

Confidentiality Policy

The nursery’s work with children and families will sometimes bring us into contact with confidential information. To ensure that all those using and working in the nursery can do so with confidence, we will respect confidentiality in the following ways:

· Parents will have access to the files and records of their own children but will not have access to information about any other child.

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

· Information given by parents /carers to the nursery manager or keyperson will not be passed on to other adults without permission.

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

· Any anxieties / evidence relating to a child’s personal safety will be kept in a confidential file and will not be shared within the group except with the child’s keyperson / Manager/ Owner.
· Students on recognised courses observing in the nursery will be advised of our confidentiality policy and required to respect it.

All the undertakings above are subject to the paramount commitment of the nursery, which is to the safety and well being of the child.

Diet: Policy and Practice

Communal dinning can play an important part in the social life of the nursery as well as reinforcing children’s understanding of the importance of healthy eating. At Peter Pan’s Day Nursery, we will ensure that:

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

· Children’s medical and personal dietary requirements are respected.

· Menus are planned in advance and food offered is fresh, wholesome, and balanced.

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

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

· When a main meal is offered, the following elements are included:

· protein for growth

· carbohydrate for energy

· Essential minerals and vitamins in raw foods, salads, and fruits.

· Milk provided for children is whole and pasteurised.

Please ensure that you notify us of any changes to your child’s dietary requirements.

H.I.V. / A.I.D.S

A child who has H.I.V / A.I.D.S poses no threat to other people’s health as long as high standards of hygiene are met at all times.
There is no chance of H.I.V / A.I.D.S spreading through normal social contact, i.e. kissing, shared cutlery, coughs, and sneezes. Playing with or hugging someone who is H.I.V / A.I.D.S positive is perfectly safe.

If a parent informs the nursery, this will be treated in the strictest confidence and will only be shared with others on a “need to know” basis.

Children who have been diagnosed with H.I.V. / A.I.D.S will not be discriminated against. All cases will be dealt with on an individual basis, and they will not be excluded from the nursery or any activity that it offers.

Equal Opportunity Policy
Everybody at Peter Pan’s Day Nursery has a real belief in the individual worth of each child and a determination to ensure that they have the opportunity to develop to their full potential, irrespective of their class, gender, ethnic origin, race, religion or disability. 

We believe that every person is different but equal, and that everyone’s unique talent should be recognised and encouraged. 
We all need encouragement at some time in life, and we aim to create opportunities for children to make the most of their abilities.

It is the specific policy of Peter Pan’s Day Nursery not to discriminate against any child because of their race, colour, sex, age, creed, national origin or ability. 
We are aware of the various different family structures: i.e., one parent families, extended families, same gender families etc. 

This includes the registration process, training, education and general development, daily nursery routine, discipline and we ensure the opportunity to participate in all of the nursery’s activities.

Furthermore,

· We have multi-cultural books, dressing-up clothes, and toys, as well as projects on different religions and cultures.
· The individual needs of all children will be met through planning for your child following the EYFS.

· We encourage role play in different scenarios, i.e., the father staying at home doing the ironing, cooking, etc. This is to help the children recognise the importance of sharing the responsibilities at work, in the home and at play.
· We are committed to working alongside parents and carers and other outside agencies.

· We will make any reasonable adjustments to the nursery or its environment so that all children can be cared for to meet their specific needs.

· All equipment, dolls, dressing-up clothes, etc, are available to all children regardless of their sex.
· Staff are aware of our Equal Opportunity Policies and have relevant information upon employment to ensure that these policies are implemented on a day-to-day basis.

· We will challenge any discriminative remarks that may be made by either the children, staff, parents or other persons using the nursery.

· We will encourage the children to respect and value each other as well as their peers.
· We will adhere to the SENDA (2001) and Equality Act (2010), with the SENCO taking responsibility to ensure this is put into practice.

SEN CORDINATOR – Zoe Handley
(for more information regarding SEND please see our SEN policy).

Partnership with Parents
Peter Pan’s Day Nursery realises the importance of parental involvement in the overall care of children attending the nursery.

A policy of partnership between parents and day-care providers means enabling and encouraging parents to support and become involved in the operation and activities we provide.

When your child starts at the nursery you will be immediately included in the settling in process. You will be asked to make a commitment to the nursery, ensuring that you attend consultation appointments, and contribute to your child’s learning journal on Tapestry and complete an “All about me” sheet. 
All parents/guardians are welcome to attend any sessions their child may be attending. You may wish to be involved in a certain activity, i.e. cooking, story-time, etc, and this can be arranged by speaking to Zoe or Debbie. The nursery has various activities, which will be advertised within the entrance hall. We encourage parents/guardians to contribute towards these activities.

Parents/guardians will be informed about their child’s daily progress, using Tapestry. This can also be through discussions with your child’s keyperson, or the manager. Care diaries are completed for all under 3’s daily. Parent/Practioner consultation days are also held three times a year.  Arrangements can be made to discuss your child’s progress or welfare and plans for future activities in a lengthier discussion if you wish.
Parents are able to communicate with staff via memo’s on Tapestry, and are informed using this method when there child is moving rooms. 
Parents/guardians are encouraged to express their views on management issues via feedback forms that are located on the parent information board in the hallway and are fully consulted about any changes the nursery may make from time to time.

*During a pandemic for the safety of the children and staff, we will maintain the partnership with parents remotely. Activities for parents within the building may be temporarily suspended. 










SEN Policy

The Special Educational Needs Code of Practice 0-25 (2015) states that “A child or young person has SEN if they have a learning difficulty or disability which calls for special educational provision to be made for him or her”.  Many children will have special needs of some kind at some time during their educational and it is our responsibility to provide support that is additional to or different from the provision usually in place.  

Principles and aims

At Peter Pan’s Day Nursery each child is given the opportunity to achieve and to become a confident learner within our inclusive environment supported through our SEND Universal Offer.  All children access a full range of activities through which they can develop and learn through play at their own pace.  Support is given to children with special educational needs, so they have full access to the curriculum.  They are included in all activities alongside their peers.  The staff foster communication with parents and carers enabling them to play an active role in their child’s education.  

The setting’s Local Offer is based on this policy. 

Legislation Framework

This policy refers to the following legislation:

· Children and Families Act (2014)

· SEND Code of Practice 0-25 years (2014) updated 2015

· Equality Act (2010)

· SENDA (2001)

Roles and responsibilities

The setting’s Managers Zoe Frost and Lauren Polston is the overall ‘responsible person’ for SEN in the setting.  She is responsible for ensuring that legislation is met.  The Special Educational Needs Coordinator (SENCO) has the responsibility for the day-to-day management of the SEN procedures.  Her name is Sue Ellis she has undertaken the following relevant training:

· SEN Modular course

She will attend any additional appropriate courses and conferences as they arise

The SENCO has the responsibility to:

· Liaise with parents/carers

· Liaise with outside professionals in regard to children’s individual needs

· Advise and support other practitioners in the setting

· Ensure that appropriate learning and Individual Outcome Plans (IOP) are in place

· Ensure that background information is collected, recorded and updated

· Take the lead in further assessment of a child’s strengths and weaknesses to guide future planning to meet the child’s needs

· Take the lead in monitoring and reviewing any action taken to support the child

· Ensure that appropriate records are kept for all children with SEND who require outside agencies support

SEN Provision

Admission 

We admit all children, including those with special educational needs, from the age of 3 months.

When applying for a place, we advise that parents and carers of children with additional needs approach the setting’s SENCO for more information and to discuss how their child’s needs can be met.  

Reasonable adjustments are made to the learning environment to meet individual children’s needs.  

All children are assigned a key person.  They will be responsible for liaising with the assigned children’s parents and carers, observing, planning and assessing children’s progress.  When a child has additional needs, they will also be supported by the setting’s SENCO.  

Premises 

The building a two-story cottage.  The Baby room and Little Toddler room are located on the ground floor.  The building has a staircase which gives you access the Big Toddler and Pre-School room which are situated on the first floor.  

Arrangements of the environment include:

· Furniture is arranged to accommodate children with mobility difficulties.  There is access to adjustable height furniture i.e. sand/water trays, or access is made possible by using floor level activities

· Passageways are kept clear at all times to follow health and safety regulations and facilitate children’s mobility

· Play areas have carpets and blinds to reduce noise levels

· There is a separate nappy changing area

Identification and assessment
We believe in early identification of difficulties and in appropriate intervention to support children’s progress, learning and development.  

All assessment is play based and follows the Early Years Foundation Stage (EYFS) Curriculum milestones.  A link to the EYFS Curriculum, with details of its requirements, can be found at:  www.foundationyears.org.uk   

A progression report is given to parents at the end of every term with details of the child’s progression across the EYFS.  An additional assessment, the Two-Year Progress Check, is also compiled when the child is between two and three years of age.  This assessment covers the child’s attainment and progress in the Prime Areas of the EYFS (e.g. Personal, Social and Emotional Development; Communication and Language; Physical Development). 

Parents and carers are involved and kept informed at all times.  Children who are experiencing difficulty with their learning are identified through discussion with parents and carers, observations, routine health screening and discussion with colleagues.  

We are aware that a number of factors may impact on a child’s progress and attainment, including having English as an Additional Language, attendance and punctuality, and family circumstances.  Therefore, we do not immediately assume that a child has special educational needs, but support parents and carers to address any issues that may be affecting their child’s development.  A referral to the Local Children’s Centre may be considered and a Common Assessment Framework (CAF) opened.  

Should children not progress at the expected rate despite additional individual planning being provided to support the area of need, we will follow the Graduated Approach offering additional support through the Core, Targeted and Enhanced offers (see flow chart included) making reference to the Early Years Arrangements Documents and Banding Matrix.  A range of Redbridge agencies may become involved with written consent from parents and carers.  These may include the Local Authority Inclusion/SEN Advisory Teacher or SEN Coordinator; Special Needs and Disabilities Early Years Panel (SEYP) (additional information on the remit of the SEYP can be found on the FIND Redbridge website), Educational Psychologist; Speech and Language Therapist; Occupational Therapist; Physiotherapist, CAF Team and others.  

These agencies can be contacted to provide additional suitable strategies to support children who may have additional needs in a particular area of development.  They may also be involved in the child’s transition to other settings and to school.  

For a minority of children, additional funding may be requested from the SEYP and careful consideration is given as to how it will be used to support the child’s specific needs.  The funding is reviewed on a termly basis and may be withdrawn once the child reaches the expected level of development.  

Monitoring and reviewing

Monitoring of children’s progress is ongoing and regular reviews are carried out at least termly with parents and carers and outside professionals when appropriate.  

All activities are differentiated to meet children’s needs and allow full access to the learning curriculum.  

Record keeping
When a child has a recognised condition or ongoing medical needs, relevant information is sought from parents and carers on admission and kept in the child’s confidential folder.  Confidential reports and records of progress and reviews are kept in a locked cupboard.  The setting follows guidelines on data protection, preserves confidentiality and gives parent and carers access to records whenever needed.  The setting keeps records of any additional provision made for individual children.  The setting updates records regularly to which parent and carers are asked to contribute.  Records are passed on to the next setting/school with parents and carers’ permission.  

Resources

We have a wide range of toys and resources in the setting to meet different learning needs.  All materials provided relate to interests and abilities.  We have introduced a number of strategies and interventions to include and support children with a variety of special educational needs and disabilities.  

Involvement of children                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          

We make use of augmentative communication (e.g. Makaton signing or Visual timetable) to support children’s speech and language and social communication development.  

Children are involved in their own learning and encouraged to celebrate their own success and that of others. 

Children are asked how they would like to be helped.

Children are encouraged to comment on whether they enjoy the learning activities provided.  

Partnership with parents and carers

We value parent and carers’ expertise and deep knowledge of their own children.  Parents and carers’ comments are included in assessments and reviews. 

We ensure parents and carers are aware of roles and responsibilities of staff (e.g. by a photo display, on induction). 

The setting has an ‘open door’ policy, offering informal chats as necessary and formal discussions by appointment.  Information is shared with parents and carers using communication books and parent consultation evenings.  

We involve parents and carers in provision through planning, implementation of strategies and identifying learning and development outcomes of their own children.  We provide the parent with a ‘PIN sheet’ at the end of each month, which lets them know their child’s next step in which we are working towards at the setting.  

Transition 

The setting will pass all relevant records on to the next setting/school (with parents and carers’ written permission).  A transfer record is completed which highlights the child’s likes and dislikes, strengths and weaknesses and successful strategies to support the child’s wellbeing and communication. 

Transition visits are also arranged with the welcoming setting to get the child accustomed to the new environment, thus supporting their wellbeing.  We recognise that these visits needs to be flexible and multiple in order for the child to have the most benefit. 
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Student Placement Policy
We recognise that the quality and variety of work which goes on in a nursery makes it an ideal place for students on placement from school or college childcare courses, as well as those on the diploma in Pre-school Practice. 

Students are welcomed into the nursery on the following conditions:

· The needs of the children are paramount. Students will not be admitted in numbers which hinder the work of the nursery.

· Students must be confirmed by their tutor as being engaged in a bona fide childcare course, which provides necessary background understanding of children’s development and activities.

· The students tutor must confirm that a police check has been taken out on the student attending the nursery.

· Students required to conduct child studies will obtain written permission from the parents / guardian of the child to be studied.

· Any information gained by the students about the children, families or other adults in the nursery must remain confidential.

· Students will be supervised at all times and never left on their own with any child.
· During a pandemic student placements will be suspended. 
Staffing and Employment Policy

A high Adult: Child ratio is essential in providing good quality nursery care. Peter Pan’s Day Nursery adhere to the following Adult: Child ratios:

· 1:3 for all children aged two years and under.

· 1:4 for all children between the ages of 2 – 3 years.

· 1:8 for all children aged three years and over.

Our key person system ensures that each child and family has one particular staff member who takes special interest in them. Regular staff meetings provide opportunities for staff to undertake curriculum planning and to discuss the children’s progress and / or any difficulties. All our staff hold an NNEB, DCE, ENVQ OR NVQ level 2 or equivalent qualification. Regular in-service training is available to all staff. We support the work of our staff by means of regular monitoring and / or appraisals.

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

Recruitment

Peter Pan’s Day Nursery is an equal opportunities employer. Its policy in relation to equal opportunities covering the following areas are as follows:

Recruitment and Selection: Whenever a vacancy occurs any job description and/or person specification produced will be vetted to ensure that there are no requirements or criteria which are unnecessary to the post and have a discriminatory effect. When advertising, it will be ensured that the media used cover the full range of racial or other groups within the marketplace. Advertisements should be vetted to ensure there is no direct or indirect discrimination in contravention of legislation. Short listing will be conducted against the objective criteria set out in the job description and person specification. The management team once having selected a short-list should be careful not to take account of factors which are irrelevant to the requirements of the post. Interview questions are related to the requirements and circumstances of the job and are not of a discriminatory nature. Patterns of behaviour must never be judged based on past assumptions. Interviewers are aware of possible misunderstandings which can occur in interviews between persons of different cultural backgrounds. Selection decisions are not influenced by race, sex, etc., by the traditional profile of past or other post-holders, or by age, which in some circumstances, constitute unlawful, indirect discrimination. Nor will they be influenced by perceived prejudices of other staff. Decisions are based on pre-established selection criteria. In relation to disabled applicants, consideration must always be given to such adjustments to the working environment that might be made to overcome any perceived difficulty and to the possibility of external advice being taken. 

Training, Promotion and Career Development: We ensure that training, promotion, and career development opportunities are offered equally to all staff. This includes a regular review of procedures for promotion and career development to ensure that they are in line with the Equal Opportunities Policy and do not include any discriminatory practices. All decisions relating to promotion must be recorded, and reasons for turning down applicants discussed with them if so requested. 

Monitoring of Records: A personnel file for every member of staff is held under lock and key in the office. Access to these files is restricted to the Directors, Nursery Manager and Deputy Manager. Each personnel file contains: All letters received from and written to the employee, the Employment Contract, Employment Contract Changes, Meeting Notes, CV, Job Application Form, Personnel Information Form, Copies of Qualification Certificates, Appraisals/Supervisions/Observations and DBS Number. 

New staff are employed subject to acceptable references and DBS clearance. Not disclosing any relevant information prior to a DBS Form being submitted for clearance may result in the offer of employment being withdrawn. New staff are employed on a probationary period for 6 months of employment. This is then reviewed, and a full contract offered. At the manager’s discretion the probation period can be extended for a further 3 months. For all staff supervision meetings and observations are held every 6 months and appraisals after 12 months. Each employee is given Induction training on their first week of work; and each employee is given an Employee Handbook. New employees have observations every month during their probation period. 
Management of Behaviour

Peter Pan’s Day Nursery aims to treat every child’s behaviour on an individual basis, teaching children to have respect for each other.

These are our steps to managing a child’s behaviour within the nursery:

· Distraction

· Early intervention in potential disagreements

· Praise

· Reasoning

· Learning by example

· Talking to the children and having a “Time out” period

· Any individual difficulty, i.e., bullying, and children who are being bullied, will be discussed with the parents / guardian so that an agreement is reached on how to deal with the child’s behaviour.

All children are respected and valued as individuals even if their behaviour may sometimes be unacceptable.
Should you be concerned about your child’s behaviour, please do not hesitate to speak to your child’s key worker, Claudine, Debbie or Lauren. 
Under no circumstances do we smack, humiliate or ridicule any child in our care.
Should you have any queries regarding the way that a child’s behaviour is dealt with, our member of staff who has responsibility on behaviour issues is Debora White

Complaints Procedure
If you have a complaint about the service that we provide, or any member of staff, the manager will be more than happy to discuss this with you and deal with the matter as effectively as possible.

Following a meeting with you to discuss the nature of your complaint, your complaint will be logged into our Complaints Book, which includes the following:

· The source of complaint.

· The nature of the complaint.

· Details of the complaint.

· How it was dealt with.

· The actions and outcomes
· Any subsequent action

· The name of the person responsible for investigating your complaint.

· The time scale in which the complaint was dealt with.

Once your complaint has been logged you will be given a copy for your records of the complaint, and you will be asked to countersign the nursery’s copy.
If you feel dissatisfied with the way your complaint has been dealt with, you may contact the Proprietor Mrs Debora White at this address or you may wish to contact OfSTED at the following address:
OFSTED

Complaints Department

The National Business Unit
Piccadilly Gate

Store Street

Manchester

M1 2WD
Telephone Number: 0300 123 1231
www.ofsted.gov.uk/parents
Child Protection Policy/Safeguarding Children
This policy is based on guidance given by Redbridge Local Safeguarding children’s board and that laid out in the London Safeguarding Children Procedures 7th Edition.
Safeguarding Co-ordinator:


Debbie White

Deputy Safeguarding C0-Ordinator:
          Zoe Handley and Lauren Polston
Everyone shares responsibility for safeguarding children. The aims of this policy are:

· To develop working relationships with other agencies involved in safeguarding.

· To acknowledge the need for good communication between all parties in relation to safeguarding children.

This policy shows a commitment to protecting and safeguarding children against potential harm or actual harm. At Peter Pans Day Nursery, we will not tolerate any form of child abuse.

We will endeavour to safeguard children by:

· Having a trained children’s safeguarding Co-ordinator that has been given appropriate safeguarding training.

· Valuing them, listening to and respecting them

· Checking the suitability of those people working with the children.

· Sharing information about concerns with the relevant agencies

· Providing effective management for staff and volunteers through supervision, support, and training.

We at Peter Pans Day Nursery will gain appropriate information from parents/carers on the health and wellbeing of their child prior to them attending the nursery. 

Intimate Care Policy

Whenever possible the child’s key person will be responsible for meeting the intimate care needs of the child. The key person will make this one-to-one time fun, whilst retaining good standards of hygiene and maintaining respect and dignity for the child.

Staff will familiarise themselves with the child’s method of communication, routine, and care needs by working in partnership with parents.

We will always talk to the children about what is happening, and no assumptions will be made regarding decision making or consent.

Anyone considered unsuitable for working with children will be removed from working with the children and be reported to the local authority and independent safeguarding authority.

Children can only be effectively safeguarded if everyone works together to promote their welfare.

All of our staff are aware of what to look out for when we have reason to believe that a child in our care is being abused. All of our staff are required to attend ongoing and updated safeguarding training that will help them recognise and respond to suspected abuse of children whether physical, emotional, sexual or neglect. 

We believe that the welfare of your child is paramount. We would like to work closely with you to ensure your child is protected at all times. Like all nurseries in Redbridge, we are obliged to follow set procedures when we are concerned about a child’s welfare.
· If any member of staff has any concerns whatsoever about a child’s welfare, they will report their concerns to the safeguarding officer.

· The staff member will record what they heard, saw and/or what they were told.

· The lead safeguarding officer will contact MASH/LSCB to seek advice or make a referral, as necessary.

· In the event of unexplained injuries, the safeguarding lead will talk to the parents/ carers, unless it is felt that this may put the child at risk. The lead officer will seek advice from MASH/LSCB if there is no satisfactory explanation for these injuries.
· All staff complete a written record of any injuries that a child has sustained at home, (incident from home book) This is to protect the children, parents, and nursery. You will be asked to sign this record.

· All details of safeguarding concerns and conversations are recorded and are only shared with the appropriate agencies, e.g., children’s services and the police. They will not be discussed with anyone unauthorised to have this information.

· If we have a concern about a child and they require immediate medical attention, we will call an ambulance who will take them to the nearest Accident and Emergency department.
· MASH (Multi-Agency Safeguarding Hub) 0208 708 3885
· LADO (Local Authority Designated Officer) Helen Curtis
0208 708 5350 or 07903 211521
Safeguarding Children with SEND

First and foremost a child with a disability is a child. Every child has a right to be safe and protected from harm. Safeguarding practices should address actions to be taken in order for disabled children to access this common human right.

Children with disabilities will find it easier to communicate given appropriate resources, support and the presence of someone who knows them well. Where a child is unable to tell someone of his/her abuse she/he may convey anxiety or distress in some way, e.g. behaviour changes or increase in symptoms. Staff will familiarise themselves with the child’s method of communication.

When making a safeguarding referral we will:

State on referral if the child is known to SEND Early Years Panel (SEYP) and/or SEN and Disability Services and if so we will also send a copy to the relevant team.

Clarify when making or responding to a referral:

· What is the disability, special need or impairment that effects this child?

· Explain how the disability or impairment effects the child on a day to day basis?
· How does the child communicate?

· Has the disability or condition been medically assessed/diagnosed?

We will also notify Ofsted of these allegations as soon as reasonably practicable, but at the latest within 14 days of the allegation being made.
All referrals, whatever their origin, will be treated with the strictest confidence and must be taken seriously. 
They will be considered with an open mind, which does not pre-judge the situation.
Safer Recruitment Policy
Our safer Recruitment Policy is to provide all our children to be in a safe environment that promotes their health and development which is free from abuse, maltreatment and exploitation.  This ensures that all staff members, whether paid or voluntary are suitable for the position, working with children or vulnerable people.  

Our Aim
Our overall aim is to deter unsuitable applicants from applying for the role.  Ensuring all candidates are treated fairly, consistently and in compliance with all relevant legislation.  

Applicants will have to undergo strict vetting procedures before appointment.  The nursery will advertise vacant posts, normally this entails an external advert through indeed.  Any advertisement will make clear that nursery’s commitment to safeguarding and promoting the welfare of children. 

All applicants for employment will be required to complete an application form, containing questions about their academic and full employment history and their suitability for the role.  It will also account for any gaps or discrepancies in their employment history.  A guide to fill in application will also be provided. 

A job description will be provided with key information to set out duties and responsibilities of the job. Also, a person specification detailing the skills, experience, abilities, and expertise that is required to take the position. 

Carry out pre-employment checks, Enhanced DBS, Qualifications, and reference checks.  The only exception is where an applicant has indicated they do not wish their current employer to be contacted at this stage.  In such cases, this reference will be taken up immediately after interview.  We also carry out an assessment in the room for a couple of hours, but the applicant is never included in staff: child ratios.  We then short list and then appoint.  

All offers of employment will be subject to the receipt of two references, which are considered satisfactory.  One reference must be from the applicant’s current or most recent employer.  If this is not working with children, then we would obtain the second one to be working in the environment of childcare.  The reference should not be family, we will also provide a tick chart to be completed to help with the assessment.  

Interviews will be by zoom call first and then a face-to-face interview.  Questions will be asked on many subjects to assess the candidates’ abilities and knowledge.  All applicants to provide proof of identity, address, and qualifications.  Original documents will only be accepted, and photocopies will be taken.  Unsuccessful applicant’s documents will be destroyed after the recruitment programme.  

If it is decided to make an offer of employment following the interview, any such offer will be on all the conditions above are met.  

Once employed all staff will undertake a yearly declaration, agreeing to state any criminal convictions they may have had in the 12 months period, after the DBS has been obtained along with a health declaration to be able to continue with their employment at Peter Pan’s. 

All new employees will be given an induction programme which will clearly identify the nurseries policies and procedures, along with appropriate training. This includes making the aware of the child protection policy, the Code of Conduct and make clear the expectations which will give how staff are expected to carry out their role and responsibility. 
All staff information is kept in a locked file in the office, this information will be retained by the nursery for the duration of the successful applicant. 

Employees involved in the recruitment and selection of staff are responsible in familiarising themselves with and complying with the provisions of this policy. All yearly updates will be completed and held in staff files.

Following an extended period of absence staff will be subject to a new DBS check. 

Peter Pans recognises that safer recruitment and selection is not just about the start of employment but should be part of a larger policy framework for all staff. The nursery will therefore provide ongoing training and support for all staff as identified through their appraisal and observations.
Health: Policy and Practice

Peter Pan’s Day Nursery promotes a healthy lifestyle and a high standard of hygiene in our day to day work with children and adults. This is achieved in the following ways:

Food

All staff responsible for the handling and preparation of food will receive appropriate training that includes storing, preparing, cooking, and serving food safely and hygienically. All meals and snacks provided will be nutritious and pay due attention to children’s particular dietary requirements.

When cooking with children as an activity, the adults will provide healthy, wholesome food, promoting and extending children’s understanding of a healthy diet.

Outdoor Play Area

Children will have the opportunity to play in the fresh air throughout the year, regardless of weather conditions, but providing they have suitable clothing i.e.: sun hat, sunscreen, raincoats etc
Illness

Parents / guardians are asked to keep their children at home if they are ill or infectious in any way. Parents / guardians are asked to inform the nursery as to the nature of the infection so that the nursery can alert other parents and make careful observations of any child who seems unwell.
Parents are asked not to bring into the nursery any child who has been vomiting or had diarrhoea until at least 48 hours has elapsed since the last attack.

Cuts or open sores, whether on adults or children, will be covered with a dressing.

Non-prescription medication, for example, teething gel, Calpol, may be administered to children, but only with prior written consent of the parent and only when there is a health reason to do so.
If a child is on medication the following procedures will apply:

· Written confirmation will be obtained from the parent / guardian, giving clear instructions, which include, recording details of: the child’s name, the name of the medication, the dosage to be given, the times that the medication is to be given, and the parent / guardians signature giving permission for a member of staff to administer the medication.
· All medications will be kept in a lockable cupboard out of a child’s reach.

· With regard to the administration of life saving medication, such as insulin / adrenalin injections, or the use of nebulisers, the position will be clarified by reference to the nursery’s insurance company.

· The nursery is aware of a parent/guardian’s request to seek permission before emergency medical advice or treatment is given, i.e. cultural and religious beliefs.

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

Parents / guardians will have the opportunity to discuss their child’s health issues with nursery staff and will have access to information available to the nursery.

The nursery will maintain links with health visitors and gather health information and advice from the local health authority information services and / or other agencies.
Parents / guardians please ensure that should your details change i.e. work changes, that you inform the nursery, of any new contact numbers that you may have.
Safety: Policy and Practice
The safety of children and adults using the nursery is of paramount importance. We are aware of children’s constantly developing abilities helps us to ensure appropriate safety measures are applied to avoid dangerous situations. In order to ensure the safety of both the children and adults, the nursery will ensure that:

· All children are supervised by adults at all times and will always be within sight of an adult.

· An accident form is available at each session for the reporting of any accident / incident.

· Regular safety monitoring will include checking of the accident / incident record.

· All adults are aware of our system in operation for children’s arrivals and departures and an adult will be at the door during these periods.

· Children may only be collected by authorised adults.

· Safety checks on the premises, both indoors and outdoors, are made before that start of each day.

· All outdoor space is secured with a 6ft brick wall and checked prior to the children using this space.
· Children’s play equipment is checked regularly, and any dangerous items disposed of and replaced.

· The layout and space ratios allow children and adults to move safely and freely between activities.

· All dangerous materials, including medicines, and cleaning materials, are stored out of children’s reach.
· Children do not have access to kitchens, cookers or any cupboards storing hazardous materials.

· Adults do not take hot drinks into any room in which children reside.

· Fire Drills are held twice a term.

· A Register of both adults and children is completed a people arrive so that a complete record of all those present is available in an emergency.

· The nursery operates a non-smoking policy.

· A correctly stocked first aid box is available at all times.

· Fire extinguishers are checked and serviced annually, and staff are aware of how to use them.

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

· Activities such as cooking, water play and energetic play receive close constant supervision.

· Children who are sleeping are never left alone and are checked regularly.

· Equipment offered to children is developmentally appropriate, recognising that materials suitable for an older child may pose a risk to younger / less mature children.
· Gas and electrical equipment are inspected and checked annually by qualified approved contractors.

· The nursery is checked again at the end of each day.
Hygiene : Policy and Practice
Peter Pan’s Day Nursery ensures high standards of hygiene, and the prevention of infection are essential to maintaining children’s good health. To prevent the spread of infection, adults in the nursery shall ensure that the following good practices are followed at all times.
· The nursery shall be checked for cleanliness before the children arrive.

· A rota for the sterilization of toys, furnishings, dressing up clothes and equipment is in place.

· Any spills of blood, vomit or excrement is cleaned up immediately. Gloves are always worn when clearing up spills and bodily fluids. Floors and other affected areas are disinfected to the manufacture’s instruction.

· All surfaces are cleaned daily with an appropriate cleaner.

· Both children’s and adult’s hands are washed after using the toilet and before and after each meal.

· Toothbrushes are not shared.

· Children are encouraged to blow and wipe their own noses where appropriate. Soiled tissues are disposed of hygienically.

· Children are encouraged to shield their mouth when coughing or sneezing.

· Hand dryers are provided for both adults and children to dry their hands.

· All staff are required to wear gloves when changing children.

The nursery will observe current legislation regarding food hygiene, registration and training.

Coronavirus (COVID-19) policy

What is Covid-19?

Covid-19 or the Coronavirus is a virus more contagious than the flu. Most people infected with the COVID-19 virus will experience mild to moderate respiratory illness and recover without requiring special treatment.
What are the symptoms?

COVID-19 affects different people in different ways. Most infected people will develop mild to moderate illness and recover without hospitalization.

Please refer to the most recent government guidelines @ www.gov.uk.

The nursery at all times will follow the Government’s, the department of educations and Redbridge guidelines.

How is a key worker or a vulnerable child identified?
If a parent's work is critical to the COVID-19 response or they work in one of the critical sectors (and they cannot keep their child safe at home), then their children will be prioritised for education provision by the government.
How we minimise the risk of people catching coronavirus?
At Peter Pan’s Day Nursery, we focus on infection control and minimising the impact and reducing the possibility of exposure for children, families and staff.

We have policies in place to protect against the spread of any serious disease, including infection control.

We follow guidance given by government as per any other notifiable virus, (such as measles, mumps and scarlet fever), and our staff will spend more time on cleaning and hygiene during this period.
As from 28/02/2022

Children or staff that test positive for Covid-19 will be asked to stay away from nursery and will not be permitted to return until they have recorded a negative lateral flow results. The child or staff must remain away from nursery for a minimum of 5 days from their first positive result.  
How we implement handwashing guidance?

Practising good hygiene has been identified as an important activity to avoid catching and spreading coronavirus. 

All staff, children and parents will wash their hands for 20 seconds with soap and hot water or will use hand sanitiser gel on site.

After handwashing, hand dryers are used to dry hands.

Staff and children will continue to wash their hands frequently throughout the day.

Peter Pan’s will ensure children wash their hands regularly to keep everyone safe including: before and after messy play; after going to the toilet; after playing in the garden; after blowing their nose and before and after eating.  

Failure to Collect A Child Policy

At Peter Pan’s Day Nursery, we are committed to the welfare of each child in our care. Should your children still be left at the nursery after closing time of six o’ clock, we ask that you contact us to let us know that you are on your way to collect your child. Should someone else be collecting your child, they will need to bring identification with them so that it can be clarified with nursery staff, and your previous instructions. You may even wish to give them and us a password to use.

Under no circumstances must any member of staff remove a child from the premises.

Following are the steps which we will take should a child not be collected from our care:

· Two members of staff to remain on the premises at all times.

· The person in charge to try to contact the Parent / guardian.

· Ring the out of office emergency team on 020 8590 2855
· Await further instructions

· Ring the emergency team every 10 minutes.

· Try Parent / guardian every 10 minutes.

· Contact social services after ½ hour has elapsed.

Lost Child Policy

At Peter Pan’s Day Nursery, we are committed to the welfare and safety of all children in our care. We take every effort to ensure that your child is safe and secure within the nursery. Once you have brought your child into the nursery their name will be marked off against the main register which is held in the office, as well as individual registers which are held in your child’s room. Every time that your child leaves their room i.e. goes into the garden, the register for that room will accompany them. This ensures that we are aware of your child’s whereabouts at all times. Should your child go missing we will take the following steps to ensure their safe return to the nursery:

· All personnel present should undertake a search of the premises inside and out.

· Parents / guardians shall be contacted immediately that we are aware that your child is lost.

· The nursery shall telephone the police, 020 8551 4211 to request their assistance.

· The nursery shall contact OFSTED, 0300 123 1231 and report the incident.

· Written statements shall be taken from the staff responsible for looking after that child.

Health and Safety at Work Act 1974

The health and safety law poster are displayed in the staff room. Health and safety advice are available from the proprietor Debora White.

The supervision of young workers / trainees will be arranged / undertaken / monitored by Debora White.

Our statement of general policy is:

· To provide adequate control of the health and safety risks arising from our work activities.

· To consult with our employees on matters affecting their health and safety.

· To provide and maintain safe premises and equipment.

· To ensure safe handling and use of substances.

· To provide information, instruction and supervision for employees.

· To ensure all employees are competent to carry their tasks, and to give them adequate training.

· To prevent accidents and cases of work-related ill health.

· To maintain safe and healthy working conditions and to review and revise this policy as necessary at regular intervals.

Signed:
            …………………………………………………………………………………

            Debora White

Date:……………………………………………………………………………………..

The risk assessments will be undertaken by:
Debora White & Zoe Handley & Lauren Polston
The findings of the risk assessment will be discussed between:

Debora White & Zoe Handley & Lauren Polston
The action required to remove/control risks will be dealt with by:
Debora White & Zoe Handley & Lauren Polston
Debora White, Zoe Handley and Lauren Polston will be responsible for ensuring the action required is implemented and will check that the implemented actions have removed / reduced the risks.

Assessments will be reviewed every six months or when the work activity changes, whichever is soonest.

Consultations with employees is provided by:

Debora White, Zoe Handley and Lauren Polston
Debora White, Zoe Handley and Lauren Polston will be responsible for identifying all equipment requiring maintenance, and for ensuring effective maintenance procedure are drawn up. This is to include ensuring that all identified maintenance is implemented.

Any problems found with any equipment should be reported to:

Debora White, Zoe Handley or Lauren Polston
They will also ensure that new equipment meets Health and Safety standards before it is purchased.
Induction Training will be provided by:

Debora White, Zoe Handley or Lauren Polston
Manuel Handling Training will be given by:

Debora White, Zoe Handley and Lauren Polston
Training Records will be kept in the office and recorded by;

Debora White and Zoe Handley and Lauren Polston
Training will be identified, arranged and monitored by;
Debora White and Zoe Handley and Lauren Polston
No – Smoking Policy
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Peter Pan’s Day Nursery is a non-smoking building.

Please refrain from smoking inside and directly outside the building.

Thank you

Care, Learning and Play

At Peter Pan’s Day Nursery, we are committed to meet each child’s individual needs and promote their welfare.

We plan and provide a range of activities and play opportunities to develop each child’s individual emotional, physical, social, and intellectual capabilities.

Children’s care, learning and play are supported by our staff who monitor your child’s progress regularly and we use this information to provide for their individual needs.
Care diaries are written about your child, so that you know how your child has been throughout the day with regards, eating, sleeping, toileting. Records based on observation of your child, which are dated and regularly reviewed helps us to plan you are your child’s development and progress. These observations will:

Identify your child’s steps of achievement.

Show what your child knows, understands, and can do.

Match expectations of what your child can realistically achieve.

Staff are available for you to talk to when you drop your child off as well as collecting them, should you wish to discuss any issues with them.

We hope to build your child’s self esteem, encouraging them to build positive relationships with their peers. We help to develop their confidence and independence by providing a warm, safe, and stimulating environment in which they can grow. Our staff are friendly, approachable and have a positive and respectful attitude towards all children regardless of their backgrounds and abilities. 

Learning Right from Wrong

At Peter Pan’s Day Nursery, we will help your child to learn right from wrong. We will reassure them that strong feelings are acceptable, especially when young children do not have the language to express their views and how they feel. We will set fair and consistent boundaries which are appropriate to the child’s age and level of understanding. We will encourage them to be aware of what they say and do to others, as well as respecting the feelings of others. Our staff will set good examples on how to respect each other and co-operate with other.

We can achieve these goals by ensuring that planned activities help children learn right from wrong, e.g. stories and role play.

Learning and Play Opportunities

At Peter Pan’s Day Nursery, we plan our day to day activities in advance, so as to ensure a careful balance, and meeting each child’s individual needs. The level of staff interaction with children, gives children the opportunity to make their own choices, so that they can learn independently, initiating their own activities and exploring freely.
Language and Mathematical Thinking

Children’s language and mathematical thinking is supported by our staff setting good examples of language, listening to the child and responding to their needs. Staff will be encouraging your child to communicate with them by talking and listening, encouraging them to talk about what they are doing and to ask questions. For the younger child, our staff will respond to non-verbal communication, such as babies’ gestures and sounds. Staff will read, tell stories to the children as well as having times for singing, counting, and rhyming games. We will encourage the older child to solve problems, such as working out how many cups and plates we will need for snack time.
Children’s individual needs are met at all times, including those where English is a second language, and those children with speech and language difficulties.

Imagination and Creativity

Children are encouraged to express their imagination and creativity through activities such as:

Role Play and acting out stories.

Listening to and making music, including dancing and moving to music.
Painting, Drawing, Sand, Water, and Dough.

Outing’s Policy

Before we take your child out of the nursery on an outing, written permission will be obtained from the child’s parent / guardian for every instance that the child is taken out of the nursery. We will first discuss with you where we intend to take the child, and the safety measures that will be put into force. The following measures will apply:

· Records of the vehicles used, if any, will be held at the nursery, i.e. MOT certificate, Insurance certificate, Driving Licence.

· Seat belts as well as the appropriate age / weight car seats will be used.
· A risk assessment shall be carried out prior to the outing.

· The Adult: Child ratio will be considered as to the nature of the outing.

· A mobile phone will be carried by staff at all times.

· A copy of your child’s application form will accompany them, as well as a First Aid Kit.

· Your child will have wrist restraints or rains which are to be worn at all times.

· Under no circumstances will any child be left unattended at any time during the outing.

· We will ensure that every child’s needs can continue to be met on outings, e.g. religious requirements, and children with disabilities.
· All outings will be suspended during a pandemic
Adverse Weather Day – Procedures

At Peter Pans Day Nursery, we have an adverse weather policy in place to ensure our nursery is prepared for all adverse weather such as high snow fall

. 

Winter is the time of year that gets everyone excited; there is always lots to celebrate, and snow makes the season extra special for the children.

Although we are looking forward to lots of fun, should there be an excessive amount of snow or bad weather, we do have a procedure in place to ensure the safety and wellbeing of children and staff, and to keep disruption to a minimum for you too.

Sometimes, this does mean we have to limit the number of children the nursery can accept, or occasionally even close the nursery. This is because our staff: child ratios must always be in line with the regulatory body guidelines.

If any of these incidents impact on the ability for the nursery to operate, we will contact parents immediately, normally by email. We will also update our nursery Facebook page.

If high snow fall is threatened during a nursery day, then we will take the decision as to whether to close the nursery. This decision will consider the safety of the children, their parents and the staff team. 

In the event of a planned closure during the nursery day we will contact all parents to arrange for collection of their child. 

In the event of staff shortages due to snow we will contact all available off duty staff and/or and group the children differently until they are able to arrive.

We may in some instances operate a shorter day to enable children, parents and staff to arrive/leave safely.

If we feel the safety, health or welfare of the children is compromised then we will take the decision to close the nursery.

If you have any questions, please do not hesitate to speak to the staff.

Child Collection Policy

Children are only released from the care of Peter Pans Day Nursery to those individuals who have been named by the child’s parent or legal guardian. This person should be over the age of 16 years. We will only allow children to be collected from the nursery under the following terms:

· A previous written agreement

· Telephone conversation with Manager/Deputy

· A Collection form completed

Should you wish for someone else to collect your child from the nursery, we will require the following information prior to their collection:

· Password

· Photo of Person Collecting

· ID including name and Address

· Brief description (Only in the case of emergency).

Under no circumstances will we allow your child to be taken from the nursery if the above conditions have not been met.

DBS Policy

The Disclosure Barring Service (DBS), is used to assess an applicant’s suitability for employment, who have regular contact with vulnerable young people, Peter Pans Day Nursery complies fully with the DBS Code of Practice and undertakes to treat all applicants fairly. The nurseries management carry out the DBS check using the online service Care Check.  Any individual who will be working in the Nursery has to undertake appropriate checks including a Police check through the Disclosure Barring Service at an enhanced level. Any positions are exempt from the non-disclosure of criminal convictions under the Rehabilitation of Offenders Act 1074, even if under the act, they would normally be regarded as “spent” The offer of any position of employment will be subject to a satisfactory DBS enhanced certificate. Until the original copy of the enhanced certificate has been presented to the Senior Management Team the staff member will not be left in the sole care of any children within the setting, and will be supervised at all times when undertaking personal care for any child. Staff that have a CRB that was issued before 01 July 2013 will be expected to renew this with a DBS certificate no later than 3 years after the CRB issue date. The Nursery Manager will ensure that once a DBS has been completed the staff member’s name, certificate number, date of birth, verifier and issue date is recorded and retained on file. Staff who have signed up for the portable DBS (update service) will be subject to a yearly (or management’s discretion) online update check undertaken by the Senior Management Team, if the DBS certificate has been recorded as “no longer current” the staff member will be asked to renew their DBS within 5 working days at their cost. Any disclosures or convictions will be dealt with in the strictest of confidence by the Senior Management Team. Staff are required to complete a yearly declaration; in which they agree to state any criminal convictions they acquire after the completion of their DBS. Failure to disclose a criminal conviction could lead to termination of employment, with immediate effect. In the event of an individual being employed and it is later identified that they have a criminal conviction, and then an immediate meeting will take place with the individual. Depending on the nature of the conviction, a decision will be made as to whether the individual is suitable to remain employed. Ofsted will be informed if the employee is deemed unacceptable to work with children as well as the DBS team. Referral helpline: 01325953795
Secure storage, handling, use, retention and disposal of Disclosure and Barring Service (DBS) disclosures and disclosure information General Principles 

We use the Disclosure and Barring Service (DBS) to check the suitability of applicants who work with or have contact with children. Peter Pans Day Nursery complies fully with the DBS Code of Practice about the correct storage, handling, use, retention and disposal of disclosures and disclosure information. We also meet our obligations under the Data Protection Act 1998 and other relevant legislation about the safe storage, handling, use, retention, and disposal of disclosure information. Usage Disclosure information is only used for the specific purpose for which it was requested and for which the applicant has given full consent. We do not keep disclosure information for any longer than necessary. In very unusual circumstances, we may keep disclosure information for up to six months. In this case we will consult the DBS about this and will fully consider the data protection and human rights of the person before doing this. Over this time, we will meet the usual conditions about the safe storage and strictly controlled access of the disclosure information. When we reach a decision, or once the retention period has ended if this is later, we will make sure that we destroy any disclosure information immediately and securely by shredding. We will not keep any photocopy or other image of the disclosure or any copy or details of the contents of a disclosure after the retention period has ended. The only information we keep is a record of the date of issue of a disclosure, the name of the person, the type of disclosure (enhanced) and the unique reference number.
Following an extended period of absence staff will be subject to a new DBS check. 

Data Protection Policy

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

Peter Pan’s Day Nursery is registered with the ICO (Information Commissioners Office) under registration reference: ZA 283501 and has been registered since 12th September 2016.
GDPR includes 7 rights for individuals 

1) The right to be informed 

Peter Pan’s Day Nursery is a registered Childcare provider with Ofsted and as so, is required to collect and manage certain data. We need to know parent’s names, addresses, telephone numbers, email addresses, date of birth and National Insurance numbers. We need to know children’s’ full names, addresses, date of birth and Birth Certificate number. For parents claiming the free nursery entitlement we are requested to provide this data to Redbridge Council; this information is sent to the Local Authority via a secure electronic file transfer system. We are required to collect certain details of visitors to our nursery. We need to know visitors’ names, telephone numbers, addresses and where appropriate company name. This is in respect of our Health and Safety and Safeguarding Policies. As an employer Peter Pan’s Day Nursery is required to hold data on its employees; names, addresses, email addresses, telephone numbers, date of birth, National Insurance numbers, photographic ID such as passport and driver’s license, bank details. This information is also required for company pension scheme as well as Disclosure and Barring Service checks (DBS) and proof of eligibility to work in the UK. This information is sent via a secure file transfer system to Capita for the processing of DBS checks. 

2) The right of access 
At any point, an individual can make a request relating to their data and Peter Pan’s Day Nursery will need to provide a response (within 1 month). Peter Pan’s Day Nursery can refuse a request, if we have a lawful obligation to retain data i.e. from Ofsted in relation to the EYFS, but we will inform the individual of the reasons for the rejection. The individual will have the right to complain to the ICO if they are not happy with the decision. 

3) The right to erasure

 You have the right to request the deletion of your data where there is no compelling reason for its continued use. However, Peter Pan’s Day Nursery has a legal duty to keep children’s and parents details for a reasonable time, Peter Pan’s Day Nursery retain these records for 6 years after leaving the nursery. Staff records must be kept for 6 years after the member of leaves employment, before they can be erased. This data is archived securely offsite and shredded after the legal retention period. There is a full Risk Assessment in place for transportation and storage. A copy of this Risk Assessment can be provided upon request.

4) The right to restrict processing 

Parents, visitors, and staff can object to Peter Pan’s Day Nursery processing their data. This means that records can be stored but must not be used in any way, for example reports or for communications. 

5) The right to data portability 

Peter Pan’s Day Nursery requires data to be transferred from one IT system to another, such as from Peter Pan’s Day Nursery to the Local Authority/ Early Years Team. These recipients use secure file transfer systems and have their own policies and procedures in place in relation to GDPR.

 6) The right to object

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

7) The right not to be subject to automated decision-making including profiling. 

Automated decisions and profiling are used for marketing based organisations. Peter Pan’s Day Nursery does not use personal data for such purposes.

Storage and use of personal information.

All paper copies of children's and staff records are kept in a locked filling cabinet in the office. Members of staff can have access to these files, but information taken from the files about individual children is confidential and apart from archiving, these records remain on site at all times. These records are shredded after the retention period. Information about individual children is used in certain documents, such as, a weekly register, medication forms, referrals to external agencies and disclosure forms. These documents include data such as children's names, date of birth and sometimes address. These records are shredded after the relevant retention period. 

Peter Pan’s Day Nursery collects a large amount of personal data every year including names and addresses of those on the waiting list. These records are shredded if the child does not attend or added to the child’s file and stored appropriately.

Information regarding families’ involvement with other agencies is stored both electronically and in paper format, this information is kept in a locked filling cabinet in the office. These records are shredded after the relevant retention period. Upon a child leaving Peter Pan’s Day Nursery and moving on to school or moving settings, data held on the child may be shared with the receiving school. 

Peter Pan’s Day Nursery stores personal data held visually in photographs or video clips; written consent is gained by parents/carers upon entry into the nursery. No names are stored with images in photo albums, displays, on the website or Peter Pan’s Social media sites. Access to all the onsite computers are password protected. Any portable data storage used to store personal data, e.g. USB memory stick, are password protected and/or stored in a locked filing cabinet in the office.

Data Protection Officer: Lauren Polston
Facebook/ Networking Sites

This policy applies to all staff/students and Volunteers

In order to protect yourself and those of the children we care for, you should under NO circumstances request or accept a “friend” request from parents/guardians of children from the nursery.

This includes any form of networking site.

Any staff member who accepts a request or “befriends” any parents through these websites will be put through our disciplinary procedure.

Female Genital Mutilation Policy
Female Genital Mutilation (FGM) is illegal in England and Wales under the FGM Act 2003 (“the 2003 Act”). It is a form of child abuse and violence against women. FGM comprises all procedures involving partial or total removal of the external female genitalia for non-medical reasons.

At Peter Pans Day Nursery, we have a robust and rigorous safeguarding procedure and protecting children in our care is paramount. The safeguarding officer and all members of staff are responsible to adhere and follow these policies. 

We endeavor to adhere to the following:

· The safety and welfare of the child is paramount

· All agencies involved act in the interest of the rights of the child as stated in the UN convention 1989 and the Children’s act 1989.

· All professionals are made aware of the possibility of a girl being at risk of FGM as a result of religious beliefs, nationality and other unusual events that could led to FGM e.g. a child being taken out of the setting for a six weeks or more by parents or relatives.

· If a member of staff had concerns over a child, they would report it to the safeguarding officer in the setting who would then decide whether a referral was needed to the MASH team (multi agency safeguarding hub) 020 8708 3885
· 0800 028 3550 FGM helpine
Types of FGM

Female genital mutilation is classified into 4 major types.
1. Type 1: Often referred to as clitoridectomy, this is the partial or total removal of the clitoris (a small, sensitive and erectile part of the female genitals), and in very rare cases, only the prepuce (the fold of skin surrounding the clitoris). 
2. Type 2: Often referred to as excision, this is the partial or total removal of the clitoris and the labia minora (the inner folds of the vulva), with or without excision of the labia majora (the outer folds of skin of the vulva ).
3. Type 3: Often referred to as infibulation, this is the narrowing of the vaginal opening through the creation of a covering seal. The seal is formed by cutting and repositioning the labia minora, or labia majora, sometimes through stitching, with or without removal of the clitoris (clitoridectomy).
4. Type 4: This includes all other harmful procedures to the female genitalia for non-medical purposes, e.g. pricking, piercing, incising, scraping and cauterizing the genital area.
Deinfibulation refers to the practice of cutting open the sealed vaginal opening in a woman who has been infibulated, which is often necessary for improving health and well-being as well as to allow intercourse or to facilitate childbirth.

No health benefits, only harm

FGM has no health benefits, and it harms girls and women in many ways. It involves removing and damaging healthy and normal female genital tissue and interferes with the natural functions of girls' and women's bodies. Generally speaking, risks increase with increasing severity of the procedure.
Cultural and social factors for performing FGM

The reasons why female genital mutilations are performed vary from one region to another as well as over time and include a mix of sociocultural factors within families and communities. The most commonly cited reasons are:
· Where FGM is a social convention (social norm), the social pressure to conform to what others do and have been doing, as well as the need to be accepted socially and the fear of being rejected by the community, are strong motivations to perpetuate the practice. In some communities, FGM is almost universally performed and unquestioned.

· FGM is often considered a necessary part of raising a girl, and a way to prepare her for adulthood and marriage.

· FGM is often motivated by beliefs about what is considered acceptable sexual behaviour. It aims to ensure premarital virginity and marital fidelity. FGM is in many communities believed to reduce a woman's libido and therefore believed to help her resist extramarital sexual acts. When a vaginal opening is covered or narrowed (type 3), the fear of the pain of opening it, and the fear that this will be found out, is expected to further discourage extramarital sexual intercourse among women with this type of FGM.

· In contexts where women are financially dependent on their husbands, marriageability is a strong motivating factor in carrying out FGM.

· FGM is associated with cultural ideals of femininity and modesty, which include the notion that girls are clean and beautiful after removal of body parts that are considered unclean or unfeminine or male.

· Though no religious scripts prescribe the practice, practitioners often believe the practice has religious support.

· Religious leaders take varying positions with regard to FGM: some promote it, some consider it irrelevant to religion, and others contribute to its elimination.

· Local structures of power and authority, such as community leaders, religious leaders, circumcisers, and even some medical personnel can contribute to upholding the practice.

· In most societies, where FGM is practised it is considered a cultural tradition, which is often used as an argument for its continuation.

· In some societies, recent adoption of the practice is linked to copying the traditions of neighbouring groups. Sometimes it has started as part of a wider religious or traditional revival movement.

Any incidents will be treated in the strictest confidence. Safeguarding the children in our care is a priority at all times and we will not tolerate any form of child abuse.
Flu Pandemic Policy

Exerts advise that a further flu pandemic is inevitable but cannot say when it will happen. When it happens, it is expected to spread rapidly to all areas of the UK and have significant impact. Depending on the severity of the pandemic, 25-50% of the population may become ill at some stage during one or more waves, each lasting 3-4 months, and 50,000-700,000 more people that usual will die.

Children are highly effective spreaders of respiratory infections, both among themselves and to adults in their family

We shall continue to operate as normal during a pandemic although this may not be possible for the following reasons:

· Government advice that nurseries and schools in the area should close

· High staff absences

The decision to close the nursery shall be either given from the Government based on scientific advice, or from the owners of the nursery.

We shall do utmost to reduce the risk of cross infection. We shall

· Take hygiene measures to reduce the risk of infection i.e.: the disposal of tissues etc

· Ensure that staff who show signs of infection go home

· Ensure that children showing signs of infection are collected by parents.

· Ensure a sick child is kept separate from other children while waiting to be collected.

Please would you ensure that all the contact details we hold for you on your child’s application form are correct. Please ensure that you confirm these with either Claudine, Debbie or Lauren.

Inclusion Policy

Principles
Inclusion is concerned with the participation, learning and equal opportunities of all children in the setting, all of whom have a right to access to the curriculum. It has wider implications than the identification of children with special educational needs. It could apply to any or all of the following:

· Girls or boys where there are gender issues.

· Minority ethnic and faith groups, travellers, asylum seekers and refugees.

· Children who need support to learn English as an additional language (EAL).

· Children with special educational needs including those considered to have emotional, behavioural or social difficulties.

· Children with physical disabilities.

· Children in need.

· Other children, such as sick children, children from families under stress and children whose families may be seriously disadvantaged by poverty.

· Children who may be gifted or talented.

Promoting inclusion will help all children to realise their full potential in terms of achievement and learning through access to the settings curriculum.

From Principles to Practice

Inclusive principles highlight the importance of meeting the individual needs of all children equally, whether they have identified “special needs” or not. Inclusive settings are those that are dedicated to meeting the individual needs of each child.

Inclusion is a process in which children, parents/carers, practitioners and other agencies work together in partnership to develop the application of its principles in the setting.

Intruder’s Policy

STATEMENT OF INTENT

At Peter Pans we believe that the safety of our children and staff is of paramount importance. We make every effort to keep our setting secure.

Aim

The aim of this policy is to inform staff and parents/carers of the procedures to take in the event of an intruder being identified on the premises. All staff are aware that it is their priority to maintain the safety of any children in their care as well as their own safety. 

Methods

· An intruder is an individual in the Nursery who has not followed our established visitor procedures and may or may not be a safety hazard to the Nursery. This policy provides a means of dealing with either situation.

· Any member of staff who observes an individual in the Nursery who appears suspicious or out-of-place should either approach the individual (if safe to do so), ask for their name and purpose of being in the Nursery or should alert the Manager/Deputy for assistance.

· The person approaching the suspicious individual must determine if the person poses a safety hazard or just needs to be aware of the Nursery’s procedures for visitors.

· While determining the status of a visitor, every effort must be made to ensure children in our care are safe, feeling secure and where possible, continuing to be engaged in their current activities. If need be, children must be given reassurances as to their own and others safety and wellbeing.

Procedure: Visitor with legitimate business

· Identify the person and determine their purpose or need for being in the Nursery.

· Ask the person to sign in as a visitor and alert the manager of their arrival.

· Ensure they are aware of the procedure for visitors for future reference.

· Review security to determine how the intruder gained entry.

Procedure: Intruder who may pose a safety hazard, we will:

· Politely greet the intruder, identify yourself and ask the purpose of their visit to the Nursery.

· Ask a colleague to observe your approach to the intruder

· Explain that all visitors must sign in and then escort the person to the Manager/Deputy.

· Depending on the circumstances and the demeanour of the intruder, the Manager/Deputy will make every effort to call the police to report the incident. If the intruder appears agitated, irrational or refuses to leave the building in a peaceful manner, we will endeavour to calm the person by talking in a low and calm reassuring voice whilst also trying to gain the attention of another staff member to call the police. If it is not possible for the manger to call the police a code word/phrase will be used to signify that emergency help must be called

· Children should be taken to a secure place, furthest distance from the intruder in a calm and organised way 

· If police are called and the individual leaves or attempts to leave prior to the police arriving, do not attempt to physically detain or restrain the person. Contact the police to inform the responding officers that the individual has left the building, the direction and means of transport.

· If the individual stays until the police arrive, inform the officers what has happened that led to the individual being with you so they can establish probable cause for arrest for trespassing. Also verbally ask the person not to return to the nursery whilst still in the presence of the police.

·  Review security immediately.

·  Log incident and actions as soon as possible.

Procedure: Intruder who is armed or otherwise poses a safety hazard. (Follow emergency incident procedures)

· Alert all staff members using code word/phrase.

· Children should be taken to a secure place, furthest distance from the intruder in a calm and organised way. 

· Contact the police as soon as possible to report the incident.

· Give operator all the information regarding location of the intruder, a physical and clothing description and the weapon involved.

· Advise the operator what we are doing to ensure the safety of the children and other staff members.

· Remain on the line until the operator advises you to hang up.

· Monitor location of intruder, until police arrive.

When confronting an intruder, take another staff member with you. Ask a third member who is not involved to alert the Manager/Deputy. Determine who will initiate contact with the intruder and who will be the backup person. Both staff members should break off contact and leave when it is safe to do so. Attempt to direct intruder away from areas occupied by children. Use casual conversation or body language to calmly direct the situation. If the intruder refuses to cooperate, do not escalate the situation. If the intruder shows a weapon, assure him/her that it is not necessary for him/her to consider using the weapon.

· Back away slowly and leave the area.

· Both of your hands should be up with your palms facing the intruder while slowly backing away.

· Remain calm do not attempt to disarm the person.

· Once the police officers arrive provide them with the following information:

Location of intruder. Description of intruder. Any known weapons. Any statements made by the intruder. 

All other staff members and official visitors should remain in the Nursery with the children unless otherwise directed by the police, reassuring and engaging the children as appropriate.

In any event there will be a thorough investigation of the incident, and a report will be made by all staff involved.

Inform Ofsted, with due regard to both data protection and confidentiality policies.

This policy will be monitored and evaluated, it will be reviewed annually unless new legislation or an incident occurs which requires an immediate review of this policy.

Mobile Phone/Camera/Smart Watches Policy

This policy applies to all Parents/staff/ students and Volunteers.

Mobile Phones/Camera’s/Smart Watches/Ipads

All of the above should be left in the staff room in your locker, upon arrival to the nursery. They may only be used during break times and only in the staff room. Under no circumstances should they be taken into any of the playrooms. This Policy has been put in place to protect you and that of the children. We (Peter Pans Day Nursery) have the right to look at your phone if we have any concerns that you are using it in a way that poses a risk to the children.

Under no circumstances are pictures of children to be taken other than those taken using the nursery camera. You should ensure that this camera is taken back to the office when not in use and kept locked away. Parents who may provide cameras to take pictures of their child, for example on their birthday, are not to include any other children in. 

Procedure to be followed in the event of a person being disqualified

We at Peter Pans Day Nursery Ltd, have a commitment to ensure that all children in our care are safe, secure and that their individual needs are met. If we become aware of relevant information which may lead to the disqualification of an employee, we will take appropriate action to ensure the safety and wellbeing of the children in our care, in accordance with regulations made under Section 75 of the Childcare Act 2006.

The disqualified person’s contract will be immediately terminated, and they will be asked to leave the premises immediately.

The following information will then be passed onto Ofsted as soon as reasonably practicable, but at least within 14 days of the date in which we became aware of the information.

· details of any order, determination, conviction, or other ground for disqualification from registration under regulations 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; and 

· a certified copy of the relevant order (in relation to an order or conviction). 

Only in certain circumstances Ofsted may consider a waiver of the disqualification in line with the relevant legislation.

POLICY AND PROCEDURE RELATING TO A TERRORIST ATTACK OR NATIONAL EMERGENCY

In light of the recent terrorist attacks, we now feel it is necessary to have a procedure in place on what to do in the event of a terrorist attack or a national disaster.

The care and security we provide to your child is paramount. As an Ofsted Registered Nursery, we will do everything within our powers to protect, comfort and support your child in the event of a major incident, National Emergency or Terrorist Attack.

If we are involved or caught up in the incident, we will comply fully with the instructions from the emergency services and constantly reassure the children in our care. Please don’t attempt to come to the setting, unless asked to collect your child, as this may put you and your child at greater risk. As much as possible, we will keep you informed of the actions we are taking

If you are caught up in an incident, we will continue to look after your child until you are able to return or a person nominated is able to collect them. We will try our best to keep in contact by landline, mobile or email. In extreme circumstances this may include overnight care but this will be discussed with you and Social Services will also be kept informed. Rest assured, your child will not be put at risk in any way.

We understand that during major incidents the mobile phone networks are often not available and even landlines can be cancelled to free up communication systems for the emergency services. We will however attempt to contact you on a regular basis and ask that you try to do the same. We will keep up to date on the situation using any media source available to us, radio, television, internet etc. We will endeavour to protect your child from information or images that may alarm or distress them. 

In the event of an extreme incident, such as a terrorist attack, close to the setting, we will take every step to ensure the safety of staff and the children in our care.

· All the children and staff to stay in their respective rooms. Those in the garden to move   quickly to the nearest room.

· Close the doors and lie low, encourage the children to lay under the tables, away from windows.

· A member of staff, Claudine, Debbie or Lauren to call the police for further advice, which should be followed (Explain that you are calling from a nursery and tell them how many children and adults are present)

· In case of any doubt, there should be no movement and wait for the police to arrive to contain and manage the situation.

In the event of an armed or dangerous intruder entering the building
· Claudine, Debbie or Lauren to call the police immediately (Explain that you are calling from a nursery, and tell them how many children and adults are present) 

· Is there a safe route out? Can you get there without exposing yourself to greater danger?   If the location of the intruder is known, and there is safe passage available out of the building, the children should be led, in SILENCE, out of the building away from the intruder. Be aware if there is more than one intruder in the building. 

· Do not insist everyone leaves together – assess the safety of the exit route/location of room that YOU ARE IN.

· Leave all belongings behind.

·  Do not assemble close to the building – gather at safe place (Anchor Housing – 20 Village Way). Take advice from the police, if possible, when outside the building

· If there is no safe route - children and staff to stay in their respective rooms. Those in the garden to move quickly to exit the premises without entering the building, via the safest route. 

· Close the doors and lie low, encourage children to lay under the tables, away from windows and doors.

· Lock / barricade yourself in.

· In case of any doubt, there should be no movement and wait for the police to arrive to contain and manage the situation.
Procedure to be followed in the event of a child protection / safeguarding allegation being made against a member of staff

Safeguarding co-ordinator: Debbie White

Procedure to be followed by staff:

· If any member of staff is made aware of an allegation or suitability of the staff member, they must inform the manager/Deputy Manager or safeguarding co-ordinator immediately.

· If a member of staff has cause to suspect that a colleagues behaviour places a child at risk of harm they must inform the manager/deputy immediately.

· The person handling the allegation, namely the safeguarding co-ordinator (Debbie White) will inform the Redbridge LADO (Helen Curtis) on 0208-708 5350 or 07903211521, immediately, on the same working day. They will ask for immediate advice and request a visit within 24 hours. Ofsted will also be informed that a complaint has been made (0300 123 1231).

· The manager or other designated person will be informed about the allegation in order that internal action can be planned as appropriate.

· The safeguarding co-ordinator will inform the member of staff against whom the allegation has been made that there has been an allegation lodged against them. They will discuss the situation and get as much information as possible. Every effort will be made to remove the member of staff to protect them and the children. They may be informed that they have to be suspended immediately until an investigation is completed. Also, that if the allegations are proved it may lead to immediate dismissal.

· The member of staff will be:

-told where they can get support, e.g. Citizens advice Tel: 0208514 1878

-Offered Counselling-given names and telephone numbers where they can access help.

· The safeguarding co-ordinator will inform the parents of the child or children involved that an allegation has been made. They will reassure the parents that the matter is being taken very seriously and will show them a copy of all procedures. They will ask them to keep this information confidential while the investigation takes place, and they will be assured that they will be kept up to date with proceedings and that contact will be made with them within 48 hours.

· The safeguarding co-ordinator will make a written report.

· The staff team will be told that the allegation is confidential and that under no circumstances must they divulge any details of the allegation or identify the children involved to anyone.

· When the investigation has been fully investigated both internally and by social services, appropriate action will be taken, and the staff member will be informed about the outcome.
· The welfare of the children in our care remains priority at all times.

Safeguarding the children in our care is a priority at all times. If you have any questions, please feel free to talk to the manager.
PROCEDURE TO FOLLOW IN THE EVENT OF A CHILD REQUIRING HOSPITAL TREATMENT

1. Access the situation, i.e remove other children from the situation.

2. Administer first aid to the casualty.

3. Inform the Manager / deputy.

4. The manager / deputy shall then call 999.

5. The manager/ deputy to inform parents of incident and ask them to meet at either nursery or hospital, whichever is the closest.

6. Ensure that the child’s records, along with any medication are accompanied with them to Hospital.

7. The child’s Key worker should accompany them to hospital, and stay with them until parent/guardian arrives.

8. Manager / Deputy to inform Ofsted and EYPA of incident.

9. Manager / Deputy to make risk assessment.

Child Protection Policy

Safeguarding co-ordinator – Debbie White

It is your duty as an employee of Peter Pans Day Nursery to report to the safeguarding co-ordinator, any concerns that you have regarding other staff members and their behaviour with any child/children.

If you have a concern it should be reported to the safeguarding co-ordinator and or manager of the nursery immediately. Any allegations against the management team should be made directly to Redbridge LADO (Local Authority Designated Officer) Helen Curtis on 

020-87085350 or 07903 211521

All allegations made will be treated in the strictest confidence.

Do not make assumptions about whether the allegation is true or not.

Safeguarding the children in our care is a priority at all times and we will not tolerate any form of child abuse.

Failure by a member of staff to report an allegation will be taken seriously and will be dealt with as a disciplinary matter.

The Prevent Strategy Policy
This policy is based on the Prevent strategy produced by the government in 2011, is part of an overall counter-terrorism strategy, CONTEST. The aim of the strategy is to reduce the threat to the UK from terrorism by stopping people becoming terrorists or supporting terrorism
There is a clear approach to implementing the Prevent duty and keeping children and learners safe from the dangers of radicalisation and extremism. At Peter Pans we tackle any instances of discrimination and aim to be alert to potential risks from radicalisation and extremism. 

· Extremism
· Vocal or active opposition to Fundamental British Values
· Radicalisation 
· The process by which a person comes to support terrorism and extremist ideologies associated with terrorist groups.
· Terrorism 
· An action that endangers or causes serious violence to a person/people; causes serious damage to property; or seriously interferes or disrupts an electronic system.
The promotion of equality, diversity and British values is at the heart of our work. It is demonstrated through all our practice.

Teaching British values means providing a curriculum which ‘actively promote(s) the fundamental British values of democracy, the rule of law, individual liberty, and mutual respect and tolerance of those with different faiths and beliefs.
At Peter Pans we will assess each situation on an individual basis using the following guidelines:
· Engagement- Identifying patterns in behaviour that indicate a person at is engaged in an ideology linked to terrorism e.g. accessing social networking sites
· Intent- Identifying whether the engagement of a person indicates radicalised behaviour or the intention to cause terrorist acts e.g. meeting with an extremist group
· Capability- Capability to cause harm e.g. setting fire to a place of worship
Democracy: making decisions together
· focus on self-confidence and self-awareness (PSED)
Children:
· know their views count
· value each other’s views 
· talk about their feelings, or example when they do or do not need help. 
· are involved in activities that involve turn-taking, sharing and collaboration. 
Rule of law: Understanding rules matters

· focus on managing feelings and behaviour (PSED)
Children:
· understand that we have to follow rules and that they are there for a reason.
· understand their own and others’ behaviour and its consequences
· learn to distinguish right from wrong. 
Individual liberty: 
Freedom for all
· focus on self-confidence & self-awareness (PSED) and people & communities (UtW)
 Children:
· should develop a positive sense of themselves. 
· should develop their self-knowledge, self-esteem and increase their confidence in their own abilities
· should be able to reflect on their differences and understand we are free to have different opinions
Mutual respect and tolerance:
Treat others as you want to be treated
· focus on people & communities (UTW), managing feelings & behaviour and making relationships (PSED)
Children should:
· experience an ethos of inclusivity, appreciation, and respect where views, faiths, cultures, and races are valued 
· know about similarities and differences between themselves and others and among families, faiths, communities, cultures, and traditions
· share and discuss practices, celebrations, and experiences. 
· engage with the wider community. 
· be able to challenge stereotypes
British values are already embedded in our day-to-day work with the children. At Peter Pans we:
· teach the children more about the world in which they live and develop their understanding of life in modern Britain.
· teach our children that it is possible to live together peacefully, each of them a valuable part of our multicultural world.
The Channel program is part of Prevent - early intervention to protect and divert people away from the risk of being drawn into terrorist related activity. If we have a concern about a member of staff, child or family member we would make a referral: 

· Call 101 or contact Prevent Officer on 020 87535727
All our staff are aware to look out for when we have reason to believe that a child in our care is being radicalized or they are in connection with someone else who is. The child’s welfare is paramount, and we like other nurseries in Redbridge are obliged to follow set procedures when we are concerned about a child’s welfare.

· If any member of staff has any concerns about a work colleague, family or child in our setting who we believe is at risk of radicalisation, they would report it to a manager/deputy who would then contact the Redbridge Prevent Coordinator (details as follows):
Tel:                  020 8708 5971

Email:              prevent@redbridge.gov.uk
Statement for the Prevent Duty

The provider, management and staff at Peter Pans Day Nursery understand and comply with the Counter-Terrorism and Security Act 2015, to have “due regard to the need to prevent people from being drawn into terrorism”. This duty is known as the Prevent duty. 

We are aware of the increased risk of online radicalisation, to radicalise young people, children and their families through the use of social media and the internet. As with managing other safeguarding risks, staff are alert to changes in behaviour which could indicate that colleagues, children and their families are in need of help or protection. Children and adults at risk of radicalisation may display different signs or seek to hide their views. Staff will use their professional judgement in identifying children and adults who might be at risk of radicalisation and act proportionately. Even very young children may be vulnerable to radicalisation by others, whether in the family or outside, and display concerning behaviour. 

General safeguarding principles apply to keeping children safe from the risk of radicalisation as set out in the relevant statutory guidance, working together to safeguard children.

Online training is available for staff through Channel programme. In Redbridge, a Prevent Duty Officer is available for guidance and can be contacted:

Dial 020 8708 5971 or prevent@redbridge.gov.uk and ask for the Prevent Duty Officer.
Internet Safety/Acceptable use policy (AUP)
At Peter Pan’s we understand that ICT, digital and mobile technology resources are now regarded as essential to support learning, teaching and personal and social development. They form part of an essential life skill. When using technology with young children and adults in their setting, professionals need to ensure that the resource is used safely and responsibly. 

Why is internet use important? 

( The internet can be used to support learning as well as for social and personal development activities. It can motivate, engage and develop self-esteem, confidence and as a tool for the development of social capital. It is now regarded as a necessary tool, in settings, for practitioners and children 

( Internet access is an entitlement for children and young people who show a responsible and age appropriate approach to its use 

( The internet is an essential element for education, business and social interaction. 

Peter Pan’s has a duty to provide children and young people with quality Internet access as part of their experience. 

( The internet is part of everyday life. Knowledge and experience of information and communication technology (ICT) should be considered as essential. Developmentally appropriate access to computers and the internet in the early years contributes significantly to children and young people’s enjoyment of learning and development. 

( Children and young people learn most effectively where they are given managed access to computers and control of their own learning experiences; however, such use carries an element of risk. Early years practitioners, their managers and volunteers, alongside parents and carers, should make children and young people aware of the potential risks associated with online technologies. This empowers them with the knowledge and skills to keep safe, without limiting their learning opportunities and experiences 

How will internet use enhance learning and personal and social development? 

( Internet access for children and young people will be designed for educational aspects of social and developmental use and will include age appropriate filtering 

( Age appropriate guidance about appropriate Internet use will be part of the support for children and young people 

( All practitioners should guide children and young people in online activities that will support their developmental and learning outcomes. 

How will internet access be authorised? 

( All users of the internet will need to agree to responsible internet use 

( For younger users, access to the internet will be closely supervised by an adult allowing access to specific and agreed sites only. Responsibilities The Designated Safeguarding Officer (Debbie White) is responsible for online safety, and manages the implementation of the Internet Policy. 

The Senior Designated Person for Safeguarding will ensure: 

( Day to day responsibility for online safety issues and as such will have a leading role in implementing, monitoring and reviewing the Internet Policy. 

( All ICT users are aware of the procedures that must be followed in the event of a potentially unsafe or inappropriate online incident taking place. 

( The recording, monitoring and filing of reports in the event of a potentially unsafe or inappropriate online incident. This should include the creation of an incident log which should be used to inform future online safety practice. 

( All necessary actions are taken to minimize the risk of any identified unsafe or inappropriate online incidents reoccurring. 

( Peter Pan’s will work in partnership directly with parents/carers to ensure systems to protect children and young people are reviewed and improved. 

( Senior practitioners will ensure that regular checks are made to ensure that the filtering methods selected are appropriate, effective and reasonable. 
( Any material that the setting or organisation believes is illegal must be referred to the Internet Watch Foundation (http://www.iwf.org.uk ) 
How will the risks be assessed? 
( In common with other media such as magazines, books and DVDs, some material available via the Internet is unsuitable for children and young people. Peter Pan’s will take all reasonable precautions to ensure that user’s access only appropriate material. 
( The senior practitioners for Peter Pan’s will ensure that the Internet policy is implemented and compliance with the policy monitored. 
How should website and social media content be managed? 
( Written permission from parents or carers will be obtained before photographs of children and young people under the age of 16 are published on the setting’s web site/social media page.
( Full names of children and young people should not be used anywhere on the website, first names will only be used in association with photographs. 
( Where audio and video are included the nature of the items uploaded will not include content that allows the children and young people, under the age of 16 to be identified 
( The manager will take overall editorial responsibility and ensure that content is accurate and appropriate. 
Managing e-mails 
( Peter Pan’s will promote safe use of e-communications to other practitioners, professionals, parents/carers, children and young people 
( E-mails sent to an external organisation should be written carefully and authorised before sending via e-gress, in the same way as a letter written on headed paper.
On-line communications and social networking 
( The Nursery mobile phone is used for outing purposes by Peter Pan’s staff in case of an emergency.
( Nursery cameras are used by Peter Pan’s staff only and do not leave the site.

(Parents, other staff members and older children will be asked not to use personal mobiles for calls or photographs whilst in the setting and provision will be made to safely store personal phones. (See mobile phone/camera/smart watches policy)

( Parents sign an agreement for every event they attend, that they will not add any photos taken onto any form of social media. 
( Staff are advised not to accept invitations from parents to “friend” on social networking sites and to do so may put them in a difficult work position. We expect them to maintain a professional relationship with you that is not compromised by sharing information on a social networking site 
( Similarly, we would ask you not to post information on your site that could affect other families and their children from our childcare setting. This particularly would apply if children’s names or photographs were to appear in the context of our setting. (See Facebook/Networking policy)
( We would always take legal advice if our setting were to be quoted in a defamatory way on a social networking site. Consulting with practitioners and their inclusion in the e-safety policy 
( All practitioners should be consulted about the contents of this policy to ensure that the use of the internet and mobile technologies supports their work with children and young people in a safe environment 
( All staff must sign and follow the E-safety Agreement and if this is not adhered to then disciplinary action may be taken. 
How will complaints be handled? 
( Responsibility for handling incidents will be delegated to the manager Lauren Polston

( Any complaint about practitioner misuse must be referred to Directors for Peter Pan’s. This may include any allegations made outside of the setting. 
( Parents and children and young people will need to work in partnership with practitioners to resolve issues should they arise 
( There may be occasions when the police must be contacted. Early contact could be made to establish the legal position and discuss strategies. 
( If a serious allegation is made against a staff member then Ofsted will be notified and procedures outlined in the ‘Safeguarding children and child protection’ policy will be followed.
Settling in Procedure
At Peter Pan’s we understand that settling a child into nursery can be a very emotional time for both child and parent. A member of our office team will contact the child’s parent/guardian to arrange the first settling session, on a date and time convenient for both parties. 

You will then receive an email to confirm this along with a permission form for Tapestry. Once we have received the permission form back your child will be set up with a Tapestry account and parent/Guardian emailed a secure log in. Parent/Guardian must complete the “About me” form and can upload photo’s/send memos to tell us what they would like us to know about their child. 

When you arrive a member of staff will take you and your child into their room and introduce you to the staff members and especially your child’s Key person. This is a designated person who will be looking after your child.

A Key person system provides children with the opportunity to make attachments in a positive and affectionate way. Young children do not always have the language to express what they experience, especially babies, therefore the need for a key person is utmost.

We understand that this can be a very emotional time for all involved. Feel free to ask and tell your child’s key person anything you may feel relevant and beneficial to help your child settle more easily. 

On your child’s first settle we will ask you to stay for an hour or so with your child for them to become familiar with the surroundings and the people in the room, as well as going through the “About me” which familiarizes the staff with your child’s routine, likes/dislikes etc. 

The office team will then arrange another settling session with you where we suggest you leave your child, just for one hour. Staff may suggest options of how this follow up sessions can be approached and will work alongside the parent to do what is best for each individual child. Certain approaches may pro-long the settling in process. 

The amount of time that is spent settling differs from each child and this will be reflected within the arrangements that we make with you for follow up sessions. Once your child is adjusting to the nurseries routines the sessions will increase in duration over a period of time, to also include a meal and a sleep. 

We will arrange where possible, maintaining child ratios at all times, to bring your child in regularly over a two/three-week period as continuity is an essential part of the settling in process. Settling sessions may continue after this two/three-week period depending on the individual. Pre-arranged start dates can be delayed continuing the settling in process and only once the child has settled may the child be left for longer periods and begin their full day sessions. 

Please be assured that your child will receive lots of cuddles and attention if they are upset and we will do our utmost to ensure they settle in easily and as quickly as possible.

All children are individuals, and some may take longer than others. Please feel free to telephone or speak to us in person as often as you like during the day to see how your child is progressing and to discuss anything else relating to the nursery.

We do not encourage children to bring toys into the nursery once they are settled. However, if your child has a special comfort toy or blanket, etc, which you think would help them to settle better and feel more secure, they are welcome to bring it into the nursery.

SICKNESS POLICY
All children should be kept away from nursery at the first signs of being unwell.

If your child shows any signs of illness whilst at the nursery, we will do our utmost to contact the parent/guardian of that child. Should we be unable to reach the parent/guardian we will then attempt to contact the child’s emergency contact, which has been given on the child’s application form.

You may then be asked to collect your child from the nursery and to seek medical advice.

Please would you ensure that the contact details that we hold for you are kept up to date.

All children that are sent home from nursery due to illness will need a diagnosis from their GP prior to them returning to nursery.

Children displaying a temperature of 37.7 or above should be kept away from nursery and we advise that they be lateral flow tested. They can return to the setting once they are no longer displaying a temperature. 
MEDICATION 

Written consent will be required for all medication. 

We will be administering Calpol or Nurofen for pain relief or teething ONLY where a temperature of 37.7 or above is NOT displayed. 
Teething gel’s/powders will be administered during a child’s time at nursery if it is required. All medication is to be supplied clearly marked with your child’s name and will be kept in the medication cupboard in your child’s room. Written consent is required to administer any medication. The medication book should be completed every morning the medication is required. Blanket consent is not permitted.  The information required in the medication book is:
Childs Full Name

Date of Birth

Name of Medication

Dosage of medication

Times to be administered.

We will administer any medication that has been prescribed by your GP, Nurse, Pharmacist or Dentist providing we have received an email with the above information.

You must ensure that any prescribed medication has your child’s name on it and not that of an older/younger sibling. Prescription medication should show the dispensing label, clearing showing the child’s name and directions for administration. The medication book again should be completed every morning the medication is required. 
Children under the age of 16 years will not be given any medication that contains aspirin unless it has been prescribed for that child by the doctor.
If your child has been given prescribed medication, following a GP consultation the child must be kept off of nursery and cannot return to the setting until 48 hours following the 1st dose of antibiotics, providing they are well enough in themselves.  Therefore, if a parent chooses not to collect the antibiotics immediately following the GP consultation, this could result in the child being off of nursery for a prolonged period.  

If a child is brought back in before this 48-hour period, then we have the right to send them home in order to follow our policies and procedures and to prevent cross-infection. 

We will inform via e-mail of any reoccurring infections in the nursery.

We are also required to notify Ofsted and the Health Protection Agency of any notifiable and communicable diseases that have been identified. This may be prior to advising parents, as special control measures and guidance may be required, which we can gain from the Health Protection Agency.

Children who are unwell for any reason, including communicable diseases should not be at nursery. Once they are better, they can return to nursery unless they pose a risk to other children or staff.
Blanket Consent Medication:

At the nurseries discretion we will allow blanket consent for some medication e.g. asthma pump, epi-pen, antihistamines, prescribed creams. An email or letter should be sent to the nursery prior to the child starting stating:

Childs Full Name

Date of Birth

Name of Medication

Dosage of medication

Times to be administered
Permission given to administer in the even of an emergency. 

This will be kept in the child’s file in the office. 

Chicken Pox

If your child develops chicken pox, they must stay away from nursery until all spots are dried and scabbed over.  We also require the child to be well in themselves, without the need of Calpol or Nurofen. 

Hand Foot and Mouth 

Should your child contract Hand Foot and Mouth, we ask you to keep your child away from nursery if they require pain relief or calpol to reduce their temperature.  We require the child to be well in themselves, without needing any medication. 

Conjuctivitis 

If your child has conjunctivitis, we ask them to remain away from nursery until their eyes are clear from any gunk or discharge – this is to stop the spread of the disease.  
Sickness and Diarrhoea

Children who are sent home from nursery with diarrhoea and/or vomiting should not return until 48 hours have elapsed, and they have eaten a full proper meal, followed by no loose bowel movements or sickness.
CORONAVIRUS RELATED ILLNESS
Should your child test positive for Covid-19 then we ask your child to stay away from nursery until they receive a negative test.  They should stay away from nursery for a minimum of 5 days. 
Tapestry Policy
Online Learning Journals

Aims 

Peter Pan’s Day Nursery ensures that all children attending the Early Years Foundation Stage have a personal Learning Journey which records photos, observations, and comments, in line with the statutory Early Years Foundation Stage curriculum. This is to build up a record of each child’s achievements during their time with us. It will also show children’s developmental progress through the different age bands of the EYFS. 
EYFS key themes and commitments 
	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development


At Peter Pan’s we use the secure on-line system Tapestry which allows staff and parents to access the information via a personal password protected login. Whilst the children have a key person all staff are encouraged to capture observations for all the children in the same room. 
Staff access allows input of new observations and photos or amendment of existing observations and photos. Parent access allows input of new observations and photos or the addition of comments on existing observations and photos. 
Observations input into the Tapestry system are monitored by a senior member of staff. Parent access allows them to comment (or reply) to observations that staff have input, as well as adding their own observations and photos or videos. Parents logging into the system are only able to see their own child’s Learning Journey. 
As part of our Internet Safety/Acceptable Use Policy parents are asked to sign a consent form giving permission for their child’s image to appear in other children’s Learning Journeys, and to protect images of other children that may appear in any photos contained in their child’s Learning Journey. This is separate from our photography and use of images consent form as the information is not accessible without a personal log-in. Before accessing the system parents have to sign to agree not to download and share and information on any other online platforms or social networking sites, such as Facebook, Twitter, Instagram. 
Tapestry provides a fantastic tool for capturing and sharing information between parents and the school. However, it is not used as a way of sharing general information. Each child’s Learning Journal is a document that records their learning and development which the parents can add to contributing information that children have been doing at home. Discussions regarding general progress and development are done face-to-face with parents/carers via zoom/facetime. Observations will be uploaded by members of staff and are monitored by senior staff. 

Safe Use Agreement 

· Staff should log out of Tapestry app / programme when they have finished in order to maintain confidentiality. 

· Staff must not share log in or password details with anyone not employed by Peter Pan’s Day Nursery

· Staff should not share any information or photographs relating to children with any person not employed by Peter Pan’s Day Nursery.

· Staff will take all responsible steps to ensure the safe keeping of any portable devices. E.g tablets that they are using and report any missing devices. Devices will be stored in a locked cabinet overnight.

· Staff must not access Tapestry on a private computer away from Peter Pan’s Day Nursery Premises.
· Staff will delete photo’s/video’s off of the device once they have been uploaded to Tapestry.
· All entries on Tapestry must be appropriate and relevant.

· All entries on Tapestry remain the property of Peter Pan’s Day Nursery.

· At all times staff must comply with the Child Protection / Safeguarding policies of the nursery and Internet Safety policies. 

Note – Should we find parents / carers using Tapestry inappropriately their access will be terminated.
Related policies 
Child Protection and Safeguarding Policy 
Teaching and Learning Policy 
Staff Code of Conduct 
Internet Safety/Acceptable Use Policy

Allergy policy

At Peter Pan’s Day Nursery, we are aware that children can have allergies which may cause allergic reactions. We will follow this policy to ensure allergic reactions are minimised or where possible prevented and staff are fully aware of how to support a child who may be having an allergic reaction.
·         Staff will be made aware of the signs and symptoms of a possible allergic reaction in case of an unknown or first reaction in a child. These may include a rash or hives, nausea, stomach pain, diarrhea, itchy skin, runny eyes, shortness of breath, chest pain, swelling of the mouth or tongue, swelling to the airways to the lungs, wheezing and anaphylaxis.

·         Information will be passed on by parents from the registration form regarding allergic reactions and allergies and must be shared with all staff in the nursery.

·         An allergy register will be kept in the manager’s office, kitchen & all playrooms.

·         The nursery manager must carry out a full Allergy Risk Assessment Procedure with the parent prior to the child starting the nursery. The information must then be shared with all staff

·         All food prepared for a child with a specific allergy will be prepared in an area where there is no chance of contamination and served on equipment that has been cleaned and disinfected after each use.

·         Parents providing their child’s food, the office will make them aware of any allergens that they must avoid.  We are a nut free nursery, so under no circumstances must any food brought onto our premises contain nuts.  

·         The manager, nursery cook and parents will work together to ensure a child with specific food allergies receives no food at nursery that may harm them. This may include designing an appropriate menu or substituting specific meals on the current nursery menu.

·         If a child has an allergic reaction to food, a bee sting, plant etc. a first aid trained member of staff will act quickly and administer the appropriate treatment. Parents must be informed and it must be recorded in the incident book.

·         If this treatment requires specialist treatment, e.g. an EpiPen, then at least two members of staff working directly with the child and the manager will receive specific medical training to be able to administer the treatment to each individual child.

·         A sick child above all needs their family; therefore, every effort should be made to contact a family member as soon as possible.

·         If the allergic reaction is severe a member of staff will summon an ambulance immediately. We WILL NOT attempt to transport the sick/injured child in our own vehicles.

·         Whilst waiting for the ambulance, we will contact the emergency contact and arrange to meet them at the hospital.

·         A senior member of staff must accompany the child and collect together registration forms, relevant medication sheets, medication and child’s comforter.

·         Staff must remain calm always; children who witness an allergic reaction may well be affected by it and may need lots of cuddles and reassurance.

·         All incidents will be recorded, shared and signed by parents at the earliest opportunity.
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