conducting a S11 audit, as long as authorisation is seen. We ensure that children’s personal files are not handed over to anyone else to look at. 
· Parents have access, in accordance with our Privacy notice, Confidentiality and Client Access to Records Policy, to the files and records of their own children, but do not have access to information about any other child.
· Our staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs. Our staff induction programme includes an awareness of the importance of confidentiality in the role of the key person.
· We retain children’s records for three years after they have left the setting; except records that relate to an accident or child protection matter, which are kept until a child reaches the age of 21 years or 24 years respectively. These are kept in a secure place.

Archiving children’s files
· When a child leaves our setting, we remove all paper documents from the child’s personal file and place them in a robust envelope dated with the year. We seal this and place it in an archive box, stored in a safe place for three years. After three years it is destroyed.
· If data is kept electronically it is encrypted and stored as above. All Tapestry data is deleted 30 days after the child has left the setting.
· Where there were s.47 child protection investigations, we mark the envelope with a star and archive it for 25 years. 
· We store financial information according to our finance procedures.

Other records
· We keep a daily record of the names of the children we are caring for, their hours of attendance and the names of their key person.
· Students on recognised qualifications and training, when they are observing in the setting, are advised of our Confidentiality and Client Access to Records Policy and are required to respect it.

Legal framework	
· General Data Protection Regulations (GDPR) (2018)
· Human Rights Act (1998)
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Signed on behalf of the Pre-School. Manager. November 2025.......A.Bannister............Owner..S.Jones

Planning, Observations and Assessment Policy


Statement of intent

Quality observations are at the centre of the Early Years Foundation Stage, and enable staff to:
· Gain a detailed understanding of the child
· Celebrate each child’s achievements
· Share information with parents
· Plan for a child’s interests and needs including specialist advice and support when required
· Plan for a child’s next steps of development
· Ensure every child accesses a broad range of activities
· Inform curricular planning

Our Aim

To use quality observations of children in the preschool to inform and determine the direction of future planning for each child.  To ensure children are offered appropriate opportunities for  their unique development.

Method

• Staff will make observations of the children whenever appropriate.
• Focused  adult directed activities will be offered every session to the children in appropriate groups. This may be formally observed.  
• All observations will be referenced to the seven areas of learning and the Early Learning Goals   (ELG) stipulated in the Early Years Foundation Stage (EYFS) as well as the Every Child a Talker document.
• Observations will be used by a child’s Key Worker to inform future planning and next step development.
• Children’s achievements will be recorded in their online learning journeys and in End of Year Reports. 
• Observations  and other parts of the records described in this policy will be kept by the child’s Key Worker.    

Parental Involvement
Parents will be asked to provide baseline information on their child’s stage of development on entry to the pre-school. They can add to this information at any time by speaking to their child’s Key Worker. 
 We value the different languages children bring to pre-school. Staff teams identify which children are using a community language as their main spoken language.  Appropriate training will be sought for staff if necessary.  The purpose of this is to develop the child’s community language alongside English.  Permission will also be sought on entry to allow staff to use photographs as part of their children’s personal profile.

We acknowledge that some parents may not feel able to contribute in writing to the records of their child. For all parents, time is available for speaking with their child’s Key Worker, and parents can 
ask for details of their conversations to be added to their child’s records to inform observations and planning.

Parents are welcome to view the records of their child at any time by asking their child’s Key Worker.
Forms of Observation
Observations will be recorded in a variety of forms, using the most appropriate for the activity and observation in question. These will include:

Written descriptions
Long observations which could include a settling in period/concerns re behaviour or development
Photographs
Examples of child’s work

Staff at the pre-school will take photographs or make other observations  of the children attending the pre-school, to record achievement or inform planning. Parental permission will be sought, in writing, if such recordings are to be used for any other purposes than recording achievement or informing planning.

Assessment

We use a combination of formative and summative assessment.  Formative assessment is where the emphasis is on planning the next stages to be taken by the child and is a regular recording of the child’s learning experiences which informs appropriate planning to allow for progression in learning.  This information also provides evidence for summative assessment which provides a snapshot of the child’s achievements and abilities at a particular stage.

This policy was updated September 2026

Signed by Pre-school Manager:                                                                     Name:  A Bannister

Signed by Pre-school Owner:					         Name:  S Jones










Westborough Preschool’s Privacy notice


Westborough Preschool, Boyn Hill Baptist Church Hall, 100 Westborough Road, Maidenhead, Berkshire,     SL6 4AT


Data Protection Officer – Amy Bannister (Manager)

Introduction
Westborough Preschool is committed to ensuring that any personal data we hold about you and your child is protected in accordance with data protection laws and is used in line with your expectations.

This privacy notice explains what personal data we collect, why we collect it, how we use it and how we protect it.

What personal data do we collect?
We collect personal data about you and your child to provide care and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify your eligibility for free childcare as applicable.

Personal details that we collect about your child include:
· your child’s name, date of birth, address, health and medical needs, development needs, and any special educational needs.

Where applicable we will obtain child protection plans from social care and health care plans from health professionals.

We will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.

Personal details that we collect about you include:
· your name, home and work address, phone numbers, emergency contact details, and family details.

This information will be collected from you directly in the registration form.

If you apply for up to 30 hours free childcare, we will also collect:
· your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We may also collect information regarding benefits and family credits that you are in receipt of.

Why we collect this information and the legal basis for handling your data
We use personal data about you and your child in order to provide childcare services and fulfil the contractual arrangement you have entered into. This includes using your data to:
· contact you in case of an emergency
· to support your child’s wellbeing and development
· to manage any special educational, health or medical needs of your child whilst at our setting
· to carry out regular assessment of your child’s progress and to identify any areas of concern
· to maintain contact with you about your child’s progress and respond to any questions you may have
· to process your claim for up to 30 hours free childcare (only where applicable)
· to keep you updated with information about our service

With your consent, we will also record your child’s activities for their individual learning record. This may include photographs and videos. You will have the opportunity to withdraw your consent at any time, for images taken by confirming so in writing.

We have a legal obligation to process safeguarding related data about your child should we have concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school that your child will be attending (see Transfer of Records policy).

Who we share your data with
In order for us to deliver childcare services we will also share your data as required with the following categories of recipients:
· Ofsted – during an inspection or following a complaint about our service
· banking services to process direct debit payments (as applicable)
· the Local Authority (where you claim up to 30 hours free childcare as applicable)
· the government’s eligibility checker (as above)
· our insurance underwriter (if applicable)
· the school that your child will be attending

We will also share your data if:
· We are legally required to do so, for example, by law, by a court or the Charity Commission;
· to enforce or apply the terms and conditions of your contract with us;
· to protect your child and other children; for example by sharing information with social care or the police;
· it is necessary to protect our/or others] rights, property or safety
· We transfer the management of the setting, in which case we may disclose your personal data to the prospective buyer so they may continue the service in the same way.

We will never share your data with any other organisation to use for their own purposes 

How do we protect your data?
We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by:
Keeping the records in a locked filing cabinet at the preschool.

How long do we retain your data?
We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or until our next Ofsted inspection after your child leaves our setting. Medication records and accident records are kept for longer according to legal requirements. Your child’s learning and development records are deleted from Tapestry 90 days after your leaves.

In some instances (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records policies).

Automated decision-making 
We do not make any decisions about your child based only on automated decision-making.

Your rights with respect to your data
You have the right to:
· request access, amend or correct your/your child’s personal data
· request that we delete or stop processing your/your child’s personal data, for example where the data is no longer necessary for the purposes of processing; and
· request that we transfer your, and your child’s personal data to another person

If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/

Changes to this notice
We keep this notice under regular review. You will be notified of any changes where appropriate.

Signed   Stella Jones (Owner)     Amy Bannister(Manager

Reviewed – September 2026





Westborough Pre-school
Parental Involvement Policy

Policy Statement
We believe that children benefit most from early years education and care when parents and the Pre-School work in partnership

Our aim is to:
· Support parents as their children’s first and most important educators
· Involve parents in the life of the Pre-School and their children’s education

In order to fulfil these aims we are committed to ongoing dialogue with parents to improve our knowledge of their needs, those of their children and supporting their families

Through access to written information, websites and regular informal communication we:
· Keep parents informed as to what is happening at the Pre-School
· Encourage and support parents to play an active part in the Pre-School
· Provide opportunities for parents to meet with their child’s key person to share the child’s learning and development progress
· Involve parents in the shared record keeping about their children either formally or informally and ensure parents have access to their children’s written records
· Provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the group
· Welcome the contributions of all parents/carers in whatever form these may take
· Consult parents to feedback on our Pre-School
· Ensure that information about a child and his or her family is kept confidential within our setting. We provide you with a privacy notice that details how and why we process your personal information.

We comply with the Early Years Foundation Stage Statutory Framework to create a working partnership between Pre-School, parents and other agencies such as local and community health professionals, Children’s Social Care and if children are looked after the relevant local authorities. If any parent regularly volunteers within the setting (3 times or more a month) we will conduct a DBS background check before they may volunteer.




This policy was updated September 2026

Signed on behalf of the Pre-School. Manager..........A Bannister.........Owner.........S.Jones


Westborough Pre-School
Working with Other Agencies Policy

Policy Statement
We work in partnership with local and national agencies to promote the well-being of all children

Procedures
· We work in partnership or in tandem with local and national agencies to promote the wellbeing of children.  Procedures are in place for sharing of information about children and families with other agencies.  These are set out in the Safeguarding Children procedures, the Special Educational  Needs procedures and our data policy.
· Information shared by other agencies with us is regarded as third party information.  This is also kept in confidence and not shared without consent from that agency
· When working in partnership with staff from other agencies, we make those individuals welcome in the Pre-School and their professional roles are respected
· We follow the protocols for working with agencies, for example on child protection
· Staff from other agencies do not have unsupervised access to the child they are visiting in the Pre-School and do not have access to any other child(ren) during their visit
· Our staff do not casually share information or seek informal advice about any named child/family
· When necessary we consult with local and national agencies who offer a wealth of advice and information that help us develop understanding of issues facing us and who can provide support and information for parents eg ethnic/cultural organisations, drug/alcohol agencies, welfare rights advisors or organisations promoting childcare and education, or adult education











This policy was updated September 2026

Signed on behalf of the Pre-School. Manager.....A.Bannister..........Owner……..S Jones.....


Westborough Pre-School
Provider Records Policy

Policy statement
We keep records for the purpose of maintaining our business.  These include:
· Records pertaining to our registration
· Contractual documentation pertaining to amenities, services and goods
· Financial records pertaining to income and expenditure
· Risk assessments
· Employment records of staff

Our records are regarded as confidential on the basis of sensitivity of information, such as with regard to employment records and these are maintained with regard to the framework of the Data Protection Act (1998) the GDPR (2018) , the Data Act (2025) and the Human Rights Act (1998)

This policy and procedure is taken in conjunction with the Confidentiality Policy

Procedures
· All records are the responsibility of the Manager and/or Owner to ensure they are kept securely
· All records are kept in an orderly way in files and filing is kept up-to-date
· Financial records are kept up-to-date for audit purposes
· Health and Safety records are maintained;  these include risk assessments, details of checks or inspections and guidance etc
· Our Ofsted Registration Certificate is displayed
· Our Public Liability Insurance Certificate is displayed
· All our employment and staff records are kept securely and confidentially










This policy was updated September 2026

Signed on behalf of the Pre-School. Manager.....A.Bannister........Owner....S.Jones





Westborough Pre-School
Equality, Diversity and Inclusion Policy

Policy Statement
We will ensure that our service is fully inclusive in meeting the individual needs of all children.  We recognise that children and their families come from diverse backgrounds.  All families have needs and values that arise from their social and economic, ethnic and cultural or religious backgrounds

Children grow up in diverse family structures that include two parent and one parent families.  Some children have close links with extended families of grandparents, aunts, uncles and cousins while others may be more removed from close kin or may live with other relatives or foster carers.

Some children have needs that arise from disability, impairment or special educational needs or may have parents that are affected by disability, impairment or special educational needs

Some children come from families who experience social exclusion or severe hardship;  some have to face discrimination and prejudice because of their ethnicity, the languages they speak, their religious or belief background, their gender or their impairment

We understand that these factors affect the well-being of children and can impact on their learning and attainment

Our Pre-School is committed to anti-discriminatory practice to promote equality of opportunity and valuing diversity for all children and families

We aim to:
· Provide a secure environment in which all children can flourish and in which all contributions are included, valued and supported
· Include and value the contribution of all families to our understanding of equality and diversity and
· make inclusion the thread that runs through all the activities in the Pre-School

The legal framework for this policy is:
The Equality Act (2010)
Sex Discrimination Act (1986)
Children Act (1989)
Childcare Act (2016)
Human Rights Act (1998)
SEND code of practice 2024
Early Education and Childcare 2026


Admissions
· We have a website which is available to all
· Our Pre-School is open to all members of the community
· We provide information in clear concise language 
· We base our admissions on a fair system 
· We do not discriminate against a child with a disability or refuse a child entry to our Pre-School because of any disability they may have. As long as our staffing allows we take children on a first come first served basis regardless of their needs.
· We make sure all parents are aware of our equal opportunities policy
· We develop an action plan to ensure that people with disabilities can participate in the services and the Early Years Foundation Stage through the Pre-School
· We take action against any discriminatory behaviour by staff or parents whether by:
· direct discrimination – someone is treated less favourably because of a protected characteristic e. preventing families of some racial groups from using the service
· indirect discrimination - someone is affected unfavourably by a general policy eg children must only speak English in the setting
· association – discriminating against someone who is associated with a person with a protected characteristic eg behaving unfavourably to someone who is married to a person from a different cultural background or
· perception – discrimination on the basis that it is thought someone has a protected characteristic eg assuming someone is gay because of their mannerism or how they speak
· Displays of open discrimination and possibly offensive materials, name calling, or threatening behaviour are unacceptable on or around the premises and will be dealt with in the strongest manner


Employment
· Posts are advertised and all applicants are judged against explicit and fair criteria and Safer Recruitment guidance is adhered to. 
· The applicant who best meets the criteria is offered the post, subject to references and checks by the Disclosure and Barring service (DBS).  This ensures fairness in the selection process.  All job descriptions include a commitment to promoting equality and recognising and respecting diversity as part of their specifications
· We monitor our application process to ensure it is fair and accessible
· We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish
· We train staff in administering relevant medicines eg epi-pens (subject to the appropriate medication consent forms being signed by the parents/carers)
· We review our practices to ensure that we are fully implementing our policy for promoting equality, valuing diversity and inclusion

Curriculum
The curriculum offered in the Pre-School encourages children to develop positive attitudes about themselves as well as to people who are different from themselves.  It encourages children to empathise with others and to begin to develop the skills of critical thinking

Our environment is as accessible as possible for all visitors and service users.  If access to the Pre-School is found to treat disabled children or adults less favourably then we make reasonable adjustments to accommodate the needs of disabled children and adults.  We do this by:
· making children feel valued and good about themselves and others
· ensuring that children have equality of access to learning
· making adjustments to the environment and resources to accommodate a wide range of learning, physical and sensory impairments
· making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities eg recognising the different learning styles of girls and boys
· positively reflecting the widest possible range of communities in the choice of resources
· avoiding stereotypes or derogatory images in the selection of books or other visual materials
· celebrating a wide range of festivals
· creating an environment of mutual respect and tolerance
· differentiating the curriculum to meet children’s special educational needs
· helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable
· ensuring that the curriculum offered is inclusive of children with special educational needs
and children with disabilities
· ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning, and
· ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages



Valuing diversity in families
· We welcome the diversity of family lifestyles and work with all families
· We encourage children to contribute stories of their everyday life to the Pre-School
· We encourage mothers, fathers and other carers to take part in the life of the Pre-School and to contribute fully
· For families who speak languages other than English, we will develop means to ensure their full inclusion including translation apps on phones, interpreters and staff learning key words for children. We currently have a staff team that speaks Japanese, Hindii, Punjabi and Arabic alongside English
· We offer a flexible payment system for families of differing means
· We take positive action to encourage disadvantaged and under-represented groups to use the Pre-School

Food
· We work in partnership with parents to ensure that dietary requirements of children that arise from their medical, religious or cultural needs are met
· We help children to learn about a range of food, of cultural approaches to mealtimes and eating, and to respect the differences among them

Monitoring and reviewing
· To ensure our policies and procedures remain effective we will monitor and review them annually to ensure our strategies meets the overall aims to promote equality, inclusion and valuing diversity
· We provide a complaints procedure 

Meetings
Meetings are arranged to ensure that all families who wish can be involved.



This policy was updated September 2026

Signed on behalf of the Pre-School. Manager....A.Bannister.......Owner....S Jones...................


Westborough Pre-School
Positive Behaviour Policy

Policy Statement
Our setting believes that children flourish best when their personal, social and emotional needs are met and when there are clear and developmentally appropriate expectations for their behaviour

Children need to learn to consider the views and feelings, needs and rights, of others and the impact that their behaviour has on people, places and objects.  This is a developmental task that requires support, encouragement, teaching and setting the correct example

We expect parents to be polite when speaking to our staff. We will reconsider a child’s placement with us if parents are abusive or rude when communicating with us.

We do this by:
· Requiring all staff, volunteers, students and visitors to provide positive role models and by treating all children, parents, carers, other professionals and each other with friendliness, care and courtesy
· Requiring everyone to use positive strategies for handling conflict by helping children find solutions in ways which are appropriate to their age and stage of development for example distraction, praise, reward. E.g Highscopes conflict management
· Familiarising all staff, volunteers and students with our behaviour management policy and its rules of  behaviour
· Expecting everyone, children, staff, parents, volunteers and students to keep to the rules consistently
· Praising and endorsing desirable behaviour such as kindness and willingness to share
· Not creating situations where children receive adult attention only in return for undesirable behaviour
· Recognising that codes for interacting with other people vary between cultures and require staff to be aware of and respect those used by parents/carers 
· Helping children to see what is wrong and unacceptable and how to cope more appropriately
· Never sending a child out of the room alone
· Never using physical punishment such as smacking or shaking and never threatening a child
· Not using techniques which single out or humiliate individual children
· Only using physical restraint such as holding to prevent physical injury or serious damage to property.
Details of such an event would be recorded (what happened, action taken by whom and names witnesses)
· In cases of serious misbehaviour such as racial abuse or biting we make clear the unacceptability of the behaviour and attitudes, by means of explanations rather than personal blame
· Handling children’s’ unacceptable behaviour in ways which are appropriate to their age and stage of development, for example distraction, discussion or by withdrawing the child from the situation
· Working in partnership with parents/carers, to address recurring unacceptable behaviour using observations and professional expertise, to help us understand the cause and to jointly decide how to respond appropriately


Children under three years
· When children under three behave in inconsiderate ways we recognise that strategies for supporting them will need to be developmentally appropriate and differ from those for older children
· We recognise that very young children are unable to regulate their own emotions, such as fear, anger or distress and require sensitive adults to help them do this
· Common inconsiderate or hurtful behaviours of young children include tantrums, biting or fighting
·  Staff are calm and patient, offering comfort to intense emotions, helping children to manage their feelings and talk about them to help resolve issues and promote understanding
· If tantrums, biting or fighting are frequent, we try to find out the underlying cause - such as a
change or upheaval at home, or frequent change of carers.  Sometimes a child has not
settled in well and the behaviour may be the result of ‘separation anxiety’
· We focus on ensuring a child’s attachment figure in the Pre-School, their Key Person, is building
a strong relationship to provide security to the child

Rough and tumble play and fantasy aggression
· Young children often engage in play that has aggressive themes – such as superhero and weapon play;  some children appear pre-occupied with these themes, but their behaviour is not necessarily a precursor to hurtful behaviour or bullying, although it may be inconsiderate at times and may need addressing using strategies as above.
· We recognise that teasing and rough and tumble play are normal for young children and acceptable within limits.  We regard these kinds of play as pro-social and not as problematic or aggressive
· We will develop strategies to contain play that are agreed with the children, and understood by them, with acceptable behavioural boundaries to ensure children are not hurt
· We recognise that fantasy play also contains many violently dramatic strategies, blowing up, shooting etc., and that themes often refer to ‘goodies and baddies’ and as such offer opportunities for us to explore concepts of right and wrong
· We are able to tune in to the content of the play, perhaps to suggest alternative strategies for heroes and heroines, making the most of ‘teachable moments’ to encourage empathy and lateral thinking to explore alternative scenarios and strategies for conflict resolution

Hurtful behaviour
· We take hurtful behaviour very seriously. Most children under the age of five will at some stage hurt or say something hurtful to another child, especially if their emotions are high at the time, but it is not helpful to label this behaviour as ‘bullying’.  For children under five, hurtful behaviour is momentary, spontaneous and often without awareness of the feelings of the person whom they have hurt
· We recognise that young children behave in hurtful ways towards others because they have not yet developed the means to manage intense feelings that sometimes overwhelm them
· We will help them manage these feelings as they have neither the biological means nor the cognitive means to do this for themselves
· We understand that self-management of intense emotions, especially of anger, happens when the brain has developed neurological systems to manage the physiological processes that take place when triggers activate responses of anger or fear.  Therefore we help this process by offering support, calming the child who is angry as well as the one who has been hurt by the behaviour.  By helping the child to return to a normal state, we are helping the brain to develop the physiological response system that will help the child be able to manage his or her own feelings
· A child in a rage, who is pre-verbal, will be calmed through holding and cuddling in line with our Physical Contact Policy
· Verbal children will also respond to cuddling to calm them down (in line with our Physical Contact Policy), but we offer them an explanation and discuss the incident with them at their level of understanding
· We recognise that young children require help in understanding the range of feelings they experience.  We help children recognise their feelings by naming them and helping children to express them, making a connection verbally between the event and the feeling eg “X took your car. You didn’t like it when he took it.  Did it make you feel angry? Is that why you hit him?”  Older children will be able to verbalise their feelings better, talking through themselves the feelings that motivated the behaviour
· We help young children learn to empathise with others, understanding that they have feelings too and that their actions impact on others’ feelings. “When you hit X, it hurt him  and he didn’t like that and it made him cry”
· We help young children develop pro-social behaviour, such as resolving conflict over who has the toy. “Are you feeling better now? Let’s see if we can be friends with X and find another car, so you can both play with one”
· We are aware that the same problem may happen over and over before skills such as sharing and turn-taking develop.  In order for both the biological maturation and cognitive development to take place, children will need repeated experiences with problem solving, supported by patient adults and clear boundaries
· We support social skills through modelling behaviour, through activities and stories
· We build self-esteem and confidence in children, recognising their emotional needs through close and committed relationships with them
· We help a child to understand the effect that their hurtful behaviour has had on another child; we encourage children to say “sorry” or give the hurt child a cuddle
· When hurtful behaviour becomes problematic, we work with parents to identify the cause and find a solution together.  The main reasons for very young children to engage in excessive hurtful behaviour are that:
· they do not feel securely attached to someone who can interpret and meet their needs, this may be in the home and it may also be in the Pre-School
· their parent or carer in the Pre-School, does not have skills in responding appropriately, and
· consequently negative patterns are developing where hurtful behaviour is the only response the child has to express feelings of anger
· the child may have insufficient language, or mastery of English, to express him or herself and may feel frustrated
· the child is exposed to levels of aggressive behaviour at home and may be at risk emotionally, or may be experiencing child abuse
· the child has a developmental condition that affects how they behave
· Where this does not work, we will support the child and family, making the appropriate referrals to a Behaviour Support Team where necessary

Our named practitioners for behaviour management in the Pre-School are Stella Jones (EWP) and Amy Bannister (Manager).

Bullying
Bullying involves the persistent physical, emotional or verbal abuse of another child or children and as such we take this very seriously.  If a child bullies another child or children we:
· Intervene to stop the child harming the other child or children
· Explain to the child doing the act why his/her behaviour is inappropriate
· Reassure the child/children who has/have been bullied
· Help the child who has done the bullying to say sorry for their actions
· Make sure that children who bully receive praise when they display acceptable behaviour
· We do not label children who bully
· Share the information with the bullying child’s parents and work out with them, to manage the child’s behaviour 
· Share what has happened with the bullied child/children’s parents explaining that the child who did the bullying is being helped to adopt more acceptable ways of behaving


This policy was updated September 2026

Signed on behalf of the Pre-School. Manager...........................................Owner......S Jones......



Westborough Pre-school
SAFEGUARDING CHILDREN and CHILD PROTECTION POLICY
Our mobile phone, camera policy, E-Safety and social networking policy are also part of our safeguarding policy.
Designated Safeguarding Lead:  Narinder Ubhi	
Deputy Designated Person: Amy Bannister

Children’s Social Care Referral and Assessment Team  (8.45am to 5.15pm Monday to Thursday and 8.45am to 4.45pm Friday)  01628 683150.  Out of hours Emergency Duty Team (5pm to 9am and weekends)  01344 786543
Local Area Designated Office (LADO): 01628 683194 or Nichola Johnstone: 01628 683193
Local Safeguarding Children Board ; 01628 683234 or email:iscb@rbwm.gov.uk
Early Years Team: 01628 796684
SPA (MASH) : 01628 683150
NSPCC : 0808 800 500
Ofsted Whistleblowing hotline : 0300 123 3155
Counter.extremism@education.gsi.gov.uk : 02073407264 : guidance

Statement of intent
Our pre-school wants to work with children, parents and the community to ensure the safety of all children and to give them the very best start in life including those with special educational needs and vulnerable children such as those with serious allergies. This policy is consistent with the document   ‘ Working Together to Safeguard Children 2026’ , ‘Keeping Children Safe in Education 2026 ‘and RBWM’s Safeguarding Children’s  Board guidelines. It also is consistent with the ‘Prevent Duty Guidance 2024’

Aims
Westborough preschool is committed to creating a nurturing environment  where children are safe and secure  and in which any suspicion of abuse is promptly and appropriately responded to by following the Royal Borough of Windsor and Maidenhead safeguarding children procedures agreed through the Local safeguarding children’s board and established in the government’s publication ‘Working Together to Safeguard Children 2018’. We also follow the ‘Prevent duty guidance 2015’.
We aim to:
· create an environment in our pre-school which encourages children to develop a positive self image, regardless of race, language, religion, culture or home background.
· encourage children to develop a sense of  independence.
· work with parents to build their understanding of and commitment to the welfare of all our children.
· Provide a friendly, safe, secure and caring environment where children can learn at their own pace.
· Promote fundamental British values of democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs.
· Focus on children’s personal, social and emotional development, ensuring children learn right from wrong, mix and share with other children, value other’s views, know about similarities and differences between themselves and others and challenge negative attitudes and stereotypes.

The legal framework for this work is:
Primary legislation
The Children Act 1989 
Children Act 2004 – Every Child Matters
The protection of Children Act 1999
The Childcare Act 2006
The Children and Social care Act 2017

Guidance
The Early Years Foundation Stage  2026 (safeguarding updated Sep 2025)
What to do if you are worried a child is being abused (2004)
Working Together to Safeguard Children (revised 2026) 
Prevent Duty Guidance (2024)
Every Child matters
Keeping Children safe in education (2026)


Liaison with other bodies :
We work within the Local safeguarding children’s board guidelines a copy of which is available at www.proceduresonline.com/berks

We notify Ofsted/RIDDOR (Reporting of injuries, diseases and dangerous occurrences regulations - if accident) and the child protection team of any incident or serious accident and any changes in our arrangements which affect the well-being of children.

We have procedures for contacting the local authority on safeguarding children issues, to ensure that it is easy, in any emergency, for the preschool and social services to work well together. Contact numbers are found at the beginning of this policy.

Sometimes the police, the NSPCC or health visitor may be the first point of reference.  If any of the above professionals advise that a referral for suspected child abuse be made, then we will follow the agreed procedures. If a report is to be made to the authorities, we act within the Local safeguarding children’s board guidance .

Designated Safeguarding Lead
Our named person who coordinates safeguarding children issues is Narinder Ubhi. Our deputy is Amy Bannister.
We provide adequate and appropriate staffing resources to meet the needs of children.  Applicants for posts within the pre-school are clearly informed that the positions are exempt from the Rehabilitation of Offenders Act 1974.  Candidates are informed of the need to carry out checks before posts can be confirmed.  Where applications are rejected because of information that has been disclosed, applicants have the right to know and to challenge incorrect information.
We abide by Ofsted requirements and the Protection of Children Act in respect of references and DBS checks for staff and volunteers, to ensure that no disqualified person or unfit person works at the pre-school or has access to the children.  Anyone who has not completed these checks will not be left alone with a child/children whilst at the pre-school.  
We have procedures for recording the details of visitors to the pre-school.
We take security steps to ensure that we have control over who comes into the pre-school so that no unauthorised person has unsupervised access to the children.   

Training
Training opportunities for all adults involved in the pre-school  are put in place to ensure that they are able to recognise the signs and symptoms of possible physical abuse, emotional abuse, sexual abuse and neglect and so that they are aware of the local authority guidelines for making referrals.  We ensure that all staff know the procedures for reporting and recording their concerns in the pre-school.  All staff are aware of our whistleblowing policy and know how to report a complaint against a member of staff. All staff will complete a Level 1 Basic Awareness in Safeguarding and Child protection course  which will be renewed at least every 3 years. Internal staff training highlighting safeguarding issues is given by the designated safeguarding lead at every inset day (3 times a year). All staff hold a PFA qualification which is renewed every three years.



Responding to suspicions of abuse
We acknowledge that abuse of children can take different forms – physical, emotional, sexual and neglect.
When children are suffering from physical, sexual, or emotional abuse, this may be demonstrated through changes in their behaviour, or in their play.  Where such changes in behaviour occur, or where children’s play gives cause for concern, the pre-school will advise Social Care.
We will record our observations with sensitivity.  Staff in the pre-school take care not to influence the outcome  through the way they speak to children or ask questions of children.  Where a child shows signs and symptoms of ‘failure to thrive’ or neglect, we make appropriate referrals.
The pre-school Manager or designated officer may wish to make non-urgent contact with the safeguarding children team for advice.  The name of the child or family will be withheld at this stage, unless the safeguarding children team insist on it.   

Allegations against staff

We ensure that all parents know how to complain, via our policies,  about staff or volunteer action within the setting, which may include an allegation of abuse.  (See our complaints procedure for details).  

We respond to any disclosure by children,  staff or parents that abuse by a member of staff may have taken, or is taking place, by  recording the details of the alleged incident thoroughly.
We refer any such complaint immediately to the Local Authority Designated Office. (LADO)
We report any such incidents to OfSted and co-operate entirely with any investigation
If advised by the aforementioned authorities we will remove the member of staff from the setting until the complaint has been settled.

Disciplinary action
Where a member of staff or a volunteer is dismissed from the setting or internally disciplined because of misconduct relating to a child, we notify the DBS and Ofsted so that those individuals who pose a threat to children can be identified and barred from working with these groups.

Recording existing injuries
If a child arrives at pre-school with a significant visible injury or if one is discovered during the session, we will ask parents and carers for information about the injury and record the injury on a body map.  Parents or carers will be asked to sign the record, which will be kept in a confidential file.

Disclosures:
Where a child makes a disclosure to a member of staff, that member of staff:
· offers reassurance to the child and believes the child;
· listens to the child without pressing for information or asking leading questions;
· stays calm;
· gives reassurance that she or he will take action.

Recording suspicions of abuse and disclosures:
Staff make a record of:
· the child’s name;
· the child’s address;
· the age of the child;
· the date and time of the observation or the disclosure;
· the exact words spoken by the child;
· the name of the person to whom the concern was reported, with date and time; and
· the names of any other person present at the time.

These records are signed and dated and kept in a separate confidential file.  All members of staff know the procedures for recording and reporting.  

Informing Parents:
Parents are normally the first point of contact.  If a suspicion of abuse is recorded, parents are informed at the same time as the report is made, except where the guidance of the local safeguarding children’s board does not allow this.  This will usually be the case where the parent is the likely abuser.  In these cases the investigating officers will inform parents.

Children’s Privacy:
Nappy changing routines are carried out discreetly for the child but the adult changing the child can be seen at all times by other members of the team. This promotes privacy and protection for the child during intimate care routines. Staff will always say when they are accompanying a child to the toilet so that other members of the team are aware..


Confidentiality:
All suspicions and investigations are kept confidential and are shared  only with those who need to know.  Any information is shared under the guidance of the Local safeguarding children’s board.

Support to families:
With the proviso that the care and safety of the child is paramount, the pre-school takes every step in its power to support and work with the child’s family building up trusting relations.  The pre-school continues to welcome the child and the family whilst investigations are being made in relation to abuse in the home situation.
Confidential records kept on a child are shared with the child’s parents or those who have parental responsibility for the child only if appropriate under the guidance of the Local safeguarding children’s board.
Safeguarding policy reviewed September 2026	
Signed by Pre-school Manager:          	Name:  A.Bannister          Signed by :  Pre-school Manager/Owner:                                             Name:  S.Jones


                                  PROCEDURE FOR REPORTING SAFEGUARDING ISSUES  

SUSPECTED

OBSERVE

RECORD

PASS TO MANAGER/REGISTERED PERSON

MANAGER ADVISE REGISTERED PERSON/OWNER

REGISTERED PERSON TO CONTACT MASH Team 
01628-683150
OUT OF HOURS EMERGENCY DUTY TEAM 01344 786543

	SUPPORT STAFF MEMBER	





	



PROCEDURE FOR ALLEGATIONS MADE AGAINST STAFF 

OBSERVE, DATE AND RECORD SIGNED OBSERVATIONS

PASS TO MANAGER/DESIGNATED PERSON

MANAGER ADVISE REGISTERED PERSON/OWNER

IF ALLEGATIONS MADE AGAINST MANAGER PASS TO REGISTERED PERSON

CONTACT SOCIAL CARE ( LADO)  01628-683150
OUT OF HOURS EMERGENCY DUTY TEAM 01344 786543

KEEP ALL INFORMATION CONFIDENTIAL

STAFF TO SEEK SUPPORT FROM MANAGER/REGISTERED PERSON


Westborough Pre-School
Special Educational Needs Policy


Policy Statement
We provide an environment in which all children, including those with special educational needs, are supported to reach their full potential
· We have regard for the DfES Special Educational Needs (SEND)  Code of Practice (2024)
· We ensure our provision is inclusive to all children with special educational needs
· We support parents and children with special educational needs (SEN)
· We identify the specific needs of children with special educational needs and meet those needs through a range of SEN strategies
· We have the resources to accommodate 3 children with additional needs at our setting.
· We work in partnership with parents and other agencies in meeting individual children's needs
· We monitor and review our policy, practice and provision and, if possible, make adjustments

Procedures
· We designate a member of staff to be the Special Educational Needs Co-ordinator (SENCO) and give his/her name to parents.  Our SENCO is .......Amy Bannister........
· All members of staff will work with a child with special educational needs, although they may be assigned a one to one member of staff to support their needs
· We ensure that our inclusive admissions practice ensures equality of access and opportunity
· We will use observations, parental and professional input to identify, assess and respond to children's special educational needs
· We work closely with parents of children with special educational needs to create and maintain a positive partnership
· We ensure that parents are informed at all stages of the assessment, planning, provision and review of their children's education
· We provide parents with information on sources of independent advice and support. Information about how to access to speech and language clinics is displayed on our notice board.
· We liaise with other professionals involved with children with special educational needs and their families, including transfer arrangements to other settings and schools
· We provide a broad, balanced and differentiated curriculum for all children with special educational needs
· We use a system of planning, implementing, monitoring, evaluating and reviewing individual educational plans (IEPs) for children with special educational needs
· We ensure that children with special educational needs are appropriately involved in all areas of the EYFS, taking into account their levels of ability
· We have systems in place for supporting children during EHCP planning
· We use a system for keeping records of the assessment, planning, provision and review for children with special educational needs
· We provide resources (human and financial) to implement our Special Educational Needs Policy
· We provide in-service training for parents, practitioners and volunteers
· We raise awareness of any specialism the setting has to offer, e.g. Elklan trained staff for speech, language and communication development.
· Our tracking, which occurs three times a year following an in house tracking system, will highlight any areas in which a child is not achieving the required standard. This will help form a basis for an IEP , EHCP or a referral to relevant specialists E.g speech and language therapists, autism experts, psychologists, physiotherapists.
· We ensure the effectiveness of our special educational needs provision by collecting information from a range of sources e.g. Individual Education Plan reviews, staff and management meetings, parental and external agency's views, inspections and complaints.  This information is collated, evaluated and reviewed annually.
· We provide a complaints procedure
· We monitor and review our policy annually.

This policy was updated September 2026 

Signed on behalf of the Pre-School.- Manager.....A.Bannister...........Owner........S Jones






















































Westborough Pre-School
Camera Photography & Mobile Phone Policy

Policy Statement
Photographs are a valuable tool for recording and assessing children’s activities and achievements in the Pre School

Photographs will only be taken on the school phone and our work IPADS. The photos will be used to inform parents and then deleted.

Staff and visitor mobile phones must be kept in an agreed area, and not handled or answered during sessions, except with the permission of the Manager eg if a member of staff is telephoned by the school their child attends.   Any member of staff found using a mobile phone without permission may be subject to disciplinary action by the Manager and/or Owner

Upon arrival any visitors will be reminded not to use their mobile phones whilst they are on the premises. If an incoming call is unavoidable staff, visitor or parent’s mobile phones may only be answered in areas where there are no children.

The Pre-School has no landline but does have a specific mobile phone which should be used for all telephone calls made to and from the Pre-School including those to a member of staff. In cases of emergency a member o staff’s phone may be used to contact the emergency services or parents.

Photographs will only be taken of children during normal Pre-School activities

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

Only members of the Pre School staff who have an enhanced DBS check are permitted to take photographs within the Pre School setting..Parents settling their children in, volunteers and other visitors are not permitted to take photographs during Pre School sessions

At public Pre-School events (eg Christmas Nativity) parents/carers, family members and press photographers may take photographs of the public activity.  If parents/carers do not wish their child to be included in such photographs, it is their responsibility to inform the preschool of this.

Photographs will be uploaded to a child’s Learning Journey, or displayed within the Pre-School

Parents/carers have online access to their child’s Learning Journey and Developmental Records at any time

A few photographs may be stored for a whole academic year on the school phone for presentations at the end of the school year. After this the photos will be deleted.  







This policy was reviewed September 2026

Signed on behalf of the Pre-School      Manager……Amy Bannister…
				      
      Owner   S. Jones

Westborough Pre-School
E - Safety Policy
At Westborough Pre-School we want staff to be protected when using any form of ICT to include the internet.
Aims
Our aims are to act responsibly and the following guidelines should be followed for your protection. At Westborough Pre-School we want to work with children, parents and the community to ensure the safety of children and to give them the very best start in life.
· Ensure all electronic communication with children, parents, carers, staff and others is compatible with our professional role.
· We will not talk about our professional role in any capacity when using social media such as Facebook and YouTube.
· We will not put online any text, image, sound or video that could upset or offend anyone connected to our setting, member of the community or that is incompatible with our professional role.
· We will only take images of children and/or staff for professional purposes. We will ensure that the parent/carer of any child under 18 has given written consent.
· We will ensure that any images are represented only in a positive context and are removed from websites when they expire.
· We will not browse, download, upload or distribute any material that could be considered offensive, illegal or discriminatory.
· We will ensure that any online activity, both in work and outside, will not bring Westborough Pre-School or our professional role into disrepute.
· We have a duty to report any E-Safety incident which may impact on our professionalism or on this setting.
· If any harmful content is found on a school device an investigation will be carried out and the staff member concerned will be suspended until the investigation is finalised.
This policy was updated September 2026 
Manager’s Signature  A.Bannister
Owner’s Signature    S. Jones    





Westborough Pre-school
Complaints Procedure Policy

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

Our Pre-School believes that children, parents and carers are entitled to expect courtesy and prompt, careful attention to their needs and wishes

Our intention is to work in partnership with parents and the community generally.  We welcome suggestions on how to improve our Pre-School and will give prompt and serious attention to any concerns about the running of our Pre-School

We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member of staff, volunteer or student.  If this does not achieve the desired result, we have a set of procedures for dealing with concerns

We aim to bring all concerns about the running of the Pre-School to a satisfactory conclusion for all parties involved.  To achieve this we operate the following complaints procedure:
· Any parent who is uneasy about any aspect of the Pre-School should first of all talk over any of their worries and anxieties with any member of our staff team 
· If we are unable to respond immediately, we will do so within 7 working days
· If you feel that the problem has not been effectively resolved after this time you should then ask to see the manager to report your concerns.
· If this does not have the satisfactory outcome, or the problem recurs, the parent or carer should put their concerns or complaint in writing to the Manager of the Pre-School
· The next stage is to for the parent to request a meeting with the Manager and/or Owner. This meeting would be expected to occur within 7 working days of the request.  Both the parent/carer and the Manager or Owner should have another person present, if required.  An agreed written record of the discussion should be made.   All the parties present at the meeting should sign the record and receive a copy of it.  This signed record signifies that the procedure has been concluded
· If at the meeting the parent/carer and Pre-School cannot reach agreement, an external mediator is invited to help settle the complaint.  This person should be acceptable to both parties, listen to both sides and offer advice.  A mediator has no legal powers but can help define a problem, review the action so far and suggest further ways in which it might be resolved
· Staff or volunteers within the Royal Borough’s Early Years Teams are appropriate persons to be invited to act as mediators. The mediator keeps all discussions confidential

Parents may approach Ofsted directly at any stage of the complaints procedure.  In addition, where there seems to be a possible breach of Ofsted’s registration requirements it is mandatory to involve Ofsted
The address and telephone number of Ofsted is:
Ofsted National Business unit, Piccadilly Gate, Store Street, Manchester, M1 2WD

or by email:  enquiries@ofsted.gov.uk
or by telephone, between 8.00am to 6.45pm, Monday to Friday:  0300 123 1231
If a child appears to be at risk we follow the procedures of the Local Safeguarding Children Board. In these cases, both the parent and our setting are informed and our manager works with Ofsted or the LSCB to ensure a proper investigation of the complaint, followed by appropriate action.
The Information Commissioner’s Office can be contacted if you have made a complaint about the way your data is being handled and remain dissatisfied after raising your concern with us. For further information about how we handle your data please refer to the privacy notice given to you when you registered your child at our setting. The ICO can be contacted at Information Commissioner’sOffice, Wycliffe House, Water Lane. Wilmslow, Cheshire, SK9 5AF or ico.org.uk
A record of complaints in relation to our setting, or the children or adults working in our setting, is kept for at least 3 years, including the date, the circumstances of the complaint and how the complaint was managed.

We believe that most complaints are made constructively and can be sorted out at an early stage.  We also believe that it is in the best interests of the Pre-School and parents/carers that complaints should be taken seriously and dealt with fairly and in a way which respects confidentiality








This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager........A.Bannister.............Owner......S.Jones




Westborough Pre-school Whistle Blowing Policy
Whistle blowing enables employees to raise serious concerns within Westborough Pre-school rather than overlooking a problem. Westborough is committed to the highest possible standards of openness and accountability. In line with that commitment we expect employees, and others that we deal with, who have serious concerns about any aspect of our work to come forward and voice their concerns.
By using this policy we aim to:
· Provide avenues for relevant parties to raise concerns in confidence and receive feedback on any action taken.
· Ensure that they receive a response to their concerns and make sure they are aware of how to persue them if they are not satisfied.
· Reassure them that they will be protected from any possible reprisals or victimization if they have a reasonable belief that they have made a disclosure in good faith.
All concerns will be treated in confidence and every effort will be made not to reveal the identity of the whistle blower if they so wish. At the appropriate time, however, they may need to come forward as a witness. This policy  does though encourage the staff to put their name to the concern whenever possible. Please note that:
· Staff/Volunteers must disclose the information in good faith.
· Staff/volunteers must believe it to be substantially true.
· Staff/volunteers must not act maliciously or make false allegations.
· Staff/volunteers must not seek any personal gain.
Concerns expressed anonymously are much less powerful but will be considered taking into account:
· The seriousness of the issues raised.
· The credibility of the concern.
· The likelihood of confirming the allegation from attributable sources.
If an allegation is made in good faith but it is not confirmed by the investigation no action will be taken against the person who made the disclosure. If, however, an allegation is made maliciously or for personal gain disciplinary action may be taken against the informant.
The whistle blowing policy is intended to cover major concerns that fall outside the scope of other procedures. These include:
· Conduct which is an offence or breach of the law.
· Disclosures related to miscarriages of justice
· Health and safety risks
· Unauthorised use of funds
· Possible fraud and corruption
Thus, any serious concerns staff have about any aspect of service provision or the conduct of employees at Westborough can be reported under the whistle blowing policy.
How to Raise a Concern
As a first step the concerns should be raised either verbally or in writing with the preschool manager. However if it is believed that management is involved then the owner should be approached.
Staff/volunteers who wish to make a written report are invited to use the following format:
· The background and history of the concern (giving relevant dates)
· The reason why they are particularly concerned about the situation
If a concern is raised immediately after it happens the easier it becomes to take action. The whistle blower will not be expected to prove beyond doubt the truth of the allegation, but will need to demonstrate to the person contacted that there are reasonable grounds for concern. It could be that the person noticing the issue may wish to consider discussing the concern with a colleague first or may find it easier to raise the matter if there are two or more people who have the same experience or concerns. It is also possible to invite a professional representative to be present during any meetings in connection  with the concerns that have been raised.
The manager or owner will respond to any concerns using the guidelines in this policy and the complaints policy and procedure. If this does not answer the concerns, and it is felt right to take the matter further, the following are possible contact points:
· Public Concern at Work (tel: 02074046609), a registered charity whose services are free and strictly confidential
· Education and Childhood Advisory Service – Early years team contacts- childcare officer
· The local citizens advice bureau
· The police
If the matter is taken outside Westborough it should be ensured that no confidential information is disclosed.
Signed Pre-school Manager:       Name:  Amy Bannister
Signed Pre-school Owner:           Name:  S.Jones
Reviewed September 2026

Westborough Pre-school
Confidentiality Policy

Policy Statement
It is our intention to respect the privacy of children, their parents and carers, while ensuring the need to access high quality Pre-School care and education

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

To ensure that all those using, working and liaising with the Pre-School can do so with confidence we respect confidentiality in the following ways:
· Parents have ready access to files and information about their children but not to information about any other child
· Staff will not discuss personal information given to them by parents with other members of staff, except where it affects the planning for that child’s individual needs
· Staff induction includes an awareness of the importance of confidentiality.
· Any concern/evidence relating to a child’s personal safety are kept secure, confidential and files are shared with as few people as possible on a “need-to-know” basis 
· Personal information about children is kept secure whilst remaining as accessible as possible
· Issues to do with employment of staff whether paid or unpaid remain confidential to people directly involved with making personal decisions
· Students on recognised qualifications and training, when observing children are advised of our confidentiality policy and are required to respect it
· We have a specific E-Safety & camera policy





















This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager.....A.Bannister.......Owner.....S.Jones.



Westborough Pre-School
Policy on Storage, handling, use, retention and disposal of disclosure information

As an organisation using the Disclosure and Barring Service (DBS)  to assess the suitability of staff volunteers and students the Pre-school complies fully with the code of practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.  It also fully complies with its obligations under the Data Protection Act (2025), the GDPR (2018) and other relevant legislation pertaining to the safe handling of such information.  In order to do this the Pre-School:
· Keeps disclosure information securely and access to the information is limited to the Manager and Owner
· In accordance with section 124 of the Police Act (1997), disclosure information is only passed to those who are authorised to receive it in accordance with their duties
· We maintain a record of all disclosures and note it is a criminal offence to pass information to anyone who is not entitled to receive it
· Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given
· From time to time it may be necessary to update such checks in order to comply with regulations and ensure the safety of our children, which is paramount
· Once a decision on employment is made we do not keep disclosure information for longer than necessary, normally no longer than six months (for consideration and resolution of any disputes or complaints)
· We give full consideration to the Data Protection Act (2025) and Human Rights Act (1998) and the GDPR (2018),  and if necessary, would consult the DBS for guidance.
· Once the retention period has elapsed we will immediately destroy any information by secure means such as shredding or burning
· We do not photocopy Disclosures.  However we keep a record of the date of disclosure, the name of the subject, type of disclosure and the position for which it was requested, together with the unique reference number
· A record of the disclosure and its identifying number is maintained on site in the filing cabinet for parents and OFSTED to confirm that staff are vetted for their suitability























This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager.....Amy Bannister....Owner.......Stella Jones..

Westborough Pre-School
Outings Policy

“Children must be kept safe while on outings, and providers must obtain written parental permission for children to take part in outings.  Providers must assess the risk or hazards which may arise for the children, and must identify the steps to be taken to remove, minimise and manage those risks and hazards.  The assessment must include consideration of adult to child ratios.  The assessment does not necessarily need to be in writing, this is for the providers to judge” (as set out in the Statutory Framework for the Early Years Foundation Stage effective for 1 September 2026, Outings, 3.91 page 42)

For all outings the following procedures must be followed:
· Written permission from parents or carers must be obtained  when a child is due to go on an outing. This may be obtained in the form of a signed agreement on the registration form on a child’s entry into the setting.
· Outings to the local area on foot must be assessed beforehand for risk
· Staffing ratios must be maintained
· 2 years – 1 practitioner to 4 children walking
· 3-4 years – 1 practitioner to 6 children walking
· Additional staff/volunteers may accompany the outing when available to increase the ratio
· A first aider must be present and a suitable first aid box must be taken
· A mobile phone must be taken and if the Pre-School does not own more than one phone, permission is deemed to be given to the practitioners to use their personal phones in the event of an emergency
· Information regarding the children’s contact numbers, allergies must also be taken
· The children must be counted before setting off and counted at regular intervals throughout the outing
· Each practitioner is responsible for counting the children in their individual group at regular intervals
· At the end of the outing the practitioner will review the outing, note any problems, educational benefits, comments from parents or volunteers together with any recommendations for future visits
· Prior to each outing the person in charge of the outing will refer back to previous reviews and take account of comments when preparing the next outing


















This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager....Amy Bannister......Owner......S.Jones



Westborough Pre-school
Missing Child Policy

Policy Statement
Although the Pre-School entrances and exits are secured, we are aware that children may gain access to the outside

In the Pre-School
As soon as it is noticed a child is missing the Key Person or member of staff will:
· Inform the Manager in a calm manner
· The Manager will search the premises inside thoroughly and will designate another member of staff to search the outside of the premises thoroughly
· The doors and exits to be checked to see if there has been a breach of security whereby a child could wander out
· At least two members of staff will stay within the Pre-School with the remaining children and will take the register to make sure no other children are missing
· The Manager will talk to members of staff to ascertain where and when the child was last seen and make a record of this
· If the child still remains lost and the child lives locally, the Manager will walk the route to the child’s home
· The Manager will keep in contact by use of a mobile phone at regular intervals
· If the search is to no avail then the Manager will return to the Pre-School and immediately call the child’s parents/carers, the Owner and the police
· When the child is found they should be comforted and reassured
· Following such an incident a full investigation would be undertaken to discover how it happened and what actions may be adopted to ensure there is no repetition.  Ofsted would be notified

Outings
As soon as a child is found to be lost on an outing:
· One person will make a search of the immediate area
· The remaining children will be placed with their Key Person or designated carer for a head count
· If the Manager is not on the outing he/she will be contacted immediately and will inform the police and the Owner
· If the parents or carers are not on the outing they will be contacted and requested to go to the Pre-School
· The remaining children will return to the Pre-School
· The Manager will inform the staff at the venue, if appropriate, to conduct a wider search
· When the child is found, they will be comforted and reassured

Following such an incident a full investigation would be undertaken to discover how it happened and what actions may be adopted to ensure there is no repetition.  Ofsted would be notified

Investigation
· The staff should remain calm and not let the other children become anxious or worried
· The Manager and/or Owner will speak to the parents or carers
· Full written statements will be taken from all the staff and designated carers on the outing
· The Key Person or member of staff who report the missing child should write an incident report
· The date and time of the report
· What staff, children, parent carers were on the outing and who was responsible for the missing child
· When the child was last seen
· What actions were taken when the child was discovered to be missing
· The estimated time the child was missing
· A conclusion is drawn on how the breach of security happened
· If the incident warrants a police investigation, staff will co-operate fully.  Children Social Care may also be involved if there are child protection issues to be addressed


· The incident will be reported under RIDDOR (Reporting of Accidents and Incidents Policy) and the local Authority Health and Safety Officer may want to investigate and decide if there is a case for prosecution
· In the event of disciplinary action needing to be taken, Ofsted will be informed
· The Insurance provider will be informed

























This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager....Amy Bannister...Owner.....S.Jones



Westborough Pre-School
Non-Collection of Children Policy

Policy Statement
In the event that an authorised adult does not collect a child at the end of a session, the Pre-School puts an agreed procedure in place.  This ensures an experienced and qualified member of staff who is known to the child, cares for the child plus one other member of staff

In this event we will ensure the child receives a high standard of care in order to cause as little distress as possible.  We inform parents/carers of our procedures so if they are unavoidably delayed, they will be reassured that the child will be properly cared for

Procedures
· Parents starting Pre-School are asked for specific information which is recorded on our registration form including: home address and telephone number, place of work and telephone number (if appropriate),  mobile number (if applicable) emergency contact names and addresses and a password for other authorised adults to collect a child from Pre-School.  It is important for parents/carers to inform the Pre-School of any changes to the details listed above as soon as practicably possible
· On occasions when parents or carers authorise another person to collect their child when they are unable to, please let us know in advance, the person collecting the child will be asked to provide the agreed password.  If we are in any doubt about the person collecting a child we reserve the right to contact the parent/carer by phone before releasing the child from Pre-School
· Parents are informed that if they are not able to collect their child as planned they must inform us, so that we can begin back-up procedures
· If parents do not contact the Pre-School and do not collect their child/ren at the designated times the following back-up procedures are implemented: 
· Two members of staff will remain with the child
· After 10 minutes one member of staff will try to contact the parents or carers at home, at work or on their mobile phone
· If the parents or carers cannot be contacted then the Pre-School will contact the emergency contact on the child’s personal information form 
· If the school day has finished (6pm) and the parents or carers have not telephoned the Pre-School or the Pre-School have been unable to contact the parents, carers or emergency contact then they will contact Children Social Care on 01628 683150 and inform Ofsted
· A full written report of the incident will be recorded 

If parents or carers know they are going to be late they must telephone the Pre-School on 07342276648

There will be a charge of £5.00 for each 15 minutes a parent or carer is later than the designated collection time, these are 12 noon end of session or 12.30 pm lunch club.  The additional charge is to cover the cost of two members of staff remaining with the child and the cost of the hall rental

If your child does not normally stay for lunch club and you know you are going to be late, we can provide a space for your child at lunch club;  you will need to provide your child with a packed lunch and collect your child by 12.30 pm.  There is a fee payable for lunch club, please ask the Manager.




This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager....Amy Bannister.....Owner.....S.Jones



Westborough Pre-School
Physical Contact Policy

Policy Statement
We aim to provide a caring and nurturing environment to meet the individual needs of the children in our care

Staff will comfort children who are settling into the Pre-School or upset according to the individual needs of a child.  In order to achieve this, the following procedures are in place:
Staff will:
· Hold hands with a child
· Sit the child on their laps
· Cuddle and hug children
· Pick children up and carry them
· Rub children’s backs or arms

There may be times when a member of staff needs to support a child to ensure their safety.  The following procedures will be followed:
· Two members of staff will support a child in moving to a safe area by bending either side of the child and placing a hand gently under the child’s armpit and another hand under their wrist to encourage the child to stand, then to hold the adults hands
· A member of staff may restrain a child to ensure their safety;  please see Positive Behaviour Policy

Children are encouraged to:
· Care for each other
· Hold each others hands
· Cuddle each other







This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager...Amy Bannister....Owner...S.Jones



Westborough Pre-School
Safety and Security on the Premises

Policy Statement
The safety of children in our care is of paramount importance.  

Children’s Personal Safety
· We ensure the all staff, volunteers and students have an enhanced DBS check
· All children are supervised by adults at all times
· Whenever children are on the premises, at least two members of staff are present
· We take out daily risk assessments to ensure children are not made vulnerable within any part of the premises or outside activities
· Children will only leave the premises with an authorised adult
· Children do not have unsupervised access to the kitchen, cookers or any cupboards storing hazardous materials, including matches
· On outings adult to child ratios are met
· If small groups of children go out, we ensure there are sufficient adults to maintain appropriate ratios for staff and children remaining on the premises

Security
· Systems are in place for the safe arrival and departure of children
· The times the children arrive and depart are recorded
· The arrival and departure times of staff, volunteers, students and visitors is recorded
· Our system prevents unauthorised access
· Our system prevents children leaving the premises unnoticed

Environment
· Safety checks of the premises both indoors and outdoors are made before every session – Risk Assessment
· The main entrance is locked daily ,  a key is hung at adult level by the main room exit 
· Low level glass will be covered or replaced with safety glass
· Outdoor space is securely fenced
· Outdoor space will be checked for litter and other dangers
· Public spaces used for outing will be checked for hazards prior to outing, where possible
· Equipment is checked regularly and dangerous items will be repaired or discarded
· The layout of the room allows children and adults to move freely and safely between activities
· There are adequate systems and equipment for the detection and control of fire
· Fire exits will never be obstructed and all fire exits will be easily identifiable
· A record will be kept of any checks by the Fire Safety Officer, fire drills and servicing of fire safety equipment.  Any recommendations by the Fire Safety Officer will be carried out
· Fire, heaters, electric points, wires and leads will be adequately guarded
· All dangerous material including medicines, cleaning materials will be stored out of the reach of children
· Large equipment will be erected with care and checked regularly
· Equipment offered to children will be developmentally appropriate, recognising that materials suitable for an older child may pose a risk to a younger/less mature child
· Internal safety gates/barriers will be used as necessary

Adult Safety
· All adults, staff, volunteers, students and visitors will be aware of and respect the Safety Policies
· Adults in the group will have access to advice on safe lifting and attend training if required
· If adults reach up for stored equipment they will be provided with steps to stand on 
· Heavy materials will not be stored above head height
· Adults will not be required to be in the building alone, or to leave alone after dark


Management
· A book will be available at each session for the reporting of accidents/incidents
· Regular safety monitoring will include checking of the accident records as a basis for risk assessment
· All adults, including parents and carers, will be aware of the systems in place for children’s arrival and departure, and an adult will be at the door during these periods
· Adults will not walk about with hot drinks or place hot drinks within the reach of children
· Fire drills will be held in line with the Early Years Foundation Stage Statutory Requirements
· A register of both adults and children will be completed, with arrival and departure times, so that a complete record of those present is available in an emergency
· There is no smoking on the premises
· A correctly stocked first aid box will be available at all times
· A first aid kit will be available for outings
· Fire extinguishers are checked annually by the church who owns the hall in which the preschool takes place.

Special Considerations
Some areas and activities pose particular hazards.  All staff will be aware of these:
· Children playing with or near water will be constantly supervised
· There will be safe surfaces beneath and around climbing equipment and such activities will be supervised
· All cooking activities involving heat will be constantly supervised
· In shared premises, stored equipment belonging to other organisations will be checked for potential hazards, where possible
· Access to dangerous areas, such as stairs, will be physically restricted and closely supervised
· Systems are in place to ensure children are not at risk from swinging doors
· Systems are in place to ensure children do not leave the premises unattended










This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager.....Amy Bannister      ..Owner....S.Jones





Westborough Preschool’s Privacy notice
Westborough Preschool, Boyn Hill Baptist Church Hall, 100 Westborough Road, Maidenhead, Berkshire,     SL6 4AT


Data Protection Officer – Amy Bannister (Manager)

Introduction
Westborough Preschool is committed to ensuring that any personal data we hold about you and your child is protected in accordance with data protection laws and is used in line with your expectations.

This privacy notice explains what personal data we collect, why we collect it, how we use it and how we protect it.

What personal data do we collect?
We collect personal data about you and your child to provide care and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify your eligibility for free childcare as applicable.

Personal details that we collect about your child include:
· your child’s name, date of birth, address, health and medical needs, development needs, and any special educational needs.

Where applicable we will obtain child protection plans from social care and health care plans from health professionals.

We will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.

Personal details that we collect about you include:
· your name, home and work address, phone numbers, emergency contact details, and family details.

This information will be collected from you directly in the registration form.

If you apply for up to 30 hours free childcare, we will also collect:
· your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We may also collect information regarding benefits and family credits that you are in receipt of.

Why we collect this information and the legal basis for handling your data
We use personal data about you and your child in order to provide childcare services and fulfil the contractual arrangement you have entered into. This includes using your data to:
· contact you in case of an emergency
· to support your child’s wellbeing and development
· to manage any special educational, health or medical needs of your child whilst at our setting
· to carry out regular assessment of your child’s progress and to identify any areas of concern
· to maintain contact with you about your child’s progress and respond to any questions you may have
· to process your claim for up to 30 hours free childcare (only where applicable)
· to keep you updated with information about our service

With your consent, we will also record your child’s activities for their individual learning record. This may include photographs and videos. You will have the opportunity to withdraw your consent at any time, for images taken by confirming so in writing.

We have a legal obligation to process safeguarding related data about your child should we have concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school that your child will be attending (see Transfer of Records policy).

Who we share your data with
In order for us to deliver childcare services we will also share your data as required with the following categories of recipients:
· Ofsted – during an inspection or following a complaint about our service
· banking services to process direct debit payments (as applicable)
· the Local Authority (where you claim up to 30 hours free childcare as applicable)
· the government’s eligibility checker (as above)
· our insurance underwriter (if applicable)
· the school that your child will be attending

We will also share your data if:
· We are legally required to do so, for example, by law, by a court or the Charity Commission;
· to enforce or apply the terms and conditions of your contract with us;
· to protect your child and other children; for example by sharing information with social care or the police;
· it is necessary to protect our/or others] rights, property or safety
· We transfer the management of the setting, in which case we may disclose your personal data to the prospective buyer so they may continue the service in the same way.

We will never share your data with any other organisation to use for their own purposes 

How do we protect your data?
We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by:
Keeping the records in a locked filing cabinet at the preschool.

How long do we retain your data?
We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or until our next Ofsted inspection after your child leaves our setting. Medication records and accident records are kept for longer according to legal requirements. Your child’s learning and development records are maintained by us and handed to you when your child leaves. Your child’s Tapestry data will be kept for 30 days after your child leaves our setting.

In some instances (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records policies).

Automated decision-making 
We do not make any decisions about your child based only on automated decision-making.

Your rights with respect to your data
You have the right to:
· request access, amend or correct your/your child’s personal data
· request that we delete or stop processing your/your child’s personal data, for example where the data is no longer necessary for the purposes of processing; and
· request that we transfer your, and your child’s personal data to another person

If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/

Changes to this notice
We keep this notice under regular review. You will be notified of any changes where appropriate.

Signed   Stella Jones

Dated   01/05/2018
Reviewed September 2026      S.Jones                                 A.Bannister












Westborough Pre-School
Staffing
(Including vetting, contingency plans, training and development)

Policy Statement
We provide a staffing ratio in line with the Welfare Requirements of the Early Years Foundation Stage to ensure that children have sufficient individual attention and to guarantee care and education of a high quality

Our staff are appropriately qualified and we carry out checks for criminal and other records through the Disclosure and Barring Service in accordance with statutory requirements for all adults working within our setting.

Procedures
Ratios
· We follow the statutory ratios of adults to children:
· children aged two years of age: 1 adult : 5 children; and
· children aged three to five years of age: 1 adult : 8 children
· We have 2 Early Years Teacher that supports a ratio of 1:13 3 to 5 year olds.
· A minimum of four staff/adults are on duty at any one time but we usually have 6 - 8 staff at each session.
· We use a Key Person approach to ensure that each child has a named member of staff with whom to form a relationship and who plans with parents for the child's well-being and development in the Pre-School.  If a parent/carer wishes to talk to the Key Person or Manager this can be done first thing at 8.45 am, at 11.45 am or an agreed time
· We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their achievements and any difficulties that may arise from time to time. In house training is completed during staff meetings.

Vetting and staff selection
· We work towards offering equality of opportunity by using non-discriminatory procedures for staff  recruitment and selection
· All staff have job descriptions which set out their staff roles and responsibilities
· We welcome applications from all sections of the community.  Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin or sexual orientation.  Applicants will not be placed at a disadvantage by our imposing conditions or requirements that are not justifiable
· We use Ofsted guidance on obtaining references and enhanced DBS checks through the Disclosure and Barring Service for staff, volunteers and students who will have unsupervised access to children.  
· We keep all records relating to employment of staff and volunteers, in particular those demonstrating that checks have been done, including the date and number of the enhanced DBS check

Changes to staff
We inform Ofsted of any changes in the person responsible for our Pre-School

Training and staff development
· 5 of our staff hold a Level 3 childcare or nursery qualification.
· 2 members of staff are qualified Early Years Teachers with a PGCE
· We have 1 L3 apprentice
· We provide regular in-service training to all staff - whether paid staff, volunteers or students and through the Royal Borough of Windsor and Maidenhead
· We provide staff induction training in the first week of employment. This induction includes our
· Health and Safety Policy, Safeguarding Children and Child Protection Policy and Confidentiality Policy
· Other policies and procedures will be introduced within an induction plan
· We support the work of our staff by carrying out appraisals. We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice


Managing staff absences and contingency plans for emergencies
· This is a term time only Pre-School, our staff take their holiday breaks when the Pre-School is closed.  Where staff may need to take time off for any reason other than sick leave or training, this is agreed with the Manager and or Owner, with sufficient notice, save in the case of an emergency
· Where staff are unwell and take sick leave in accordance with their contract of employment, we organise cover to ensure the ratios are maintained
· Sick leave is monitored and action is taken where necessary in accordance with the contract of employment

Job Description – Level 3 practitioner
Reporting to Manager

Duties and Responsibilities
· To work as a team member in order to create and maintain a safe, stimulating play in an education environment
· To establish positive relationships with all children, to enable them to play and learn together co-operatively, increase their self-confidence and realise their personal potential
· To make parents feel welcome, be aware to their concerns and to refer any concerns to the Manager
· To keep completely confidential any information regarding the children , their families or other member of staff which is learnt as part of the job
· To carry out all aims and policies of the Pre-School
· To attend staff meetings and help prepare and implement the curriculum for the Pre-School
· To formulate and provide ideas at planning meetings in accordance with age and stage of development of all the children in the Pre-School in the Statutory Framework for the Early Years Foundation Stage Learning and Development Requirements
· Help plan, provide, support and take part in all learning activities, observations and records for children’s Learning Journey and developmental records
· Lead the children in activities, including singing and story-time
· To arrive at an agreed time and set out the equipment before the children arrive and to carry out such reasonable duties requested in setting up the Pre-School eg cleaning toilets, getting snacks  ready, ensuring all hazards and dangers are removed from the outside play area etc
· At the end of the session to pack all equipment away and carry out such reasonable duties requested in tidying up the Pre-School eg cleaning toilets, hoovering etc
· To undertake training courses as requested
· To take part in special events and visits
· To advise the Manager of any matter requiring attention eg such as concerns about a child, health and safety issues
· Walk children to Boyne Hill School after lunch club
· To undertake any other duties reasonably requested by the Manager
· To form a particular bond with their key children and compile and keep a learning journey for each one documenting their achievements, their characteristics of effective learning and planning for their next steps of learning.



This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager...Amy Bannister.....Owner.......S.Jones




                                                                        Westborough Pre-School
Induction of staff, volunteers, students and managers

Policy Statement
We provide an induction for all staff, volunteers, students and managers in order to fully brief them about
the Pre-School, the families we serve, our policies and procedures, curriculum and daily practice. Induction will only take place once all DBS checks have been carried out.

Procedures
· We have a written induction booklet for all new staff, which includes the following:
· Introductions to all staff, volunteers, students including the Manager and Owner
· Familiarisation with the building, health and safety and fire procedures
· Ensuring our policies and procedures have been read and are carried out
· Introduction to parents, especially parents of allocated key children where appropriate
· Familiarising them with confidential information where applicable in relation to any key children
· Details of the tasks and daily routines to be completed
· The induction period lasts 3 months. The Manager inducts or delegates the induction of new staff, volunteers and students. The Owner inducts new managers
· During the induction period, the individual must demonstrate understanding of and compliance with policies, procedures, tasks and routines
· Successful completion of the induction forms part of the probationary period



This policy was updated September 2026

Signed on behalf of the Pre-School.- Manager......Amy Bannister....Owner......S.Jones



Westborough Preschool
Safer Recruitment Policy
Policy Statement
Safer Recruitment at Westborough refers to the ways in which we provide a safe and positive learning environment for our children through the appointment of suitable staff. All staff will have completed a DBS check before they can start work at Westborough.
We have a clear safer recruitment procedure which is regularly reviewed and updated to reflect current statutory requirements and a rigorous and fair recruitment process.

Safer Recruitment Policy Statement
· We will ensure the safety of our children by following a rigorous safer recruitment process.
· We will deter unsuitable candidates from applying for positions in our setting.
· We will reject any applicants that are deemed unsuitable to work with young children if they do apply.
· We will respond effectively to concerns about the suitability of a candidate during the process of recruitment.
· We will respond effectively to concerns raised about an employee once they have begun their role here.
· We will carry out comprehensive induction training procedures for all new employees
· We will ensure suitable training is received by those managers responsible for recruitment and ensure that at least one of the interviewers has received safer recruitment training.
The Recruitment Process
Following the requirements from Keeping Children safe in education 2026 our recruitment process will run as follows:
Advertise the position stating:
· Our commitment to child safety
· That an enhanced DBS check which includes children’s barred list information is required
· A clear definition of the role and its responsibilities, including those relating to safeguarding
· That any convictions need to be disclosed during the recruitment process.

Present an Application Form that will:
· Be clear that ‘if the applicant is barred from engaging in regulated activity relevant to children’ (KCSIE 2026) they will not be permitted to apply for a post with us.
· Include a copy of our child protection policy.
· Request details of an applicant’s present or most recent employment, together with their full employment history and reason for leaving.
· Request personal details including the applicant’s address, NI number and any previous names held.
· Request at least 2 suitable references (see later policy details on references)
· Request a personal statement outlining the applicant’s suitability for the role. A CV will not be accepted without a completed application form.
Shortlisting Applicants
· Shortlisted applicants will be required to complete a self-disclosure form giving personal information about any previous convictions or offenses that would make them unsuitable to work with children. They must also disclose whether they are known to the police or local authority social services. Applicants will need to personally sign the disclosure document.
· At least 2 people will carry out the shortlisting process and these people will be present for the interviews.
· Any gaps or inconsistencies in the applicant’s employment history will be noted for discussion in the interview.
· Applicants will be informed that online searches will be carried out as part of our due diligence checks.
The Interview
· At least one person on our interview panel will have completed Safer Recruitment training
· Interviewers will ask the reasons why the candidate wishes to be appointed
· Interviewers will ask why the applicant wants to work with children
· Interviewers will ask about relevant skills and experience
· Interviewers will question any gaps in employment history
· Interviewers will question reasons why candidates have moved around locations
· Interview information concerning decisions about the candidate’s suitability for the role will be recorded and kept on file.
· The interview will include some time in the setting so that candidates can show appropriate interaction skills with children
Pre-Employment Checks
· A candidate’s identity will be verified (usually by birth certificate)
· A candidate will have a DBS check run on them
· If the candidate has lived outside the UK an additional criminal record check will be carried out
· Verification of the candidate’s ability to physically and mentally undertake the role will be required.
· Verification of the candidate’s qualifications will be required.
· Verification of Right to Work in the UK will be required
· If the position is for a teacher a prohibition check will be carried out.
· A check that the applicant is not prevented from working with children under the Childcare Disqualification Regulations (2018) will be carried out.
· KCSIE states that ‘providers must record information about staff qualifications and the identity checks, vetting processes and references that have been completed (including the criminal records check reference number, the date a check was obtained and the details of who obtained it’.
Obtaining References
We will:
· Obtain references before employment takes place
· Only accept references which are addressed to the appropriate contact within our setting
· Make sure that we obtain at least 2 references
· Not accept references family members
· Ensure that referees are requested to provide information relating to the applicant’s suitability for working with children and any substantiated allegations made against them
· Check that references made electronically have come from the correct organisation or person
· Contact referees when the information they have provided has inconsistencies or gaps
· Discuss with the applicant any information from referees that contradicts information given in the application form
· Obtain information on the applicant’s most recent relevant employment if they are unemployed at the present time
· Seek out the reason why the applicant is leaving their current position
· Check that the references have been completed by the applicant’s current employed, setting or training provider if applicable.
Risk Assessing Potentially Unsuitable Candidates
If an application suggests the candidate may be unsuitable for the role we have advertised we will decide if the issues raised are relevant to the employment by asking the following questions:
· What was the nature of the offence committed?
· How serious was the offence?
· Does the applicant’s record show the offence is ‘spent’?
· Does the conviction relate to children in any way?
· When did the offence take place?
· Does the role the candidate is applying for give them an opportunity to reoffend?

Responding to an Unsuitable Application
If a decision is made not to proceed with an application as a result of our decision that they are unsuitable for the role we will:
· Report to the police and major concerns E.g If someone has applied for a role working with children whist they are on the barred list
· Contact the candidate and withdraw any provisional offers of employment or advise them that they have been unsuccessful in the application process.
· Document and keep any records of verbal or written interactions between us and the candidate.

Legislation
Early Years Foundation Stage - Update 2026
Keeping Children safe in Education -  2026


This Policy was updated in :-  September 2026

Signed by : Manager     Amy Bannister      Owner – S.Jones







                                                                             Westborough Pre-School
Student placements

Policy Statement
This setting recognises that qualifications and training make an important contribution to the quality of the care and education provided by early years settings. As part of our commitment to quality, we offer placements to students undertaking early years qualifications and training.  We also offer placements for school pupils on work experience

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

Procedures
· We require students on qualification courses to meet the 'suitable person' requirements of Ofsted and have enhanced DBS checks carried out
· We require schools placing students under the age of 17 years with the Pre-School to vouch for their good character
· We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access to children
· Students undertaking qualification courses who are placed in our setting on a short term basis are not counted in our staffing ratios and do not have unsupervised access to children
· Trainee staff employed by the setting may be included in the ratios if they are deemed competent
· We take out Employers' Liability Insurance and Public Liability Insurance, which covers both trainees and voluntary helpers
· We require students to keep to our confidentiality policy
· We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study
· We provide students, at the first session of their placement, with a short induction on how the Pre-School is managed, how our sessions are organised and our policies and procedures emphasizing safeguarding , child protection and health and safety information.
· We communicate a positive message to students about the value of qualifications and training
· We make the needs of the children paramount by not admitting students in numbers that hinder the essential work of the Pre-School
· We ensure that trainees and students placed with us are engaged in bona fide early years training, which provides the necessary background understanding of children's development and activities

This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager. Amy Bannister     ..Owner.......S.Jones 

Westborough Pre-School
Fire Safety and Emergency Evacuation Policy

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

Our Fire Safety Officer is: Mahwish Bhatti

Procedures
· The basis of fire safety is risk assessment.  These are carried out by a ‘competent person’
· The Fire Safety Officer has received training in fire safety sufficient to be competent to carry out a risk assessment;  this will be written where there are more than five staff.  This will follow the guidance as set out in the Fire Safety Risk Assessment – Educational Premises document
· The Pre-School is in a rented premises and will ensure that they have a copy of the fire safety risk assessment that applies to the building and that they contribute to regular reviews
· Fire doors are clearly marked, never obstructed and easily opened from the inside
· Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacturer by the church on an annual basis.

Our emergency evacuation procedure is:
· Blow whistle		)  both are hung by the exit door
· Collect key to front door	)
· Collect the register and the children’s  contact details
· Lead the children out of the door furthest from the fire
· Two members of staff will check the hall, toilets, kitchen and cloakroom are clear
· Count the children at the top gate
· The children will be lead to the back of MPM Property (fire check point);  the children and adults will be checked against register
· While this is being done another member of staff will phone the fire brigade
· When the register has been checked and all children are present they will be taken to All Saints School
who will be notified of what is happening
· Advise the parents/carers where the children are to be collected from
· These instructions are clearly displayed in the premises and will be explained to new members of staff, volunteers, students and 
· Practised regularly at least once every six weeks
· We familiarise the children with the sound of the whistle
· We ask the children where the fire exits are
· Ask the children what they should do if they hear the whistle  “STOP, LOOK, LISTEN”
· The Manager directs the staff which exit to leave from
· Staff lead children safely from premises
· Children line up by gates alongside the church where a headcount/register is taken
· Records are kept of fire drills and the servicing of fire safety equipment

The fire drill record sheet must contain:
· Date and time of the drill
· How long it took
· Whether there were any problems that delayed evacuation
· Any further action taken to improve the drill procedure



Legal framework
Regulatory Reform (Fire Safety) Order 2005

Further guidance
Fire Safety Risk Assessment - Educational Premises (HMG 2006) Updated 2023





This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager.....A.Bannister.......Owner.S.Jones 



Westborough Pre-School
Food Hygiene Policy
(Including procedure for reporting food poisoning)

Policy Statement
In our Pre-School we provide and/or serve food for children on the following basis:
· Snacks
· Packed lunches

We maintain the highest possible food hygiene standards with regard to the purchase, storage, preparation and serving of food

We are registered as a food provider with the local authority Environmental Health Department

Procedures
· All staff follow the guidelines for Working with Food (copy herewith and in kitchen)
· At least three person have a L2 Food Hygiene Certificate
· Food is stored at correct temperatures and is checked to ensure it is in-date and not subject to contamination by pests, rodents or mould
· We have a food safety management system and clean the fridge and food cupboards weekly
· Packed lunches are stored in a cool place
· Food preparation areas are cleaned before use as well as after use
· There are separate facilities for hand-washing and for washing up
· All surfaces are clean and non-porous
· All utensils, crockery etc are clean and stored appropriately
· Waste food is disposed of daily
· Cleaning materials and other dangerous materials are stored out of children's reach
· Children do not have unsupervised access to the kitchen
· When children take part in cooking activities, they:
· are supervised at all times
· understand the importance of hand washing and simple hygiene rules
· are kept away from hot surfaces and hot water
· do not have unsupervised access to electrical equipment such as blenders etc

Reporting of food poisoning
Food poisoning can occur for a number of reasons; not all cases of sickness or diarrhoea are as a result of food poisoning and not all cases of sickness or diarrhoea are reportable
· Where children and/or adults have been diagnosed by a GP or hospital doctor to be suffering from food poisoning and where it seems possible that the source of the outbreak is within the Pre-School, the Manager will contact the Environmental Health Department and the Health Protection Agency, to report the outbreak and will comply with any investigation
· If the food poisoning is identified as a notifiable disease under the Public Health (Infectious Diseases) Regulations (1988) the Pre-School will report the matter to Ofsted

Legal Framework
Regulation (EC) 852/2004 of the European Parliament and of the Council on the hygiene of foodstuffs
Food Hygiene Regulations 2006

Further guidance
Safer Food Better Business (Food Standards Agency)


This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager Amy Bannister......Owner.S.Jones


Westborough Pre-School
Health and Safety General Standards Policy

Policy Statement
Our Pre-School believes that the health and safety of children is of paramount importance.  We make our setting a safe and healthy place for children, parents/carers, staff, volunteers and students

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

Our member of staff responsible is : Mahwish Bhatti -  level 2 in Health and Safety

We have undertaken Health and Safety Training and regularly update our knowledge and understanding

We display the necessary Health and Safety poster in the sensory room

Insurance cover
We have Public Liability Insurance and Employers' Liability Insurance.  The Certificate for Public Liability Insurance is displayed on the parents notice board. 

Procedures
Awareness raising
· Our induction training for staff, volunteers and students includes a clear explanation of health and safety issues so that all adults are able to adhere to our policy and procedures as they understand their shared responsibility for health and safety.  The induction training covers matters of employee well-being, including safe lifting and the storage of potentially dangerous substances
· Records are kept of these induction training sessions and new staff, volunteers and students are asked to sign the records to confirm that they have taken part
· Health and Safety issues are explained to the parents of new children so that they understand the part played by these issues in the daily life of the Pre-School
· As necessary, Health and Safety Training is included in the annual training plans of staff and Health and Safety is discussed regularly at staff meetings
· We operate a no smoking policy
· Children are made aware of health and safety issues through discussions, planned activities and routines
· We display an HSE poster in our staff room
Safety of adults
· Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of equipment
· When adults need to reach up to store equipment or to change light bulbs they are provided with safe equipment to do so
· All warning signs are clear and in appropriate languages
· Adults do not remain in the building on their own or leave on their own after dark
· The sickness of staff and their involvement in accidents is recorded.  The records are reviewed termly to identify any issues that need to be addressed
· We keep a record of all substances that may be hazardous to health - such as cleaning chemicals, or gardening chemicals if used.  This states what the risks are and what to do if they have contact with eyes or skin or are ingested. It also states where they are stored
· We keep all cleaning chemicals in their original containers
· Staff are aware of how to treat others in the work environment and they also know what to do in cases of violence or bullying within the work place
Windows
· Low level windows are made from materials that prevent accidental breakage or are made safe
Doors
· We take precautions to prevent children's fingers from being trapped in doors
Floors
· All floor surfaces are checked daily to ensure they are clean and not uneven, wet or damaged

Electrical/gas equipment
· All electrical/gas equipment conforms to safety requirements and is checked regularly by the church
· The boiler/electrical switch gear/meter cupboard is not accessible to the children
· Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught not to touch them
· There are sufficient sockets to prevent overloading
· The temperature of hot water is controlled to prevent scalds
· Lighting and ventilation is adequate in all areas including storage areas
Storage
· All resources and materials from which children select are stored safely
· All equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing
Outdoor area
· Our outdoor area is securely fenced
· Our outdoor area is checked for safety and cleared of rubbish before it is used
· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides
· Where water can form a pool on equipment, it is emptied before children start playing outside
· Our outdoor sand pit is covered when not in use and is cleaned regularly
· All outdoor activities are supervised at all times
Hygiene
· We regularly seek information from the Environmental Health Department and the Health Authority to ensure that we keep up-to-date with the latest recommendations
· Our daily routines encourage the children to learn about personal hygiene
· We have a daily cleaning routine for the setting which includes play room(s), kitchen and toilets.
· The toilet area has a high standard of hygiene including hand washing and drying facilities
· We implement good hygiene practices by:
· cleaning tables between activities
· cleaning toilets regularly
· wearing protective clothing - such as aprons and disposable gloves - as appropriate
· providing sets of clean clothes
· providing tissues and wipes
· ensuring individual use by supplying paper towels
Activities and resources
· Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and stages of the children currently attending the setting
· The layout of play equipment allows adults and children to move safely and freely between activities
· All equipment is regularly checked for cleanliness and safety and any dangerous items are repaired or discarded
· All materials, including paint and glue, are non-toxic
· Sand is clean and suitable for children's play
· Physical play is constantly supervised
· Children are taught to handle and store tools safely
· Children who are sleeping are checked regularly
· Children learn about health, safety and personal hygiene through the activities we provide and the routines we follow
· Any faulty equipment is removed from use and is repaired.  If it cannot be repaired it is discarded
· Large pieces of equipment are discarded only with the consent of the Manager and/or Owner


Legal framework
Health and Safety at Work Act (1974)
Management of Health and Safety at Work Regulations (1992)
Electricity at Work Regulations (1989)
Control of Substances Hazardous to Health Regulations (COSHH) (2002)
Manual Handling Operations Regulations (1992) (as amended)
Health and Safety (Display Screen Equipment) Regulations (1992)

Further guidance
Health and Safety Law: What You Should Know (HSE Revised 2009)
Health and Safety Regulation…A Short Guide (HSE 2003)
Electrical Safety and You (HSE 1998)
Working with substances hazardous to health: What You Need to Know About COSHH (HSE Revised 2009)
Manual Handling – Frequently Asked Questions (HSE)








This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager... Amy Bannister.......Owner......S.Jones


Westborough Pre-School
Recording and Reporting of Accidents and Incidents Policy
(Including procedure for reporting to HSE, RIDDOR)

Policy Statement
We follow the guidelines of the Reporting Injuries, Diseases and Dangerous Occurrences (RIDDOR) for the reporting of accidents and incidents.  Child protection matters or behavioural incidents between children are NOT regarded as incidents and there are separate procedures for this

Procedures
Our accident book:
· is kept safely and accessibly
· is accessible to all staff, volunteers and students who know how to complete it
· is reviewed at least termly to identify any potential or actual hazards

Ofsted is notified of any serious injury requiring treatment by a general practitioner or hospital doctor, or the death of a child or adult

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

Dealing with incidents
We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations).  We report to the Health and Safety Executive:
· any serious accident to a member of staff requiring treatment by a general practitioner or hospital 
· any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident but could have done, such as a gas leak
· Any dangerous occurrence is recorded in our incident book. See below
Our incident book
· We have ready access to telephone numbers for emergency services, including local police
· As we rent the premises we ensure we have access to the person responsible and that there is a shared procedure for dealing with emergencies
· We keep an incident book for recording incidents including those that that are reportable to the Health and Safety Executive as above (near miss form)
· These incidents include:
· break in, burglary, theft of personal or the Pre-Schools property
· an intruder gaining unauthorised access to the premises
· fire, flood, gas leak or electrical failure
· attack on member of staff or parent/carer on the premises or nearby
· any racist incident involving staff or family on the premises
· death of a child
· a terrorist attack, or threat of one
· In the incident book we record:
· the date and time of the incident 
· nature of the event
· who was affected
· what was done about it 
· if it was reported to the police and, if so, a crime number
Any follow up, or insurance claim made, should also be recorded
· In the unlikely event of a terrorist attack we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families.  Our standard Fire Safety Policy will be followed and staff will take charge of their key children.  The incident is recorded when the threat is averted


· In the unlikely event of a child dying on the premises, or any other means involving an older child, the emergency services are called, and the advice of these services are followed
· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file

Legal framework
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 2013)

Further guidance
RIDDOR Guidance and Reporting Form







This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager..... Amy Bannister...Owner....S.Jones..


Westborough Pre-School
Risk Assessment Policy

Policy Statement
We believe that the health and safety of children is of paramount importance.  We make our Pre-School a safe and healthy place for children, parents, staff, volunteers and students by assessing and minimising the hazards and risks to enable the children to thrive in a healthy and safe environment

The basis of this policy is risk assessment is to follow five steps:
· Identification of risk: Where is it and what is it?
· Who is at risk: Childcare staff, children, parents/carers, volunteers, students etc
· Assessment as to the level of risk as high, medium, low. This is both the risk of the likelihood of it happening, as well as the possible impact if it did
· Control measures to reduce/eliminate risk:  What will you need to do, or ensure others will do, in order to reduce that risk?
· Monitoring and review: How do you know if what you have said is working, or is thorough enough? If it is not working, it will need to be amended, or maybe there is a better solution

Procedures
· Our risk assessment process covers adults and children and includes:
· checking for and noting hazards and risks indoors and outside, and in our premises and for activities
· assessing the level of risk and who might be affected
· deciding which areas need attention
· developing an action plan that specifies the action required, the time-scales for action, the person responsible for the action and any funding required
· Where more than five staff and volunteers are employed the risk assessment is written and is reviewed regularly
· We maintain lists of health and safety issues, which are checked daily before the session begins as well as those that are checked on a regular basis when a full risk assessment is carried out.

Legal framework
Management of Health and Safety at Work Regulations (1999)

Further guidance
Risk Assessment – A brief guide to controlling risks in the workplace (2014) - HSE




This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager.... Amy Bannister....Owner...S.Jones



Westborough Pre-School
Equipment and Resources Policy

Policy Statement
We believe that high quality care and education is promoted by providing children with safe, clean and appropriate resources toys and equipment

We aim to provide resources and equipment to help extend the children, their knowledge, interests and skills

In order to achieve this we:
· Provide play equipment and resources which are safe and where applicable conform to current safety standards
· Make sure the resources are appropriate for the ages and stages of the children. 
· We provide sufficient quantity for the number of children and comply with the indoor space requirements designated in the Early Years Foundation Stage (2014) Welfare Requirements
· We provide resources which promote all areas of learning and development
· We select books, equipment and resources which promote positive images of all people and reflect the diversity of our community
· We check all resources and equipment (indoors and out) regularly
· We provide adequate insurance cover for the resources and equipment
· We plan the provision of activities indoors and out, and appropriate resources so that a good balance of opportunities is offered
· We seek to offer opportunities for children to access the outdoor environment every day unless there is a specific reason why this is deemed inappropriate
· We ensure that no child regardless of ability is excluded from accessing equipment or activities
· We daily assess the risk and benefits of all materials, equipment and activities and encourage the children to participate in their own risk management to develop an understanding of safe practices and risk management in their play.  Sometimes this may mean a piece of equipment or resource is thrown away, not used or managed by means of staff vigilance dependent on the level of risk posed
· We provide a quiet area for children who are tired or wish to relax
· We provide a bowl of water in the room together with a hand towel so that children can wash their hands during messy activities. They are then required to wash their hands properly in the bathroom
· We encourage children to put on aprons when carrying out painting activities.  However, this sometimes results in the child leaving the activity  
· We endeavour to buy paints that do not stain cloths, but have found some paints are difficult to remove from clothing;  we would ask parents/carers to be aware of this
· We keep some spare clothing should children require a change of clothes.  We would ask that parents/carer launder this before returning it to the Pre-School



This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager.... Amy Bannister....Owner.....S.Jones


Westborough Pre-School
Administering Medicines Policy

Policy Statement
While it is not our policy to care for sick children, who should be at home until they are well enough to return to the Pre-School, we will agree to administer prescribed medication as part of maintaining their health and well-being or when they are recovering from an illness, subject to parents/carers  signing a medication consent form. If children are unwell enough to require a paracetamol based medicine we ask that you keep them at home until they are better.

In many cases, it is possible for children’s GP’s to prescribe medicine that can be taken at home in the morning and evening.  As far as possible, administering medicines will only be done where it would be detrimental to the child’s health if not given in the Pre-School.  If a child has not had a medication before (e.g antibiotics), it is advised that the parent/carer keeps the child at home for the first 48 hours to ensure no adverse effect as well as to give time for the medication to take effect

These procedures are written in line with current guidance in ‘Managing Medicines in Schools and Early Years Settings’;  the Manager is responsible for ensuring all staff understand and follow these procedures

The Key Person is responsible for the correct administration of medication to children.  This includes ensuring that the medication consent forms has been signed, the medicine is stored correctly and that records are kept according to procedures.  In the absence of the Key Person, a secondary Key Person will administer the medication.  All administration of medication will be overseen by the Manager

Procedures
· Children taking prescribed medication must be well enough to attend the Pre-School
· Only medication prescribed by a doctor (or other medically qualified person) is administered
· It must be in-date and prescribed for the current condition
· Children's prescribed medicines must be stored in their original containers, be clearly labelled and are inaccessible to the children
· Parents/carers must complete and sign a medication consent form for the administration of medication.  The member of staff receiving the medication must ensure the form has been completed properly and contains the following information:
· No medication may be given without these details being provided:
· full name of child and date of birth
· name of medication and strength
· who prescribed it
· dosage to be given in the Pre-School
· how the medication should be stored and expiry date
· any possible side effects that may be expected should be noted
· signature, printed name of parent/carer and date
· The child’s Key Person or secondary Key Person will receive the child’s medication at the start of the session and ask the parent/carer to complete a consent form  
· The administration is recorded accurately each time it is given and is signed by the Key Person and Manager
· Parents/carers sign the record book to acknowledge the administration of a medicine. The medication record book records:
· name of child
· name and strength of medication
· the date and time of dose
· dose given and method
· signed by Key Person/Manager
· verified by parent signature at the end of the day
Storage of medicines
· All medication is stored safely in a marked plastic box or refrigerated.
· The child’s Key Person is responsible for ensuring medicine is handed back at the end of the day to the parent/carer
· For some conditions, medication may be kept in the Pre-School. The Key Person should check that any medication held to administer on an as and when required basis, or on a regular basis, is in date and returns any out-of-date medication back to the parent/carer
· Medicines will be stored according to instructions and out of reach of the children. They will be kept so that they are easily accessible if needed  A picture of the child or their name is placed on the box  to make staff aware of the medication for the child and all staff on duty will be briefed.
· If the administration of prescribed medication requires medical knowledge, individual training is provided for the relevant member of staff by a health professional
· No child may self-administer.  Where children are capable of understanding when they need medication, for example with asthma, they should be encouraged to tell their Key Person what they need.  However, this does not replace staff vigilance in knowing and responding when a child requires medication
Children who have long term medical conditions and who may require on ongoing medication
· A risk assessment is carried out for each child with long term medical conditions that require ongoing medication.  This is the responsibility of the Manager alongside the Key Person.  Other medical or social care personnel may need to be involved in the risk assessment
· Parents/carers will also contribute to a risk assessment. They should be shown around the Pre-School, understand the routines and activities and point out anything which they think may be a risk factor for their child
· For some medical conditions key staff will need to have training in a basic understanding of the condition as well as how the medication is to be administered correctly (such as allergies).  The training needs for staff is part of the risk assessment
· The risk assessment includes vigorous activities and any other Pre-School activity that may give cause for concern regarding an individual child’s health needs
· The risk assessment includes arrangements for taking medicines on outings and the child’s GP’s advice is sought if necessary where there are concerns
· A Health Care Plan for the child is drawn up with the parent/carer; outlining the Key Person’s role and what information must be shared with other staff who care for the child
· The Health Care Plan should include the measures to be taken in an emergency
· The Health Care Plan is reviewed every six months or more if necessary.  This includes reviewing the medication, e.g. changes to the medication or the dosage, any side effects noted etc
· Parents/carers receive a copy of the Health Care Plan and each contributor, including the parent/carer, signs it
Managing medicines on trips and outings
· If children are going on outings, staff accompanying the children must include the Key Person for the child with a risk assessment, or another member of staff who is fully informed about the child’s needs and/or medication
· Medication for a child is taken in a sealed plastic box clearly labelled with the child’s name, name of the medication.  Inside the box is a copy of the consent form and a card to record when it has been given, with the details as given above
· On returning to the setting the card is stapled to the medicine record book and the parent/carer signs it
· If a child on medication has to be taken to hospital, the child’s medication is taken in a sealed plastic box clearly labelled with the child’s name, name of the medication.  Inside the box is a copy of the consent form signed by the parent/carer
· As a precaution, children should not eat when travelling in vehicles
· This procedure should be read in conjunction with outings procedure

Legal framework
Medicines Act (1968)

Further guidance
Managing Medicines in Schools and Early Years Settings (DfES 2014)

This policy was updated in September 2026

Signed on behalf of the Pre-School.-        Manager......A.Bannister     Owner.....S.Jones




























Allergy Safety Policy
Purpose:-
· To minimise the risk of any pupil suffering a serious allergic reaction whilst at school or attending any school related activity and to ensure staff are properly prepared to recognise and manage serious allergic reactions should they arise. 
· To be able to provide the a safe environment for all children including those with allergies.
 The named members of staff responsible for co-ordinating staff anaphylaxis training and the upkeep of the school’s anaphylaxis policy are:
Amy Bannister – Manager (Designated allergy lead)
Narinder Ubhi – DSL
Rachel Hufflett – Policy Administrator

1 - Introduction
An allergy is a reaction of the body’s immune system to substances that are usually harmless. The reaction can cause minor symptoms such as itching, sneezing or rashes but sometimes causes a much more serious reaction called anaphylaxis. Causes can include food, insect stings and drugs. Anaphylaxis symptoms are often referred to as the ABC symptoms – Airway, Breathing, Circulation.
Common UK allergens include (but are not limited to):-
Peanuts, tree nuts, sesame, milk, eggs, fish, latex, insect venom, pollen and animal fur.
This policy sets out how Westborough Preschool will support pupils with allergies to ensure they are safe and are not disadvantaged in any way while taking part in school life. 

2 – Roles and Responsibilities
PARENT RESPONSIBILITIES – 
· On entry to the preschool it is the parent’s responsibility to inform staff of any allergies. This information should include all previous serious allergic reactions, history of anaphylaxis and details of all prescribed medication. This will be formulated, by the parents and the staff member,  into an IHP (Individual Health Plan) for each child with an allergy. Any confidentiality agreements will be taken into account.
· Parents are asked to supply a copy of their child’s Allergy Action Plan. If they do not have one this should be developed as soon as possible in collaboration with a medical professional.
· Parents are responsible for ensuring any required medication is supplied, in date and replaced as necessary.
· Parents are requested to keep the school up to date with any changes in allergy management.


STAFF RESPONSIBILITIES
· All staff will complete anaphylaxis training. Training is provided for all staff on a yearly basis and for all new members of staff.
· Staff must be aware of pupils in their care who have known allergies. Any food related activities will be supervised with due caution.
· Staff going on school trips will carry all relevant emergency supplies for individual allergy management. A designated member of staff will directly carry the child’s exact emergency medication pack for the duration of the trip
· The above named staff members will ensure that the up-to-date Allergy Action Plan is kept with the pupil’s medication. 
· The above named staff will check medication kept at school on a termly basis and send a reminder to parents if it is approaching expiry.
· The above named staff will keep a register of pupils who have been prescribed an adrenaline auto-injector (AAI) and a record of use of any AAI’s and emergency treatment given.
3 - Allergy Action Plans
Allergy Action Plans are designed to function as individual healthcare plans for children with food allergies, providing medical and parental consent for the preschool to administer medicines in the event of an allergic reaction, including consent to administer a spare adrenaline auto-injector.
Westborough Preschool recommends using the British Society of Allergy and Clinical Immunology (BASCI) Allergy Action Plans to ensure continuity. Thus is a national plan that has been agreed by BSACI, Anaphylaxis UK and Allergy UK
It is the parent’s responsibility to complete the allergy action plan with help from a healthcare professional and provide this to the school. We have blank copies of the form that we can provide to parents to take to their medical professional.
4 – Emergency Treatment and Management of Anaphylaxis
WHAT TO LOOK FOR – Symptoms usually come on quickly, within minutes of exposure to the allergen. Mild to moderate allergic reaction symptoms may include:-
· A red, raised rash known as hives
· A tingling or itching feeling in the mouth
· Swelling of the lips, face or eyes
· Stomach pain or vomiting
More serious symptoms, often referred to as the ABC symptoms can include:-
· Airway – swelling in the throat, tongue or upper airways
· Breathing – sudden onset wheezing, noisy breathing
· Circulation – dizziness, feeling faint, sudden sleepiness, tiredness, confusion, pale clammy skin. Loss of consciousness.

The term for this more serious reaction is anaphylaxis. Adrenaline is the main treatment which starts to work within seconds by opening up the airway, stopping swelling and raising blood pressure.
As soon as anaphylaxis is suspected, adrenaline must be administered without delay.
ACTION:-
· Keep the child where they are, call for help and do not leave them unattended
· Lie the child flat with their legs raised. If struggling to breath they may be sat up but for a short a time as possible
· Use the adrenaline auto injector without delay and note the time given. AAI’s will be given into the muscle in the outer thigh. The instructions on the device will always be followed.
· A phone call will be made to 999 stating Anaphylaxis
· If there are no improvements after 5 minutes a second AAI will be administered.
· If there are no signs of life CPR will be commenced.
· The parent will be called as soon as possible.
All pupils must go to hospital for observation after anaphylaxis even if they appear to have recovered as a reaction can reoccur after treatment.
Any severe reaction requiring hospitalization or emergency medical intervention represents a serious safeguarding issue and will be reported to Ofsted within 14 days.
Any ‘near misses’ involving accidental allergen exposure or medication delivery must be logged in our accident book, investigated by our allergy leads and reviewed to update this policy.
5 – Supply, storage and care of medication
Each child’s AAI kit will be kept safely, not locked away and accessible to all staff.
Medication will be stored in a suitable container and clearly labelled with the child’s name, dosage and expiry date. The storage container should contain:
· 2 AAI’s
· An up-to-date allergy action plan
· Antihistamine as tablets or syrup (if included on the allergy action plan)
· A spoon if required
· Asthma inhaler (if included on the allergy action plan)
AAI’s will be stored at room temperature and will be protected from direct sunlight and extreme temperatures.
AAI’s are single use only and will be disposed of as sharps by being given to the paramedics who attend the incident.
As a PVI setting we cannot legally purchase or hold back up AAI’s. Safeguarding strictly relies on families maintaining two individual devices on site at all times.
6 – Staff Training
The named staff members for co-ordinating staff anaphylaxis training and the upkeep of the school anaphylaxis policy are Amy Bannister, Narinder Ubhi and Rachel Hufflett.
Training will include:-
· Knowing the common allergens and triggers
· Spotting the signs and symptoms of an allergic reaction and anaphylaxis
· Knowing how to administering emergency treatment including AAI’s
· Knowing how to minimise the risk to a child who has an allergy e.g allergen avoidance and knowing who is responsible for what
· Managing allergy action plans and keeping them up to date
· Reporting incidents and near misses
Training will be revisited annually by all staff and anaphylaxis drills will be carried out annually so all staff know how the policy and procedure works.
7 – Inclusion and safeguarding
Westborough Preschool is committed to ensuring that all children with medical conditions, including allergies , in terms of both physical and mental health are supported in school and have trained staff around them that can manage their medical needs.


8 – Catering
· At Westborough children bring their own packed lunches into school and food is not allowed to be shared. We have a staff member sitting at each lunch table with the children so there is adult supervision at all times and all staff are aware of any allergies that are present within our community.
· Snacks are provided by the school and are a form of carbohydrate and fruit and vegetables. All ingredients of donated snacks are checked for allergens against our list of children with allergies which is displayed in the kitchen where our snacks are prepared. Again, all snack times are supervised by our staff at a ratio of not more than 8:1
· Food will not be given to our food-allergic children without parental permission (e.g birthday parties, food treats)
· The use of food in crafts, cooking activities, science experiments and special events will be considered and may need to be restricted/risk assessed depending on the allergies of particular children.
9 – Risk Assessment
Westborough Preschool will conduct an individual risk assessment for all new joining pupils with allergies and any pupils newly diagnosed in order to keep allergic children safe.
Risk assessments specifically for children with  allergies will be carried out for any trips and outings taking place from school.

10 – Allergy Awareness
Westborough Preschool supports the approach advocated by Anaphylaxis UK towards adopting a culture of allergy awareness and education. A ‘whole school awareness of allergies’ is advocated ensuring all staff are aware of what allergies are, the importance of avoiding the pupil’s allergen, the signs and symptoms, how to deal with allergic reactions and to ensure policies and procedures are in place to minimise risks.

· Legislation:- Statutory Framework for the EYFS Section 3 – 2026 (safe medicine   administration, mandatory collecting of children’s medical profiles)
· Food Information Regulations 2014
· Human Medicine Regulations – Reg 238 –administration of an AAI to save a life
· Health and Safety at Work Act 1974 -  duties to assess environmental risks
· Benedicts Law : Allergen Safety Requirements for School 2026


This Policy was updated on    ______29/08/2026_____
Signed by A.Bannister (manager) __________________
Signed by S.Jones (Owner) _______S Jones__________






Westborough Pre-School
Managing Children who are Sick or Infectious Policy
(Including reporting notifiable diseases)

Policy Statement
We provide care for healthy children and promote health through identifying allergies and preventing contact with the allergenic substance and through preventing cross infection of viruses and bacterial infections.

Procedures for children who are sick or infectious
· If children appear unwell during the day – have a temperature, sickness, diarrhoea or pains, particularly in the head or stomach – one of the senior staff will call the parents/carers and asks them to collect the child, or send a known carer to collect on their behalf.  Where the person collecting the child is not known to the Pre-School a password will be required
· If a child is unwell enough to require a paracetamol based medicine we ask  that you keep them at home until they are well enough to attend preschool again.
· If a child has a temperature we will follow the NHS guidelines for dealing with temperatures until the child is collected.
·  In extreme cases of emergency the child should be taken to the nearest hospital and the parent/carer informed
· The Pre-School can refuse admittance to children who have a temperature, sickness and diarrhoea or a contagious infection or disease
· Where children have been prescribed antibiotics, parents/carers are asked to keep them at home for 24 hours before returning to the Pre-School
· After sickness or diarrhoea, parents/carers are asked to keep children home for 48 hours or until a formed stool is passed
· The Pre-School has a list of excludable diseases.  The full list is obtainable from: http://www.hpa.org.uk/Topics/TopicsAZ/InfectiousDiseasesAZ/ and is located in the medical box.
Reporting of ‘notifiable diseases’
· If a child or adult is diagnosed suffering from a notifiable disease under the Public Health (Infectious Diseases) Regulations (1988), the GP will report this to the Health Protection Agency
· When the Pre-School becomes aware, or is formally informed of the notifiable disease, the Manager informs Ofsted and acts on any advice given by the Health Protection Agency
HIV/AIDS/Hepatitis procedure
· HIV virus, like other viruses such as Hepatitis, (A, B and C) are spread through body fluids.  Hygiene precautions for dealing with body fluids are the same for all children and adults
· Single use vinyl gloves and aprons are worn when changing children’s nappies, pants and clothing that are soiled with blood, urine, faeces or vomit
· Protective rubber gloves are used for cleaning/sluicing clothing after changing
· Soiled clothing is bagged for  collection by carer
· Spills of blood, urine, faeces or vomit are cleared using mild disinfectant solution and cloths used are disposed of
· Tables and other furniture, furnishings or toys affected by blood, urine, faeces or vomit are cleaned using a disinfectant
Nits and head lice
· If a child has headlice we will ask parents to collect and treat their child before returning them to preschool as soon as possible. In exceptional cases a parent/carer may be asked to keep the child away until the infestation has cleared
· On identifying cases of head lice, all  are informed and asked to treat their child and all the family if they are found to have head lice


Oral medication
· Asthma inhalers are now regarded as "oral medication" by insurers
· Oral medications must be prescribed by a GP or have manufacturer’s instructions clearly written on them
· The Pre-School must be provided with clear written instructions on how to administer such medication
· All risk assessment procedures need to be adhered to for the correct storage and administration of the medication
· The Pre-School must have the parents/carers prior written consent to administer medication.  This consent must be kept on file.  It is not necessary to forward copy documents to your insurance provider
· If a child has an inhaler or epipen for use at home we must have one at school as well.
Life-saving medication & invasive treatments
Adrenaline injections (epi-pens) for anaphylactic shock reactions (caused by allergies to nuts, eggs etc.) or invasive treatments such as rectal administration of Diazepam (for epilepsy) procedures.
· The Pre-School must have:
· a letter from the child's GP/consultant stating the child's condition, the name of any medication if any is to be administered
· how and when the drug is to be given
· what training of staff is required, if any 
· any other relevant information
· medication consent from completed and signed by the parents/carers allowing staff to administer medication
· proof of training in the administration of such medication by the child's GP, a district nurse, children’s’ nurse specialist or a community paediatric nurse


Insurance requirements for children with allergies and disabilities
· The insurance will automatically include children with any disability or allergy but certain procedures must be strictly adhered to as set out below
· At all times the administration of medication must be compliant with the Welfare Requirements of the Early Years Foundation Stage and follow procedures based on advice given in Managing Medicines in Schools and Early Years Settings (DfES 2005)


Copies of all three letters relating to the child are required by our insurers for special needs children eg children requiring help with tubes to help them with everyday living e.g. breathing  apparatus, to take nourishment, colostomy bags etc
· Prior written consent from the child's parent/carer to give treatment and/or medication prescribed by the child's GP
· a letter from the child's GP/consultant stating:
· the child's condition and health support procedures required
· what training of staff is required
· what medical experience is required 
· any other relevant information
· Key Person to have the relevant medical training/experience, which may include those who have received appropriate instructions from parents/carers, or who have qualifications
· Further guidance
· Managing Medicines in Schools and Early Years Settings (DfES 2005)
· Health Protection Regulations (2010) Updated 19/10/23
· Human Medicine Regulations 2012
· Statutory Framework for the Early Years 2026
· 
· 
· This policy was updated in September 2026
· 
· Signed on behalf of the Pre-School.- Manager........A.Bannister                       Owner...S.Jones
· 

Westborough Pre-School
First Aid Policy

Policy Statement
Our Pre-School staff are able to take action to apply first aid treatment in the event of an accident involving a child or adult.  All of our staff hold a level 3 qualification in paediatric first aid.

The first aid qualification is in line with the requirements of Ofsted

Procedures
The first aid kit - this kit follows the minimum contents laid down by the HSE
Our first aid kit contains:
Individually wrapped different sized ´sterile adhesive dressings´ (plasters) – HYPOALLERGENIC
A range of sterile dressings of various sizes appropriate for age of children
Triangular bandages
Safety pins
Sterile gauze pads for cleaning and covering wounds (Do not use cotton wool)
Sterile eye pads
A finger bandage (tubegauze) and applicator
Disposable gloves
Resuscitation shield or mask and plastic bag for disposal
Gloves when coming into contact with blood and bodily fluids
Apron
Unopened cling film for burns
WE DO NOT INCLUDE: Sprays, medicated wipes, lotions or creams (allergies), tablets or proprietary medicines
We only give a child medication brought by a parent/carer if a medication consent form has been signed by the parent/carer 
The first aid box is easily accessible to adults and is kept out of the reach of children

No un-prescribed medication is given to children, parents/carers or staff

At the time of admission to the Pre-School, parents/carers written permission for emergency medical advice or treatment is sought
Parents/carers sign a consent form at registration allowing staff to take their child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that parents/carers have been informed and are on their way to the hospital

Legal framework
Health and Safety (First Aid) Regulations (1981)

Further guidance
First Aid at Work: Your questions answered (HSE Revised 2009)
Basic Advice on First Aid at Work (HSE Revised 2008)
Guidance on First Aid for Schools (DfEE)


This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager.....A.Bannister........Owner......S.Jones





Westborough Preschool
Sleep Policy

At Westborough we believe that it is vital for children to get the sleep they need in order to thrive. We recognise that each child’s sleep routine will be unique and we will work closely with parents/carers to ensure there is consistency between home and our setting.
Parents will be asked to provide details of their children’s routines before their first day including the usual duration and times of their naps as well as the settling techniques that are used at home. 
The EYFS 2026 states that ‘Sleeping children must be frequently checked to ensure that they are safe. Being safe include ensuring that cots/bedding are in good condition and suited to the age of the child and that infants are placed down to sleep safely in line with the latest government safety guidance’.
We follow NHS guidance on safer sleep and have thorough risk assessments in place regarding sleep times. We have given careful thought to the safest location for sleep, consideration of the types of beds used, room temperature (recommended between 16 and 20 degrees where possible), safeguarding concerns and how we will monitor each child. 
When children need a sleep they will be encouraged to lie down on one of our stackable beds in our quiet area within the main room. We will use a black out blind to protect the children from direct sunlight if required.
All children will either self settle or be settled by us following parents/carers wishes whenever possible. 
All sleeping children are within sight and hearing of members of staff at all times. Each child will have a cot sheet and a blanket in a named zip folder which they will use for comfort. No pillows will be used. Each child will be checked on every ten minutes and staff will sign our check sheet. After each sleep the children’s bedding will be folded away in their zip bag and the beds wiped down with anti- bacterial spray. Each child’s bedding will be washed once a week.
All staff know to call 999 if a child will not wake up, stops or has difficulty breathing, appears overly confused or has a seizure.


Policy Updated – September 2025
Manager’s Signature      - A.Bannister      Owner – S.Jones












Westborough Pre-School
Food and Drink Policy

Policy Statement
Our Pre-School regards snack and meal times as an important part of the Pre-School's day.  Eating and sharing refreshments represents a social time for children and adults and helps children to learn about healthy eating 

Procedures
We follow these procedures to promote healthy eating in our Pre-School:
· Before a child starts to attend the Pre-School, we find out from parents/carers their children's dietary needs, including any allergies.  See the Managing Children with Allergies policy
· We record information about each child's dietary needs in her/his registration record and  parents/carers sign the record to signify that it is correct
· We display current information about individual children's dietary needs so that all staff, volunteers and students are fully informed about them
· We implement systems to ensure that children receive only food and drink that is consistent with their dietary needs as well as their parents/carers wishes
· We encourage children to bring in fruit and carbohydrate based foods to share at snacktime
· Where appropriate, children are involved in the preparation of snack
· We provide fresh, wholesome, balanced nutritious food for all snacks, avoiding large quantities of saturated fat, sugar and salt and artificial additives, preservatives and colourings
· We include foods from the diet of each of the children's cultural backgrounds, providing children with familiar foods and introducing them to new ones
· We take care not to provide food containing nuts or nut products and are especially vigilant where we have a child who has a known allergy to nuts.  See the Managing Children with Allergies Policy
· Through discussion with parents/carers and research we obtain information about the dietary rules of the religious groups to which children and their parents/carers belong, of vegetarians and vegans, and about food allergies.  We take account of this information in the provision of food and drinks
· We require staff to show sensitivity in providing for children's diets and allergies.  Staff do not use a child's diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy
· Snack times are social occasions in which children and staff participate
· We use snack times to help children to develop independence through making choices from foods and drink offered, feeding themselves and pouring their own drinks
· We have fresh drinking water constantly available for the children.  Children can ask for water at any time during the day
· We inform parents/carers who provide food for their children about the storage facilities available in the Pre-School
· In order to protect children with food allergies, we discourage children from sharing and swapping their food with one another
· For children who drink milk, we provide pasteurised milk
· Parents/carers who wish to provide food to celebrate a child’s birthday are requested to provide fresh fruit rather than cake/sweets.  If cake or sweets are provided, this will be handed out at the end of the session and taken home so that the parent or carer can decide whether the child can eat it.
Packed lunches
We cannot provide cooked meals.  Where children bring packed lunches we:

· encourage parents/carers to provide a healthy lunch box including items such as sandwiches, fruit, milk based deserts and cheese . We also ask that parents provide a water bottle in their children’s lunch box. We do not allow children to have chocolate bars , fizzy drinks or sweets in their packed lunches.
· ensure staff are with the children whilst they eat their lunch 


Legal framework
Regulation (EC) 852/2004 of the European Parliament and of the Council on the hygiene of foodstuffs

Further guidance
Safer Food, Better Business (Food Standards Agency 2008)

This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager..... Amy Bannister......Owner.S.Jones


Westborough Pre-School
Nappy Changing Policy

Policy Statement
No child is excluded from participating in our Pre-School who may, for any reason, not yet be toilet trained and who may still be wearing nappies or equivalent.  We work with parents/carers towards toilet training, unless there are medical or other developmental reasons why this may not be appropriate at the time

We make necessary adjustments to our bathroom provision and hygiene practice in order to accommodate children who are not yet toilet trained

We see toilet training as a self-care skill that children have the opportunity to learn with the full support and non-judgemental concern of adults

Procedures
· Key Persons will inform the Manager of children who are in nappies or pull-ups so that designated times can be arranged for checking and/or changing of nappies or pull-ups
· When a child needs changing a member of staff will:-
· Take the child to a safe area, lay young children down, if they need to have their bottoms cleaned they will be placed on a changing mat
· Each young child who is in nappies  should have their own bag, provided by their parents/carers which should have clean nappies , changing wipes, nappy sacks and clean clothes in case of accidents
· Gloves and aprons are put on before changing starts and the areas are prepared
· Once the nappy or pull-ups have been changed, the child is dressed, the mat is cleaned with disinfectant
· The soiled nappy  will be placed in a bag (soiled clothes will be placed in a separate bag), which is then tied to the child’s clothes bag and placed out of reach
· Both the member of staff and child wash their hands after changing nappies/underwear
· All staff are familiar with the hygiene procedures and carry these out when changing nappies
· In addition, we promote independence in young children and encourage them to undress/redress themselves
· Young children are encouraged to take an interest in using the toilet;  they may just want to sit on it and talk
· They are encouraged to wash their hands with soap and water, and dry their hands on paper towels
· Anti-bacterial hand wash liquid or soap should not be used for young children
· Staff are gentle when changing;  they avoid pulling faces and making negative comment about ‘nappy contents’
· Children are encouraged to tell a member of staff when they need the toilet.  Once in the toilet area, children are encouraged to be independent
· We do not have the facilities to dispose of soiled nappies, these are bagged and handed to the parents/carers at the end of the session who must take them home.  Nappies must not be disposed of in the bins outside the premises as we will be fined
· As we do not have showers or bathing facilities if a child is badly soiled, they will be cleaned to the best of our ability and placed in a clean nappy .  The Key Person will then contact the parents/carers  giving them an opportunity to collect their child



This policy was updated in September 2026

Signed on behalf of the Pre-School.- Manager.........A.Bannister.......Owner.......S.Jones




Outdoor Play policy

“ The best kept classroom and the richest cupboard are roofed only by the sky”.   Margaret McMillan 1925
At Westborough we believe in the importance of outdoor play and acknowledge the benefits to all children of having free and unlimited access to the outside.
Outdoor Play Principles
· Indoors and outdoors are viewed as one combined and integrated environment.
· Indoors and outdoors need to be available to children simultaneously.
· Outdoors is an equal player to indoors and will receive planning, management, resourcing and staffing and adult interaction on a par with indoors.
· Outdoors is both a teaching and learning environment.
· Outdoor play is central to children’s learning.
· The outdoor classroom offers children the opportunity to utilise effective modes of learning – play, movement and sensory experience.
· Outdoors children are able to control, change and modify their environment.
Why we develop outdoor play
· It allows children to relive their experiences through their most natural channel – movement.
· Movement is one of the four channels through which children learn. The  other three are play, talk and sensory experiences.
· It provides access to space to nurture mind-body growth.
· Physical development is the pre-requisite for children’s growth. It enhances the development of motor skills, develops balance, coordination and body awareness, keeps the body healthy and develops a lifelong habit of daily exercise.
· It provides the opportunity for assessed risky freedom where children can use their own imagination and initiative.
· All the areas of learning can be achieved outside whilst children’s long term social, emotional and mental health are being enhanced.
· Exercise can effect emotions allowing for relaxation and calmness and a heightened sense of well-being. (Armstrong 1996)
· Young children’s basic need for well-being and involvement, and their urge to explore and make sense of the world, is developed through high quality play in an outdoor environment.
During our sessions at Westborough Preschool the doors to the outside space are open most of the time allowing the children free access to the outside play areas. We allow the children to play outside in any weather and make sure that they are appropriately dressed for either hot or cold, wet or dry days. We expect children to bring in suitable clothes to be able to play outside . We do ask parents to dress their children in clothing suitable for the weather as they leave their homes bearing in mind that their child may choose to play outside all morning!

Signed and dated September 2025  :       Owner/Manager       S.Jones
                                                                  Manager   A.Bannister
Westborough Pre-School
No-smoking Policy

Policy Statement
We comply with Health and Safety Regulations and the Welfare Requirements of the Early Years Foundation Stage in making our Pre-School a no-smoking environment - both indoors and outdoors

Procedures
All staff, parents/carers , volunteers and students are made aware of our no-smoking policy
· We display no-smoking signs
· Staff who smoke, do not do so during working hours

Our premises are used by other organisations and although there is a cigarette receptacle outside the entrance we ask that parents/carers, staff, volunteers and students do not smoke on the premises


The Smoke-free (Premises and Enforcement) Regulations (2006)
The Smoke-free (Signs) Regulations (2007)








This policy was updated in September 2025

Signed on behalf of the Pre-School.- Manager... Amy Bannister......Owner......S.Jones
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