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The welfare of the child is paramount. We will work with children, staff, parents, trustees and the community to ensure the safety of children and create a safe environment for all. 
Values and Principles:
· All children without exception have the right to protection from abuse regardless of gender, ethnicity, disability, beliefs or family circumstance.
· The policy applies to everyone involved in the daily life of the setting including staff, trustees, visitors, students, volunteers and the children it protects.
· All concerns, and allegations of abuse will be taken seriously by trustees, staff and volunteers and responded to appropriately - this may require a referral to children's services and in emergencies the Police.
· We encourage the children to develop protective behaviors and develop their own strategies for keeping safe. This includes nurturing their independence, ability to make choices and finding names for their feelings.
· We are committed to safe recruitment, selection and vetting of practitioners. All adults in regular contact with the setting must have a DBS check. Their ongoing suitability is checked.
· We have developed safe, monitored working practices, including ensuring that adults are never alone with children.
· Parents are asked to declare any current or past involvement with social workers or health visitors when they register for a place at the nursery. 
· We follow procedures recording and informing parents/guardians about accidents and serious incidents at nursery and ask parents to inform us about marks and bruises that happen at home.
· Children and parents/guardians are informed of this policy when an amendment is made and are reminded about the nurseries obligations to child protection on a regular basis. 
· All practitioners must be familiar with this policy, receive regular child protection training and keep up to date with best practice.
Responsibilities:
Our named person who co-ordinates child protection issues is:
Tracy Fernley-Jones, Nursery Manager
In their absence the named person is:
Eleni Kasparis, Deputy Nursery Manager
They can be contacted on 07704836582 or at nursery@puffin-brighton.co.uk

They are responsible for:
· Over- seeing the implementation of this policy and procedures relating to it and ensuring that they comply with those approved by the Local Safeguarding Children Board.
· Sharing information about child protection and good practice with parents and carers, practitioners and volunteers.
· Monitoring that practitioners attend training that includes recognising signs of abuse and appropriate responses, so that they are aware of the local authority guidelines for making referrals.
· Ensuring that all new staff receive a thorough induction including safeguarding procedure.
· That all staff know the procedures for reporting and recording their concerns in the nursery.
· Notifying OFSTED about any referrals to social services, allegations of serious harm or abuse against a child while the child is in our care and any changes in our arrangements which affect the well-being of the child.
· Liaising with other bodies and working within the Area Child Protection Committee guidelines as needed. Including the Local Safeguarding Children Board or the child’s Health Visitor when there is uncertainty about whether the concerns and needs are to be referred.

Key contacts:
When a child is at risk of harm or there are clear signs of abuse:
Front Door for Families
Telephone: 01273 290400    Email: FrontDoorForFamilies@brighton-hove.gcsx.gov.uk
Emergency out of hours number: 01273 335 905
Police: Emergency 999
Non Emergency: 101
Prevent Officer: Nahida Shaikh
Tel: 01273 290584  email: Nahida.shaikh@brighton-hove.gov.uk
It is not the role of the manager or any nursery practitioner to decide whether a child has been abused or to investigate, this is the role of the local authority and police.
Practitioners, volunteers and students:
Are responsible for:
· Recognizing and responding to physical, sexual or emotional and behavioural indicators of a child being abused. When children are suffering from physical, emotional abuse, this may be demonstrated through changes in their behaviour or in their play. A child can also show signs and symptoms of ‘failure to thrive’ or neglect.
· Responding appropriately to a child’s allegations of abuse or neglect.
· Reporting all allegations and and suspicions to the Nursery manager or deputy manager.
· Keeping themselves safe and abiding by the staff code of conduct. 

Trustees:
Are responsible for:
· Ensuring that the nursery meets all requirements for the protection of children 
· Supervising the child protection workload of the Manager/deputy
· Staying up to date with child protection practice and legislation
· Responding to parents concerns and allegations, including those made against nursery practitioners.

Signs and symptoms of abuse and Neglect
The following may help you decide whether a child's welfare is at risk of abuse, harm or neglect.
Signs which may suggest physical abuse
· Any bruising to a baby - pre-walking stage 
· Multiple bruising to different parts of the body 
· Bruising of different colours indicating repeated injuries 
· Fingertip bruising to the chest, back, arms or legs 
· Burns of any shape or size 
· An injury for which there is no adequate explanation. 
· Fabricated illness or deliberately induced illness in a child.
Signs of possible sexual abuse
· Something a child has told you 
· Something a child has told someone else 
· A child who shows worrying sexualised words or behaviour in their play or with other children 
· A child who seems to have inappropriate sexual knowledge for their age 
· A child who may be visiting or being looked after by a known or suspected sexual offender. 
· Worried when their clothes are removed or at nappy changing
· Genital trauma, discharge or STD.
Signs which may suggest emotional harm
The following signs may be present in children whose parents are over-critical and emotionally distant, or who are unable to meet their child's emotional needs. It may involve children seeing or hearing the ill treatment of others such as witnessing domestic abuse or drugs and alcohol misuse by adults caring for them:
· Children whose behaviour is excessive. For example, excessive bedwetting, overeating, rocking, head banging 
· Children who self-harm. For example, they may cut or scratch themselves.
· Children who persistently run away 
· Children who show high levels of anxiety, unhappiness or withdrawal 
· Children who usually seek out or avoid affection. 
Signs which may suggest neglect
· Squalid, unhygienic or dangerous home conditions 
· Parents who fail to attend to their children's health or development needs 
· Children who appear persistently undersized or underweight 
· Children who continually appear tired or lacking in energy 
· Children who suffer frequent injuries due to lack of supervision.
The Prevent Duty, Fundamental British Value and Female Genital Mutilation:
· We recognize that we have a responsibility under the Prevent Duty to guard against radicalization and that this may require us to make a referral to ‘Front Door For Families’. Practitioners must maintain an up to date knowledge of this issue and must remain sensitive to children’s attitudes and views, as well as patterns of attendance and unexplained absences. 
· We are committed to promoting and integrating Fundamental British Values within the nursery curriculum. These values are democracy, the rule of law, individual liberty and mutual respect and tolerance. We promote these values across our curriculum and in particular through our equalities and behavior management policy.  These values are integrated into our day to day practice through encouraging to children to make choices, listen to each other and activities that promote the understanding of our diverse community.
· Many families coming through Puffin are of North African descent, including countries where Female Genital Mutilation is prevalent. Again practitioners must pay attention to children’s attitudes and views, as well as patterns of attendance and unexplained absences. With this sensitive issue in particular practitioners should aim to have a sound knowledge and up to date understanding.  If we have concerns around FGM we will contact FDFF. We have a mandatory duty to report cases where an act of FGM has been carried out on a girl under the age of 18.

     What to do when abuse is suspected, reported or disclosed:
Disclosures from children:
Where a child makes a disclosure to a member of staff, that member of staff will:
· Offer reassurance to the child.
· Listen to the child, without prompting or interrupting them.
· Make no promises ‘not to tell’ or take no action
· Make a written account of the disclosure as soon as possible afterwards
· The member of staff will not question the child.


Recording suspicions, reports or disclosures of abuse:
· After abuse has been reported or disclosed an accurate written record must be made. This record should separate third party information, professional opinion and fact. The record must be signed and dated and kept in a confidential file.
· Reports or disclosers of abuse must be to the Nursery Manager or Deputy Manager in their absence (in the case of both absent they must contact the chair of the management committee directly) without delay and certainly on the same day.

Informing Parents:
Parents are normally the first point of contact after a suspicion, report or disclosures has been made. If a suspicion of abuse is recorded, parents are informed at the same time as the report is made, except where the guidance of the Local Safeguarding Children Board does not allow this. This will usually be the case where the parent is the likely abuser; in this case the investigating officers will inform the parents.
Allegations of abuse naming a practitioner:
· We ensure that all families know how to report concerns about practitioner’s actions within the nursery, which may include allegation of abuse.
· We also ensure that all practitioners have a safe route for reporting concerns about another practitioner, the manager or deputy. In these circumstances they are protected by the Whistle Blowing Policy. 
· All concerns raised regarding the welfare of children at the nursery will be investigated and for the sake of the child, family and the nursery staff we ask that these concerns are not shared with other parents whilst they are being investigated.
· We will respond to any complaint within 28 days.
· We follow the guidance of the Local Safeguarding Children Board when investigating any complaint made by families, practitioners or visitors that a member of staff or volunteer has abused a child. 
· All allegations made will be considered by the Nursery Manager, in liaison with a senior member of staff and carefully investigated.  Allegations will be immediately reported to the LADO for advice and guidance.  If a member of staff is suspended this will be done in accordance with the procedures for suspension of staff.
· If the allegations were made towards the Nursery Manager, the matter should be reported directly to the chair of the management committee.
· Social Services and OFSTED will be informed about any situations arising.
· The member of staff who has had an allegation made against them will be given support. If counselling will being made available any members of staff requiring it.
· If an allegation is made against a member of the team, such information should be retained on file at least until the person reaches normal retirement age, or for 10 years if that is longer.
· The outcomes of any investigation should be referred to DBS



Confidentiality:
All suspicions and investigations are kept confidential and shared only with those who need to know. Any information is shared under the guidance of the Local Safeguarding Children Board.
Safeguarding records will be kept for the duration specified by GDPR legislation, usually 24 years.
Support to Families:
· The nursery takes every step in its power to build up trusting and supportive relations among families, staff and volunteers in the group, whilst placing children’s welfare first.
· The nursery will continue to welcome the child and family whilst investigations are being made in relation to abuse in the home situation.
· Records are kept and shared with the child’s parents or those who have parental responsibility for the child, only if appropriate under the guidance of the Local Safeguarding Children Board.
When there is a child protection concern about a member of staff or a volunteer the first point of contact is:  Kay Whitcroft
The Local Authority Designated Officer (LADO) 
01273 290400
 07584 217271 
ladoenquiries@brighton-hove.gov.uk
Consult with her about:
· How to handle the process of the investigation.
· What information can be shared with the family?
· What information can be shared with other parents and to reassure and contain confidentiality within the setting?
· Arrange for the member of staff or volunteer to refrain from work while an investigation is taking place.
· Support all the staff and possibly arrange counselling if required.
· Informing Ofsted about the situation.
Child Protection Practices:
Visitors to the nursery:
· On arrival to the nursery all visitors are required to hand in any device that has a camera, including mobile telephones, watches and portable music players.  These are stored safely in the office and returned to them on their departure. 
· Visitors must sign in and out of the visitor’s book. 
· Practitioners must supervise visitors throughout their time in the setting and must ensure they are never left alone with children. 


Intimate Care:
· Intimate care happens when a child is having their nappy changed, receiving medical treatment or being put to sleep.
· As far as possible intimate care should always be delivered by the child’s Key person or their key person’s buddy.
· Children should be changed in warm, safe areas. Their dignity and need for privacy must be respected though practitioners must never change children behind closed doors.
· Practitioners must wear latex gloves and aprons when changing a child.
· When children are ready they should be encouraged to be autonomous and independent in taking care of their own care needs.
· Children’s individual needs and preferences for intimate care must be considered and accommodated as far as possible.
· It is always acceptable to offer children comfort and cuddles, but children’s right to choose to have their own space must be respected too.
· Nappies and medicines must be stored individually and labelled with a child’s name.

Use of mobile telephones, cameras and the internet within the nursery:
· All staff members hand over their mobile telephones and any device that has a camera, including watches and portable music players, to the Manager/Deputy at the start of their working day and will not access them during working hours.  Failure to comply could result in disciplinary action. Staff should notify anyone who may need them in an emergency to contact them via the Nursery, on the landline number: 01273 686687.  
· Staff may access their mobile phones during their breaks in the lobby or backroom of the centre. 
· Watches will be subject to spot checks by the Nursery Manager throughout the year.
· When parents/carers register their child with Puffin, written permission is sought allowing/or not photographs being taken of their child whilst at the nursery.  It is outlined that the photographs are used in the child’s records as developmental evidence, displays in the nursery and for external purposes such as training and advertising.
· Only digital cameras belonging to Puffin are used to document children’s learning. Prints must be processed within the nursery. 
· Photos are to be stored on Puffin Computers only. Once a child permanently leaves the setting they will be deleted. Printed photos are stored securely and given to families upon the child’s transition out of the setting.
· Access to a child’s Famly file is restricted to Puffin Practitioners and a child’s parents/guardians only. Wider family members may have access to a child’s file with express permission from a parent/guardian.
· Photos may not be stored in the Dropbox, or on a memory stick.
· Puffin cameras maybe taken on trips outside the setting, but must be signed in and out by a member of staff at the start and end of every session.
· It is inappropriate for staff, students, volunteers and committee members to access social network sites, such as ‘Facebook’ as a member of the nursery staff/team.  They will refuse to accept parents/carers from the nursery as ‘Facebook friends ‘. They will not post on ‘my page’ any reference to the nursery, either by name, location or employment.  


This policy relates to and should be read alongside:
· Collection of children
· Uncollected Children
· Intruder Procedure
· Missing Child Procedure
· Confidentiality and Data Protection
· Valuing Equalities and Diversity
· Achieving Positive Behavior
· Nurture
· Whistle Blowing 
· Staff code of conduct

The relevant legislations, standards and guidance used as a framework for this policy and the related procedures are:
· The Children Act 1989
· Data Protection Act 2018
· GDPR 2018
· United Nations Convention on the Rights of the Child
· Protection of Children Act 1999
· The Children Act 2004 (Every Child Matters)
· Safeguarding Vulnerable Groups Act 2006
· Working Together to Safeguard Children (2015)
· Sussex Child Protection and Safeguarding Procedures
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Our aim:
To ensure the safety of all children and staff around collection times and support secure attachments

1. Collection Times
Parents and carers can be admitted at any time to come and collect their children or to talk to practitioners. However families should aim to arrive five minutes before the end of a session so that they can exchange information about the child’s day with their keyperson.

2. Named collectors 
Each child must have at least two named collectors (they can have more).  Families are required to provide names of each named collector together with work, home and mobile phone numbers. (permission must be given by named collectors for their details to be held by the Nursery) At the start of every term parents will be asked to update any information they have given.

Unnamed persons will not be allowed to collect a child unless the nursery has been notified first.  Families must give a name, description and password (e.g. ‘fish face’) for the person to be able to collect. 

3. Persons prohibited from collecting children
At times social services prohibit parents/carers from seeing their children.  In such circumstances a file is kept for each child with details relating to individual arrangements.  If one of these family members should call at the nursery they must not be granted access and a senior practitioner will ask the person to leave. The child’s legal guardian must be informed of the incident as soon as possible.

 reviewed:  November 2024
Due date for Review before:  Autumn 2025
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Our aim:
To ensure that children are collected promptly and safely, and also that practitioners know what to do in the event of a non-collection. 
· Families should aim to arrive five minutes before the end of a session so that they can exchange information about the child’s day with their key person.
· If a parent/carer is running late they should telephone the nursery to let them know.
· Puffin reserves the right to charge parents/carers £5 for every fifteen minutes that a child remains uncollected.
· In the event that parent/carer is more than fifteen minutes the following procedure must be followed:
1. A senior practitioner will phone the child’s parents/carers to find out more about the situation.
2. If they do not answer they will phone the other named collectors for that child and ask them to collect.
3. If no response is received again and no contact is made within an hour of closing a senior practitioner will make contact with:
                  Front Door For Families	
	                              Telephone: 01273 290400   
          Email: FrontDoorForFamilies@brighton-hove.gcsx.gov.uk
                  Emergency out of hours number: 01273 335 905
4. The Nursery manager, if not present, must be informed as soon as possible. They must then alert the chair of the committee to the situation at the first available opportunity.
5. At no time may a child be left alone. Two practitioners must stay behind until a child has been collected or further instructions given.
6. Please refer to 1.1 Children Protection and 1.2 Collection of children for further information.

Date Reviewed: November 2024		Due date for Review: Autumn 2025
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Our aim:
To ensure the safety of all children and practitioners, and the security of the building at all times. 

4. Answering the door 
When answering the door to a stranger identification must be sought and visitors entering the nursery premises must sign in and out. Visitors must not be let into the main room until they have done so. Mobile phones must be collected from visitors and stored in the office. If a visitor is unexpected it is good practice to seek advice from a senior practitioner.

5. Outside Area
Children must be supervised by a practitioner in the outside area at all times. Gates are shut and made secure at the start of each session. The door to the building must be kept open when children are playing outside so that practitioners may get help quickly if it is needed.

If practitioners become aware of someone hanging around the building and do not feel safe it is perfectly acceptable to bring the children inside immediately. If they don’t want to draw attention to their concerns they should ask everyone to come inside for:
‘Parachute time’

6. In the event of an intruder gaining access to the building
1. If an intruder does gain access to the building practitioner’s first duty is to the children. They need to keep the children at a safe distance from the intruder and avoid putting themselves in danger.
2. A senior practitioner if not already present should be alerted to the situation.
3.  If they want someone to call the police they will ask another practitioner to:
‘Find Greg’
If this passphrase is used the practitioner should proceed immediately to the office to call the police. Whilst this is happening a senior practitioner will ask the intruder to leave.



7. Shutdown Procedure
If there is felt to be a threat to staff or children from an intruder then the staff will go in to shut-down procedure which will involve:
1. Children assembling in the Craft Area
2. A member of staff collecting the Nursery phone and calling the police
3. Shutters to the Craft area and quiet area are closed
4. The door to the craft area locked from the inside.
5. Staff and children will stay in the craft area until the police have arrived or an indication is given that it is safe to come out.
























Date Reviewed Jan 2026
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Our aim:
In the event that the worst happens and a child goes missing we want them to be found and comforted as quickly as possible.
This procedure should be followed whether a child goes missing on site or on a trip.
1. As soon as they are aware a child is missing practitioners must alert a senior practitioner. 

2. All children must be collected together and a headcount/register must be taken.

3. One or preferably two members of staff will search the site/ immediate vicinity for the missing child. All other practitioners must supervise the remaining children in a defined area.

4. If the child cannot be found within ten minutes then the Police and parents/carers must be informed preferably by a senior practitioner.

5. If on a trip the practitioner in charge must call for the police and then call the nursery and inform the Manager/Deputy. They will inform the chair of the committee at the first available opportunity. 

6. The search will continue until the police and parents/carers arrive and take charge. 

7. As soon as possible a written account of when, where and how the child went missing must be made.

8. If on a trip practitioners may return to the nursery with the children only when they have police permission to do so.

9. Once the situation is resolved an investigation must take place, including a review of relevant risk/benefit assessments. 

Date Reviewed: November 2024		Due date for Review: Autumn 2025
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Our aim:
We recognise that families have a right to know that the information they share with us will be regarded as confidential, as well as to be informed about the circumstances when and why we are obliged to share information.
Values and Principles:
· Any information a practitioner/ volunteer comes into contact with is regarded as being confidential.   
· In particular, sensitive information relating to a child or their parent/carer should only be shared on a ‘need to know’ basis.
· Families’ consent must always be sought to share information, including when making referrals to other professionals, unless it is thought unsafe to do so.
· If a practitioner is worried about information they have come into contact with, they should share this with the nursery manager or chair of the committee at the first available opportunity.
· We are legally obliged to share confidential information without authorisation from the person who provided it, or to whom it relates, if it is in the public interest. That is when:
· it is to prevent a crime from being committed or to intervene where one may have been, or to prevent harm to a child or adult; or
· Not sharing it could be worse than the outcome of having shared it.
· The decision to share information should never be made as an individual, but with the back-up of the management team and the committee. 
· At Puffin we encourage all adults and children to develop their protective behaviours. This means everyone has the right to feel safe at all times. Support should always be available from the management team or the committee. 
· Parents/Carers will be given a copy of the Nursery’s Privacy Notice when they register their child and a signed copy of this will be kept in the child’s file.







Protecting confidential Information
· It is the responsibility of all practitioners to ensure that personal information about families and colleagues is not shared without their consent unless it is absolutely necessary. 
· To ensure that we are meeting the requirements of the Data Protection Act (2018) we are registered with the Information Commissioners Office. 
· Personal information is only stored in the office or computers and memory sticks owned by the nursery. 
· Paper records are stored in a locked filing cabinet as are case files that are kept for children with additional needs.
· Access to the locked filing cabinet is restricted to senior practitioners only, though they may delegate to others. 
· Computers are password encoded and only practitioners/office staff are in possession of the password. 
· Confidential data includes personal data such as names, addresses, dates of birth, bank details, national insurance numbers and qualifications. Accident, incident and administration of medication records are also confidential. 
· Families will be asked for their permission to store their personal details 
· Adults may request to see information shared on them at any time.
The relevant legislations, standards and guidance used as a framework for this policy and the procedures are:
Data Protection Act (2018)
Human Rights Act (1998)
Information Sharing: Guidance for Practitioners and Managers (DCSF 2008)
General Data Protection Regulation (GDPR) (2018)


Date Reviewed: November 2024 	Due date for Review: November 2025
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Our aim:
The world is changing rapidly and the emergence of social media over the last decade has had an effect on all our lives. We want to make sure that practitioners, children and families are able to enjoy the best of the internet and stay safe at the same time. 
Social Media and Social Networking
· Social media is a broad term used to describe tools on the internet that help people communicate and interact.
· We expect practitioners to uphold the same standards of behaviours in both their online and offline lives. 
· We expect practitioners to make a clear division between their personal and private lives.  Practitioners will not identify themselves as working for Puffin, post pictures taken at the setting or whilst wearing their uniform. 
· We expect practitioners to assume that any material, thoughts or images they publish online are public and will be shared widely. 
· Practitioners must not engage in illegal online activity or bring the setting into disrepute.
· Practitioners should never name or identify children or the families attending the setting through the material they post online. 
· Practitioners must make clear that views expressed in their own online space are their own and not necessarily those of their employer.
· Practitioners must never publish documents or material belonging to the setting online; this includes photos of the children. This requirement continues even after they have left employment at Puffin. 
· Practitioners must not use professional email addresses to set up personal social media accounts. They should also be aware that online activity taking place at the setting can be traced back to the setting IP address and therefore they must be considerate of any online activity they engage in whilst at work, such as editing Wikipedia. 
· Practitioners must refuse friend requests from parents or other family members on Facebook or similar sites. Practitioners are likewise expected to defriend any new starters they have existing friendships with via social media.
· We accept that practitioners will maintain social media friendships with family members using the setting and co-workers. However we expect that they will not use information about the setting for personal gain. 
· Practitioners must not friend children who have previously attended the setting via social media. This behaviour could be considered grooming. 
· We advise caution when befriending other staff members over social media. Staff members must not accept friend requests from practitioners on probation. 
· Practitioners will refuse friend requests from college students until they have completed their placements at the setting. 
· Practitioners are allowed to engage in online activity regulated by the setting such as the Puffin Facebook page. 
· Once they have left the setting practitioners must not contact nursery parents via social media. Likewise they must not contact families of settings that they have left the employment of via social media.
Parents and Families
· We request that parents respect our rules around social media and do not attempt to make contact/friend staff online. 
· We expect that parents will not abuse the setting or make false statements about the setting online. If this does happen, all childcare arrangements may be terminated without prior warning.
· We would request that parents do not identify their children as attending the setting, take photos whilst at the nursery or share photos of other family’s children online. 
· Parents must not share images from Famly via Facebook or other social media sites. 
ICT hardware
· The iPads and laptops are to be kept in secure storage within the Puffin office when they are not being used within the setting. Practitioners are not to take the iPads or laptop home without the express permission of the committee.
· The manager and the deputy manager are responsible for maintaining the highest possible security settings on all technology in the setting. Other practitioners must not attempt to alter or change security settings.
· The iPads must not be used for personal use. 

· Further guidance can be sought from the Nursery Manager or the committee if practitioners are uncertain about how to keep themselves safe online or expected standards of conduct. 

The relevant legislations, standards and guidance used as a framework for this policy and the procedures are:
Data Protection Act (1998)
Human Rights Act (1998)
The Regulation of Investigatory Powers Act (2000)
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Our aim:
Everyone one has a right to feel included and safe. Here at Puffin we believe that no one, be they child or adult, should be discriminated against or left behind because of who they are and how they choose to lead their lives. Families come in all shapes and sizes with many different backgrounds, abilities, faiths, languages and cultures. We recognise that everyone has a right to have their needs met, but everyone’s needs are different. Having the best start in life is only possible if opportunities are open to you. 
Key Points:
· All staff are responsible for implementing this policy on a daily basis and are active in challenging discrimination and prejudice as it arises.
· Families are invited to choose to share events, customs or festivals with all the children in the nursery.
· Children are given access to toys and resources that reflect the community around them as well as the wider world. 
· Throughout the curriculum we will avoid stereotyping and encourage every child to aim high in life and aspire to do their best. 
· We do not discriminate against a child or their family, or prevent entry to our setting, on the basis of a protected characteristic as defined by the Equalities Act (2010). These are:
1. disability
2. race
3. gender reassignment
4. religion or belief
5. gender 
6. sexual orientation
7. age
8. pregnancy and maternity
9. marriage and civil partnership

Procedures:
Employment:
· Posts are advertised widely and applicants from all backgrounds are warmly received.
·  Applications are judged against a clear, transparent and fair set of criteria that are consistently applied. These criteria will be made available through the job description and person specification.
· All job descriptions include a commitment to promoting equality and recognising and respecting diversity.
· The applicant who best meets the criteria is offered the post subject to references and a CRB check.
· We monitor our application process to ensure that it is fair and accessible.

Training:
· We seek out training opportunities for staff and volunteers to enable them to develop anti-discriminatory and inclusive practices, which enable all children to flourish.
· We ensure that staff are confident and fully trained in administering relevant medicines and delivering intimate care when required.
· We review our practices to ensure that we are implementing our policy for Valuing Diversity and Promoting Equality.

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

Our environment is as accessible as possible for all visitors and service users. If access to the settings is found to treat disabled children or adults less favourably, then we make reasonable adjustments to accommodate the needs of disabled children and adults. We do this by:

· making children feel valued and good about themselves and others;
· ensuring that children have equality of access to learning;
· undertaking an access audit to establish if the setting is accessible to all children;
· making adjustments to the environment and resources to accommodate a wide range of learning, physical and sensory impairments;
· making appropriate provision within the curriculum to ensure each child receives the widest possible opportunity to develop their skills and abilities, e.g. recognising the different learning styles of girls and boys;
· positively reflecting the widest possible range of communities in the choice of resources;
· avoiding stereotypes or derogatory images in the selection of books or other visual materials;
· celebrating a wide range of festivals;
· creating an environment of mutual respect and acceptance;
· differentiating the curriculum to meet children’s special educational needs;
· helping children to understand that discriminatory behaviour and remarks are hurtful and unacceptable;
· ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities;
· ensuring that children learning English as an additional language have full access to the curriculum and are supported in their learning; 
· Ensuring that children speaking languages other than English are supported in the maintenance and development of their home languages.

Valuing diversity in families:
· We welcome the diversity of family lifestyles and work with all families.
· We encourage children to contribute stories of their everyday life to the setting.
· We encourage mothers, fathers and other carers to take part in the life of the setting and to contribute fully.
· For families who speak languages in addition to English, we will develop means to ensure their full inclusion.
· We offer information regarding sources of financial support for families in need of it.
· We take positive action to encourage disadvantaged and under-represented groups to use the setting.

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

Meetings:
· Meetings are arranged to ensure that all families who wish to may be involved in the running of the setting.
· We positively encourage fathers to be involved in the setting, especially those fathers who do not live with the child.
· Information about meetings is communicated in a variety of ways - written, verbal and in translation – to ensure that all mothers and fathers have information about, and access to, the meetings.

Monitoring and reviewing
· So that our policies and procedures remain effective, we monitor and review them annually to ensure our strategies meets the overall aims to promote equality, inclusion and to value diversity.
· We provide a complaints procedure and a complaints summary record for parents to see.
· Racist or discriminatory incidents must be recorded and any action taken must be documented. This documentation should be kept in Comment, Complaints and Compliments. 

The relevant legislation, standards and guidance used as a framework for this policy and the related procedures are:
The Equality Act (2010)
Children Act (1989) & (2004)
Special Educational Needs and Disability Act (2001)

Date Reviewed: June 2024			Due date for Review: Summer 2025
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Our aim:
It is our intention that all sections of our community have access to the setting through open, fair and clearly communicated admissions procedures.
Key Points:
The nursery may take up to 24 children per session, from the age of two years old until five years old.
· The setting will prioritise referrals from partner agencies such as Tarner Family Hub and Brighton Unemployed Centre Families Project and families from the Milner and Kingswood flats.
Once these places have been allocated, any remaining places will be allocated to children on the waiting list, with priority given to the eldest children who have no pre-school provision.
1. Our admissions policy is an extension of our equalities policy. At no time during the admissions process will anyone, child or adult, be discriminated against on the basis of their gender, race, disability, cultural background, sexuality or family circumstance. 
2. Prospective families are invited to come on a visit to have a play at Puffin and meet the practitioners.
3. During that visit the following will happen:
· A senior practitioner will describe how the setting delivers the Early Years Foundation Stage (EYFS)
· Children will have the opportunity to join in with activities and the nurseries routine
· Families will be shown the location of nursery policies and invited to access them when they need them
· Families will be introduced to the key person system
· Families will be given a tour of the premises
· Arrival and home time procedures will be explained
· Cooked lunches will be explained
· Practitioners will get to know families and their children asking about play preferences, likes and dislikes and key people in their lives. 

4. At the start of the academic year the nursery will draw up a list of the names of children whose parents wish them to attend the nursery, together with preferred starting dates and number of sessions requested per week.  Three weeks prior to the starting date the nursery will contact parents and inform them whether or not the child can be offered a definite place. 
5. Prior to a child’s attendance at the nursery the parents or carers must 
complete and sign the contract and registration forms.  This provides the 
nursery with the following information:
· Name, home address and date of birth of each child
· Starting date and number of sessions per week required
· A copy of the child’s birth certificate
· Name, address and telephone numbers of parents or carers and two emergency contacts
· Special diets
· Arrangements for collection
· Name, address and telephone number of the child’s doctor and health visitor
· Illness and inoculation details
· Details of any allergies
· Parental consents on emergency procedures

6. Parents or carers will also be asked to provide the nursery with any further information which they feel will enable us to take the best care of their children.  This should include particular likes and dislikes in food, use of comforters, special words used, etc. 
7. We ensure that the existence of our setting is advertised in places accessible to all sections of the community.
8. We ensure that information about our setting is accessible and provided in written and spoken form.
9. When possible we will provide translated written materials where language needs of families suggest this is required, as well as access to an interpreter. Where necessary, we will try to provide information in Braille, or through British Sign Language.
10. We arrange our waiting list in the order in which applications are received. In addition, our policy may take into account the following: the vicinity of the home to the setting; and siblings already attending the setting.
11. Finances permitting we keep a place vacant to accommodate an emergency admission.
12. We describe our setting and its practices in terms that make it clear that it welcomes all family members, we are particularly mindful of male carers.

13. We describe how our practices treat each child and their family, having regard to their needs arising from their gender, special educational needs, disabilities, social background, religion and ethnicity or from English being a newly acquired additional language.
14. We describe how our practices enable children and/or parents with disabilities to take part in the life of the setting.
15. We monitor the gender and ethnic background of children joining the group to ensure that our intake is representative of social diversity.
16. We consult with families about the opening times of the setting to ensure we accommodate families' needs.
17. We are flexible about attendance patterns to accommodate the needs of individual children and families, providing these do not disrupt the pattern of continuity in the setting that provides stability for all the children.
Attendance 
· Although attendance in the Early Years is non-mandatory we do expect families to ensure their child attends the sessions they have booked for as often as possible. If they are unable to attend families are expected to call and notify the nursery. Persistence, unexplained absences may result in a booking being cancelled and family returning to the waiting list. 
· Families taking an extended holiday/absence should notify the nursery in writing including dates of departure and return clearly stated. Please be aware that we are required to pay close attention to extended absences as part of the Prevent agenda. 
Exclusions and Suspensions
· At Puffin we are proud of our track record in supporting children with many additional needs and challenging behaviors. It is our intention that no child should ever be excluded or removed from the setting. 
· On rare occasions it may be deemed necessary to send a child home from a session due to persistent and extreme challenging behavior. On these occasions such a measure is only used as a last resort and it is made very clear that the child is being sent home so they can calm down. 
· Exclusions are not within the nursery manager or deputy’s remit and must be referred to and implemented by the committee. The circumstances under which we would consider an exclusion are:
· When a child’s challenging behavior has become so extreme that other families are intending to remove their children from the nursery.
· If a child has caused major injury to another child or adult, or made one individual a target for persistent, intentional abuse. 
· When families are persistently refusing to engage with additional support services offered e.g. health visiting, Triple P courses. 
· When families make false statements about the nursery, or otherwise bring our reputation into disrepute without giving us the opportunity to address their issues. 
· When families do not pay their fees and do not adhere to an agreed system of payments to pay off their debts. 


Date Reviewed: June 2023				Due date for Review: Summer 2024
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Our aim:
At Puffin Community Nursery we believe that children flourish best when they know how they are expected to behave. Children should be free to play and learn, without fear of being hurt or unfairly treated by anyone else. We aim to create an environment in which all behaviour is positive and where children learn to respect themselves, others and their environment.
Key Points:
· A named person:  Tracy Fernley-Jones (or Eleni Kasparis in their absence) has overall responsibility for issues concerning behaviour. They are required to keep all practitioners up-to-date with legislation & research, and ensure they have relevant in-service training on handling children's behaviour.
· We require all staff, volunteers and students, to provide a positive model of behaviour, by treating children, parents and one another, with friendliness, care and courtesy.
· We require all staff, volunteers and students to use positive strategies for handling any conflict, by helping children to find solutions in a way that is appropriate for the child's age and stage of development - for example, distraction, praise and reward.
· We familiarise new staff and volunteers with the nursery's Behaviour Management Policy and its expectations of behaviour.
· We expect all members of the nursery - children, parents, staff, volunteers and students - to uphold expectations of behaviour, requiring these to be applied consistently.
· We praise and endorse desirable behaviour, such as kindness and willingness to share.
· We handle children's behaviour in ways which are appropriate to their age and stage of development.
· We avoid creating situations in which children receive adult attention only in return for undesirable behaviour.
· When talking to children, we approach them, bend or kneel to their level, address them by name, and speak to them in a low tone and a calm manner. 
· We do not shout or raise our voices in a threatening way, to respond to children's behaviour.
· We only use physical restraint, such as holding, to prevent physical injury to children or adults. Details of such an event (what happened, what action was taken and by whom, and the names of witnesses) are brought to the attention of our Nursery Supervisor and are recorded in an incident form. A parent is informed on the same day and signs the incident form to indicate that he / she has been informed of the incident.

Unacceptable Behaviour:
Verbal and physical abuse is unacceptable at Puffin and will be looked upon seriously. We do not use the term ‘bullying’ or describe children as ‘bullies’ as these are powerful terms that may stay with children for the rest of their lives.  Unacceptable behaviour includes racist comments, swearing and physical harm to others. Unacceptable behaviour by a child will be dealt with by nursery practitioner in the following way:

· We intervene to stop the child harming the other child or children.
· We give an immediate verbal response to the action.
· We give a gentle explanation to the child as to why the behaviour was unacceptable.
· We give reassurance to the child or children who have been bullied or inappropriately treated.
· We help the child who has exhibited the unacceptable behaviour, to say/show sorry for their actions and make sure they will receive praise when they display acceptable behaviour.
· We do not use their unacceptable behaviours to label children.
· If unacceptable behaviour persists, the child will be withdrawn from the activity/group for a short period.
· If necessary a child may be taken to another room to calm down.
· Parents will be informed if we feel that a child’s behaviour is worrying.
· We work in partnership with parents to address unacceptable behaviour, using objective observation records to help us to understand the cause and to decide jointly, how to respond to the child’s behaviour appropriately.
· All staff; nursery practitioners, students and volunteers will be consistent in their approach to behaviour management. Parents will be familiar with our policy, and will be encouraged to apply the same in the home environment.
· We will be particularly vigilant in noticing repeated incidents involving the same child which could be construed as a pattern.  
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Our aim:
All children need focussed, personalised love and care to help them to flourish. It is our aim that all children should feel nurtured in their interests and development as a human being during their time at Puffin. 
Key Points:
· We know that children need love to develop properly. In fact, we know that their time at Puffin shapes their brains and behaviours for life.  
· All children are given hugs when required and are spoken to in a warm and loving tone. 
· The only acceptable reason for an adult to shout is if a child is in danger of imminent harm. Children have the right to be free from threats of physical or unknown harm. 
· We recognise that our youngest children are often the ones in need of the most support in separating from parents and interacting with peers. With this in mind, we make sure that their key person always has plenty of time for them. 
· We have a system of key person buddying in place so that every child has named support whenever needed.
· We are particularly sensitive to children’s needs and emotional vulnerability around nappy changes, potty training, rest time and the start & end of the day.
· Practitioners work hard to name feelings and help children recognise the emotions they are experiencing to help them build their emotional literacy.
· We place a high value on one-to-one interactions between practitioners and children. We also use focussed small group learning as a tool for gently nurturing children’s development. 
· We work to the Protective Behaviours framework. We are pro-active in ensuring that practitioners, children and families develop life skills which says that:
1. We all have the right to feel safe all of the time
2. There is nothing so awful that we cannot talk with someone about it



Date Reviewed: November 2023               Due date for Review: Autumn 2024
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Our aim:
Our aim is to make children, families and practitioners aware of health and safety issues and to balance benefits with hazards and risks to enable children to thrive in a healthy and safe environment.

Key Points:
· We display the necessary health and safety poster on:
		
The display board in foyer of main building

· We have public liability insurance and employers' liability insurance. The certificate for public liability insurance is displayed on:

The main room display board

Royal & Sun Alliance - Policy number: RTT209838         Ref number: 15779

· We operate a no smoking policy within the Millwood centre and expect that staff will not smoke near the building.
· All practitioners are expected to take a responsibility for health and safety and are required to keep their knowledge up to date. Health and safety will form part of every staff member’s induction and regular training.
· All equipment is stored safely and practitioners are expected to be familiar with manual handling procedures when lifting resources or children.
· All materials, including paint, sand and glue, are non-toxic.
· Physical play is constantly supervised.
· Any faulty equipment is removed from use and is repaired. If it cannot be repaired it is discarded.
· Children are encouraged taking a role in keeping the environment safe as well as being encouraged to make healthy lifestyle choices.
· Every environment is checked on a daily basis, including the outside area.
· We will act on the advice given by other agencies such as Ofsted, environmental health and the local PCT.

Risk/Benefit Assessment:
It is of paramount importance that child is safe at all times. However we at Puffin also recognise that only by seeking ambitious challenges do children have the best opportunities to develop and learn. With this in mind we seek to balance the reduction of risks and hazards with learning benefits. 

· 	Risk/benefit assessments are carried out for every room in the building and are regarded as ‘live documents’ for continual alteration, but must be formally reviewed every term. Sites to which we make regular visits are also risk/benefit assessed, including the children’s centre and the library. 
· Visits from animals open up great learning opportunities and will be risk/benefit assessed on a case by case basis. 
· Risk/benefit assessments are to be carried out by the Nursery Manager, Deputy Nursery Manager or the Early Years Professional.
· In the event of an accident occurring all relevant risk assessments should be reviewed at the next senior staff team meeting.

Maintenance
· 	Utility services, security arrangements, maintenance of the outside area, sewage and water services are the responsibility of the landlord (Brighton and Hove City Council) and as such will be maintained as per the lease agreement. The Nursery Manager will be responsible for reporting all faults to the Millwood Centre.

Food Preparation & Hygiene
· 	A minimum of two members of staff who regularly handle food will hold a Food Hygiene Certificate, with an intention that a member of staff with this award should always be present.
· We seek information from the Health Protection Agency to ensure that we keep up-to-date with the latest recommendations.
· Our daily routines encourage the children to learn about personal hygiene.
· We have a daily cleaning routine for the setting, which includes the play room(s), kitchen, rest area, toilets and nappy changing areas.
· We implement good hygiene practices by cleaning furniture and resources frequently, checking toilets regularly, wearing protective clothing and ensuring individual use of wet wipes.

Sickness
· Please see 3.4 Child Sickness Procedure
· Please see Staff handbook Sickness and Absence
· Please see 3.6 Administering Medicines


Children with allergies
· When parents start their children at the setting they are asked if their child suffers from any known allergies. This is recorded on the Registration Form.
· A record is made of the child’s allergy, its triggers, symptoms and required treatment
· One form is kept in the child’s personal file and a copy is displayed where staff can see it.
· Parents train staff in how to administer special medication in the event of an allergic reaction.
· No nuts or nut products are used or permitted within the setting.
· We inform all families about food that we serve that contains allergenic ingredients on a daily basis, paying particular attention to cereals containing gluten, crustaceans, egg, fish, peanuts, soybeans, milk, nuts, celery, mustard, sesame, sulphur dioxide or sulphites, lupin and molluscs.

Smoking
Parents and staff are not permitted to smoke at anytime in or around the nursery premises. Smoking is restricted to break times and staff must take themselves well away from the building if they are going to do it. 

Nits and head lice
Head lice are a common problem during early childhood and it is our intention that no child or family should be made to feel ashamed of having them. Practitioners are able to offer advice on treating infestations and will discreetly and kindly make families aware when they suspect a child may have head lice. Families will be asked to ensure that the child has been treated for head lice before they next attend nursery.

Accidents
· A qualified paediatric first aider must be on the premises at all times. It is the intention that all members of staff should have up to date first aid training.
· Two first aid boxes are always available and are stocked as informed by guidelines obtained from First Aid courses. First aid boxes are stored:
1. Above the hand-washing sink in the kitchen 
2. In the children’s toilets above the changing table
· The Nursery Manager is responsible for checking and restocking the first aid box in the children’s toilets and the Millwood Centre Management Committee is responsible for the one in the kitchen. 
· An accident form must be completed and filed if any child or member of staff sustains an injury whilst on the premises.  Details of how, where, when and to whom the accident happened, as well as any treatment given, must be recorded by the member of staff who saw and dealt with the injury and witnessed by a senior member of staff (Nursery manager or deputy). In the event of a child having an accident their parent or legal guardian must also sign the form.
· Ofsted is notified as soon as possible, but at least within 14 days, of any instances which involve food poisoning affecting two or more children, a serious accident, illness or death of a child in our care and the action we take in response.

· Local child protection agencies are informed of any serious accident or injury to a child, or the death of any child, while in our care and we act on any advice given by those agencies.
· Any food poisoning affecting two or more children or adults on our premises is reported to the local Environmental Health Department.
· We meet our legal requirements in respect of the safety of our employees and the public by complying with RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). 

Fire
· The Fire alarm is tested weekly.  Once a year a fire drill will take place without warning.  All staff will be told that this will happen once a year, but no further warning will be given.
· Fire extinguishers are tested by a properly authorized firm once a year and all fire exits will be kept in good repair.
· All members of staff are aware of the location of fire exits and extinguishers.




The relevant legislations, standards and guidance used as a framework for this policy and the procedures are:
Health and Safety at Work Act (1974)
Management of Health and Safety at Work Regulations (1999)
Electricity at Work Regulations (1989)
Control of Substances Hazardous to Health Regulations (COSHH) (2002)
Manual Handling Operations Regulations (1992 (As Amended 2004))
Health and Safety (Display Screen Equipment) Regulations (1992)
EU Food Information for Consumers Regulation (No.1169/2011)
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All accidents are a serious matter, however, in the event of a child sustaining an injury requiring hospitalisation the following procedure must be followed. 

1. Staff must raise the alarm
2. Staff attending an accident must make safe the area and designate a member of staff to remove uninjured children to a safe distance. 
3. A senior practitioner must be alerted as soon as possible after the accident.
4. A practitioner with first aid training will offer assistance to the injured.
5. Gloves must be worn when dealing with blood or any other bodily fluids.
6. A practitioner will call 999 and then call the child’s parents/practitioners next of kin.
7. A senior practitioner will accompany the child or adult to the hospital, taking all relevant details with them, if the parent/next of kin does not arrive in time.
8. An accident and incident form must be completed as soon as possible afterwards.
9. If not already present the Nursery Manager must be notified as soon as possible and they must inform the chair of the management committee within 48 hours.
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In the event of a fire or serious threat to the building itself practitioners must be ready and clear on how to safely and quickly evacuate the building. 

1.  In the event of a fire, do not attempt to put it out yourself.  You must break the fire alarm, collect children and adults together and leave by the fire exit in the main hall. (Designated fire exit)
2.  On hearing the fire alarm, the children will be collected together and taken out of the fire exit in the main hall to the assembly point which is located at the far end of the playground.  
4.  Any adults or children that are in the back room, lobby or kitchen when a fire alarm goes off must exit via the fire exit in the back room and proceed to the assembly point.
3.  A senior member of staff will collect the evacuation box with the register, child details file and asthma inhalers before going outside.  Once outside the children will line up and the register will be taken.    
4.  A senior member of staff will call the emergency services (999) once they are sure the building has been evacuated.  
 5.  Only the member of staff in charge can decide if and when it is safe to re-enter the building. This must be done in liaison with the emergency services.
6.  Where it is not possible to return to the building the children will be taken to the Family Hub, to be kept warm and dry and to await collection by their parents.
7.  The person in charge will inform the authorised collectors that the children can be collected from the Family Hub.
8.   If not already present the Nursery Manager must be notified as soon as possible and they must inform the chair of the management committee within 48 hours.

[image: ]3.4 Healthy Lifestyle



Puffin Community Nursery regards snack and meal times as an important part of the setting’s curriculum. Eating represents a social time for children and adults and helps children to learn about a healthy diet.

· Before a child starts to attend the setting, we find out from his/her parents/carers the child’s dietary needs and preferences, which include any allergies.
· We record and regularly update information about each child’s dietary needs in his/her registration record and parents sign the record to signify that it is correct.
· We display current information about individual children’s dietary needs within the setting so that all staff and volunteers are fully informed about them.
· We are committed to promoting healthy eating and offer guidance to parents/carers on a range of suitable healthy snacks and foodstuffs for their children.
· When food is provided we ensure that it is healthy, balanced and nutritious.
· We aim to provide foods that are from different cultural backgrounds and reflect the lives of children attending the setting. 
· Food for celebrations is an important part of culture and religion; we use this as an opportunity to promote equality and diversity. Celebration foods are discussed with the children and take consideration of balanced nutrition. 
· We obtain information about the dietary rules of the religious groups to which children and their families belong, and of vegetarians and vegans. 
· We use breakfast and snack time to help children to develop independence through making choices, serving food & drink and feeding themselves. 
· Fresh drinking water is made available in the main play room at any time. Children are reminded to drink frequently. 
· We provide semi-skimmed pasteurised milk for children who drink milk, soya milk as an alternative to dairy milk.
· Children are encouraged to be active and play outside.
· We give information on healthy packed lunches:

Guidelines on Healthy packed lunches
· Ensure that your child’s lunch container is clearly labelled with their name.
· We advise you to put an ice pack in your child’s lunch box to keep the lunch fresh, as we do not have facilities to refrigerate packed lunches.
· We suggest a balanced packed lunch should contain starchy foods, such as bread, potato, pasta, rice etc; protein foods, such as meat, fish, tofu, beans etc; one dairy item, such as a cube of cheese or yoghurt etc and some vegetables or a portion of fruit. 
· We do not allow nuts, crisps, sweets or chocolate in lunchboxes and we ask not giving any drinks as we provide water during lunch time. 

Breakfast and snack provision
· We provide toast, rice cake with soya spread and marmite, along with water and milk to drink for breakfast at 9:40am. 
· We set up a self-serve snack in the main room. Which is available from 10am-11.30am, then 1pm-2.30pm. 
· A selection of fresh fruit or vegetables and healthy snacks such as breadsticks and rice cakes are provided for our snack bar.
· We involve our children in making or preparing their food, which includes sandwiches, pizzas, vegetable soup, and freshly baked bread, along with fresh fruit or dried fruit and vegetables. 
· We provide water and semi-skimmed milk for afternoon snack.

Further guidance:
· Managing Medicines in Schools and Early Years Settings (DfES 2005)
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Being unwell is unpleasant for any child and it is our aim that families should be able to come and collect their child as soon as possible if any sickness is identified. Sick children will not be allowed to return to Puffin until they have recovered to prevent further infection.

1. A child may not return to nursery for at least 48 hours after diarrhoea and vomiting has finished, they have started a course of prescribed antibiotics or started treatment for conjunctivitis.
2. If a child becomes ill at nursery they will be cared for by their key person and all efforts will be made for them to have one-to-one attention.
3. Practitioners may not administer medicines not provided by the family and without parental permission. If a child does require medication practitioners must follow 3.7 Administering Medicine.
4. If it is felt that a child is too unwell to continue at nursery their key person or a senior member of staff will call the family and ask them to come and collect the child.
5. Children must be sent home in all instances of diarrhoea, vomiting and conjunctivitis.
6. Parents/carers must inform staff if children have been taking painkillers, such as Calpol, as this may mask symptoms.









3.6 Administering medicines
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It is the child’s parents’ responsibility to keep nursery staff informed as to the child’s medical needs. Permission for the administration of prescribed medication can only be given by a child’s legal guardian. Prescribed medication is medication acquired through advice from a medical professional such as a G.P, Pharmacist or health visitor. Practitioners will not give un-prescribed medication although some exceptions apply, eg  Piriton for allergies or Calpol, which will only be given when a child develops a very high temperature and only after permission has been sought from a parent or guardian.
When medicine has been prescribed, practitioners should follow this procedure:
· For all medications the setting must have the parents or guardians’ prior written consent. This consent must be kept on file, a separate sheet for each medicine; this will state the date of commencement, the dose and the frequency of the dose, signed by the child’s legal guardian.
· Families will be asked to sign a consent form before they start Puffin, giving permission for staff to apply the nappy cream Metamium, to their child as and when necessary.  Families are free to supply an alternative cream if they wish.
· Parents must instruct/train practitioners in the administration of medicines as appropriate.
· Where ever possible a child’s key person should administer medication.
· Practitioners will find a quiet time and place to administer the medicine as this can be a stressful process for children and practitioners alike.
· The medicine will be administered by a practitioner qualified to do so and witnessed by another.
· The safe storage of medicines must form a part of all risk/benefit assessments. Medicines must be named and stored securely away from children.
· Medicines which need to be accessed quickly such as Asthma inhalers and Epi-pens will be named and kept by the fire escape so that they can be collected as part of any evacuation. 
· If practitioners are required to administrator lifesaving medication and invasive treatments such as Epi-pens, rectal medicine, breathing apparatus and colostomy bags etc., parents/legal guardians must provide
· a letter from the child's GP/consultant stating the child's condition and what medication/treatment if any is to be administered
· written consent allowing staff to administer medication/treatment
· Proof of training in the administration of such medication/treatment by a medical practitioner.
· Copies of all three documents relating to these children must first be sent to the insurance provider for appraisal. Written confirmation that the insurance has been extended will be issued by return.
· The needs of children with on-going medical needs will have their needs risk/benefit assessed and reviewed on a regular basis.

Further guidance:
· Managing Medicines in Schools and Early Years Settings (DfES 2005)
· Administering Medication to Children in Registered Childcare (Ofsted 2013)
Date Reviewed: October 2023		Due date for Review: Winter 2024
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Sunny, hot weather is fantastic for playing outside in. However we are aware that children must be kept safe from and aware of the possibility of dehydration and sunburn. Children will be protected by:

· Seeking shade, particularly in the middle of the day.
· Wearing suitable hats.
· Wearing clothing (long sleeves and shorts) that protect the skin, particularly for outdoor activities.
· Being encouraged to drink water often.
· Using a high factor sunscreen (SPF 50). That is applied ten minutes before children go outside.
· Practitioners will role model good sun safety in their own behaviour. 

The nursery will supply and administer sunscreen. If families have specific preferences for Sunscreens they may provide one with a Sun Protection Factor (SPF) of 50 or above.













[image: ]4.1 Family Partnership 



Our aim:
For children to get the most of their time at Puffin we want to work in close partnership with their families to provide a happy, caring and stable environment in which they can develop and learn.  We aim to have open and regular discussions with families about their children using both formal and informal methods.
Values and Principles:
· A member of staff, preferably a senior practitioner, will always be available to talk to families. Families are also able to arrange private meetings upon request. 
· Information provided by parents about their children will be kept confidential and will only be shared on a need to know basis.
· The setting uses Learning Journals to enable and encourage the flow of information between nursery and home. Parents are invited to look at the Journals when their children are on ‘Focus Week’ and are encouraged to add their own pictures or comments. 
· All parents will be given the chance to have access to their child’s Learning Journals and may request to see any other documentation kept on their child at any time.
· Children under 3 will go home with a daily sheet detailing what they have got up to during the day. Parents of children over 3 are free to request this at anytime. 
· Families will have regular contact with their child’s key person, preferably on a daily basis. 
· If a child’s key person is away a second key person has been allocated so that there is always someone for parents/families to talk to.
· Information regarding the children’s activities throughout the day is made available to parents on a daily basis either by verbal communication or on the communication board.
· Families will be given the opportunity to contribute to activity planning regularly by for example being asked to give suggestions, bring something in from home or complete a ‘All about Me’ sheet.  
· Families will also be given regular opportunities to come and visit the nursery or 
· Regular News letters will be issued to keep parents up to date about the nursery, e.g. new developments or staff changes.
· If we have any concerns about a child’s wellbeing during the day, every effort will be made to contact the parents/carers or their emergency contact.
· Parents are requested to keep us informed of any changes to personal circumstances which may have an effect upon a child, e.g. change of address, telephone number, doctor, emergency contact. We will regularly remind parents of the need to update this information.
· Parents are also requested to keep us informed of any circumstances which could have an effect on a child’s emotional wellbeing, e.g. bereavement, separation or illness in the family.

Date Reviewed: March 2023		 Due date for Review: Spring 2024
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Our aim:
Puffin is lucky to be situated near some fantastic community partners.  We aim to value and nurture these partnerships for mutual benefit as we recognise the vital role they play in children’s lives.
Values and Principles:
· We will be pro-active in telling our families about our community partners, the services they provide and how they can support families. 
· Trips and visits to community partners form a key part of Puffin’s ethos as they enrich children’s sense of belonging and community.
· We listen to our community partners and aim to support them in their aims and objectives when we can, as we recognize that when they are strong, so are we.  
· When possible a member of staff, preferably a senior practitioner, will be made available to attend meetings and events that our community partners organize.
· We regularly host students on placement at the setting taking care to foster excellent practice in the next generation.
· We look to include representatives from community partners on our management committee.
· Key community partners are:
· Tarner Children’s Centre
· The Early Childhood Project
· The Brighton Unemployed Family Centre Project
· Brighton and Hove Fareshare
· Brighton City College
· Millwood Community Centre
· The Early  Learning Alliance 
· Brighton and Hove Library and Museum Service
· South East Dance
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1. Invoice sent out a week in advance for coming month sessions and pre – agreed Early Drop Offs. Each Invoice will be split into weekly cost therefore families can pay weekly
All fees and early drop offs must be paid a week in advance 
They can be paid in cash or by credit card or bank transfer

2. Families must provide their child with a packed lunch or they can pay £2 for a cooked lunch on the day or beginning of the week. If the parent/carer would like an invoice for month’s lunches in advance, this can be provided.

3. Beginning of the following week, any lunches or additional charges ( Early Drop Offs or additional unfunded sessions) will be invoiced and sent to parent/carer if monies are due from previous week. Copy invoices can always be requested if required for paperwork.

4. Statements will be sent out weekly. The family will be gently reminded throughout the week that they are at risk of being in arrears. 

5. The consequence will be that any unfunded sessions or extras (Early Drop Offs) will be withdrawn until the arrears are settled.

All unfunded sessions will be withdrawn with immediate effect if a family owes the nursery £135 in fees (equivalent to one week fulltime)

Puffin Community Nursery may take legal action if fees remain unpaid.
Partial payment of fees will be taken to be a non-payment. 
Families who are in arrears will not be allocated extra sessions.

Failure to provide children with lunch
Failure to pay for lunch or provide a packed lunch is considered to be a child protection concern. If a family fail to provide lunch for their child, consistently and without explanation, we will be recorded and reported to the Early help hub as an issue of neglect. 
Withdrawal of sessions
Parents who have had services withdrawn must resolve their arrears through the nursery’s management committee. . 
Problems paying
We do appreciate that managing a budget can be difficult and that every family goes through difficult times. Please do come and speak to the Nursery Manager if you are experiencing difficulties.
If families need help with benefits or welfare rights they should speak to Brighton Unemployed Families Project  
Telephone number: 01273 671213 
Or contact their health visitor at their Children’s Centre. 
They can also call the Money Advice and Community Support (MACS)
 Telephone number: 01273 664040
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Our aim:
Most of the time children, practitioners and families get on well together. Sometimes a family may have some feedback for the nursery whether that positive or negative. We will respond to any feedback swiftly, keep a clear record and aim to find a mutual resolution to any problems. 

Key Points:
In the event of complaints from either staff or parents, every effort will be made to respond quickly and appropriately and the following procedure will be followed:

Feedback should, in the first instance, be given to a senior member of staff or the Nursery Manager.

If they wish to make a written complaint, they may deliver this directly to the Nursery Manager or alternatively contact the chair of the management committee addressing it as follows:
Chair of the Management Committee
Care of Puffin Community Nursery
Millwood Centre
Carlton Hill
BRIGHTON
BN2 9QG

Where a complaint is made the committee should be informed immediately:
· The Chair of the committee will respond to any complaint as quickly as possible.
· They committee will talk with staff and parents to find a resolution.
· Complaints will be recorded and dated.
· After a complaint has been resolved the final outcome will be recorded.  Any recommendations for changes in procedure will be made and noted against the complaints policy.









If after talking to the nursery staff and management committee they feel that they have not received a satisfactory response parents and practitioners have the right to contact Ofsted quoting the nursery’s reference number (484162): 

                               Compliance, investigation and enforcement line: 
                                                        0300 123 4666
Or
                                               Email: CIE@ofsted.gov.uk


Child Protection Concerns
Should a family/practitioner have a child protection concern that they do not feel they can share with a senior nursery practitioner or the nurseries management committee they should contact: 

Front Door For Families
	                                           Telephone: 01273 290400   
                      Email: FrontDoorForFamilies@brighton-hove.gov.uk
Emergency out of hours number: 01273 335 905

They may also wish to contact:

NSPCC help line		0808 800 5000	help@nspcc.org.uk

When there is a child protection concern about a member of staff or a volunteer in the nursery the first point of contact is:

The Local Authority Designated Officer (LADO)
01273 295643
Or 
Email: ladoenquiries@brighton-hove.gov.uk
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Our aim:
We know that children need to be active members of their community and there is a lot to learn from outings. We aim to take regular short outings as well as longer day trips on a regular basis to extend children’s learning. On every outing keeping safe comes first. 
Before a trip leaves:
· Parents sign a general consent on registration agreeing to children taking part in daily outings. For longer day trips to sites not within walking distance further permission will be sought. 
· Trips should be of educational benefit to children and form part of the planning cycle.
· A risk assessment is carried out on each site before an outing and they are reviewed regularly.
· Practitioners must never be left alone with children. Therefore for trips to be possible a minimum of four practitioners will be needed- two to stay in the setting and two to go out.
· Trips must be lead by a practitioner qualified to level 3 or above, as well as practitioners who have received first aid training.
· Where possible, staffing ratios will be higher on outings than required in the EYFS. Additionally, where possible parents should be encouraged to come, taking responsibility for their own children.
· Copies of registration sheets containing contact numbers, allergies, etc. must be taken.
· Practitioners need to assemble a rucksack containing a first aid kit, the settings mobile phone, wipes, tissues, spare clothes, nappies, snacks, drinks and required medicines. Also included in the rucksack should be a copy of this policy, 1.4 Missing Child Procedure, Accident forms and copies of relevant medication forms.

Whilst on a trip:
· The children must be counted before setting off and counting must be on-going at regular intervals throughout the outing.  If the group is broken up into smaller groups a leader must be assigned for each group.  
· Children are closely supervised, never allowed to wander, left alone or with adults not employed by the setting.  
· Practitioners must look for regular opportunities for children to go to the toilet.
· Food and drinks must be provided at similar times to those in the nursery and additional drinks should be offered regularly.
· Meeting points must be pre-designated and times arranged when all the party should assemble.  
· Transport must be fully insured, drivers’ details satisfactory and all seats must have seat belts.  The maximum seat capacity of the vehicle must not be exceeded.
· On longer trips all children should have spare clothing.

In the event of a child going missing on an outing practitioners must follow 1.5 Missing Child Procedure. 
If there is an emergency they must ring the setting on:
01273 686 687
In the event that they can’t get hold of the nursery they should call Tarner Children’s Centre on:
01273 296 700
Managing medicines on outings:
· Practitioners leading outings must be fully informed about all children’s needs and/or medication before they leave
· Medication for a child is taken in a sealed plastic wallet clearly labelled with the child’s name and the name of the medication. There is also a medication record in the trips bag. 
· If a child is given medication whilst on a trip a practitioner will update the master record upon returning to the setting. 
· If a child on medication has to be taken to hospital, the child’s medication is taken with them.
· This procedure is read alongside the administering medicines procedure.
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