
 
 
Policies and Procedures 

Introduction  
1. Every child deserves the best possible start in life and the support that enables them to fulfil their potential. 
Children develop quickly in the early years and a child’s experiences between birth and age five have a major impact 
on their future life chances. A secure, safe and happy childhood is important in its own right. Good parenting and 
high quality early learning together provide the foundation children need to make the most of their abilities and 
talents as they grow up. 
  2. The Early Years Foundation Stage (EYFS) sets the standards that all early years providers must meet to ensure that 
children learn and develop well and are kept healthy and safe. It promotes teaching and learning to ensure children’s 
‘school readiness’ and gives children the broad range of knowledge and skills that provide the right foundation for 
good future progress through school and life.  
3. The EYFS seeks to provide:  
• quality and consistency in all early years settings, so that every child makes good progress and no child gets left 
behind 
 • a secure foundation through learning and development opportunities which are planned around the needs and 
interests of each individual child and are assessed and reviewed regularly 
 • partnership working between practitioners and with parents and/or carers 
 • equality of opportunity and anti-discriminatory practice, ensuring that every child is included and supported 
 4. The EYFS specifies requirements for learning and development and for safeguarding children and promoting their 
welfare.  
The learning and development requirements cover:  
• the areas of learning and development which must shape activities and experiences (educational programmes) for 
children in all early years settings 
 • the early learning goals that providers must help children work towards (the knowledge, skills and understanding 
children should have at the end of the academic year in which they turn five) 
 • assessment arrangements for measuring progress (and requirements for reporting to parents and/or carers) 
 5. The safeguarding and welfare requirements cover the steps that providers must take to keep children safe and 
promote their welfare.  
   Overarching principles  
6. Four guiding principles should shape practice in early years settings. These are:  
• every child is a unique child, who is constantly learning and can be resilient, capable, confident and self-assured 
 • children learn to be strong and independent through positive relationships 
 • children learn and develop well in enabling environments, in which their experiences respond to their individual 
needs and there is a strong partnership between practitioners and parents and/or carers 
• children develop and learn in different ways and at different rates. The framework covers the education and care of 
all children in early years provision, including children with special educational needs and disabilities.   

 
At AU5’s we have the following values and aims –  

‘When your child enters Abbeymead Under 5’s, they will be nurtured, develop naturally, grow and flourish’ 

• By providing a happy, welcoming, high quality, safe environment all the children enjoy attending. 

• We actively promote Fundamental British Values and support children’s wellbeing, welfare and prevent 
radicalisation and extremism within our setting. To encourage and nurture independence, confidence and 
equality of opportunity and anti-discriminatory practice, ensuring every child is valued and supported. 

• We treat all children as individuals and meet their developmental needs. 

• To recruit and nurture qualified and experienced staff, who are committed to the education and wellbeing of 
the children. 

• To provide a secure foundation through learning and development opportunities of the Early Years 
Foundation Stage curriculum. 

• To provide enriching activities that children may not have access to at home. 

• To ensure that equipment is well maintained and appropriate. 

• To prepare the children for a happy transition to school. 



• To work in successful partnerships with parents, professionals and other early years settings. 
Our Childcare Policy… 

• Sets high standards of learning, development and care. 

• Provides equality of opportunity and anti-discriminatory practice, ensuring that every child is included. 

• Creates the framework for a partnership between parents and professionals in all settings that children may 
attend. 

• Improves the quality and consistency of care and learning in the early years through a universal set of 
standards. 

• Lays a secure foundation for future learning through individual plans for each child, informed by ongoing 
assessment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section 1 – The Learning and Development Requirements (SFEYFS 1.2, 1.4, 1.5, 1.6, 1.7, 1.9, 1.10) 
1.1 The EYFS Learning and Development  

 
1) There are seven areas of Learning and Development - 3 Prime Areas: Communication and Language, 

Physical Development and Personal, Social and Emotional Development, and 4 Specific Areas: Literacy, 
Mathematics, Understanding the World and Expressive Arts and Design. 

2) The 3 Prime Areas are listed below with some examples of the activities which we will incorporate: 
• Communication and language development involves giving children opportunities to experience a rich 
language environment; to develop their confidence and skills in expressing themselves; and to speak and 
listen in a range of situations 
 • Physical development involves providing opportunities for young children to be active and interactive; 
and to develop their co-ordination, control, and movement. Children must also be helped to understand 
the importance of physical activity, and to make healthy choices in relation to food 
 • Personal, social and emotional development involves helping children to develop a positive sense of 
themselves, and others; to form positive relationships and develop respect for others; to develop social 
skills and learn how to manage their feelings; to understand appropriate behaviour in groups; and to 
have confidence in their own abilities. 

3) The 4 Specific Areas are listed below with some examples of the activities which we will incorporate: 
• Literacy development involves encouraging children to link sounds and letters and to begin to read and 
write. Children must be given access to a wide range of reading materials (books, poems, and other 
written materials) to ignite their interest 
 • Mathematics involves providing children with opportunities to develop and improve their skills in 
counting, understanding and using numbers, calculating simple addition and subtraction problems; and 
to describe shapes, spaces, and measure 
 • Understanding the world involves guiding children to make sense of their physical world and their 
community through opportunities to explore, observe and find out about people, places, technology and 
the environment 
 • Expressive arts and design involve enabling children to explore and play with a wide range of media 
and materials, as well as providing opportunities and encouragement for sharing their thoughts, ideas 
and feelings through a variety of activities in art, music, movement, dance, role-play, and design and 
technology. 

4) The Learning Goals (EYFS1.12) summarise the knowledge, skills and understanding all young children 
should gain by the end of the Reception Year, however if the children are very confident and capable 
within AU5’s and may be reaching the Early Learning Goals then we will work in partnership with parents 
and local schools to continuously maintain and extend the child’s knowledge, skills and understanding. 

5) The children are being continuously assessed by their key person and we will request parents/carer 
permission to complete these assessments. Children’s progress is discussed with parents on regular 
basis, with parent consultations 3 times a year with a summative assessment being recorded. A tracker 
system is used to monitor the child’s progress. 

6) If your child’s progress in any Prime Area gives cause for concern, the key person will discuss this with 
the child’s parents and/or carer and will agree how to support the child. The key person will also 
complete observations and discuss the child’s individual needs with AU5’s SENDco to consider whether 
the child may have a special educational need or disability which requires specialist support. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1.2 Teaching and Learning at AU5’s (1.8) 
 

The cycle of observation, assessment and planning. 

• Observation is carried out on a moment-by-moment basis. 

• We have focus children each week (approx. 3 children) 

• Some interactions and activities that occur are recorded when the cycle is complete. These records are on 
the learning journeys for the ‘focus children’ and on the ‘in the moment’ planning sheets for activities in 
which a group have become involved. 

We work this way because……. 
“Babies and Young Children are experiencing and learning in the here and now, not storing up their questions until 
tomorrow or next week. It is in that moment of curiosity, puzzlement, effort or interest – the ‘Teachable moment’ 
– that the skilful adult makes a difference. By using this cycle on a moment-by-moment basis, the adult will be 
always alert to individual children (observation), always thinking about what it tells us about the child’s thinking 
(assessment), and always ready to respond by using appropriate strategies at the right moment to support 
children’s wellbeing and learning (planning for the next moment) 
(From ‘National Standards Document – Learning, Playing and Interacting pg. 22-23) 

• The majority of the session is free play. 

• We have ‘Focus Children’ NOT focus activities. 

• The adult goes to the child, the child is NOT called to come to the adult. We work this way because high level 
involvement occurs in child-initiated activity. 

Progress and Development 

• When children show high levels of involvement, that is when there is progress and development is occurring 
– when the brain is most active. 

• High level involvement occurs most often when children are able to pursue their own interests in an 
enabling environment, supported by skilful staff. 

• Planning in the moment helps us to make this possible. 
An Enabling Environment 

• We have begun to create a workshop style environment indoors and outdoors. All the resources are 
available to the children. The children select what they want to do in each area. 

• The principle is that the resources are accessible to the children and they are varied and open-ended, thus 
giving the children the opportunity to select resources to support their chosen activity. 

The role of the adult 

• The staff are there to teach. They do this through observing and interacting. 

• The staff know the children very well and have sound understanding of child development, this ensures the 
staff enhance and extend the learning at the appropriate level for each unique child. 

Quality Interactions 

• The children become involved in the activities of their choice. The staff observe the children carefully, joining 
them when appropriate and engage in quality interactions (teaching) to move the learning on. 

• Sir Michael Wilshaw says: 
                 “Early Years Provision is only as good as the quality of interaction between adults and     children” 
Planning in the moment 

• We use the observation cycle on the moment by moment basis. The ‘Focus Children’ are given extra 
attention, but all the children are busy learning all the time. 

• The planning sheets record an area of activities that have occurred. It is particularly important that the 
adults input is recorded: 

• The symbol “T” indicates “adult input” (teaching) and will be highlighted in yellow 
                      “T suggests…..encourages….models….asks….ponders…helps….offers resources…etc” 
 
Planning 

• The ‘Planning sheets’ are blank at the beginning of the ‘Focus Child’s week of attendance. They are gradually 
filled up during their week. All staff will contribute to the three ‘Focus Children’s sheets. When possible, 
photos are printed and added to the records. 

• In addition, we will add ‘Wow’ moments that parents have recorded at home. 
 
 
 



1.3 Three Characteristics of Effective Learning (1.9) 
 
Playing and Exploring - Do they investigate and experience things and ‘have a go’? 
Learning Actively – Do they concentrate and keep on trying if they encounter difficulties, enjoy achievements? 
Creating and Thinking Critically – Do they have and develop their own ideas, make links between ideas, and develop 
strategies for doing things? 
With the system of ‘Focus Children’, a workshop style environment and records kept on spontaneous planning 
sheets and Learning Journeys, the children are learning effectively all the time! 
 
Keeping the balance 

• The children initiate their own learning and the staff support and guide them to extend the learning 
opportunities. 

•  Throughout the year we will assess and review the progress of all the children.   

• We will introduce teaching of specific skills through activities such as Physical Fun, circle/story/song time, 
and when we invite visitors to our setting such as Emergency services, Pyjama Drama and we also enjoy 
celebrating special events. 

 
Outdoor play 
All children will be given the opportunity to play outside throughout the day whatever the weather. 
 
It is important that parents dress their child appropriately: warm clothes and a waterproof coat when it is cold and 
wet; sunhat and sensible clothing and footwear to suit the weather conditions. 
 
Children get wet, muddy and messy when they play outside. We provide protective clothing for them to wear, 
including wellington boots, although you can provide these things for your child if you wish. 
 
We teach children how to minimise how messy they get and how to get better at the this as they get older, but this 
part of their learning and development – you can’t expect them not to get messed up playing in mud. 
 
We will not compromise on allowing children to play outdoors as we believe it is an essential component for young 
children’s learning and development. 
 
Children must be allowed to experience the world around them in a full messy, muddy, wet environment of they are 
to make meaning of it. 
 
Getting wet does not cause us to catch a cold, if the cold virus is around, we will pick it u regardless of whether we 
are wet or dry. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.4 Children with English as an Additional Language (1.7) 
 
For children with English as an additional language, AU5’s will provide opportunities for children to develop and use 
their home language in play and learning whilst supporting their language development at home. Au5’s will ensure 
that children have sufficient opportunities to learn and reach a good standard in English language. When assessing 
communication, language and literacy skills, the key person and the SENDco will assess children’s skills in English. If a 
child does not have a strong grasp of the English language, the key person and the SENDco will explore the child’s 
skills in the home language with parents and/or carers. If a child with English as an additional language attends 
AU5’s, we will incorporate this language into our daily routine with pictorial representation, books, posters, purchase 
relevant resources, celebrate festivals to make the child feel comfortable within AU5’s.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.5 Key Person (EYFS 1.10 and Safeguarding and welfare requirement paragraph 3.27) 
 
 Each child is assigned a key person. We will inform parents and/or carers of the name of the key person and explain 
their role when a child starts at AU5’s. The key person will help ensure that every child’s learning and care is tailored 
to meet their individual needs. The key person will seek to engage and support parents and/or carers in guiding their 
child’s development at home. They will also help families engage with more specialist support if appropriate.  
We offer an optional home visit prior to a child starting at AU5’s, where the Manager/Deputy and key person visit 
the home of the child for a short period, taking resources from playgroup to enable the key person to engage with 
the child, following the child’s lead. The other staff also work closely with the child during their time at AU5’s. 
Parents are welcome to speak to their child’s key person and any other staff at any time. 
It is of paramount importance to us at AU5’s that all children should be treated with great care and consideration. A 
new child should feel comfortable and integrated into playgroup life as quickly as possible. Settling in sessions are 
offered - we follow the wishes of the parent. Parents are invited to stay and play, where the key person will work 
closely with the child. Some parents like to leave their child for a short period of time, then gradually increase this to 
the whole session depending on how the child feels. 
Once the child is completely settled (approx. 3 months) the key person will complete a baseline assessment 
indicating what stage the child is at, enabling staff to familiarise themselves with next steps of learning. 
We are very happy to receive telephone calls from parents/carers about their child’s welfare particularly if they feel 
upset at leaving their child in someone else’s care, but if a child is very upset we inform the parent/carer to return to 
the setting or call them during session to reassure them about their child’s settling in time 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 2 – Assessment (SFEYFS 2.1, 2.11) 
 
2.1 Assessment (2.1, 2.2) 
 Assessment at Au5’s plays an important part in helping parents, carers and practitioners to recognise children’s 
progress, understand their needs and to plan how to support play. Ongoing assessment (also known as formative 
assessment) is an integral part of the learning and development process. It involves practitioners observing children 
to understand their level of achievement, interests and learning styles and then to shape learning experiences for 
each child reflecting those observations. Practitioner’s interactions with children should respond to their own day-
to-day observations about children’s progress and observations that parents and carers share. When parents/carers 
register their child with us, we request that parents/carers give permission for us to assess their child’s development. 
 Assessment will be undertaken by all staff. It will not entail prolonged breaks from interaction with children, nor 
require excessive paperwork. Paperwork will be limited to that which is absolutely necessary to promote children’s 
successful learning and development. Parents and/or carers will be kept up-to-date with their child’s progress and 
development on a regular basis. The child’s key person will address any learning and development needs with 
parents and/or carers and any relevant professionals, seeking permission from parents to do so. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.2 Progress check at age two (2.3, 2.4, 2.5) 
 
When a child is aged between two and three, the key person will review their progress and provide parents and/or 
carers with a short-written summary of their child’s development in the Prime Areas. This progress check identifies 
the child’s strengths and any areas where the child’s progress is less than expected. If there are significant emerging 
concerns, or an identified special educational need or disability, the key person will discuss this with the parent and 
playgroup’s SENDco and will then follow our SENDco policy to support the child’s future learning and development. 
If the child attends two or more settings, it will be the setting where the child spends the majority of their time to 
complete the progress check. 
The key person will discuss with parents and/or carers how the summary of development documented in the 
progress check can support learning at home. The key person will encourage parents and/or carers to share 
information from the progress check with other relevant professionals, including their Health Visitor and/or a 
teacher (if a child moves to school-based provision at age three). The progress check is completed before the child’s 
third birthday. This is when the Health Visitor and practitioners at early years settings will gather information on a 
child’s health and development, allowing them to identify any developmental delay and any particular support from 
which they think the child/family might benefit. Consent from the parent/carer is gained before sharing information 
with other professionals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.3 Assessment for the child’s transition to school (2.6) 
 
In the last term (term 6) before the child attends school in September a transition record will be completed by the 
child’s key person. This assessment record will be discussed with the parents. The reception teachers are invited into 
playgroup to meet the children who will be in their class and to speak to the child’s key person. A copy of the 
transition will be sent to their chosen school. 
 
2.4 Assessment at the end of the EYFS - Early Years Foundation Stage Profile (EYFSP), 2.6, 2.7, 2.8, 2.9,2.10, 2.11) 
 
In the final term of the year in which the child reaches age five and no later than 30 June in that term, the EYFS 
Profile must be completed for each child. The Profile provides parents and carers, practitioners and teachers with a 
well-rounded picture of a child’s knowledge, understanding and abilities, their progress against expected levels, and 
their readiness for Year 1. (Please see the Statutory framework for more information) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 3 – The Safeguarding and Welfare Requirements (SFEYFS 3.1, 3.2) 
 
3.1 Introduction  
Children learn best when they are healthy, safe and secure, when their individual needs are met and when they have 
positive relationships with adults caring for them. Our setting works with children, parents and the community to 
ensure the rights and safety of the children and to give them the very best start in life. We ensure all staff and 
parents are made aware of our safeguarding policies and procedures. 
Abbeymead Under 5’s takes all safeguarding concerns seriously and will investigate promptly. Staff and Volunteers 
must report any area of concern to the named Designated Safeguarding Lead and ensure action is taken. The 
Chairperson will ensure that parents have an additional point of contact. All concerns will be dealt with in a timely 
and appropriate way in accordance with Abbeymead Under 5’s Confidentiality Policy and following the procedures 
set out by Gloucestershire Safeguarding Children Board (GSCB). 
Our two Designated Safeguarding Leads (DSL) are Laura Workman (Manager) and Katy Avent (Deputy) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.2 Child Protection (Safeguarding Children) (EYFS 3.4, 3.5, 3.6, 3.7, 3.8) 
 
As providers we are trained and informed to be alert to any issues for concern in the child’s life at home or 
elsewhere. We follow our policies and procedures to safeguard the children and these policies are in line with the 
guidance and procedures of the Gloucestershire Safeguarding Children’s Board (GSCB). All staff complete regular 
child protection training and are fully aware of the setting’s policies and procedures for reporting and recording 
concerns. The DSL is available, during opening hours, at all times for staff to discuss any safeguarding concerns. 
The DSL attend training every two years, the setting receives regular updates from the GSCB which all staff are 
encouraged to sign up to, all updates are discussed at staff meetings too. Staff also complete additional e-learning 
training and attend safeguarding refresher courses.  
At AU5’s we follow Gloucestershire’s revised ‘Levels of Intervention Guidance’ which support the DSL to make the 
correct judgement, recognise the appropriate action and signpost us to other guidance and support if necessary. 
Please refer to the illustrated ‘Windscreen – a diagram to demonstrate the continuum of need’ which can be found 
at the end of these policies. 
We ensure that all staff understand the safeguarding policy and procedures and have up to date knowledge of 
safeguarding issues. The training we access ensures that practitioners are able to identify signs of possible abuse and 
neglect at the earliest opportunity, and respond to them in a timely, appropriate way. These may include: 

• Significant changes in children’s behaviour 

• Deterioration in children’s well-being 

• Unexplained bruising, marks or signs of possible abuse or neglect 

• Children’s comments which give cause for concern 
Any reasons to suspect neglect or abuse outside the setting, for example in the child’s home, or that a girl may have 
been subjected to (or is at risk of) female genital mutilation 
Inappropriate behaviour displayed by other members of staff, or any other person working with the children. For 
example: inappropriate sexual comments, excessive one-to-one attention beyond the requirements of their usual 
role and responsibilities, or inappropriate sharing of images.  
Practitioners are made aware of ‘What to do if you’re worried a child is being abused: Advice for practitioners to 
support their awareness. 
If there is an incident the Manager Laura Workman will inform OFSTED of any allegations of serious harm or abuse 
by any person living, working, or looking after children at the premises (whether the allegations relate to harm or 
abuse committed on the premises or elsewhere). AU5s will follow the statutory guidance ‘Working together to 
safeguard children July ’18, ‘Safeguarding Children and Protecting Professionals in Early Year’s Settings (Online 
safety guidance for Practitioners, Online Safety considerations for Managers Feb 19’ and the ‘Prevent duty 
guidance for England and Wales 2015’,  If there is a concern we will notify agencies with statutory responsibilities 



without delay. This means GCSB, OFSTED and, in case of emergencies, the Police. These notifications must be made 
as soon as is reasonably practicable, but at the latest within 14 days of the allegations being made. 
When faced with welfare concerns that might result in the impairment of a child’s health and development or 
possibility that a child is suffering or likely to suffer significant harm we adhere to the following procedure: 
Following concern… 
Consultations are made with the Designated Safeguarding Lead (DSL)  
The practitioner and the DSL complete a confidential written record of the nature and circumstances surrounding 
the concerns. The written record is recorded with details of the next required action to be taken. This information 
should also include the date, time of observation or disclosure, the exact words spoken by the child as far as 
possible. These records are signed by the professionals and are also discussed with the parent (unless this amounts 
to a safety concern for the child). 
The DSL explains to the parent that they will be seeking advice from GSCB  
Where there are urgent concerns, professional contacts The Front Door on 01452 426565 (option 1) 
Professional can contact the Children’s Practitioner Advice Line on 01452 426565 (option 3) to discuss their concerns 
with a qualified social worker and receive advice about whether a referral is appropriate or whether there are 
alternative ways of addressing their concerns.  
Unless there are urgent concerns, professional completes a Multi-Agency Service Request Form. This is passed on to 
a social work team and the caller will be contacted by a social worker within 24 hours (unless there are immediate 
risks in which case the professional will be put through to a social work team straight away). The social work team 
will discuss whether the referral is appropriate and what action can/will be taken.  The DSL will continue to seek 
support from GSCB following the Child Protection Flow Chart 
In the event that a staff member or volunteer is unhappy with the decision made by the DSL in relation to whether 
to make a safeguarding referral, they must follow escalation procedures. (See GSCB Escalation Policy at the end of 
policy document) 
We consider factors affecting parental capacity and risk, such as social exclusion, domestic violence, parent’s drug or 
alcohol abuse, mental or physical illness or parent’s learning disability. 
We are aware of other factors that affect children’s vulnerability, such as abuse of disabled children; fabricated or 
induced illness; child abuse linked to beliefs in spirit possession, sexual exploitation of children, such as through 
internet abuse, and female genital mutilation and radicalisation, that may affect, or may have affected, children and 
young people using our provision. 
We also make ourselves aware that some children and young people are affected by gang activity, by complex, 
multiple or organised abuse, through forced marriage or honour-based violence or may be victims of child 
trafficking. While this may be less likely to affect young children in our care, we may become aware of any of these 
factors affecting older children and young people who we may come into contact with.  
We take account of the need to protect young people aged 16-19 as defined by the Children Act 1989, which may 
include students or school children on work placement, young employees or young parents. Where abuse is 
suspected we follow the procedure for reporting any other child protection concerns. The views of the young person 
will always be considered, but the setting may override the young person’s refusal to consent to share information if 
it feels that it is necessary to prevent a crime from being committed or intervene where one may have been, or to 
prevent harm to a child or adult. Sharing confidential information without consent is done only where not sharing it 
could be worse than the outcome of having shared it. 

• Whistle blowing 
AU5’s is committed to the highest possible standards of openness, honesty and accountability.  In line with this 
commitment we encourage employees, volunteers and any others with serious concerns about any aspect of the 
setting to raise those concerns in the appropriate way.  This whistle blowing policy is intended to encourage and 
enable employees and volunteers to raise concerns within the setting without fear of reprisal rather than 
overlooking a problem or taking the matter to others outside the setting. 
If the concern or allegation is one of child protection the Allegations Against Staff procedure must be followed. 
Staff have the right and individual responsibility to raise any matters of concern regarding poor practice at work.  
Staff are responsible for the safety and well-being of all children attending the setting and this must take priority 
over loyalty towards colleagues.  
The policy is intended to:  
            - Encourage and enable individuals to raise genuine and legitimate concerns  
            - Support staff to take an active role in the elimination of poor practice  
            - Ensure concerns are appropriately investigated  
            - Protect those making the complaint from victimisation or retaliation 



AU5’s has additional policies and procedures covering discipline, grievance and complaints.  This policy is intended to 
complement these and cover concerns that fall outside the scope of the other policies and procedures. 
Confidentiality:  The management/committee will try to protect a person’s identity when a concern is raised, 
however in some circumstance’s identities will have to be revealed to the person complained against and the 
complainant may be asked to provide written or verbal evidence in support of their complaint.  If a person’s identity 
is to be disclosed they will be informed of this prior to the disclosure and the reasons for this.  Having raised the 
concerns, the management/committee expect the complainant not to talk about it to other people, inside or outside 
the setting. 
Untrue allegations:  If an allegation is made in good faith but is not confirmed by the investigation, no action will be 
taken against the complainant. If, however, an allegation proves to be malicious, disciplinary action may be taken 
against the person responsible for the malicious act. 
 

HOW TO RAISE A CONCERN  

• In the first instance concerns should be raised with the Manager. However, this may not always be 
appropriate, in which case concerns should be raised with the chairperson or management committee. 
Concerns are best raised in writing.   

• You are invited to set out the background and history of the concern, giving names, dates and places where 
possible and the reasons for your concerns.  The earlier you express your concerns the easier it is to take 
action.  If you do not wish to put the allegations in writing the person to whom you are making the 
complaint will make a written record of the interview and will ask you to sign to confirm the accuracy of the 
notes taken. Although you will not be expected to prove the truth about your allegations, you will be 
required to demonstrate that there are sufficient grounds for your concerns. 

• You should NOT:  
• Investigate the matter yourself  
• Alert those suspected of being involved  
• Approach or accuse individuals  
• Tell anyone other than the designated persons (management/committee)  

• Within a week of the receipt of your concern you will receive a written acknowledgment of your concern, 
together with a copy of your statement where appropriate. The (management/committee will investigate 
your concern and within 2 weeks you will be informed of what action is taken and will be kept up to date on 
the progress of the investigation.  If you are not satisfied with the outcome of the investigation you may 
elevate your concerns directly to the Gloucestershire Early Years Team Tel 01452 427224 
earlyyearsteam@gloucestershire.gov.uk or to Ofsted Tel 0300 123 1231 www.ofsted.gov.uk  

• Disciplinary action may be taken if it is found that a member of staff has failed to raise a concern that if 
known about may have had a significant impact on the effectiveness of safeguarding at AU5’s 

• AU5’s also maintains their own records for 
            - Physical Intervention Report 
            - Existing Injuries Report 
            - Behaviour Incident Report 
            - Health & Safety Incident Report 
            - Safeguarding Concern form 
            - Discrimination Incident Report 
            - Complaints 
               These records are kept in a locked filing cabinet. 
Staff can also access advice on NSPCC Whistleblowing Advice line 0800 0280285 
Email: help@nspcc.org.uk 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.3 Looked after Children 
Abbeymead Under 5’s is committed to providing quality provision based on equality of opportunity for all children 
and their families.  All staff are committed to doing all they can to enable ‘looked after children’ in their care to 
achieve and reach their full potential. 
Definition of ‘Looked After Children’ (LAC): Children and young people become ‘looked after’ if they have either been 
taken into care by the local authority or have been accommodated by the local authority (a voluntary care 
arrangement). Most LAC will be living in foster homes, but a smaller number may be in a children’s home, living with 
a relative or even placed back home with their natural parent(s). 
We recognise that children who are being looked after have often experienced traumatic situations which can often 
impact their emotional well-being.  AU5’s places emphasis on secure attachments in children’s lives. These aspects 
of well-being underpin the child’s responsiveness to learning and are the basis in developing positive dispositions for 
learning. For young children to get the most out of educational opportunities they need to be settled enough with 
their carer to be able to cope with further separation, a new environment and new expectations made upon them. 

• We offer places for funded two, three and four-year-olds who are in care to ensure they receive their 
entitlement to early education. We expect that a child will have been with a foster carer for a minimum of 
one month and has formed a secure attachment to the carer.  

• We will always offer ‘stay and play’ provision for a child who is two to five years old who is still settling with 
their foster carer, or who is only temporarily being looked after. 

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

Procedures 
The designated person for looked after children is the Manager: 

     LAURA WORKMAN       
 Our designated officer who oversees this work is the Chairperson: 
     REBECCA BARNSLEY     

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

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

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

Further guidance 



Guidance on the Education of Children and Young People in Public Care (DfEE 2000) Who Does What: How Social 
Workers and Carers can Support the Education of Looked After Children (DfES 2005) Supporting Looked After 
Learners - A Practical Guide for School Governors (DfES 2006) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.4 Suitable people (3.9, 3.10, 3.11, 3.12, 3.13) 
 
At AU5’s we ensure that people looking after children are suitable to fulfil the requirements of their roles. We have 
effective systems in place to ensure that practitioners, and any other person who is likely to have regular contact 
with children (including those living or working on the premises), are suitable. We have an effective recruitment 
system in place to ensure that practitioners and any other person is likely to have regular contact with children are 
suitable.  
Applicants are welcome from all backgrounds. The job descriptions include commitment to promoting equality and 
recognising and respecting diversity as part of their specification. Individuals own safeguarding responsibilities are 
also outlined and regular training is completed to keep up to date with procedures. 
 
Recruitment process: 

1) Decide on the role required, preparing a job description and job specification, decide interview date and who 
will attend (Manager, Chairperson and one other) 

2) Advertise the post, including our commitment to safeguarding 
3) Send application form, job description and job specification 
4) Shortlist suitable candidates for interview and arrange session to spend with the children 
5) Contact candidates to be invited to interview  
6) Conduct face-to face interview, ensuring all questions are designed to gain required information about each 

candidate’s suitability, including those needed to address any gaps in information supplied in the application 
form/cv 

We will ensure that we are able to make a confident selection of the preferred candidate based upon their 
demonstration of suitability of the role, following a session attended at playgroup. 
We are responsible for obtaining enhanced criminal records checks in respect of every person aged 16 and over who 
works directly with children. The Manager will inform staff that they are  expected to disclose any convictions, 
cautions, court orders, reprimands and warnings which may affect their suitability to work with children (whether 
received before or during their employment at the setting). Staff will not be allowed to have unsupervised contact 
with the children unless a DBS check has been completed and is clear (including the criminal records disclosure 
reference number, the date the disclosure was obtained and details of who obtained it and a right to work in the UK 
check). Staff will also be required to complete an ‘On-going suitability to work with children’ form annually.  
 (see suitability form at end of this document) 
We also meet our responsibilities under the Safeguarding Vulnerable Groups Act 2006 which includes a duty to make 
a referral to the Disclosure and Barring Service where a member of staff is dismissed (or would have been, had the 
person not left the setting first) because they have harmed a child or put a child at risk from harm. 



DBS disclosures and barred list information are only issued to the potential employee; providers must check the 
disclosure and consider whether it contains any information that would suggest the person was unsuitable for the 
position before an individual start work with children. Where a potential or existing employee has subscribed to the 
online DBS Update Service, providers should check the status of the disclosure. Where the check identifies there has 
been a change to the disclosure details, a new enhanced DBS disclosure must be applied for. Before accessing the DBS 
update service consent to do so must be obtained from the member of staff.  
Contract  
Once completed the 4-week probationary period the employer will receive their contract along with their job 
description and additional information 
 
Maternity 
Antenatal and Maternity 
Pregnant employees have four key rights 

• Paid time off for antenatal care 

• Maternity leave 

• Maternity pay or Maternity Allowance 

• Protection against unfair treatment, dismissal or discrimination. 
 

You must inform the Manager that you are pregnant at least 15 weeks before the beginning of the week when your 
baby is due. If this is not possible, for example, because you didn’t realise you were pregnant, you must tell them as 
soon as possible. You should also tell them when you want to start your Statutory Maternity Leave. You cannot take 
paid time off for antenatal appointments until you have told your employer that you are pregnant. 
All pregnant employees, however long they have been in their jobs, are entitled to reasonable time off for antenatal 
care, any time off will be paid at your normal rate of pay. 
The Manager can ask for evidence of antenatal appointments from the second appointment onwards. If asked, you 
should show a medical certificate showing your pregnant and an appointment card or some written evidence of your 
appointment. 
Antenatal care may include relaxation or parenting classes as well as medical examinations, if these are 
recommended by your doctor or Midwife. If you can, try to avoid taking time off work when you can reasonably 
arrange classes or examinations outside of working hours. 
A review of Risk Assessments will be undertaken for your specific work by the Manager/Health and Safety Officer 
who will identify any changes that are necessary to protect you and your unborn baby’s health. You will be involved 
in the process and are asked to continue to review the assessment as your pregnancy progresses to see if any 
adjustments are necessary. Risks may include: Lifting or carrying heavy loads, standing or sitting for long periods. 
If you are off work for pregnancy-related illness during the four weeks before your baby is due, your maternity leave 
and Statutory Maternity Pay (from your employer) or Maternity Allowance will start automatically, not what you had 
agreed with your employer. 
Even if you decide not to take Statutory Maternity Leave you must take 2 weeks off after your baby is born, or 4 
weeks if you work in a factory. This is called Compulsory Maternity Leave. 
As an employee you have the right to 26 weeks of Ordinary Maternity Leave and then 26 weeks of Additional 
Maternity Leave making one total year. The combined 52 weeks is known as Statutory Maternity Leave. 
The Manger will ask for a copy of the MAT B1, the maternity certificate, which says when the baby is due. Your 
Doctor or Midwife will give you a copy of the MAT B1 after you have been pregnant for21 weeks. They cannot give it 
you earlier. 
After informing the Manager/Committee that you want to take Statutory Maternity Leave, they should write to you 
within 28 days to confirm your Statutory Maternity Leave and give you the date your Statutory Leave will end. 
You can start your statutory Maternity Leave any time from 11 weeks before the beginning of the week your baby is 
due. 
If you are off work because of your pregnancy within 4 weeks of the expected birth date, your employer can make 
you start your Statutory Maternity Pay (SMP) you must have been: 

• Employed by the same employer continuously for at least 26 weeks into the 15th week before the week your 
baby is due (the qualifying week) 

• Earning an average an amount which at least equals the lower earnings limit which applies on the Saturday 
at the end of your qualifying week 

• The lower the earnings limit is the amount you have to earn before you are treated as paying National 
Insurance contributions. 

To claim SMP, you must: 



• Tell your employer when you want your SMP to start 

• Provide medical evidence of the date your baby is due 
If you qualify for SMP, it is paid: 

• For the first 6 weeks at 90% of your average gross weekly earnings with no upper limit 

• For the remaining 33 weeks at the lower of either the standard rate, or 90% of your average gross weekly 
earnings. 

Your employer will usually pay you in the same way and at the same time as your normal wages. It can be paid for up 
to 39 weeks. 
You can still get Statutory Maternity Leave and Statutory Maternity Pay if your baby: 

• Is born early 

• Is stillborn after the start of your 24th week of pregnancy 

• Dies after being born 
If you cannot get SMP your employer must fill in form SMP1 and give this to you. On the form, your employer must 
say why SMP has not been paid. If you have more than one employer, you must get Form SMP1 from each employer. 
Form SMP1 is used to support a claim for Maternity Allowance (MA). 
It is important that your employer give this form to you as soon as possible. Without the information on the form a 
decision on entitlement to MA cannot be made which may delay payment. 
There are two versions of the form SMP1. One part you can print and then complete usung a pen or one you can 
complete online then print. 
You can work up to 10 days during your Maternity Pay Period (MMP) for the employer paying your SMP without 
losing your entitlement. These are called Keeping in Touch (KIT) days. Once you have worked for 10 days and you do 
further work for that employer, you will lose SMP for each week in your MPP in which you do that work. Please note, 
if you work your 10th KIT day and do a further days work in the same week, you will loose SMP for that week. This is 
because you have exceeded the ten maximum that week. In the MPP, A week means a period of 7 days. For 
example, If your SMP started on a Thursday, a week will run from Thursday to Wednesday. 
If you start work with a new employer after you aby is born your SMP is not affected. 
If you start work with a new employer (if you work for an employer who did not employ you in the 15th week before 
the week your baby was due) your SMP must stop. You must tell the employer paying you SMP. 
 
Confidentiality and client access to records 
Definition: ‘Confidential information is information that is not normally in the public domain or readily available from 
another source, it should have a degree of sensitivity and value and be subject to a duty of confidence. A duty of 
confidence arises when one person provides information to another in circumstances where it is reasonable to 
expect that the information will be held in confidence.’ (Information Sharing: Guidance for Practitioners and 
Managers (DCSF 2008)) 
Any information and knowledge will be on a need to know basis and will be kept confidential unless the manager 
considers the need to relay information to certain relevant parties. All members of staff/volunteers and students will 
agree to respect the playgroups confidentiality and will sign a copy of this document to indicate their agreement. 
Visitors and parents should respect the staff role of confidentiality. 
Occasionally will need to record confidential information relating to the child or their family beyond the general 
personal information we keep e.g with regard to any injuries, concerns or changes in relation to the child or the family, 
any action taken in respect of child protection and any contact and correspondence of external agencies in relation to 
the child, such as GSCB or other professionals. This information will be held confidentially at playgroup and in some 
cases in order to protect the child from harm and conflict, some information may be withheld from parents. 
 Parents sometimes share information about themselves with other parents and the setting cannot be held responsible 
if the information is shared beyond those parents, whom the person has confided in. (Please see 3.21 Information and 
records) 
 
Valuing diversity and promoting equality  
 
Equal Opportunities 
We have an equal opportunities policy to promote equality, value diversity and including support for children with 
special educational needs or disabilities. We support and promote Fundamental British values. We will ensure AU5’s 
is fully inclusive in meeting the needs of all children. AU5’s is committed to an anti-discriminatory practice to 
promote equality of opportunity and value diversity for all children and families. 
Our setting is open to all members of the community. We are able to provide information on request of any 
language. We base our admissions on a fair system, and ensure that all parents are made aware of the equal 



opportunity policy. We ensure people with disabilities can participate successfully in services offered by AU5’s. We 
take action against any discriminatory behaviour by staff or parents. 
Employment – Posts are advertised and all applicants are judged against specific and fair criteria. Applicants are 
welcome from all backgrounds, and applicants whom best meet the criteria are offered the post, subject to 
references and checks by the DBS. This ensures fairness in the section process. All job decriptions include a 
commitment to promoting equality and recognising and respecting diversity as part of their specifications. 
Training - We seek training opportunities for staff and volunteers to enable all children to further their development. 
Curriculum – The curriculum offered in the setting 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. 
Value in diversity in families -  we welcome the diversity of family lifestyles and work with all families. We encourage 
children to contribute stories from everyday life to the setting. We encourage parents/carers to take part in the life 
of the setting and to contribute fully by sharing a skill or coming into AU5’s to visit  
For families who speak languages in addition to English, we ensure their full inclusion. 
Food – We work in partnership with parents to ensure that the medical, cultural and dietary needs of children are 
met. We help children to learn about a range of foods and of the cultural approaches to meal times and eating and 
to respect the differences among them. 
 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3.5 Social networking 
AU5’s recognises that many employees use the internet for personal purposes and that many employees participate 
in social networking. 
This is not taken in isolation, staff and committee members know and adhere to Health and Safety, Safeguarding, 
Employment and Data Protection policies when using Social Media in reference to AU5’s. 
AU5’s respects staff and committee members right to a private life. However, AU5’s must also ensure that 
confidentiality and its reputation is protected. It therefore requires staff and committee members using social 
networking websites in either personal or professional capacity to: 

• Ensure they do not conduct themselves in a way that is not detrimental to AU5’s - Staff and committee 
members should always express ideas and opinions in a respectful manner. Posts, comments and tweets 
should remain calm, professional, and polite. Points should be expressed in a clear logical way. If employees 
or committee members encounter a situation while on social media that threatens to become antagonistic, 
they should disengage from the dialogue and seek advice from the Manager. 

• Be sensible and thoughtful about linking content. Redirecting to another site may imply endorsement of its 
contents that may not be appropriate. 

• Do not denigrate or insult others, including competitors. Staff and committee members should be aware of 
the effect their actions may have on their images, as well as AU5’s image. The information that you post or 
publish may be public for a long time. 

• Staff and committee members should be aware that AU5’s may observe content and information made 
available by employees and committee members through social media. Employees and committee members 
should use their best judgement in posting material that is either inappropriate or harmful to AU5’s, its 
employees, or families. 

• Do not include AU5’s logo or branding in personal blogs or postings. 

• Using social media in a personal capacity is not completely separate from your working life – if you hear 
something that needs to be fed back in a professional capacity ensure that it is done so. For example, if you 
come across a post questioning a fundraising event, pass this on so that up to date information can be 
posted to the relevant place. 

• Staff should not accept friend requests from parents on social media sites, nor should they request to be 
friends with a parent. In the situation where staff are already friends on a social networking website with a 
parent prior to their child starting at playgroup, AU5’s understands that staff will remain friends with that 
parent, however, in no circumstances should playgroup, the children, the staff or any other business matters 
be discussed or commented on over social networking websites. 

• Staff and committee members should not disclose personal information or data about any individual that 
could breach the conditions set out by GDPR and AU5’s confidentiality policy. 

• Social media shouldn’t interfere with staff and committee members responsibilities at AU5’s. AU5’s 
computer systems are to be used for business purposes only. When using AU5’s computer systems, use of 
social media for business purposes is allowed (e.g. Facebook) but personal use of social media networks or 
personal blogging of online content is discouraged and could lead to disciplinary action. 

• It is highly recommended that the staff and committee members keep AU5’s related social media accounts 
separate from personal account, if practical. 

• Report any concerns they have to the Manager about information disclosed on social networking/internet 
sites. 

• All staff are aware that any breach of this could result in disciplinary action including dismissal. 
Acceptable use of ICT 
AU5’s aims to ensure that committee members, staff and children will benefit from the technologies offered in a 
safe and effective manner. 
AU5’s employs a number of strategies in order to maximise the opportunities offered by technology and to 
reduce the risk associated with the use of internet and mobile technologies. 
These strategies are as follows; 

• Children will always be supervised when they are accessing the internet. 

• Firewall and filtering software is in place in order to maximise the risk of exposure to inappropriate 
material. 

• Uploading and downloading of non-approved software will not be permitted. 

• Virus protection software is used and updated on a regular basis. 



• The use of internet and mobile technologies will be used for educational purposes and the good of the 
setting only. 

• The AU5’s website will regularly be checked to ensure there is no content that compromises the safety 
of the children or of the staff. 

• AU5’s will endeavour to use digital images focusing on group activities or children’s work. Content 
focusing on individual children, or where children’s faces are identifiable, will only be published on AU5’s 
website with written parental permission. 

• AU5’s website will avoid publishing the first and last name of individuals in any image. 

• AU5’s will not use children’s names in image file if published on the web. 

• Care must be taken that any links to external sites from AU5’s website are appropriate and safe. 
AU5’s has a closed Facebook page, set up for the following purposes: 

• For low security level information sharing, such as events and dates. 

• Information on access to parent page on the website. 

• To generate ideas and support from parents. 
The group is only open to parents and some grandparents whose children are in attendance at Playgroup, 
committee members, volunteers and staff. There are five administrators of the group who approve membership and 
manage information posted. Members are added to the group when they join AU5’s and are removed when they 
leave the setting. The Administrators reserve the right to remove any material posted to the group page by members 
which deemed offensive or irrelevant to Playgroup and the running of it. 
Staff also have their own closed group to enable communication/dissemination of information to all members. Staff 
are reminded to only use child’s initials. 
Security and theft 

• Staff and committee members are free to set up personal blogs on the internet, and have social 
networking accounts, provided that they do not breach the law, disclose any information of AU5’s 
confidential information, breach copyright, defame the company or its suppliers, customers or 
employees, bring the organisation into disrepute, or disclose personal data or information about an 
individual that could breach GDPR conditions. 

• Under the provision of the Copyright, Designs and Patents Act 1998 the copy of any material 
(whether written, graphic or any other media), which is created by a member of staff for the course 
of their employment, with AU5’s name, is the property of AU5’s. 

• Staff and committee members should be aware that social networking websites are a public forum. 
Employees and committee members should not assume that their entries on any websites remain 
private. Realise that what you post will be around for a long time and could be shared by others. 

• Staff and committee members should report anything to the Chairperson/Manager where the above 
has been breached by another person, including ex-employees. 

Monitoring 

• AU5’s reserves the right, but not the duty, to monitor all aspects of its electronic resources. This includes 
data, email, voice and mail boxes and other employer provided electronic storage systems. We reserve the 
right, for business and security purposes, to audit and monitor information on all systems, electronic mail, 
telephone and information stored on computer systems or media, without advanced notice. We also reserve 
the right to retrieve the contents of any staff and committee member communication in these systems. 

Recruitment 
At no stage during the recruitment process will the Manager/Chairperson conduct searches on prospective 
employees on social networking websites. 
 
 
 
 
 
 
 
 
 

 
 

 



3.6 Disqualification (3.14, 3.15, 3.16, 3.17, 3.18) 
 
Allegations 
If a practitioner or a manager receives an allegation or has a concern about the behaviour of a member of staff 
working or volunteering with children and that concern amounts to a member of staff or volunteer having:  

1. behaved in a way that harmed a child, or may have harmed a child, or 
2.  possibly committed a criminal offence against or related to a child, or 
3.  behaved towards a child or children in a way that indicates s/he is unsuitable to work with children, or 
4.  completed the disqualification by association form, 

       then the professional should report the concern to the Manager/ DSL not implicated in the    
       allegation.                                                     

Where an employer becomes aware of relevant information that may lead to disqualification of an employee, 
the provider must take appropriate action to ensure the safety of the children. The Manager/DSL should ensure 
the children are protected and if a criminal offence has been committed the police must be informed. 
A registered provider or a childcare worker may also be disqualified because they live in the same household as 
another person who is disqualified, or because they live in the same household where the disqualified person is 
employed. If a provider or childcare worker is disqualified they may, in some circumstances, be able to obtain a 
‘waiver’ from Ofsted. 
AU5’s will notify Ofsted of any significant event which is likely to affect the suitability of any person who is in 
regular contact with children on the premises where childcare is provided. The disqualification of an employee 
could be an instance of a significant event. 
AU5’s will give Ofsted the following information about either the registered person or any staff employed 

• Details of any order, determination, conviction or other ground of disqualification from the registrations 
made under section 75 of the Childcare Act 2006. 

• The date of the order, determination or conviction, or the date when the other ground for disqualification 
arose. 

• The body or court which made the order, determination or conviction, and the sentence (if any) imposed. 

• A certified copy of the relevant order (in relation to the conviction). 
In the event of disqualification of a person employed in the setting, the manager will contact LADO (Local Authority 
Designated Officer) first then the relevant professionals if necessary. The professionals will then complete an 
investigation by completing a written record of the nature and circumstances surrounding the concern, including any 
previous concerns. Information about where the concern came from and brief details only should be recorded. This 
is because it might meet the criminal threshold and so your investigation could interfere with a Police or Social care 
investigation. The LADO Tel: 01452 426994 or 01452 583638. The LADO will offer advice on ant immediate action 
required and will assist with employment and safeguarding issues. 
If, after the initial discussion with LADO, it is agreed that the allegation meets criteria, a multi-agency meeting will be 
convened and the staff member will be invited. This might result in a criminal investigation, a social care 
investigation and/or an investigation to inform whether disciplinary action is required. If it is agreed that the 
allegation does not meet the criteria, the LADO will record the initial discussion and send to AU5’s for our records. 
Any further action will be taken within the setting if necessary. Further meetings might be required and these will be 
convened by the LADO, with your input at all times. If deemed necessary the Manager/Committee will suspend the 
member of staff for the duration of the investigation. The staff member will either go through the disciplinary 
procedure or have immediate unpaid suspension until further notice. This is not an indication of admission that the 
alleged incident has taken place but it is to protect the staff as well as children and families throughout the process. 
We ensure that all parents know how to complain about the behaviour or actions of staff or volunteers within the 
setting, which may include an allegation of abuse (see complaints policy). 
This information will be provided to Ofsted as soon as reasonably practicable, but the latest within 14 days of the 
date the provider became aware of the information or ought reasonably to have become aware of it they made 
reasonable enquiries 
Safeguarding of visitors 
On arrival the visitors will be asked for proof of identity and will sign in. The visitors will also be informed of the fire 
drill procedures and will be asked to read a safeguarding form. The information will contain the following: 
“If during my visit a child discloses any information which I may think maybe of safeguarding concerns, or if I witness 
a staff member/volunteer/student behaving inappropriately with the children, in order to protect the children, I will 
forward this information to the Designated Safeguarding Leads (Laura Workman/Katy Avent). The information will 
then be recorded on a Safeguarding Concern form and I will sign to give my consent for this information to then be 
investigated further, following AU5’s Safeguarding Policies”. 



Confidentiality 
All suspicions, investigations and records are kept confidential and shared only with those who need to know. Any 
information is shared under the guidance of the Gloucestershire Safeguarding Children’s Board and Ofsted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.7 Staff taking medication/other substances (3.19) 
 
Practitioners must not be under the influence of alcohol or any other substance which may affect their ability to care 
for children. If practitioners are taking medication which may affect their ability to care for children, those 
practitioners should seek medical advice. We will ensure that those practitioners only work directly with children if 
medical advice confirms that the medication is unlikely to impair that staff member’s ability to look after children 
properly. Staff medication on the premises will be securely stored and out of reach of children, in a high cupboard in 
the kitchen, at all times.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.8 Staff qualifications, training, support and skills (3.20, 3.21, 3.22, 3.23, 3.24, 3.25, 3.26) 
 
The daily experience of children in early years settings and the overall quality of provision depends on all 
practitioners having appropriate qualifications, training, skills and knowledge and a clear understanding of their roles 
and responsibilities. We will ensure that all staff receive induction training to help them understand their roles and 
responsibilities. Induction training will include information about emergency evacuation procedures, safeguarding, 
child protection, and health and safety issues. We will support staff to undertake appropriate training and 
professional development opportunities to ensure they offer quality learning and development experiences for 
children that continually improves. 
 We have a written induction plan for all new staff, volunteers and students, which includes the following: 

1) The Manager completes an online DBS check with the new staff member through Capita. Until we have 
confirmation of a clear DBS the new staff member is not left unsupervised with the children. 

2) Introduction to all staff and volunteers, including management and committee members. 
3) Familiarising with the building, discussion with the Manager about Health and Safety and Fire 

procedures. 
4) Ensuring our Policies and Procedures have been read and are carried out. Signed to indicate agreement. 
5) Introduction to parents, especially parents of allocated Key Children. 
6) Familiarising themselves with confidential information where applicable in relation to any Key Children 

(staff only). 
7) Details of tasks and daily routines to be completed. 
8) Conditions of employment must be confirmed as agreed in interview - working hours and procedure to 

follow in event of illness. 

•  The Manager inducts new staff, volunteers and students. 

• The Chairperson inducts new Managers. 
Supervisions 

AU5’s is committed to ensuring that every member of staff receive effectives supervision on a regular basis to ensure 
that individual member of staff is achieving the objectives of the setting and so doing to enhance the quality of staff 
performance. Supervision will provide support, coaching and training for the practitioner and promotes the interests 
of children. They will also foster a culture of mutual support, teamwork and continuous improvement, which 
encourages the confidential discussion of sensitive issues. 
Supervision should provide opportunities for staff to: 

 • discuss any issues – particularly concerning children’s development or wellbeing, including               child 
protection concerns 

                • identify solutions to address issues as they arise 
  • receive coaching to improve their personal effectiveness 

 There are three forms of supervision: 
1) Planned formal supervision - Pre-arranged sessions with agreed agenda 
2) Informal/unplanned supervision – A response to a task or event when it is inappropriate to wait for the 

next planned supervision 
3) Annual Appraisal – formal annual review of the year’s work and planning for the next year, carried out 

by the Chairperson. 
The chairperson and the manager have responsibility for developing staff effectively, ensuring that they receive 
regular quality supervision at least every six months, clearly stating and agreeing expected work standards and 
ensuring training and development opportunities are identified, facilitated and evaluated. A record will be made of 
the dates and times of the scheduled sessions and also of each session, particularly noting agreed action, endorsing 
both parties. A copy of this record is given to the member of staff and the other is securely kept by the Manager. 
Dates and times will be arranged in advance, normally at the prior meeting. The Manager/Chairperson will also 
provide unplanned supervision to staff if this is required e.g. following an incident. Individually the staff must: 

• Take responsibility for their own performance and learning, ensuring it is integrated into their everyday 
practice. 

• Reflect and learn from their work experience, training and development opportunities. 

• Prepare and take part in supervision under the arrangement agreed. 

• Take any action agreed in supervision, to improve performance and enhance their effectiveness. 
Staff skills, motivation and relationships with children and their families are key elements in determining quality 
service. For it to be effective, staff must: 

• View it as an opportunity for shared reflection on work. 



• See it as part of a culture that promotes reflective practice/evidence-based practice, self-directed learning 
and learning from experience. 

• An integral part of the working routine. 

• Approach it in a positive, constructive, honest, open and forward-looking manner. 
Supervision of staff provide the opportunity to: 

• Monitor progress with objectives agreed in the annual appraisal, in line with the playgroup’s vision 
statement. 

• Reflect on effectiveness of recent training and development and identify any outstanding needs. 

• Provide feedback on performance 

• Provide support, direction, advice and guidance on individual cases, staff and management issues. 

• Develop skills and understanding. 

• Ensure policy and standards are consistently met in practice. 

• Discuss any external/personal circumstances that have a bearing on work. 
AU5’s also have regular management meetings (fortnightly) to discuss staffing, health and safety issues, 
safeguarding and SEND.  
We have staff meetings for all members of staff 3 times a year or when required. 
Staff Behaviour 
 We take the safety and welfare of our children and staff seriously. We expect staff to behave in an appropriate 
manner, to act as a role model for and protect all children in their care. We will also ensure that any changes to staff 
behaviours or ways of working are closely monitored, discussed and supported to ensure all children are 
safeguarded throughout their time at AU5’s. 
Expected Staff Behaviour 
Within our Playgroup we expect our staff to: 

• Put our children first. Their safety, welfare and ongoing development is the most important of their role. 

• Behave as a positive role model for the children in their care by remaining professional at all times and 
demonstrating caring attitudes to all. 

• Be aware of their requirements under the EYFS Statutory Framework and the playgroup’s Policy and 
Procedures designed to keep children safe from harm whilst teaching children and supporting their early 
development. 

• React appropriately to any safeguarding concerns quickly and concisely in accordance to the Local Authority 
Procedures and training received (GSCB). 

• Not share any confidential information relating to the children, their families and playgroup. 

• Maintain the public image of the playgroup and do nothing that will put the setting into disrepute. 

• Ensure that parental relationships are professional and external social relationships are not forged. If a 
relationship exists prior to the child starting at the setting, discussions with the management will be held to 
ensure relationships remain professional. 

• Report to management immediately any changes in personal life that may impact on the ability to continue 
the role. These may include (but are not limited to) changes in police record, medication, people living in the 
same premises, any social service involvement with their own children. 

 
Monitoring Staff Behaviour 
Within AU5’s we 

• Conduct regular management meetings to discuss staff behaviour. 

• Have regular supervisions with all staff in which ongoing suitability will be monitored and recorded. 

• Use a whistleblowing policy that enables team members to discuss confidentially any concerns about 
their colleagues. 

• Operate staff suitability forms and clauses in staff contracts to ensure any changes to their suitability to 
work with children are reported immediately to management. 

• Ensure all new staff members are deemed suitable with the appropriate checks detailed in the 
safeguarding procedures. 

Some behaviours that may cause concern and will be investigated further: 

• Change in moods  

• Sudden change in religious beliefs/cultural beliefs (may be a sign of radicalisation) 

• Changes in the way of acting towards the children or the other members of the team (becoming 
more friendly and close, isolation, avoidance, agitation etc) 

• Sudden outbursts 



• Becoming withdrawn 

• Secretive behaviours 

• Calling in sick more often, coming in late 

• Standards in work slipping 

• Extreme changes in appearance 
Procedures to be followed: 
If we have a concern about changes in staff behaviour within AU5’s an immediate meeting will be called with the 
individual and management (Manager and Chairperson) to ascertain how the person is feeling. We will aim to 
support the staff wherever possible and will put support mechanisms in place where appropriate. 
Ultimately, we are here to ensure all staff are able to continue to work with the children as long as they are suitable 
to do so, but if any behaviours cause concern about the safety and welfare of the children then the procedure on the 
safeguarding policy will be followed as in the case of allegations against a team member and the Local Authority 
Designated Officer (LADO) will be called. 
All conversations, observations and notes on the staff member will be logged and kept confidential. 

Staff Qualifications 

We ensure that we have adequate qualified staffing in place with the manager holding a full and relevant level 3 with 
20 years’ experience of working in Early Years and we have six staff also holding a level 3 qualification, one member 
of staff currently working towards level 3 and three who are unqualified.  

AU5’s has two deputies who oversee the running of the Pre-School group and the Rising 3’s group, who are capable 
and qualified to take charge in the manager’s absence. 

Paediatric First Aid Training 

All the staff that hold a level 3 qualification also hold a relevant, up to date Paediatric First Aid certificate. They have 
completed a full course consistent with the criteria set out in Annex A of the EYFS Statutory Guidelines.  

All newly qualified staff who have been employed by AU5’s, who have completed a level 2/3 qualification on or after 
30th June 2016, will also have a full PFA or an emergency PFA within 3 months of starting work in order to be 
included in the required staff:child ratio at level 2 or 3. We display all staff’s PFA certificates for parents to see and 
keep up to date with training. We ensure that all staff have sufficient understanding and the use of English to ensure 
the well-being of children in their care. For example, we keep records in English, liaise with other agencies in English, 
to summon emergency help, and understand instructions such as those for safety of medicines or food hygiene. 

 

 

 

 

 

 

 

 

 

 

 

 



3.9 Key Person (3.27) 
 
Each child who attends AU5’s will be assigned a Key Person. Their role is to ensure that every child’s care is tailored 
to meet their individual needs, to help the child become familiar with the setting, offer a settled relationship for the 
child and build a relationship with their parents (Learning and development 1.3) 
 
3.10 Staff:child Ratios (3.28, 3.29, 3.30, 3.33) 
 
At AU5’s we ensure staffing ratios often exceed the minimum requirement to ensure that the children have the best 
quality of care and education which we can provide. If necessary the manager and deputies will have a meeting with 
the chairperson to discuss the best possible way of how to deploy staff to ensure the children’s needs are met. 
Parents are informed if staff change groups or leave their position and are also informed of any newly recruited staff. 
Only staff aged 17 and over are included in the ratios. 
For Playgroup, the ratio and qualification requirements below apply to the total number of staff available to work 
directly with children. 
For children aged two: 

• There is at least one member of staff to every four children; 

• One member of staff at least holds a full and relevant level 3 qualification; and 

• At least half of all the other staff hold a full and relevant level 2 qualification. 
For children aged three and over: 

• There is at least one member of staff for every eight children; 

• One member of staff at least holds a full and relevant level 3 qualification; 

• At least half of all the other staff hold full and relevant level 2 qualification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



3.11 Health (3.44, 3.45, 3.46) 
 
Medicines 
Parents are asked to keep their children at home if they have any infection and therefore to inform the Playgroup as 
to the nature of the illness so that staff can inform other parents, maintaining confidentiality if needed at all times. 
If the children become unwell during the session with temperature, sickness, diarrhoea, the manager/deputy will 
inform the parent/carer and will ask for the child to be collected. 
If a doctor prescribes antibiotics /antibiotic cream for any disease/illness – all children must have taken these 
antibiotics on the prescribed day for at least 24hrs before returning to Playgroup. 
The setting has a list of excludable diseases and current exclusion times, see table below.  

Illness Children may return to Playgroup: 

Chicken Pox 5 days from onset of rash 

German Measles (Rubella) 6 days from onset of rash 

Impetigo Until lesions are crusted and healed, or 48 hrs 
after commencing anti-biotic treatment 

Measles 4 day from onset of rash 

Ringworm Exclusion not usually required 

Scabies Return after first treatment 

Scarlet fever Return 24hrs after commencing appropriate 
anti-biotic treatment 

Shingles Exclude only if rash is weeping and cannot be 
covered 

Diphtheria Exclusion is essential. Contact HPU 

Hepatitis A 7 days after onset of jaundice (or 7 days after 
symptom onset if no jaundice) 

Meningococcal 
Menegitis/Septicaemia 

Until recovered 

Meningitis (due to other bacteria) Until recovered 

Mumps 5 days after onset of swelling 

Diarrhoea/Vomiting 48hrs from last episode of diarrhoea or 
vomiting 

E.Coli 0157 
VTEC 
Typhoid 
Dysentery 

48hrs from the last episode of diarrhoea 
(Further exclusion may be required for some 
children until they are excreting) 

Cryptosporidiosis 48hrs from the last episode of diarrhoea 

Flu Until recovered 

Tuberculosis Consult HPU 

Whooping cough 5 days from commencing anti-biotic treatment, 
or 21 days from the onset of illness if no anti-
biotic treatment 

  

 
Reporting of ‘Notifiable Diseases’ 

• If a child 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 setting 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 clothes after changing 

• Soiled clothes are rinsed and bagged for parents to collect. 



• Spills of blood, urine, faeces or vomit are cleared using mild disinfectant solution. Mops, cloths used and 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 

• Nits and Head lice are not an excludable condition, although in exceptional cases a parent may be asked to 
keep the child away until the infestation has cleared. 

• On identifying cases of head lice, all parents are informed and asked to treat their child and all the family if 
they are found to have head lice. 
 

Febrile seizures or high temperatures 
If a child suffers from seizures or high temperature we will gather information from parents/carer and will devise an 
action plan for their child’s needs. 
Administering Medicines 
We will agree to administer medication as part of maintaining their health and well-being or when they are 
recovering from an illness. 
Procedures 

• The Manager/Deputy is responsible for overseeing of administering medication. 

• We insist that children or adults with an illness or infection do not attend playgroup (see list of 
illnesses/incubation times) 

• If a child becomes ill whilst in our care the parents will be contacted. 

• Parents must give written permission for any medication to be given, including filling in the appropriate 
consent forms recording the exact dosage to be given as stated by the Doctor 

• Should a child require other medical assistance then staff will endeavour to receive the appropriate training 
in administering. This would come from a Health Care Professional (e.g. practice nurse/G. P) based on the 
individual child. 

• If a child attends playgroup who may require the use of an epi-pen at least two staff members will be trained 
for its use. 

• Only prescribed medicines are administered, with exception of meeting a child’s individual medication 
needs, such as convulsions. Then the parents provide Calpol and completes the necessary forms for un-
prescribed medicine to be administered. 

• A written record is kept of all medicines administered, recording who administered it, a witness to the 
dosage and any reactions which occurred. Parents are then to sign on collection of their child. 

 
Managing medicines on trips and outings 
Risk Assessments are completed and staff are fully informed about children’s needs and medication. Medication is 
taken in a labelled container with the consent form/ medical details. 
A member of staff with a PFA certificate will always be present on trips. 
 
Managing children with allergies 
Parents are asked to inform Playgroup of any known allergies and record them on the registration form. 
If a child has an allergy, a medical form is completed to detail the following: 
The allergen (i.e. the substance, material or living creature the child is allergic to, such as nuts, eggs, bee stings, cats 
etc). 

- The nature of the allergic reactions e.g. anaphylactic shock reaction, including rash, reddening of 
skin, swelling, breathing problems etc. 

- What to do in case of allergic reactions, any medication used and how it is to be used (e.g. Epipen). 
- Control measures – such as how the child can be prevented from contact with the allergen. 
- Review. 
-  This form is kept in the child’s personal file and a copy is displayed where staff can see it.  
- Generally, no nuts or nut products are used within the setting.  
- Parents are made aware so that no nut or nut products are accidentally brought in, for example to a 

party. 
 
Oral medication 



• Asthma inhalers are now regarded as "oral medication" by insurers and so documents do not need to be 
forwarded to our insurance provider. 

• Oral medications must be prescribed by a GP or have manufacturer’s instructions clearly written on them. 

• Parents must give written permission for any medication to be given, including filling in the appropriate 
consent forms recording the exact dosage to be given as stated by the Doctor 

• Correct storage of inhalers is in a named, individual paper bag which is stored in the ‘Inhaler bag’ out of 
reach of children but within easy access to staff. Medical forms and dosage details are also kept with each 
inhaler. 

 
Lifesaving medication & invasive treatments 
Adrenaline injections (EpiPens) for anaphylactic shock reactions (caused by allergies to nuts, eggs etc) or invasive 
treatments such as rectal administration of Diazepam (for epilepsy). 
The setting must have: 

• a letter from the child's GP/consultant stating the child's condition and what medication if 
any is to be administered; 

• written consent from the parent or guardian allowing staff to administer medication; and 

• 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. 

• Copies of all three letters relating to these children must first be sent to the Playgroup’s 
Insurers for appraisal. Confirmation will then be issued in writing confirming that the 
insurance has been extended. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.12 Food and Drink (3.47, 3.48, 3.49) 
 
AU5’s strives to provide the children with a healthy and balanced approach to food and drink.  
Procedures 

• Before a child starts to attend the setting, we find out from parents their children's dietary needs and 
preferences, including any allergies.  A record is kept in the child’s registration paperwork, as well as on a list 
displayed for the staff to access. 

• We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use a child's 
diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy. 

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

• We use snack times to help children to develop independence through finding their own individual snack 
pots, choosing either milk or water to drink and to feed themselves. 

• We have fresh drinking water constantly available for the children to access throughout the session. 

• Parents are required to provide a healthy snack for their child in a small named container. This should be one 
portion of fresh fruit or vegetable. 

• Playgroup provides a drink to accompany the child’s snack; they are offered a choice of whole milk or water. 

• Occasionally playgroup may provide snacks to enhance themed activities 
 e.g. Chinese New Year – Chinese food 
        Shrove Tuesday – Pancakes 
              Prior to this being implemented we seek parent’s permission for the child to taste the                         
              foods then information on this activity will be displayed on the parent notice board. 

•  All staff/volunteers/students and children will wash and dry their hands before preparing and eating food. 
Aprons and gloves will be worn by staff assisting snack time. 

• Anti-bacterial spray/wipes and paper roll are used to clean tables and work tops. 

•  Two handle cups with lids are provided, although they are encouraged to drink from the cup without a lid. 

• In order to protect children with food allergies, we discourage children from sharing and swapping their food 
with one another. 

 
Snack /Lunch Boxes  

•  Children are required to bring a named snack pot if attending the morning session only and a snack and 
lunch box if they are attending the 5 hour session. 

• Parents are informed of our healthy eating policy and are requested to send their child with a snack of fruit 
or vegetables.  

• Parents are requested to provide a well-balanced lunch and a drink of juice or water, with a sufficient 
quantity of food that you know your child will consume. 

• We encourage parents to use child friendly packaging, so that they are able to open the packages 
themselves. 

Hand washing 

• Signs are clearly visible in the toilets reminding to “wash hands”. 

• Staff always stress the importance of washing hands using soap, following use of the toilet and also prior to 
preparing snacks and eating food. A hand-washing song is used to promote this. 

• A member of staff is available to provide support to children during use of the toilet if required.  

• Hand soap and paper towels are provided in toilet areas. 
 
Clearing away / cleaning 

• After the end of each session the play areas are cleaned, toys are put away ensuring that all tables and floor 
areas are clean and clear of dirt and debris. 

• Carpets are vacuumed on a weekly basis, or more regularly as required. 

• Toilets are cleaned at the end of each session. 

• Toys and play equipment are cleaned on a regular basis. 
Fridge and food cupboard 

• The fridge and food cupboard are checked and cleaned on a regular basis.  
 
 
 
 



3.13 Accident or Injury (3.50, 3.51) 
First Aid Kit 
There is a First Aid box accessible at all times with appropriate content for use with children and we keep a written 
record of accidents or injuries and first aid treatment, The First Aid box and bags are checked monthly and orders are 
completed if they need replenishing. All staff are responsible for identifying if a child is showing signs of illness and 
once identified then the staff should act appropriately for the health and well-being of the child. 
We will inform parents/carers of any accident or injury sustained by the child on the same day and of any First Aid 
treatment given. Parents sign the registration form to enable qualified staff to administer First Aid and for 
permission for emergency medical treatment. The accident book will be completed by the member of staff dealing 
with the accident/injury and then signed by the parent/carer. If a child sustains a bump to the head a ‘Head bump’ 
form is completed and is given to the parents with guidance on signs and symptoms of head injuries. All head bumps 
are recorded on a head bump log.  
If a child, parent or member of staff has an accident on the premises, then the First Aider is called to assess the 
situation, they will follow the First Aid procedures and if needed request an ambulance and another member of staff 
will telephone the emergency services. The parent will be contacted immediately after the ambulance is called. The 
First Aider will continue with the First Aid procedures until the ambulance arrives and then the child’s key person will 
go with the child to hospital if needed and the manager will arrange staff cover for this. Staff complete their training 
every three years. 
We will notify Ofsted and RIDDOR of any serious accident, illness or injury to, or death of, any child while in our care 
and action taken. We will notify as soon as possible, but in any event within 14 days of the incident occurring. We 
will also notify the GSCB of any serious accident or injury to, or the death of, any child while in our care and will act 
on advice from this agency. 
Sun Protection 
All parents are asked to provide sun hats and sun glasses for protection during warmer weather and are requested 
to apply sun cream to their child before attending the session and for the child to wear suitable clothing and shoes. 
Playgroup will not apply sun cream unless they have extenuating circumstances. 
Shade will be provided outside when appropriate and we limit children’s time spent outdoors when it’s extremely 
hot. 
Fresh drinking water will accessible at all times to children and staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.14 Managing Behaviour (3.52, 3.53) 
 
AU5’s believes that children flourish best when their personal, social and emotional needs are met and where there 
are clear and developmentally appropriate expectations for their behaviour 
Children need to learn to consider the views, 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. The principles that underpin how we achieve positive and considerate behaviour exist 
within the programme for promoting personal, social and emotional development. 
Procedures 
The Manager and the Deputy Managers are the named persons responsible for behaviour at AU5’s and our 
programme for supporting personal, social and emotional development, including issues concerning behaviour. 
 
We require the named persons:   Laura Workman, Clare Godding and Katy Avent 
 to: 

• keep her/himself up-to-date with legislation, research and thinking on promoting positive behaviour and on 
handling children's behaviour where it may require additional support; 

• access relevant sources of expertise on promoting positive behaviour within the programme for supporting 
personal, social and emotional development; and 

• check that all staff have relevant in-service training on promoting positive behaviour.  
We recognise that codes for interacting with other people vary between cultures and require staff to be aware 
of - and respect - those used by members of the setting. 

We require all staff, volunteers and students to provide a positive model of behaviour by treating children, parents 
and one another with friendliness, care and courtesy. 
We familiarise new staff and volunteers with the setting's behaviour policy and its guidelines for behaviour. 
We expect all members of our setting - children, parents, staff, volunteers and students – to keep to the guidelines, 
requiring these to be applied consistently. 
We work in partnership with children's parents.  Parents are regularly informed about their children's behaviour by 
staff.  We work with parents to address recurring inconsiderate behaviour, using our observation records to help us 
to understand the cause and to decide jointly how to respond appropriately. 

 
Strategies with children who engage in inconsiderate behaviour 

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

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

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

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

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

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

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

• We never use physical punishment, such as smacking or shaking. Children are never threatened with these 
and we do not consider it acceptable for parents to use it on their own child whilst at playgroup. 

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

• We use physical restraint, such as holding, only to prevent physical injury to children or adults and/or serious 
damage to property. 

• Details of such an event (what happened, what action was taken and by whom, and the names of witnesses) 
are brought to the attention of the manager and are recorded in the child’s personal file.  The child’s parent 
is informed on the same day. 



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

• Any unacceptable behaviour that occurs will be documented and discussed with parents/carers of children 
who are involved. 

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

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

• We recognise that babies and 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’. 

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 
cognisance 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. 

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

• Our way of responding to pre-verbal children is to calm them through holding and cuddling. Verbal children 
will also respond to cuddling to calm them down, but we offer them an explanation and discuss the incident 
with them to 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. “Adam took your car, didn’t he and you were 



enjoying playing with it. You didn’t like it when he took it, did you? 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 Adam, 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. “I can 
see you are feeling better now and Adam isn’t crying any more. Let’s see if we can be friends 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, drama 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 do not 
force children to say sorry but encourage this where it is clear that they are genuinely sorry and wish to 
show this to the person they have hurt. 

• 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 setting; 
their parent, or carer in the setting, 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 himself 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 use the Code of Practice to support the child and family, making the 
appropriate referrals to a Behaviour Support Team where necessary. 

Further assessment and Intervention 

• If serious behavioural problems persist, further discussion with parents will be held and recorded. 

• Detailed observations of the child will be undertaken to gain further understanding of the precise nature of 
the problems being experienced and potential triggers. 

• Advice and support will be sought from the Early Years Team or other outside agencies if considered 
necessary and an agreed plan implemented in partnership with parents. 

• If required, behaviour plans will be drawn up by the SENDco and/or designated practitioner for Promoting 
Positive Behaviour, after discussion with other members of staff and the parents of the child. Advice may be 
taken from other agencies or a referral for assessment may be made. 

 
The Use of Physical Intervention 
Physical Intervention is defined as ‘when practitioners use reasonable force to prevent children from injuring 
themselves or others or damaging property’ (Statutory Frame for the EYFS section 3.52).  

•  Where physical intervention is used to manage a child’s behaviour it will be recorded and Parents informed.  

• Parents will be kept informed of children’s behaviour, acceptable and unacceptable. 

• Where verbal sanctions are not working the child will be encouraged to move to another area/activity. If this 
fails the child will be accompanied to a quiet area and will be talked to about their behaviour and 
encouraged to take appropriate action to modify their actions or resolve conflict. 

• Staff are responsible for keeping a physical intervention record, noting where a child has to be physically 
removed from a situation where there is a danger to that child or others. This record is shared with parents 
on the same day and is signed and dated by both staff and parents.  

Individual behaviour plans will be drawn up by the SENDco and/or designated practitioner for Promoting Positive 
Behaviour, after discussion with other members of staff and the parents of the child if this is felt to be appropriate. 



Under no circumstances will any member of staff or volunteer threaten corporal punishment and they must not use 
or threaten any punishment which could adversely affect a child’s well-being. 
There are three main types of physical Intervention: 
 
Positive Handling 
The positive use of touch is a normal part of human interaction, it may be appropriate in a range of situations: 

• Giving guidance to children 

• Providing emotional support 

• Physical care (first aid or toileting) 
Our staff will exercise appropriate care when using touch. 
 
Physical Intervention 
Physical intervention can include mechanical and environmental means to ensure a child’s safety. 
 
Restrictive Physical Intervention 
This is when a member of staff uses physical force intentionally to restrict a child’s movement against his/her will. 
 
PRINCIPLES FOR THE USE OF RESTRICTIVE PHYSICAL INTERVENTION 

• Restrictive physical intervention will only be used in the context of positive behaviour management 
approaches. 

• Restrictive physical intervention will only be used in extreme circumstances. We will do all that we can in 
order to avoid using restrictive physical behaviour. However, there are rare situations of such extreme 
danger that create an immediate need for this type of intervention. 

• Restrictive physical behaviour will only be used when our staff believes its use is in the child’s best interests 
and safety, or that of other children. 

• All our staff have a duty of care towards the children at AU5’s. When children are in danger of hurting 
themselves, others or of causing significant damage to property, we have a responsibility to intervene. If 
appropriate staff will divert a child or instruct them verbally to “stop.” However, if they judge it necessary 
they will use restrictive physical intervention. 

• When physical intervention is used it is used within the principles of reasonable minimal force. The amount 
of force used will be in proportion to the circumstances.  

 
WHEN CAN RESTRICTIVE PHYSICAL INTERVENTION BE USED 
Restrictive physical intervention can be justified when: 

• A child is injuring themselves or others, or about to. 

• A child is damaging property, or about to. 
Duty of care means that our staff might use restrictive physical intervention if a child is trying to leave the Playgroup 
buildings, and it is judged that the child would be at risk.  
The aim in using restrictive physical intervention is to restore safety, both for the child and those around.  
 
 
 
WHO CAN USE RESTRICTIVE PHYSICAL INTERVENTION 
Where possible a member of staff who knows the child best will be involved in using the restrictive physical 
intervention as this person is also most likely to be able to use other effective methods to keep this child safe. In an 
emergency, anyone can use restrictive physical intervention as long as it follows our policy. 
If we have a child whose behaviour means that there is a probable need to use restrictive physical intervention, 
playgroup will work closely with the parents to draw up an appropriate behavioural plan. 
 
WHAT TYPE OF RESTRICTIVE PHYSICAL INTERVENTION CAN BE USED? 

• Aim for side by side contact with the child 

• Aim for no gap between the adult’s and child’s body 

• Beware of head positioning of the child to avoid head butts 

• Hold children by “long” bones avoid joints 

• Ensure there is no restriction in the child’s ability to breathe 

• Avoid lifting children  



 
PLANNING 
In an emergency our staff will do their best within their duty of care and use minimal force. 
After an emergency we will review what happened and evaluate how we responded. 
 
RECORDING AND REPORTING 
Any use of physical intervention will be recorded and this will be completed within 24 hours of the incident. 
Parents/carers of the child will be notified of the incident and will be invited in for a meeting on the same day. The 
Incident report will be discussed and signed with the manager and kept in a confidential file. 
 
MONITORING 
Monitoring the use of restrictive physical intervention will help identify trends and therefore help develop our ability 
to meet the needs of the children without using restrictive physical intervention. 
  
COMPLAINTS 
Any parent concerns should be dealt with through the complaints procedure. For the well-being of all children, 
certain standards of behaviour must be maintained and children are taught which actions are unacceptable. 
Expectations are appropriate for the age of the child and their developmental level is considered, with adaptions 
made as necessary.  
Some examples are: 
Behaviour we work towards 

• Being kind to others 

• Helping others 

• Saying Please and Thank you 

• Learning boundaries 

• Taking turns and sharing 

• Table manners 

• Maintaining attention in groups when needed, appropriate to age 

• Listening to others 

•  
Unacceptable behaviour at playgroup 

• Fighting 

• Kicking 

• Hitting 

• Throwing 

• Being destructive to other’s work or games 

• Rudeness 

• Mistreating equipment, books toys etc 

• Bullying  

• Biting 
The Designated Positive Behaviour Lead has the responsibility to manage behaviour within the groups, consulting 
with staff, management and committee when required to do so. 
 
Adults Behaviour Policy  
Children are affected by the behaviour of the adults around them and therefore all adults who attend Abbeymead 
Under 5’s Playgroup are expected to display good behaviour as set out in this policy at all times. Key principles for all 
adults in the setting: 

• Understand and follow all policies and procedures 

• Be professional 

• Listen 

• Empathise 

• Communicate 

• Trust each other 

• Take responsibility 

• Be sensitive 

• Have patience 



• Have respect 

• Develop inter-personal skills 

• Be self-aware 

• Remember you are part of a team 
AU5’s will not accept in the building and within the grounds the following: 

• Forms of aggression or threatening behaviour 

• Violence aimed at any child or any other adult 

• Verbal abuse, including criticism, shouting, crudity, gossip or discrimination 

• Possession or the use of drugs 

• Drunken and disorderly behaviour 

• Theft or fraud 
All forms of discrimination as outlined in the Equal Opportunities Policy and the Equality Act 2010 In the event of 
unacceptable behaviour by a parent/carer the manager or chairperson will discuss the problem with them and try to 
resolve the matter. 
If the matter is unable to be resolved playgroup may call in an outside organisation to mediate, e.g. PATA (01452 
541244) 
In the event of unacceptable behaviour from a staff member or volunteer, disciplinary and dismissal procedures will 
be followed. 
In an extreme case the police may be called and prosecution may follow. 
In the event of an incident, all information will be recorded. 
 
Bullying  
We aim to prevent any form of bullying through creating a positive atmosphere where children care for each other 
this is achieved by 

• A strong emphasis on personal, social and emotional development 

• Maintaining a high adult to child ratio 

• Encouraging and supporting the children to talk about how they feel when resolving confrontations. 
We take bullying very seriously. Bullying involves the persistent physical or verbal abuse of another child or children. 
It is characterised by intent to hurt, often planned, and accompanied by an awareness of the impact of the bullying 
behaviour. However a child who is bullying has reached a stage of cognitive development where he or she is able to 
plan to carry out a premeditated intent  cause distress in another.  Bullying is extremely unlikely to occur in children 
under five years old. In the unlikely event that bullying occurs: 
we show the children who have been bullied that we are able to listen to their concerns and  
 act upon them; 

• we intervene to stop the child who is bullying from harming the other child or children;  

• we explain to the child doing the bullying why her/his behaviour is not acceptable; 

• we give reassurance to the child or children who have been bullied; 

• we help the child who has done the bullying to recognise the impact of their actions; 

• we make sure that children who bully receive positive feedback for considerate behaviour and are given 
opportunities to practise and reflect on considerate behaviour; 

• we do not label children who bully as ‘bullies’; 

• we recognise that children who bully may be experiencing bullying themselves, or be subject to abuse or 
other circumstance causing them to express their anger in negative ways towards others; 

• we recognise that children who bully are often unable to empathise with others and for this reason we do 
not insist that they say sorry unless it is clear that they feel genuine remorse for what they have done. Empty 
apologies are just as hurtful to the bullied child as the original behaviour; 

• we discuss what has happened with the parents of the child who did the bullying and work out with them a 
plan for handling the child's behaviour; and 

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

• If a serious problem persists, the parents will be invited to attend further discussions to be held with the 
SENDco and the Positive Behaviour Lead. 
Any help and advice may also be sought from the Early Years Help team. 
 
 
 



3.15 Safety and suitability of premises, environment and equipment (3.54, 3.55) 
 
We ensure that the premises, indoors and outdoors are fit for purpose. The spaces, furniture, equipment and toys 
are safe for the children to use and the premises secure with locks on main door. We complete daily indoor and 
outdoor checks which are recorded. We comply with requirements of fire safety, health and safety legislation and 
hygiene requirements. We display the necessary health and safety poster in the Kitchen area. A nominated member 
of staff completes Health and Safety training in order to keep up to date with legislation. 
We are tenants of premises on the site of St Philip and St James Church, it is their responsibility for the general 
upkeep of the buildings any health and safety issues are reported to them with action being taken, all concerns and 
actions are recorded. 
All electrical equipment and electrical appliances owned by the church are annually serviced. 
AU5’s electrical equipment is PAT tested annually. 
We have relevant insurance cover and the certificate is displayed in the main corridor. 
All staff are provided with guidance about the safe storage, movement, lifting and erection of large equipment. 
The children are aware of health and safety issues through discussions, planned activities and routines. We take 
reasonable steps to ensure the safety of children, staff and others on the premises. In case of a fire or any other 
emergency, we have an emergency evacuation procedure, this procedure is displayed in each room. We carry out 
regular evacuations, which are recorded, so the children become familiar with the procedure. The fire safety 
equipment is checked regularly and recorded. Fire exits are clearly identifiable and are free from obstruction and can 
easily be opened from the inside. The fire safety and emergency evacuation is approved by the Fire Safety Officer. 
Closure 
Occasionally Playgroup may have to close due to planned or unforeseen circumstances. 
During this period of unplanned closure due to extreme weather, building problems or other circumstances that 
might make the building unsafe or unfit for use or where it is not possible to ensure adequate staffing, parents will 
still be invoiced for the session (to cover rental costs) 
Obviously, we wish to give minimum disruption to parents as possible, so every attempt will be made to notify them 
either by the face book group, our website or telephone call as soon as possible. 
If Playgroup is closed then the Manager will notify staff members due at work that day and committee will make a 
decision regarding pay. 
Collection of children in an emergency 
All children, staff and visitors will be evacuated and accounted for, meeting at the assembly point. The manager and 
deputies will have all the necessary paperwork in order to inform the parents for collection of their child. All children 
will be kept in a safe area until they are collected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.16 Smoking (EYFS 3.56) 
 
We have a no smoking policy 

• All staff, parents and volunteers are made aware of our no-smoking policy. 

• Staff who smoke do not do so during working hours, unless on a break and off the premises. 

• Staff who smoke during their break make every effort to reduce the effect of the odour and lingering effects 
of passive smoking for children and colleagues. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.17 Premises (EYFS 3.57, 3.58, 3.59, 3.60, 3.61, 3.62, 3.63) 
 
The premises and equipment are organised to ensure that all the needs of the children are fully met. 
We have a duty to follow our legal responsibilities under the Equality Act 2010. 
At Playgroup, so far as reasonable, the facilities, equipment and access to the premises are suitable for children with 
disabilities. We have an outdoor area that children can access in all weathers (unless the circumstances make this 
inappropriate, for example, unsafe weather conditions). 
We ensure that there is an adequate number of toilets and hand basins available. There are suitable hygienic 
changing facilities for changing any children who are in nappies. All staff are aware and follow the nappy 
changing/toileting procedure. The parents are required to provide all necessary nappies, wipes and changes of 
clothes for their child. Playgroup will have a small supply of spare clothes in case of emergency. 
We have a room in the church hall building where staff can have confidential discussions with parents and/or other 
professionals. Staff have an allocated place away from the children for breaks. 
Security 
Systems are in place for the safe arrival and departure of children, with times recorded. We will only release children 
into the care of the individuals who have been notified to us on the registration form and we ensure the children do 
not leave the premises unsupervised. Any visitor’s identification will be checked by the Manager or Deputies who are 
the named people to answer the door. 
The arrival and departure times of staff, volunteers, students and visitors are all recorded too. Non-attendance is 
also monitored (please see Information 3.25 Information about the provider) 
Uncollected children 
All parents are to complete the section on the registration form regarding the ‘person authorised for collection. 
Parents are requested to nominate two other people authorised to collect their child and two emergency contacts in 
event that parents are not contactable. Parents are requested to inform Playgroup if they are not able to collect 
their child and whether the person who is authorised to collect will be doing so. In an emergency, if neither the 
parent or the person authorised can collect, the parent must notify the manager immediately and inform them of 
necessary details about the person and arrange agreed password for the person to use before staff are able to hand 
over the child. 
If a child remains uncollected, after the collection time, the manager will follow the following procedure: 

• The Manager and another member of staff will stay with the child, reassuring them at all times 

• Manager will continue to try to make contact with the parents, if no response, person authorised for 
collection, if no response, the emergency contacts, if no response for approx. 30 minutes 

• The Manager will make contact to seek advice from GSCB Emergency Duty Team 01452 614194 

• The child will remain on the premises with the Manager and a member of staff until the parents or social 
care worker arrives 

• A full written report of the incident is recorded and the setting’s DSL and Chairperson will be informed. 
 
 
 
Missing Child 
The procedure is as follows: 
The manger will be alerted, who will make enquiries with relevant member of staff as to when the child was last 
seen and where i.e. make a thorough search. All staff are reminded of the safety of all other children with regard to 
supervision and security. If a child cannot be found then the Police and parents must be informed. The Manager will 
talk to the staff to find out when and where the child was last seen and records it. Continue to search, opening up 
the area and keeping in touch with mobile phones. When the situation has been resolved, members of staff should 
review the reasons for it happening and ensure measures are taken to ensure it does not happen again. 
The Manager will inform the Chairperson of the incident. 
Child missing on an outing 
The procedure is  as follows: 

• As soon as a child is noted missing, the children are asked to stand with a designated person to carry out a 
head count. One staff member searches the immediate vicinity and contacts the facilities security person. 

• The Manager is contacted immediately and reports it to the Police and parents. Parents are asked to make 
their way to the venue where staff will remain. 

• Staff take the remaining children back to the Playgroup. 

• The Manager informs the Chairperson. 



The investigation: 

• Staff keep calm and do not let other children become anxious or worried. 

• The Manager speaks with the parents of the missing child and contacts the Chairperson. They carry out a full 
investigation taking written statements from all staff who were on the outing.  

• The Manager writes an incident report detailing when the child was last seen, the time when the child went 
missing. Investigation is made to understand how the incident happened and all staff to co-operate fully 
where Police may investigate and question. 

• The incident is reported to RIDDOR. 
As a setting we carry Public Liability Insurance, which is reviewed every March and the certificate is displayed in the 
main corridor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.18 Risk Assessment (EYFS 3.64) 
 
At AU5’s we ensure that we take all reasonable steps to ensure staff and children are not exposed to risks and we 
are able to demonstrate that we manage risk through effective risk assessments and a vigilant staff team. We have a 
clear and well-understood procedure for assessing risk to ensure children’s safety, which is as follows: 
1) Identification of risk: Where is it and what is it? 
2) Who is at risk: Staff, Children, parents, visitors etc 
3) 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. 
4) Control measures to reduce/eliminate risk: What needs to be done, in order to reduce that risk? 
5) Monitoring and review: Testing the success of the control measures, and its thoroughness. If it is not working, it 

will be amended, or replaced. 
The risk assessments are monitored and reviewed at least once a year. 
The Deputies are responsible for completing daily checks and make a recording of them. Any problems identified are 
recorded, the Manager and Health and Safety Officer are informed. Action will be taken by removing any problems 
and/or reporting any maintenance work required to the church office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.19 Outings (EYFS 3.65, 3.66) 
 
Children must be kept safe on outings. On registration, parents give signed consent for children to be taken for a 
walk within the community. However, when we complete a specific visit we will let the parents know with 
information such as the venue, dates of trip, transport information, time, staff present, any special requirements etc. 
Parents will then be asked to sign a specific trip permission form. Risk assessments are carried out prior to the 
Playgroup attending, the Manager and a member of staff will visit the premises and request a written risk 
assessment from the venue. 
Staff will take the Playgroup mobile phones, first aid kits, children’s emergency contacts, sickness bag and bucket, 
spare clothes and children’s snack and drink if required. All children will wear the playgroup florescent jackets, so too 
will the staff. Safety ‘walking rings’ will be used when required. The register will be taken at regular intervals 
throughout the day. 
Records are kept of each outing, recording who attended, registers, date and times, transport company details with 
appropriate insurance cover. A First Aider is always present on a trip. Meeting points must be pre-designated and 
times arranged when all the party should assemble. These must be strictly adhered to. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.20 Special educational needs (EYFS 3.67) 
 
We provide an environment in which all children including those with Special Educational Needs or Disabilities 
(SEND) are supported to reach their full potential and is completely inclusive. We have regard to the DFE Special 
Educational Needs Code of Practice. We designate a member of staff from Pre-School and one from Rising 3’s to be 
the SEND co-ordinators. These members of staff complete training in order to keep up to date with practice. The 
child’s key person will use observation and assessment to assist in the identification of special needs. The key person 
will discuss their concerns with the SENDco and will work in partnership with the parents and with other agencies to 
meet the child’s needs. 
We refer to ‘Gloucestershire’s Guidance Booklet for Practitioners Working with Children and Young People 0-25 with 
Additional Special Educational Needs and Disabilities 2016’. We also seek advice from our Early Help Advisor. 
 We work closely with parents of children requiring Early Help to create and maintain positive partnerships. We seek 
consent from parents to share information with other professionals and parents are informed at all stages of 
assessment, planning, provision and review of the child’s education. We provide parents with information, advice 
and support and we liaise with other agencies. We have systems in place for supporting children who are on a ‘My 
Plan’, ‘My Plan+’ and EHCP and records are maintained. We access the appropriate relevant training to support all 
the children. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
3.21 Information and records (EYFS 3.68, 3.69, 3.70, 3.71) 
 
As a setting we maintain records and obtain and share information (with parents and carers, other professionals 
working with the child, and the police, social services and Ofsted) to ensure the safe and efficient management of 
the setting and to help ensure the needs of all the children are met. We ensure that there is a regular two-way flow 
of information with parents and/or carers, and between other childcare providers, if a child is attending more than 
one setting, by using our ‘Sharing Information with Other Settings’ information books and inviting other 
professionals to the setting. 
We have a designated Data Protection Lead and parents are requested to sign a data consent form agreeing for 
AU5’s processing their data. All parents are informed about our Data Privacy Notice. 
Confidential information and records about staff and children will be held securely and only accessible and available 
to those who have a right or professional need to see them. 
 As a setting we ensure that all staff understand the need to protect the privacy of the children in their care as well 
the legal requirements that exist to ensure that information relating to the child is handled in a way that ensures 
confidentiality. Parents and/or carers are given access to all records about their child. Some information may not be 
given as the child may be susceptible to harm raising safeguarding concerns.  
Children’s development records 
There is a requirement to observe the children in the setting using a variety of observation notes, photographs, 
samples of their work and summary assessment sheets. All children’s records are freely accessible to the child’s 
parents and staff. 
iPad, Laptops and Photographs 

• Parents are required to sign for consent upon registration to take photographs of their child. 

• Photographs of children will only be taken with the AU5’s iPad and on the cameras that get sent home when 
a child is a ‘Focus child’. 

• Photographs of educational trips/visitors may be posted on AU5’s Facebook closed group to allow parents to 
view the activity that has taken place. 

• Photographs will be printed for the child’s learning journey. 

• Photographs will only be printed on the AU5’s printer. 

• All photographs will be kept on the iPad/laptops for a maximum of 14 days. Photographs on the ITMP 
cameras will be deleted immediately after printing so they are ready for the next child to take home. 

The Playgroup laptop goes home with the Manager on a daily basis to enable the Manager to work from home. 
General Data Protection Regulation (GDPR) 
AU5’s will only collect personal data when we have lawful reason to do so, and we only use it for the purpose it was 
originally obtained. We take steps to ensure that the data we keep is accurate, up to date and secure, and we do not 
keep it for longer than necessary. 
Our Data Protection Lead is       Laura Workman        Manager 
What personal data do we keep and process? 
When a child is registered at AU5’s we ask parents to complete a registration form which will include personal data 
which will only be viewed and processed by relevant staff. Data about the children will be classified as ‘sensitive’ and 
we will take extra care to keep it safe. 
What do we use personal data for? 
Personal data is used to help us to best care for each child. We also use relevant data to enable us to receive Nursery 
Education Funding and to fulfil our contract with parents e.g. processing payments. 
How is personal data stored? 
Personal data is stored in the following ways at AU5’s: 

• Password protected PC 

• Paper copies stored in a locked filing cabinet, within a locked cupboard 

• Accident/incident/existing injuries/behaviour forms are paper copies, stored in a locked cabinet, within a 

locked cupboard. 

We will not share any personal data with any third party without your permission. 
How long do we keep your personal data for? 
Please see retention period  
Rights with regard to personal data 
Under the GDPR a person has the right to: 



• Know what personal data we keep about them 

• Request a copy of personal data we hold about them 

• Request that we correct any personal data which is found to be inaccurate or out of date 

• Request that we erase any personal data where it is no longer necessary for us to keep that data 

• Request us to transmit the personal data that we have to another data controller. (This right only applies 

where the processing we do is by your consent or for the processing of a contract, and where that 

processing is by automatic means) 

• Withdraw their consent for processing to which they have previously given your consent (Please note that if 

you do this it may affect our ability to fulfil our contract for care of your child) 

• Not to be subject to automated decision-making. 

Who to contact 
All enquiries or complaints, or wishes to exercise the above rights, contact the Data Protection Lead 
Laura Workman 
Abbeymead Under 5’s Playgroup 
St Philip and St James Church, 
Larkhay Road, 
Hucclecote, 
Gloucester 
GL3 3NS 
Email: manager@abbeymeadunder5’s.co.uk 
Tel: 07934049139 
Data access request 

• Data Access requests will be submitted in writing by email or letter. 

• The request will be forwarded to the DPL who will consider if the request can be refused. It can only be 

refused if it is ‘manifestly unfounded or excessive’ (ICO website for more information). 

• A request for evidence of identity will be made to ensure data being disclosed is to the correct individual. 

• There will be no fee for processing a data access request unless the request is ‘manifestly unfounded or 

excessive’ (ICO website for more information) if this is the case a fee will be issued to cover administration 

costs. It is permissible for us to charge a fee for additional copies of the same information. 

• We will respond without undue delay and within 1 calendar month from the initial request. If requests are 

complex or numerous this can be extended to 3 months but this will be fully explained within the 1-month 

deadline. 

• If the request is extremely broad we will seek clarification on the exact scope of data required. 

• A decision will be made on what systems and files should be searched for relevant personal data. We will 

keep a note of this as evidence of the steps taken in case a complaint is made by the individual to the ICO. 

• We will consider if all the data should be disclosed. There are limited exemptions where disclosing the data 

would ‘adversely affect the rights and freedoms of others’. This is most likely to mean redacting the 

information to take out anything identifying a third party or if the data is related to a criminal offence. 

• A copy of the data to be disclosed will be sent to the requestor. Where possible and certainly if the request 

was made electronically, the data will be provided electronically in a commonly used electronic format. If it 

is a paper copy it will be sent recorded delivery, if via email a delivery receipt will be requested as evidence 

that it was sent. 

• A covering letter/email will also be sent containing the following information: 

1.  The categories of personal data being processed by us (e.g. fees) 

2. The purpose for which the processing happens (e.g. fee payment) 

3. To whom the data may be disclosed (e.g. GCC, HMRC) 

4. Details of the source of the data (e.g. registration form, childcare choice portal) 

5. How long the data is retained by us 

6. The right to have inaccurate data corrected 

7. The right to make a complaint to the Data Protection Lead. 

If we refuse to comply with the request we will send the requestor a letter explaining our decision and outlining their 
right to complain to the Information Commissioner. 

mailto:manager@abbeymeadunder5's.co.uk


A record will be kept of our efforts to comply with the request, the date that we provided the information and any 
correspondence in case of future investigations by the ICO. 
Please see the Data Access Request Checklist at the end of this policy document. 
Data breach procedure 
Definition: A personal data breach means a breach of security leading to the accidental or unlawful deconstruction, 
loss, alteration, unauthorised disclosure of, or access to, personal data.  
Personal data breaches can include: 

• Access by an unauthorised third party 

• Deliberate or accidental action (or inaction) by a controller or processor 

• Sending personal data to an incorrect recipient 

• Computing devices containing personal data being lost or stolen 

• Alteration of personal data without permission 

• Loss of availability of personal data. 

Responsibilities of employees, committee members and volunteers 
All employees, committee members and volunteers will: 

• Take steps to ensure the security of personal data at all times 

• Know how to recognise a personal data breach 

• IMMEDIATELY report any data breach of which they become aware to the Data Protection Lead. Prompt 

action is essential, because reports to the Information Commissioner’s Office must take place within 72 

hours of the breach being discovered 

• Record the nature of the breach and the action they have taken on a Data Breach Form. 

Responsibilities of the Data Protection Lead 
Dealing with a personal breach will be treated as an urgent priority and given adequate resources. 

1. Assessment 

Assess the severity and likelihood of the potential adverse risks of the breach: 
Level of Risk 
Low: Low risk breaches may lead to possible inconvenience to those who need the data to do their job, such 
as the loss of, or inappropriate alteration of a telephone list. These will be dealt with internally but not 
reported to the ICO. 
High: These are risks that which may have adverse effects on individuals such as emotional distress and 
physical or financial loss, damage to reputation, significant economic or social disadvantage. 
These must be reported to the ICO 
This assessment will include: 

• Nature of the data involved 

• Sensitivity of data 

• Security mechanisms in place e.g. password protection 

• Information which could be conveyed to a third party about the individual 

• Number of individuals affected by the breach. 

 
2. External reporting  

Based on the assessment, decide whether the breach requires external reporting to: 

• The Information Commissioner’s Office (ICO). If it needs reporting, this will be done within 72 hours 

of the initial discovery of the breach even if full details are not yet known. Reasons will be given for 

any delay. 

• Data processors for which the setting is a data controller 

• Data controllers for which the setting is a data processor 

• Reports to the ICO must include: 

        - A description of the nature of the personal data breach, including: 
        - the categories and approximate number of individuals concerned 
        - the categories and approximate number of the personal data records 
          concerned 

• The name and contact details of AU5’s DPL 



• A description of the likely consequences of the personal data breach 

• A description of the measures taken or proposed to be taken to deal with the breach, including 

measures to mitigate any possible adverse effects. 

• Reports to individuals must be in clear and plain language and must include 

- The name and contact details of the settings DPL 

- A description of the likely consequences of the personal data breach 

- A description of the measures taken or proposed to be taken to deal with the breach, including 

measures to mitigate any possible adverse effects. Reports to data processors and data 

controllers must be according to their contracts. 

3. Containment and action 

- Decide what action needs to be taken to contain the breach and by whom 

- Decide what action can be taken to recoup losses and/or limit damage caused by the breach 

- Inform all relevant individuals of the action they need to take. 

4. Internal investigation and review 

- Carry out an internal investigation into how the data breach occurred 

- Determine whether the breach was a result of human error or a systematic issue 

- Identify ways of preventing a reoccurrence e.g. through better processes or training 

- Review and update processes as appropriate 

- Review and update training and information for employees, volunteers and committee members 

as appropriate. 

5. Recording and internal reporting 

- Record full details of the breach, its effects and all decisions and action taken on a Data Breach 

Reporting Form 

- Provide a written report on the breach to the committee. 

6. Responsibilities of committee members 

- Individual committee members have the same responsibilities as employees and volunteers as 

stated above 

- The committee members are responsible for advising the DPO, for receiving and making reports 

on data breaches, and for reviewing the setting’s response to data breaches. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.22 Information about the child (3.72) 
 
Child record form 
One parent will be required to complete a child record form, which will record the following information: 

• Child’s full name, child’s home address and name and address of every parent/carer who is known to the 
provider, date of birth of the child 

• Parents telephone numbers and email address 

• Who has legal responsibility for the child and which parent the child resides with 

• Persons authorised for collecting their child, their name, relationship to child and their contact number 

• Emergency contacts other than the parents 

• Information regarding special diets/illnesses/health requirements 

• Information regarding ethnicity, religion and cultural background 

• Immunisations 

• Parental consent for emergency medicine 

• Permissions for taking photos, walks in the community and observation, sharing with other settings 

• All records are stored securely in a locked cabinet. 
 
We also ask the parents to provide further information that would enable us to take the best care of their child, and 
they will be issued with a ‘My Profile’ to complete for this information. 
 
“Records relating to individual children must be retained for a reasonable period of time after they have left the 
provision.” 
 
 
 
 

Children’s Records 
Children’s records 
including registers, medication records, 
accident, incident and behaviour forms, 
personal files pertaining to the children 
 

Retention period 
Three years or until the next Ofsted inspection 
after children have left the provision 
Early Years Foundation Stage Welfare 
Requirement (given Legal force by Childcare Act 
2006) 
 

Records of any reportable death, injury, disease 
or dangerous occurrence 

Retention Period 
Three Years after the date the record was made 
The Reporting of injuries, Diseases and 
Dangerous Occurrences Regulations 2013 
(RIDDOR) 

 

Health and Safety Records 
Records of any reportable death, injury, disease 
or dangerous occurrence  
 

Retention Period 
Three years after the date the record was made 
RIDDOR 

Staff accident records 
 

Retention Period 
Three years after the date the record was made 
(separate rules for recording accidents 
involving hazardous substances) 
Social Security (Claims and Payments) 
Regulations 1979 

Assessments under Health and Safety 
Regulations and records of consultations with 
safety representatives and committees 

Ongoing, reviewed annually. Permanently 
onsite  

 



Personnel Records 
Personnel files and training records (including 
disciplinary records and working time records 
 

Retention Period 
Six years after employment ceases 
Chartered institute of personnel and 
development 

Application forms and interview notes (for 
unsuccessful candidates) 
 

Retention Period 
Six months to one year in case a claim is made 
for discrimination. 
Chartered Institute of Personnel and 
Development 

DBS Check 
 

Retention Period 
Six months after leaving employment 
DBS code of practice 
The basic following information should be 
retained but a copy of the certificate should not 
be held on file: the date of issue, the name of 
the company that processed the DBS, the name 
of the subject, the type of disclosure, the 
position for which the disclosure was 
requested, the unique reference number, and 
details of the recruitment decision taken. 
Ongoing suitability forms are kept up to date 
whilst the staff member is employed. They are 
kept with personnel records for six years after 
the employment ceases. 
 

Child protection allegations against any 
member of the team (paid or unpaid): Clear 
and comprehensive summary of allegations 
made, how allegations were followed up and 
resolved, action taken, decisions reached.  

Retention Period 
At least until the person reaches normal 
retirement age, in the person’s confidential 
personnel file. Copies also given to the 
individual. 
NSPCC 
 

 
Staff Payroll Records and Information 

Wages/Salary records (Includes overtime, 
bonuses and expenses) 
 

Retention Period 
Six years plus the current year 
Taxes and Management Act 1970 

Statutory Maternity Pay (SMP) records 
 

Retention Period 
Three years after the end of the tax year to 
which they relate 
The Statutory Maternity Pay (General) 
Regulations 1986 

Statutory Sick Pay (SSP) records 
 

Retention Period 
Three years after the end of the tax year to 
which they relate 
The Statutory Sick Pa y(General) Regulations 
1986 

Income Tax and National Insurance 
returns/records 
 

Retention Period 
Three years after the end of the tax year to 
which they relate 
The Income Tax (Employments) Regulations 
1993 

Redundancy details, calculations of payments, 
refunds, notification to the Secretary of State 

Six years from the date of redundancy 
Limitation Act 1980 



 
Financial Records 

Accounting Records Retention Period 
Six Years 
Charitites Act 2011 

Invoices for capital items eg building Ten years 

 
Administration Records 

Minutes Retention Period 
Six years from the date of meeting 
The Charitable Incorporated Organisations 
(General) Regulations 2012 

Complaints Record 
 

Retention period 
At least three years from the date of the last 
record 
Early Years Foundation Stage Welfare 
Requirements (given legal force by Childcare 
Act 2006) 

Employers Liability Insurance Records Retention Period 
Ongoing to keep complete record 
Health and Safety Executive 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.23 Information for Parents and Carers (EYFS 3.73) 
 
We continuously work in partnership with parents as this practice is fundamental within our setting.  We encourage 
the families to become involved in many ways to ensure the setting is a welcoming and stimulating environment. We 
encourage parents to become involved as we are a committee led Playgroup and without their support we would 
not be able to operate. 
We make the following information available to parents and or carers: 

• How the EYFS is being delivered in the setting with regular parent involvement with our ‘In the Moment 
Planning’ system and how they gain more access to this (information on our noticeboards and on our 
website). 

• All information regarding our Playgroup, the daily routine, activities available, staff information, the role of 
the committee. 

• Policies and procedures including ‘the uncollected child’ and ‘missing child’. 
We share this information in a number of ways. We have a Playgroup website where we have all relevant 
information regarding all aspects of playgroup life, the role of the committee and how we operate as a charity. 
We have a Playgroup prospectus issued to all new parents and a copy of this is on our website too. 
Our policies and procedures are also displayed on our website and a hard copy is available in the office and copies 
are made at a parent’s request. 
Daily information is displayed on our parent noticeboard and we also have a closed Facebook page where regular 
communication with parents is used.  Parents who are not on Facebook are always contacted either by telephone or 
email to keep them updated with all Playgroup news. 
We send parents regular newsletters and parents are invited to regular ‘Parent drop in’ and ‘stay and play’ sessions 
once a term. 
If the parents wish to discuss any issues with the Manager or their child’s key person, they can arrange a mutual time 
for this. 
We also encourage our families to share any special talents with us, inviting them to Playgroup to share it with us. 
We encourage our parents to express their views through parent consultation evenings, questionnaires and a 
suggestion box. We also provide fundraising social gatherings for parents to meet each other and support the 
Playgroup. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.24 Complaints (EYFS 3.74, 3.75) 
 
We have a written procedure for dealing with concerns and complaints from parents and/or carers. We keep a 
written record of any complaints, and their outcome. We have a duty to investigate written complaints relating to 
their fulfilment of the EYFS requirements and notify complainants of the outcome of the investigation within 28 days 
of having received the complaint. The record of the complaints will be made available to Ofsted on request. All 
complaints/concerns need to be made to the Chairperson/Manager within 7 days of the issue. 
It is clearly of paramount importance that the Playgroup should run smoothly and that the parents and staff work 
together in the spirit of co-operation in the children’s best interests. We aim to bring all concerns about the running 
of the setting to a satisfactory conclusion for all parties involved. 
Procedures 
Making a complaint 
Stage 1 – Resolving a complaint informally 

• Any parent, committee member, or any other person, who has a concern about an aspect of the setting's 
provision should talk over their concerns with the manager. 

• It is anticipated and preferred that most complaints can be resolved informally – that a conclusion be drawn 
amicably, promptly (within 5 days) and to everyone’s satisfaction. 

 
Stage 2 – Resolving a formal complaint 

• It may be appropriate for the concerns or complaint to be put in writing for discussion by the committee. 
The committee need only be told that a complaint has been made, by whom, and that it is being 
investigated.  NO DETAILS NEED TO BE DIVULGED AT THIS STAGE. 

• The Manager or chairperson will respond in writing within 2 working days to confirm receipt of the 
complaint and commencement of the investigation. 

• The Children’s Act Regulations stipulate that all complaints must be investigated where they relate to one or 
more of the National Standards. 

• The setting stores written complaints from parents in the child's personal file. However, if the complaint 
involves a detailed investigation, the Manager will store all information relating to the investigation in a 
separate file designated for this complaint. 

• When the investigation into the complaint is completed, the setting Manager meets with the parent to 
discuss the outcome. 

• Parents must be informed of the outcome of the investigation within 28 days of making the complaint. 

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

 
Stage 3 – Setting up a review panel 

• Appoint 3 people, to include one independent panel member (eg PATA field worker) 

• Complainant is informed of the panel members in advance and may object. 

• Complainant may have a friend, advisor or interpreter present.  The manager should have the support of the 
chairperson (or another committee member) 

• Review panel must have access to all relevant materials/reports and be able to talk with all relevant people. 

• Review panel must come to a decision and if necessary, make recommendations for further action. 

• Written report circulated to all present at review and to include: 
 -  nature of complaint 
 -  date and location of review 
 -  who was present 
 -  what was said by whom 
 -  what was established as fact 
 -  proposed action to remedy problem. 

• We will provide written records of the complaint, an account of the findings and of any action taken as a 
result within 28 days.  This record will be retained for 10 years. 

• A member of staff should direct any complaint to the chairperson.   
The role of the Office for Standards in Education, Children’s Services and Skills (Ofsted) and of the Local Safeguarding 
Children Board 
Parents may approach Ofsted directly at any stage of this complaints procedure.  
Ofsted 



Piccadilly Gate, 
Store Street, 
Manchester,  
M1 2WD  
Tel: 0300 123 1231 
Or visit Ofsted at www.ofsted.gov.uk/early-years-and-childcare 
 
If a child appears to be at risk, we follow the procedures of the Gloucestershire Safeguarding Children Board 
 
If required, PATA Fieldworkers or the Foundation Stage Consultant can be contacted for advice: The PATA Centre 
Chequers Bridge Centre 
Painswick Road 
Gloucester 
GL4 6PR 
Tel: 01452 541244 
Records 
A record of complaints against AU5’s and/or the children and/or the adults employed is kept, including the date, the 
circumstances and how the complaint was managed. 
The outcome of all complaints is recorded and is available for parents and Ofsted inspectors on request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ofsted.gov.uk/early-years-and-childcare


 
3.25 Information about the Provider (3.76) 
 
At AU5’s it is a requirement we hold the following information: 

• Name, home address and telephone number of the provider and all the staff employed on the premises. 

• Name, home address and telephone number of volunteers/students who may attend Playgroup but will be 
fully supervised by employed staff. 

• A daily record of the names of children, their hours of attendance and the name of each child’s key person. If 
children/staff have poor or irregular attendance, persistent lateness or are just missing from education then 
this is recorded and monitored for safeguarding concerns and for staff for performance management. If a 
parent or staff member do not make contact to say they are not attending, Playgroup will call them to see if 
they are safe. 

• The Playgroup certificate of registration, which is displayed in the office and shown to parents and/or carers 
on request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.26 Changes that must be notified to Ofsted (3.77, 3.78) 
 
As a registered Early Years Provider, we will notify Ofsted of any change to: 

• The address of the premises, to the premises which may affect the space available to the children and the 
quality of childcare available to them, the name or the address of the provider, or the provider’s other 
contact information, the person who is managing the early years provision. 

• Any proposal to change in the hours during which childcare is provided 

• Any significant event which is likely to effect the suitability of early years provider or any person who cares 
for, or is in regular contact with, children on the premises to look after children. 

• Where early years provision is provided by a company, any change in the name or registered number of the 
company. 

• Where the early years provision is provided by a charity, any change in the name of or registration number 
of the charity. 

• Where the childcare is provided by a partnership, body corporate or unincorporated association whose sole 
or main purpose is the provision of childcare, any change to the individuals who are partners in, or a 
director, secretary or other officer or members of its governing body. 

• If a new manger is appointed, providers must give Ofsted the new person's name, any former names or 
aliases, date of birth, and home address. If there is a change of manager, providers must notify Ofsted that a 
new manager has been appointed. Where it is reasonably practicable to do so, notification must be made in 
advance. In other cases, notification must be made as soon as is reasonably practicable, but always within 14 
days. 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
 


