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WELCOME PACK

FOR

PARENTS AND CARERS
WELCOME TO THE OLD SCHOOL NURSERY & PRESCHOOL
Manager / Registered Provider:  Janet Guvenc

Deputy Manager:                         Tanya Greenhill 
This is a privately run playgroup by Mrs Janet Guvenc, open five days, mornings and afternoons Monday to Friday during the school academic year. Children are aged between two and five years old.

Morning sessions begin at 09.00am and end at 12.00noon. Afternoon sessions begin at 12.00noon and finish at 3.00pm.
We have snack time mid morning and we ask that your child brings in a small container with their name on it containing a snack of fruit, cut up, or a plain biscuit. Your child will also need to bring with them a water bottle with their name on it.
It would be very helpful if you would label your child’s coat, sun hat, bag and other personal belongings. Your child’s key worker is always available to speak with you at the beginning or end of a session. The manager, Janet, and the senior supervisor, Tanya, are also available to speak with you at any time. We will always make time to speak with you privately, preferably at the beginning or end of a session or by telephone. We have fully qualified staff working daily and we also, occasionally, welcome students undertaking childcare courses from local secondary schools that are registered with Trident.

All our staff have received or are awaiting their Paediatric First Aid training. 
Playgroup doors are opened at 09.00 and will be locked by 09.10, this is for your child’s safety, should you arrive late then please ring on the bell or knock on the classroom window and a member of staff will attend to you.

No child will be allowed to leave the group with anyone other than the named authorised person, except by prior arrangement; please see the policy referring to uncollected children in this welcome pack.

We do have a uniform, it is not compulsory, but it can save the children’s clothes from the wear and tear of playgroup !  Details of our supplier can be found on page 9.

If your child is not wearing uniform please can you ensure they wear suitable clothing as some activities may be messy and although the children wear aprons occasionally they may get paint on themselves, some children may get distressed if their best clothes get dirty. 

Fees

Fees are kept to a minimum; however, it is very important that fees be paid promptly at the beginning of each half term so we can maintain the high standards we have achieved. However, if fees are not paid on time an administration fee of £1 per week will be charged. If outstanding fees are not paid before the end of each term your child’s place may be offered to the next child on our waiting list and outstanding fees will be passed on to an outside agency for collection. Thank you for your co-operation. The fee charged per session is £19.50 (Jan 2026)
For children who are not yet funded an invoice will be issued for fees each half term (every 6-7 weeks) and payment is due the first week back after the half term.  Fees are charged in advance. For information on funding please see our Fees & Funding information sheet.
Sickness

If your child is unwell please keep him/ her at home and let us know either by email or telephone that your child will not be attending that day.  Please give 48 hours, after the last attack of vomiting or diarrhoea, before returning your child to playgroup. If your child’s illness is infectious, such as chicken pox, would you please inform the manager, so that other parents know to look out for any symptoms.
If your child catches head lice would you please inform the manager, again, so parents may be alerted.  Obviously, any information given is confidential and the child’s identity is not shared with other parents.

Should your child feel unwell during a session a member of staff will contact you by telephone.

Aims of the Old School Playgroup 

To give the children the much needed companionship of other children, to enhance the development and education of children under statutory school age, to provide a safe secure and stimulating environment and to help children to gain confidence, high self esteem and independence.

We treat each child as an individual and welcome a child irrespective of race, ethnicity, religion, social class, special educational needs or physical needs.

We promote equal opportunity and believe in inclusive practice.

We have regard to the special educational needs code of practice.

As from September 2008 all early years’ providers are governed by The Early Years Foundation Stage. The ethos of the EYFS is that every child deserves the best possible start in life and support to fulfil their potential, the overarching aim is to help young children achieve the five “every child matters” outcomes of staying safe, being healthy, enjoying and achieving, making a positive contribution and achieving economic well being. Basically, every childcare setting should provide a good standard of care, opportunities for learning and development. Each child should be treated as an individual and an equal. Every child is allocated a key worker, who works closely with the child and the child’s parent / carer helping every child to make progress and to not get left behind. Key workers can also identify if there are any development issues for a child and together with the parent/ carer can seek further support for the child. Partnership working is promoted, key workers work together with parents, who know their child best, other professionals who have dealings with the child, such as a speech therapist and settings also liaise with other early years.
All settings are inspected by Ofsted to the same standards and are expected to provide a high standard of both care and learning.

Every child will be treated as an individual and included in every activity by adjustments being made for the individual child; they must not be disadvantaged because of their ethnicity, culture, religion, home language, family background, learning difficulties or disabilities, gender or ability. We hope to lay a secure foundation for future learning for the child.

This is achieved by learning through play, your child’s key worker will liaise with you about the interests, likes and dislikes of your child and through a process of observing your child and assessing where they are in their development will plan activities accordingly, in order to promote development to cover all 6 early learning goals. The early learning goals are personal, social and emotional development/ communication, language and literacy/ problem solving, reasoning and numeracy/ knowledge and understanding of the world/ physical development and finally creative development. All these areas are equally important and depend on each other to support a rounded approach to child development.

We provide a balance of adult led and child-initiated activities with the interests of individual children being incorporated into our weekly planning. A record is kept of your child’s progress which you are free to discuss and have sight of at any time.

It all sounds very official but basically your child will be playing and having fun, whilst without realising it, laying down foundations for their future learning. We do not conduct formal learning as developmentally children are normally not ready for this. They learn through play, listening to and joining in stories, singing, investigating how things happen, painting and a whole host of different activities. We label children’s work to encourage name recognition and promote self confidence and self esteem. When your child’s work is displayed on our wall, come in and have a look. The children also partake in self-registration when they arrive each day to encourage name recognition. We sing songs and play games to promote learning with numbers, letters, colours and shapes. Children are encouraged to express themselves in the role play area and by being creative. Adults actively encourage children to talk and ask questions as a means of promoting communication and listening skills.

Parents are welcome to spend a session with us to see what we do or actively take part, perhaps showing the children a skill you have or reading a story. Speak to the manager and a mutually convenient date could be arranged.

Weekly planning sheets will be displayed on the setting wall; so feel free to have a look at what is planned for the children (obviously these plans are subject to change depending on the needs of the children).

Each term you will be sent a newsletter advising you what our planned topics are for the following term, again, these are sometimes subject to change at the last minute due to the children perhaps wanting to cover a topic of their choice.

A full register is called daily.

The children will then begin their daily routine; with the pre-school children participating in some adult led activities and activities which provide more challenge as pre-school children prepare for starting school. 

With the younger children we particularly concentrate on social and communication skills. They join in all activities with the older children that are safe for them and age appropriate.

When the children do creative activities, we concentrate on the process rather than the finished product. Adult intervention is minimal so although the finished product may not look quite like it should it is their version of it and lots of praise should be given to help boost your child’s self-confidence.

Toileting

If your child is still in nappies, as most are when they come to us, it is no problem at all. If you could bring a changing bag to each session containing a clean nappy, wet wipes and a change of clothes it would be helpful. We do hold spare clothes for the children in case of accidents and nappies and wipes. When you begin potty training with your child please advice the playgroup and we will support this at playgroup by asking your child at regular intervals if they would like to use the toilet. Please don’t worry about your child having “accidents” when they are with us at playgroup; this is very normal. The child will be taken discreetly to be changed without any fuss being made.

Home time

Our doors open at 12.00 and 2.50 pm respectively; please collect your child on time as it can be distressing for some children to be the last one left in the group. Thank you for your co-operation.

The Old School Playgroup is Ofsted registered and has been awarded The Basic Skills Quality Mark.

If you have any questions about our playgroup, please feel free to ask myself or Tanya.
Janet Guvenc

Manager/ Registered Provider

MISSION STATEMENT
At The Old School Playgroup we believe that each child is an individual.

We believe that every child should have a voice and be listened to.

We encourage each child to be proud of who they are and where they come from.

We strive to ensure that all the children and their families feel included, secure and valued.

We believe strongly in equal opportunity and inclusion and all children irrespective of disability, special needs, ethnicity, religion or social class will be welcome in our playgroup.

We build on the foundation laid by parents and continue to work in partnership with them.

We work hard to provide a challenging, developmental and relevant curriculum which reflects and extends the needs and interests of the children.

We understand the value of play as the medium through which children achieve most in the early years.

We will provide a safe, secure, happy environment where children will learn through play and interaction with other children.

We at the Old School Playgroup will constantly evaluate the setting and our performance by means of reflective practice and feedback from parents, children, staff and outside professionals

Most of all, we hope, for the children in our care to feel happy, secure and valued.
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Introduction   
  
All children attending The Old School Playgroup now have a personal online Learning Journey which records photos, observations and comments in line with the Early Years Foundation Stage. This enables us to build up a record of each child’s learning and achievements during their time with us.  
  
We use the Tapestry system, which is hosted on secure, dedicated servers based in the UK. Parents or carers will have password protected access to their child’s online Learning Journey. You will be able to contribute to it by uploading photos, videos and comments of their learning development and experiences at home. You will also be able to comment on observations made by The Old School Playgroup staff.  
   
 Where do I start? 
  
The Tapestry app is free of charge and available from iTunes and Google Play for both iPhone and Android phones. Specific user guides are available. 
  
As a parent/carer you can choose who also has access to your child’s learning journey at any time. 

You will need to complete and return the Tapestry Permission slip,  we will then be able to give you your log in details.
Our Uniform
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We do have a uniform for children and staff to wear but it is not compulsory. 

Our uniform can be ordered online from our supplier -   myclothing.com 
Enter The Old School Playgroup in the search box to see all the items available.

PRIVACY NOTICE- DATA PROTECTION ACT 1998
We, The Old School Playgroup, are the Data Controller for the purpose of the Data Protection Act. We collect information from you about your child, and may receive information about your child from any previous nursery or childcare provider. We hold this personal data and use it to:

· Support your child’s development and learning.

· Monitor and report on the child’s progress.

· Provide and plan for any additional needs or requirements which your child may have.

This information includes your contact details, characteristics such as ethnic group, special educational needs and any relevant medical information.

We will not give information about your child to anyone outside The Old School Playgroup without your consent unless the law and our rules permit it.

We are required by law to pass some of your information to the Local Authority (LA), and the Department for Children, Schools and Families (DCSF).

If you want to see a copy of the information we hold and share about your child the please contact Janet Guvenc, Manager of The Old School Playgroup. If you require more information about how the LA and/ or DCSF store and use this data please go to the following websites:
· www.havering.giv.uk
· www.teachernet.gov.uk/doc/13856/DCSF%20what%20we%20do%20with%20children’s%20data%20v4%20final.doc
If you are unable to access these websites, please contact the LA or the DCSF as follows:

· Public Communications Unit

Department for Children, Schools and Families

Sanctuary Buildings,

Great Smith Street,

London.

SW1P 3BT

Website: www.dcsf.gov.uk   email: info@dcsf.gsi.gov.uk Tel: 08700002288

POLICIES AND PROCEDURES OF THE OLD SCHOOL PLAYGROUP

It is the duty of an early Years setting to provide parents/main carers with a copy of our policies and procedures. These policies and procedures are for your reference and will help give you an understanding of how we do things and the procedures we should adhere to. The policies and procedures in this pack are the ones which may be of interest to parents, however, you are quite welcome to view the policy and procedure file which is on display in the setting and which contains all our policies and procedures. The policies and procedures in this pack are:

· Admissions policy

· Behaviour management policy

· Safeguarding policy
· Complaints policy

· Equal opportunity policy

· Finance policy

· First aid – health and hygiene

· Inclusion policy

· Leaving and collecting children policy

· No smoking policy

· Parents as partners policy

· Settling in policy

· Staffing and employment policy

· Safer Recruitment policy

· Staff protection policy

· Sun protection policy

· Uncollected child / late collection policy and procedure

· Toileting policy & procedure 

· Absent Child policy

· Food and Drink policy

· British Values policy

· Internet policy

· Lockdown policy

· Outside play policy

· Prevent policy

We welcome the views of the parents / carers of the children and would welcome any feedback you may have about how the Old school playgroup is run and where you feel we may improve. The manager is normally available to speak with you at the beginning or end of a session. 

Admissions Policy
The Old School Playgroup aims to provide a welcome and appropriate learning opportunity for all children. We welcome children of all faiths, cultures, ethnicities and children with special needs both educational and physical.

To ensure that the existence of The Old School Playgroup is known in all communities we will place notices advertising this playgroup in places where all sections of the community can see them; such as the local doctors surgery and an advertising banner on the settings outer fence.

We will make reasonable adjustment to ensure that all children have equal access and make sure that all children are included and have equal opportunities at The Old School Playgroup.

We have a Special Educational Needs co-ordinator at the Old School Playgroup. Additional training or support, if required, will be sought by staff of the Old School Playgroup in order to meet the needs of each individual child.

We will endeavour, where possible, to supply information to parents/carers, who do not speak English as their first language, in their own language.

We offer places on a ‘first- come- first- served basis’.

A waiting list is opened at the beginning of the Summer- term (after Easter holiday break) for new children who wish to start in September (Autumn Term).

We will monitor the uptake of places at The Old School Playgroup to ensure that no form of accidental discrimination is taking place.

The Old School Playgroup works in accordance with all relevant legislation including:

United Nations Convention on the rights of the child 1989/1991

Equality Act 2010

Children and Families Act, 2014.

SEND code of practice 2014

The Children’s Act 1989 – The Children’s Bill 2004

Data Protection Act 1998

Education & Inspection Act, 2006

Human Rights Act,1998

The Early Years Foundation Stage 2012. (Inclusive of 2014 review).

We aim to be flexible about attendance patterns so as to accommodate the needs of individual children and their families.

If you wish to withdraw your child from Playgroup, you are kindly requested to give the Manager one months notice in writing.

Behaviour Management Policy     
We believe that children and adults flourish best in an ordered environment in which everyone knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else. We aim to work towards a situation in which children can develop self-discipline and self-esteem in an atmosphere of mutual respect and encouragement.

In order to achieve this:

· Rules governing the behaviour and safety of the children will be discussed and agreed with the children at playgroup at the beginning of term. They will be explained to all newcomers, both children and adults.

· The children will be asked to join in a discussion about why we need rules at playgroup and the children will be asked to come up with and agree on a rule which they think should be in place. We will then add this to our sign.

· All adults in the playgroup will ensure that that the rules are applied consistently, so that children have the security of knowing what to expect and can build up useful habits of behaviour.

· All adults must provide a positive role model for the children with regard to friendliness, care and courtesy.

· Adults in the playgroup will praise and endorse desirable behaviour such as kindness and willingness to share.

· We will take positive steps to avoid a situation in which children receive adult attention only in return for undesirable behaviour.

· Negative behaviour – most children at certain stages of development demonstrate behaviour that is negative. Children may demonstrate negative behaviour verbally or physically e.g. Biting/ using inappropriate language. We recognise that children may display negative behaviour due to the fact that they are still exploring their emotions and understanding of what is socially accepted.

When children behave in unacceptable/ negative ways:

· Physical punishment, such as smacking or shaking, will be neither used or threatened.

· Children will never be sent out of the room by themselves.

· Time out will only be used with prior agreement from the parent/main carer and will last no longer than 2 minutes. An adult will sit with the child and explain to the child why their behaviour was unacceptable.

· Children who misbehave will be given one-to-one adult support in seeing what was wrong and working towards a better pattern.

· In cases of serious unacceptable behaviour, such as racial or other abuse, the unacceptability of the behaviour and attitudes will be made clear immediately, but by means of explanations rather that personal blame.

· Janet Guvenc is the designated person who will advise and assist with issues of behaviour management.

· Janet Guvenc will also assist with issues of behaviour management, if necessary.

· Expert advice will be sought if ordinary methods of behaviour management are not effective with a particular child.

· We will liaise with parents/carers to reach a joint agreement on a way forward on how to handle consistent undesirable behaviour; which will help ensure consistency between home and setting.

· In any case of unacceptable behaviour, it will always be made clear to the child or children in question that it is the behaviour and not the child that is unwelcome.

· Adults will not shout, or raise their voice in a threatening way at an individual child or group of children.

· When speaking to a child about unacceptable behaviour the adult may use a firm voice but must always remain calm and consider why the child may be misbehaving; it may just be because they are bored.

· We always encourage the child to say sorry if they have been unkind to another child.

· If behaviour results in an injury to another child/adult e.g. a bite or damage to property the incident should be recorded in the accident/incident book.

· The best way to deal with unacceptable behaviour in younger children, such as snatching a toy from another child, is “diversion”. Take the child’s attention to another toy and tell them they must be kind to each other and play nicely.

· Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children’s level of understanding and maturity.

· We will conduct objective observations of a child to help identify if consistent undesirable behaviour has a cause and if it happens at set times, then, together with the parent, will decide on an appropriate action plan.

· A successful method which this playgroup uses is reward stickers for positive behaviour.

· Adults will be aware that some kinds of behaviour may arise from a child’s special needs.

· We encourage older children to sort out differences between themselves but will step in if the disagreement becomes physical or a child is becoming distressed.

· We do not allow bullying at the old school playgroup and while comforting the child who has been bullied, we will explain to the other child, in a way they understand, that bullying is unacceptable and ask them to consider how their actions are making the other child feel. If the bullying continues, we will speak to the parents of both children, maintaining confidentiality at all times and offering both parents support.

· The designated person for behaviour management will update their training regularly in order to keep up with any new developments.

Safeguarding Policy
1.0 Introduction

1.1 The content of this policy is applicable to paid staff and volunteers at the setting.

1.2 The Owner/Manager and staff of The Old School Playgroup fully recognise the contribution it makes to safeguarding children. We recognise that all staff, including volunteers have a full and active part to play in protecting our children from harm.

1.3 All staff at The Old School Playgroup should provide a caring, positive safe and stimulation environment which promotes the social, physical and moral development of the individual child.

1.4 The aims of the policy are:

1.4.1 To support the child’s development in ways that will foster security, confidence and independence.

1.4.2 To raise the awareness of all staff of the need to safeguard children and of their responsibilities in identifying and reporting possible cases of abuse.

1.4.3 To provide a systematic means of monitoring children known or thought to be at risk of harm.

1.4.4 To support pupils who have suffered abuse in accordance with his/her agreed Child Protection Plan.

1.4.5 To emphasise the need for good levels of communication between all members of staff.

1.4.6 To set out a structured procedure within the setting in cases of suspected abuse.

1.4.7 To develop and promote effective working relationships with other agencies, especially the Police and Social Care.

1.4.8 To ensure that all adults within our setting who have access to children have been checked as to their suitability.

1.4.9 To ensure all staff are aware of the schools code of conduct.

1.5 Equality

Some children’s circumstances mean they are more vulnerable to abuse and/or less able to easily access services.  These children often require a high degree or awareness and co-operation between professionals in different agencies, both in recognising and identifying their needs and in acting to meet those needs – Chapter 5, Children in Specific Circumstances, edition 4, London Child Protection Procedures (Edition 5 ).

2.0 Procedures

2.1 Our setting procedure for safeguarding children will be in line with Local Authority and Local Safeguarding Children’s Board procedures. Edition 4 of the London Child Protection Procedures provides comprehensive guidance.  We will ensure that :

2.1.1 We have a Designated Safeguarding Lead (DSL) who has responsibility for Safeguarding and who undertakes regular training for this role. This person is Janet Guvenc.
2.1.2 The Manager, Mrs Janet Guvenc, may be contacted in all cases.

2.1.3 Those named above have received appropriate training.  The DSL will undertake training every two years and it is our intention that all setting staff will receive training every three years.

The role of the DSL is to deal with any child protection issues that may arise within the setting.

2.2 In the event that there are concerns about a child, or children, DSL will access the London Child Protection Procedures 4th Edition.  In the event that there are concerns about a child/ren edition 4 2010, Chapters 4 and 5 will be referred to to inform their decision making process with regard to them presenting safeguarding concerns.

The Children Act 1989 introduced the concept of significant harm as the threshold that justifies compulsory intervention in family life in the best interests of the children, and gives local authorities a duty to make enquiries to decide whether they should take action to safeguard or promote the welfare of a child who is suffering, or likely to suffer significant harm (LCPC chapter 4, 4.1)

2.2.1 All members of staff will develop their understanding of the signs and indicators of abuse and their responsibility for referring any concerns and who to refer to (see 2.1.1 & 2.1.2)

2.2.2 All new members of staff will be given a copy of our safeguarding policy as part of their induction into the setting.

2.2.3 All members of staff will be expected to know how to access edition 4 of the London Child Protection Procedures at www.londonlscg.gov.uk
2.2.4 All members of staff will know how to respond to a pupil who discloses abuse.  It is vital that our actions do not abuse the child further or prejudice further enquiries, for example,

· Listen to the child, if you are shocked by what is being said try not to show it.

· Do not promise confidentiality, you can however promise privacy, reassure the child they have done the right thing, explain who you will have to tell and why.

· If a child is making a disclosure the pace should be dictated by the child, do not ask leading questions for example, ‘what did they do next?’   It is our role to listen not to investigate.  Use open questions such as ‘is there anything else you wish to tell me?”

· Accept what they are telling you.

· Do acknowledge how hard it was for them to tell you.

· Don’t criticise the perpetrator, this may be someone they love.

· Report all information immediately to the Nominated Child Protection Co-ordinator.

2.2.5 The conduct of staff when in a 1:1 situation with a child is managed in a way that would not lead any reasonable person to question their motives or intentions.  All staff must ensure that their behaviour and actions do not place children or themselves at risk of harm or of allegations of harm to children.  All staff must be aware of the settings “Whistleblowing Policy” and how to access it.

2.2.6 All parents/carers are made aware of the possibilities of staff members actions with regard to safeguarding procedures.

2.2.7 A copy of the setting Safeguarding Policy will be given to all parent as part of the child induction process, and is available in the setting.

2.3 Our procedures will be reviewed annually by the Owner / Manager and DSL  and will be up-dated accordingly.

3.0 Responsibilities

3.1 The Nominated Designated Safeguarding Lead or those deputising for them, is responsible for :

3.1.1 Adhering to the Havering LSCB, LA and setting procedures with regard to referring a child if there are concerns about possible abuse.

3.1.2 Keeping written records of concerns, at the setting, about a child even if there is no need to make an immediate referral.

3.1.3 Ensuring that all such records are kept confidentially and securely and are separate from child level records.

3.1.4 Ensuring that an indication of further record-keeping is marked on the child level records.

3.1.5 Checking the attendance of children subject to a Child Protection Plan on a daily basis.

3.1.6 Ensuring that any child currently who is subject to a Child Protection Plan who is absent without explanation is referred to Social Care and Havering Early Education Inclusion Team.

3.1.7 Ensuring that where any child currently who is subject to a Child Protection Plan leaves, their information is transferred to the new setting or school if known immediately and that the child’s social worker is informed.

4.0 Supporting Children

4.1 We recognise that a child who is abused or witnesses’ violence and/or abuse may find it difficult to develop and maintain a sense of self-worth.  We recognise that a child in these circumstances may feel helpless and humiliated.  We recognise that a child may feel self-blame.

4.2 We recognise that the setting may provide the only stable, secure and predictable element in the lives of children who have been abused or who are at risk of harm.

4.3 We accept that research shows that the behaviour of a child in these circumstances may range from that which is perceived to be normal to aggressive or withdrawn.

4.4 Our setting will support all children through:

4.4.1 The Early Years Foundation Stage curriculum

4.4.2 The setting ethos

4.4.3 Encouraging self-esteem and self-assertiveness whilst not condoning aggression or bullying.

4.4.4 Promoting a caring, safe and positive environment within the school, giving children a sense of being valued.

4.4.5 Ensuring children know there are adults in the school whom they can approach if they are worried.

4.4.6 Liaising and working together with all other support services and those agencies involved in the safeguarding of children.

4.4.7 Notifying Social Care and Early Education Inclusion as soon as there is a significant concern.

4.4.8 Providing continuing support to a child about whom there have been concerns who leaves the school by insuring that appropriate information is forwarded under confidential cover to the child’s new setting or school.

5.0 Confidentiality and Information Sharing

5.1 We recognise that all matters relating to Safeguarding are confidential.

5.2 Department for Education (DfE), information sharing protocols will be adhered to at all time. (Information Sharing: Guidance for practitioners and managers 2008)

5.3 The Owner / Manager, DSL , or staff generally will disclose any information about a child to other members of staff on a need to know basis only.

5.4 All staff must be aware that they have a professional responsibility to share information with other agencies in order to safeguard children.

5.5 All staff must be aware that they cannot promise a child to keep secrets.

6.0 Supporting Staff

6.1 We recognise that staff working in the setting who have become involved with a child who has suffered harm, or appears to be likely to suffer harm may find the situation stressful and upsetting.

6.2 We will support such staff by providing an opportunity to discuss the situation with the DSL and to seek further support as appropriate.

7.0 Safer Recruitment

7.1 Our setting will ensure that we practice Safe Recruitment by undertaking enhanced DBS checks of staff and volunteers who work with children.  Recruitment adverts will highlight the priority that the setting places on this and the settings commitment to safeguarding.

7.2 The setting will follow the guidance set out in Safeguarding Children and Safer Recruitment in Education 1st January 2007, and in line with Local Authority and Local Safeguarding Children’s Board procedures, these being the 4th edition of the London Child Protection Procedures 2010 (chapter 17).

7.3 All staff are required to sign a disqualification by association form. All members of staff must disclose if anyone within their household has a criminal conviction of a violent nature or for any offence committed against a child. If a member of staff confirms that a member of their household falls within this category; they must seek permission from Ofsted to work within or continue working within the Old School Playgroup.

8.0
Allegations against staff

8.1
We understand that a child or 3rd party may make an allegation against a member of staff.

8.2
We understand that an allegation is wider than just those where it is considered that there is reasonable cause to believe that a child has suffered or is at risk of suffering significant harm. Some allegations may indicate that a member is unsuitable to work with children.

8.3
We will be guided by Working Together 2013 which defines an allegation as :

8.3.1
behaved in a way that has harmed a child, or may have harmed a child;

8.3.2
possibly committed a criminal offence against or related to a child; or

8.3.3
behaved towards a child or children in a way that indicates that s/he is unsuitable to work with children.
8.4
If such an allegation is made, the member of staff receiving the allegation will be suspended immediately.
8.5
The Owner / Manager on all such occasions will discuss the content of the allegation with Local Authority Designated Officer (LADO).  OFSTED will also be informed.
8.6
If the allegation made to a member of staff concerns the Owner / Manager, the Nominated Child Protection Co-ordinator will immediately inform Havering Early Education Inclusion Team who will consult with the Local Authority Designated Officer (LADO), this must be done within one working day.

8.7
The setting will not internally investigate unless instructed by the LADO.

8.8
The setting will follow the LA procedures for managing allegation against staff, a copy of which will be readily available in the setting.  These are also contained in Chapter 15 of the London Child Protection Procedures 4th edition 2010.

9.0
Whistleblowing

9.1
We recognise that children cannot be expected to raise concerns in an environment where staff fail to do so.

9.2
All staff must be aware of their duty to raise concerns, where they exist, about the attitude or actions of colleagues.

9.3
Further information is available in our separate policy on whistleblowing. 

10.0
Physical Intervention

10.1
Our policy on physical intervention by staff is set out in a separate policy and acknowledges that staff must only ever use intervention as a last resort, and that at all times, it must be the minimal force necessary to prevent injury to another person.

10.2
We understand that physical intervention of a nature which causes injury or distress to a child may be considered under child protection or disciplinary procedures.  Staff need to be aware that if a child sustains an injury as a result of physical intervention Child Protection processes must be adhered to. 

10.3      Positive Handling training will be attended by Room leaders and fed down to the members of staff in their room. 

11.0
Bullying

11.1
Our policy on bullying is set out in a separate policy and acknowledges that to allow or condone bullying may lead to consideration under child protection procedures.

12.0
Racial Incidents 

12.1
Our policy on racist incidents is set out in a separate policy and acknowledges that repeated racist incidents or a single serious incident may lead to consideration under child protection procedures.

13.0
Prevention
13.1
We recognise that the setting plays a significant part in the prevention of harm to our children by providing children with good lines of communication with trusted adults, supportive friends and an ethos of protection.

13.2
The setting community will therefore:


Establish and maintain an ethos where children feel secure and are encouraged to talk and are always listened to.


Ensure that all children know there is an adult in the setting whom they can approach if they are worried or in difficulty.

13.3    The setting manager has completed on-line Prevent training. 

14.0
Health & Safety

Our Health & Safety policy, set out in a separate document, reflects the consideration we give to the protection of our children both within the setting environment and when away from setting when undertaking setting trips and visits.

15.0
Other Relevant school policies 


This policy should be read in conjunction with other school policies involving welfare.  These 
policies are :

· Whistleblowing Policy

· Physical Intervention Policy

· Behaviour Policy

· Anti-Bullying Policy

· Racial Incidents Policy

16.0
Where to go for further information: 

· Havering LSCB – www.havering.gov.uk   http://www.havering-lscb.org.uk/
· Havering Threshold Document and Descriptors
· Working Together Guidance
· London LSCB – www.londonlscb.gov.uk
· London Child Protection Procedures, edition 5
· ‘What to do if you are worried a child is being abused’, DH et al 2003
· Safeguarding Children and Safer Recruitment in Education (Dfes, 2006 www.teachernet.gov.uk  (Currently under consultation)
Complaints policy

The Old-School Playgroup aims to provide a stimulating, safe environment for all children. We aim to deliver the highest standard of care and foster good relationships with all parents and carers. We believe parent’s views and concerns should be respected and acknowledged, and understand that on occasion circumstances may result in a parent or carer wishing to make a complaint. Appropriate and prompt action is to be taken on any concerns raised.

As there is regular exchange between parents/carers and staff it is hoped that minor concerns can be resolved during this time. The Manager or Senior supervisor must be informed of any complaints by the relevant staff member.

Any complaints must be recorded in the complaints book.

If nursery staff are unable to resolve the concern, parents and carers are able to address their concerns with the Playgroup Manager, Janet Guvenc (or if absent the Senior Supervisor: Tanya Greenhill).

If the matter is still unresolved, the Playgroup manager requires the complaint in writing. The complaint will be fully investigated and complainants will be notified of the outcome within 28 days.

If the parent or carer is not satisfied they can refer the complaint to the registering authority (Ofsted).

Contact details:

Ofsted.

Ofsted National Business Unit,

Piccadilly Gate,

Store Street,

Manchester. M1 2WD

Helpline: 0300 123 1231

Website: www.ofsted.gov.uk/parents 
Equal Opportunities Policy

The Old School Playgroup works in accordance with all relevant legislation, as referred to on the Admissions Policy.

We believe that the group’s activities should be open to all children and families, and to all adults committed to their welfare. We aim to ensure that all who wish to work in or volunteer to help with, our playgroup have an equal chance to do so. We acknowledge the benefits of a mixed-age workforce and recognise children can learn about the importance of diversity.

We recognise….

· Each religion is unique and each individuals/ families beliefs are important to them.

· The ethnic origins of staff, children and their families will be respected and reflected.

· Every persons cultural and linguistic background should be recognised and celebrated.

· Ability, we acknowledge children attending our playgroup have individual strengths and weaknesses which staff will identify and support.

· Gender, all individuals entering our playgroup will be treated equally and fairly, regardless of their gender.

· Age, we value staff/parents/carers of all ages and recognise their different contributions are equally valuable.

Families joining our playgroup are made aware of its equal opportunities policy.

Employment

This playgroup will appoint the best person for each job and will treat fairly all applicants for jobs and all those appointed.

Commitment to implementing the playgroups Equal Opportunities Policy will form part of the job description for all workers.

Families

This playgroup recognises that many different types of family successfully love and care for children.

Festivals

Our aim is to show respectful awareness of all the major events in the lives of the children and families in the playgroup, and in our society as a whole, and to welcome the diversity of backgrounds from which they come.

In order to achieve this, we aim to acknowledge all the major festivals which are celebrated in our area and/or by the families involved in the playgroup. 

· Without indoctrination in any specific faith, children will be made aware of the festivals which are being celebrated by their own families or others, and will be introduced where appropriate to the stories behind the festivals. If a family wishes to do so, we will invite them to share their festival with the Playgroup.

· Children will be encouraged to welcome a range of different festivals, together with the stories, celebrations and special food and clothing they involve, as part of the diversity of life.

The curriculum

All children will be respected and their individuality and potential recognised, valued and nurtured. Activities and the use of play equipment offer children opportunities to develop in an environment free from prejudice and discrimination. Appropriate opportunities will be given to children to explore, acknowledge, and value similarities and differences between themselves and others.

Resources

These will be chosen to give children a balanced view of the world and an appreciation of the rich diversity of our multi-racial society.

Materials will be selected to help children to develop their self- respect and to respect other people by avoiding stereotypes and derogatory pictures or messages about any group of people.

Special needs

This playgroup recognises the wide range of special needs of children and their families in the community, and will consider what part it can play in meeting these needs.

Any events planned by this playgroup will take into account the needs of people with disabilities.

Discriminatory behaviour/remarks

These are unacceptable in our playgroup.

The response will aim to be sensitive to the feeling of the victim(s) and to help those responsible to understand and overcome their prejudices.

Language

Information will be clearly communicated; while acknowledging the need of the individual. We will endeavour to provide information in the home language where an understanding of English is limited.

Bilingual/multilingual children and adults are an asset. They will be valued and their languages recognised and respected in our playgroup. The playgroup will endeavour to learn key words in the child’s language.

Food 

Medical, cultural, and dietary needs will be met.

Policy on Finance

Your child’s fees are due on the first session of each term inclusive of illness and holidays. (In the event of long term illness i.e. a month, please contact the Manager)

If the placement is no longer required then one month’s notice should be given.

The cost per session is £19.50 (Jan 2026)   This is in line with government funding.

Payments may be made directly into the old-school playgroup bank account. Payment details may be found at the bottom of your invoice. Cash is also accepted.

Owing to financial commitments and high standards we strive to maintain in our playgroup, prompt payment is a vital and necessary part of our continuation. If no contact is made within one week your placement will be offered to the next child on the waiting list, however you are still liable to cover the cost of the days not attended by your child. Your co-operation in this area is greatly appreciated.

As the neighbourhood centre is an establishment run by a committee; anybody who uses the neighbourhood centre has to become a member; the centre asks for the sum of 50p for each child. This fee is paid by the playgroup owner, Mrs Janet Guvenc. 

We like to hold a Christmas party, in December, and an end of school year party, in July, for the children and ask parents/ carers if they would make a donation of £2, for each party, these donations go towards the cost of an entertainer and party food for the children. 

We will send a letter out nearer the time, informing the date of the party and requesting a £2 voluntary donation.

First Aid, Health & Hygiene – Policy and Practice
The Old School Playgroup promotes a healthy lifestyle and a high standard of hygiene in its day to day work with children and adults. This is achieved in the following ways:

Health

Food

· Our Food and Drink Policy explains our intentions in regard to healthy eating and the need to stay hydrated. 

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

Outdoor play

· Our intention is to give children the opportunity to play outside as often as possible.

· Risk assessment is carried out on activities provided, both indoor and outdoor.

· Permission is sought to take children out of the playgroup and a full risk assessment would be carried out before the trip took place.

Illness

· Parents are asked to keep their children at home if they have any infection, and to inform this playgroup as to the nature of the infection so that the playgroup can alert other parents/carers, and can make careful observations of any child who seems unwell.

· Parents are asked not to bring into the playgroup any child who has been vomiting or had diarrhoea until at least 48 hours has elapsed since the last attack.

· Parents are asked not to bring into the playgroup any child who has viral or bacterial conjunctivitis until at least 24 hours has elapsed from the start of the treatment and medical attention been sought from their doctors surgery.

· If the children of playgroup staff are unwell, the children will not accompany their parent/carer to work at playgroup.

· Cuts or open sores, whether on adults or children, should be covered with a sticking plaster or another suitable dressing.

First Aid

Prescribed medication

If a child is on prescribed medication the following procedures will be followed:

· If possible, the child’s parent should administer the medication before attending playgroup. (sessions are for three hours so parents should attempt to schedule the administration of medication around this time)

· If this is not possible, then the medication must be in its original bottle, clearly labelled with the child name, dosage and any instructions.

· Written information will be obtained from the parent, giving clear instructions about the dosage, administration of the medication and permission for the manager to follow the instructions.

· If the medication is administered at playgroup a record will be kept of the time the medication was given and the dosage. This record must be signed by the parent when they collect their child, to confirm they are aware of when and how much medication was administered to their child.

· All medication will be kept in a locked cupboard away from children.

· With regard to the administration of life saving medication such as insulin/adrenalin injections or the use of nebulisers, a healthcare plan must be put into place before the child may start with us. The position will also be clarified by reference to the playgroups insurance company and only staff who have received training may administer medicines.

· The playgroup 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 needed.

· Qualified paediatric first aiders will be present at every session and present in each room.

· Accident reporting- in the event of an accident or incident an ‘Accident Form’ must be completed straight away and countersigned by the staff member completing the form and the parents/carer.
· Accidents that mark/bruise a child that occur at home must also be noted on an Accident form  playgroup accident book and countersigned.

Medicines

Information sources

· parents are welcome to discuss health issues with the playgroup manager and will have access to information available to the playgroup.
· The playgroup maintains links with the Harold Wood Health Centre in Gubbins Lane and also has links with the health visitors.
· The playgroup will pass on any health information leaflets/news to parents as we receive it.
Hygiene 

To prevent the spread of all infection adults in the playgroup will ensure that the following good practices are observed:

Personal hygiene

· Hands washed after using the toilet – staff and children

· Children with pierced ears are not allowed to try on or share each others earrings.

· Tissues are available; and children encouraged to blow and wipe their noses when necessary. Soiled tissues must be disposed of in the bin immediately.

· Children are encouraged to shield their mouth when coughing.

· Paper towels are used for drying hands and disposed of appropriately

· Hygiene rules related to bodily fluids followed with particular care and all staff and volunteers are aware of how infections, including HIV infection, can be transmitted.

· Disposable gloves must be worn when dealing with bodily fluids or waste.

Cleaning and clearing

· Any spills of blood, vomit or excrement wiped up and flushed away down the toilet if possible; or disposed of in a sealed bag in the outside large bin in the gated enclosure. Disposable gloves must be worn and thrown away immediately in the outside bin as stated above. Floors and other affected surfaces must be disinfected immediately and the mop soaked in disinfectant after. Disposable cloths must be used for cleaning bodily fluids and disposed of immediately. Separate mops and buckets must be used for vomit, urine, kitchen and toilets; these must be clearly labelled. Fabrics contaminated with bodily fluids should be washed thoroughly using detergent and hot water.

· Spare clean clothing are kept in case of accidents and polythene bags available in which to wrap soiled garments.

· All surfaces cleaned daily with an appropriate cleaner.

Food

· The playgroup will observe current legislation regarding food hygiene.

· A member of staff will attend a training course for food hygiene and preparation.

· Adults and children must always wash hands before touching food and after using the toilet.

· Adults will not be involved with the preparation of food if they are suffering from any infectious/contagious illness or skin trouble.

· Never cough or sneeze over food.

· Staff are made aware if a child has a food allergy or food intolerance; this information is given on the child’s registration form, and the use of these foods will be avoided.

· Separate cloths must be used for the kitchen area and toilet area.

· Keep food covered and refrigerated if necessary.

· All fruit and vegetables must be washed thoroughly under running water before use.

· Tea towels will be kept scrupulously clean and will be washed after each session.

· All utensils must be kept clean and free from dust. They must be kept in a locked cupboard out of the reach of children.

· When the children are present hot drinks may only be prepared and drunk in the kitchen area. No hot fluids must be left unattended in areas accessible to the children.

Inclusion Policy

All children have the right to be included in every activity provided by The Old-School Playgroup; irrespective of race, ethnicity, culture, special need or disability.

 Reasonable adjust will be made to provide every child with the opportunity to join in.

We will adapt activities to meet the needs of individual children. (We will also ensure that activities are age appropriate).

Staff will be positive role models in promoting inclusion and equal opportunity.

The Old-School Playgroup’s effectiveness in promoting and providing inclusive practise and equal opportunities for all will be continually monitored and evaluated by means of reflective practise and self-evaluation. We will seek the views of parents, the children and members of staff.

Policy on leaving and collecting children

Under no circumstances must a child be left unattended until being admitted into the playgroup premises by a member of staff.

If someone other than yourself, (an unauthorised person), is to collect your child from playgroup we require a letter of authorisation; which should be handed to the manager or deputy manager. If you do not bring a letter, you will be asked to sign a form giving permission for your child to be collected by another person. The unauthorised person may be asked for identification and will be asked for the password held on record.

In an emergency, we will accept authorisation, for an unauthorised person to collect your child, via a telephone call to the manager or senior supervisor. You must give the unauthorised person’s full name, address and a brief description of them, if they are not known to our staff. If possible, ask them to bring a form of identification with them and share the password with them.

Telephone authorisation is only to be used as a matter of urgency.

Refer to policy for uncollected child.

We request that your child be collected promptly to avoid the child becoming distressed.

No smoking policy

In line with the smoking ban – indoor and public places which came into effect on

1st July 2007; smoking is not permitted inside the neighbourhood centre building.

We respectfully request that you refrain from smoking near the entrance to the old school playgroup if children are present.

Children have a right to a smoke free environment.

Parents as Partners Policy

Parents are the first educators of their young children. The aim of our playgroup is to support a parent’s essential work, not to supplant it. We will:

Make all parents aware of the Old-School Playgroup’s systems and policies; by way of a welcome pack.

Ensure that parents are informed on a regular basis about their child’s progress.

Ensure that all parents have opportunities to contribute from their own skills, knowledge and interests to the activities of our Playgroup. Encourage parents to join in a session at playgroup; perhaps reading to the children or showing the children a skill they have.

Welcome the contributions of parents, whatever form this may take.

Encourage parents to give their opinion and point of view about how they think our provision can move forward or improve; by means of questionnaires and discussion.

Involve parents in shared record keeping about their own child, either formally or informally.

Make known to all parents the systems for registering queries, complaints or suggestions.

Ensure that all parents/carers are introduced to their child’s key-worker and that they understand the role of a key-worker.

Provide information to parents about the EYFS (Early Years Foundation Stage); which is the statutory requirement to which all early years’ providers must adhere to.

This will be explained in the parent welcome pack.

Provide regular updates to parents informing them what is planned for the next term so that parents can continue themes at home with their children.

Key-workers will aim to have regular discussions with parents/carers about their child’s changing interests and likes/ dislikes. It would also be helpful if parents would keep their child’s key-worker updated about any significant events which may be happening in the child’s life; such as births, weddings, bereavement, change of circumstance and birthdays. All information given is covered by the data protection act and will remain confidential, although, happy events such as birthdays are shared with the child and celebrated. Major change in a child’s life may affect their behaviour at playgroup, so, the child (and family) would be offered support if required. The manager will always make time to discuss any worries or concerns you may have about your child.                         
Settling in policy

We want children to feel safe and happy in the absence of their parents, to recognise other adults as a source of authority, help and friendship and be able to share with their parents afterwards the new learning experiences enjoyed in their playgroup.

In order to accomplish this, we will:

· Encourage parents to visit the playgroup with their children during the weeks before an admission is planned. 

· Make clear to families from the outset that they will be supported in the playgroup for as long as it takes to settle their child.

· Introduce the parent and child to the child’s key worker.

· The child’s key worker will play a principle role in the settling in of their key work child.

· Key worker to chat to parent/ carer about their child’s interests and likes.   

·  Re-assure parents whose children seem to be taking a long time settling into the playgroup.

· Introduce new families into the group on a staggered basis, for example two new children a day for a week rather than 10 new children all on one day.

· Encourage parents, where appropriate, to separate from their child for brief periods at first, gradually building up to longer absences.

· Request that parents are not late collecting their child at the end of the session as this can cause confusion and upset for the child.

Children cannot play or learn successfully if they are anxious and unhappy. Our settling procedures aim to help parents to help their child to feel comfortable in our playgroup, to benefit from what it has to offer, and to be confident that their parent will return at the end of the session.

The old school playgroup treats each child as an individual. Children take different amounts of time to settle, this is completely normal; both child and parent will be supported by staff throughout this period. We will not let a child cry for the whole session, if the child cannot be settled and is becoming distressed we will telephone the parent and ask them to come and “sit in” with the child for a while.

If a parent is leaving their child for the first time they are very welcome to telephone after one hour to get an update on how their child has settled.

Staffing and Employment Policy

A high adult: child ratio is essential in providing good quality care.

We have at least one member of staff to each Eight children in preschool, and 5:1 if there are younger children present, aged 2+. 

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

All members of staff are selected to work with your children in view of their suitability, experience, dedication and above all, a very special caring quality which they have shown. All members of staff are required to complete three months’ probation and will undertake an Enhanced Criminal Record Bureau check. Until suitability has been established, by the Enhanced CRB checks, the person will not be left alone with any child and is not permitted to carry out toileting or nappy changing.

We work towards an equal opportunities employment policy, seeking to offer job opportunities equally to both women and men, with and without disabilities, from all religious, social, ethnic and cultural groups.

The old school playgroup requires all staff to gain the relevant qualifications required to work within the early year’s sector.

80% of our staff holds the required NVQ level 3 qualifications or equivalent, and the majority of remaining members of staff are working towards gaining their qualification.

The manager encourages and supports the staff to attend further training.

The work of the staff will be supported by regular monitoring and appraisals and the manager has an “open door” policy, where staff can discuss any concerns or worries, they may have confidentially. The manager has arranged a ‘Support your Wellbeing’ helpline where staff will be signposted to for councillor support or advice.

A staff meeting will be held each term to discuss various issues and update staff on any new practices or procedures. These meetings are in addition to the weekly planning meeting which will take place between Keyworkers in each room.

We occasionally accept students from schools and colleges for work experience. These students are not counted into the adult: child ratio. They will not be left alone with a child or children under any circumstances and will not be permitted to partake in any form of intimate care for a child such as: toileting or changing a nappy.

We are enrolled on the trident scheme.

Students required to conduct child studies will obtain permission from the parent/carer of the child to be observed.

Volunteers will not be left alone with a child or children and are not permitted to partake in any form of intimate care. If the volunteer attends on a regular basis an enhanced DBS check will be undertaken.

SAFER RECRUITMENT POLICY

The Old School Playgroup is committed to safeguarding and promoting the welfare of all children who attend our setting and we expect all staff, volunteers and guest visitors to share this commitment.

The Old School Playgroup will safeguard and promote the welfare of all attending children in compliance with 

DCSF Guidance ‘Safeguarding Children and Safer Recruitment in Education’. 

For all staff appointments, The Old School Playgroup will:

• Provide a job description that clearly states the main duties and responsibilities of the post, including the individual’s responsibility for promoting and safeguarding the welfare of children.

• Provide a person specification that describes the competences and qualities that the applicant should have in addition to qualifications and experience relevant to the position.

• Ensure that the application form states that the successful applicant will be required to provide an enhanced DBS check. All positions are subject to enhanced DBS checks.

• Obtain a completed Application Form.

• Scrutinise the applicant’s employment record looking for any gaps in employment, anomalies or discrepancies and question these should the applicant be invited to attend for interview.

• Check previous employment history and experience – telephone or write to stated previous employer/s to check authenticity of information.

• Organise and conduct face to face interviews with suitable applicants for the position.

• Check the applicant’s identity and right to work in the UK and keep a record of this.

• Require proof of the successful candidate’s qualifications, academic and vocational, as claimed on the application form.

• State clearly verbally, and in writing that any offer made is subject to satisfactory references, and enhanced DBS check.

The office manager will keep up to date with safer recruitment training.

Staff Protection Policy

Aim:

We intend to create in our playgroup, an environment in which children and staff are safe from abuse, and in which any suspicion of abuse is promptly and appropriately responded to.

The playgroup manager will not tolerate inappropriate or aggressive behaviour toward the staff.

Corrective action will be taken in circumstances where it is felt necessary.

In the event of an allegation made against a member of staff, we will follow all procedures as previously documented in the Child protection and Procedure document.

Sun protection policy

Our purpose is to protect your child from skin damage caused by the sun’s strong rays. In order to achieve this:

· Please provide your child with a suitable sun hat, clearly labelled with your child’s name.

· A loose top which covers your child’s shoulders is preferable, both for comfort and protection.

· On sunny days please apply a high factor sunscreen on your child before they come to playgroup.

· Staff are not authorised to apply sunscreen on your child.

· If a child does not have a hat with them; and the sun is particularly hot, we may request that the child plays inside.

· We will discuss with the children, during the summer months, why we must protect our skin from the sun and how to protect it.

· We will provide a shaded area in our outdoor play area.

Policy and Procedure for Uncollected Child

The playgroup has an obligation to stay with any uncollected child at the end of the session, until that child is collected.

This playgroup will not release the child to an unauthorised person, even if the collection is late, unless an authorised person telephones to state that because of an emergency a different person will be collecting the child. The authorised person must give the name and a brief description of the unauthorised person collecting their child. This person will be asked for the password, which has been agreed by the authorised person and the Old-school Playgroup; the manager or a senior member of staff will check these details before permitting the child to leave.

If the authorised person requires an unauthorised person to collect their child from playgroup, a letter authorising this should be handed to the playgroup manager or a senior member of staff at the beginning of the session. Failing this, the authorised person should advise the manager or a senior member of staff verbally and they will be asked to sign a form giving permission for a named person to collect their child on that day. If the authorised person requires a named person to collect their child on a regular basis; the manager will require confirmation in writing. This will be held on file.

In the event of a child not being collected at the end of a session; the following procedure must be followed:

Two adults must stay with the child at all times.

Try to contact parent/ carer at home by telephone / mobile.

Re-assure the child.

Try to contact persons on emergency telephone numbers.

Keep trying all numbers for up to 1 hour

Consistently re-assure the child.

If the child has not been collected within 1 hour contact social services and advise Ofsted.

If social services are contacted write in the incident book.

If a parent feels the matter has not been dealt with sufficiently, advise the parent that it is within their rights to contact Ofsted. See complaints policy for details.

Toileting and self care policy and procedure.

· Staff will escort children to the toilet if the toilet is located outside of the room.

· Children who are out of nappies should be encouraged to be independent with toileting.

· Staff should ask the child if they need help after using the toilet; with personal care.

· If the child declines assistance; the adult must not go against the child’s wishes.

· If the child has refused assistance; guidance may be offered to the child.

· If the child accepts assistance; the child may be cleaned after toileting.

· Nappies must be changed in the doorway of the disabled toilet or on the changing table located in the disabled toilet. One hand must always be kept on the child, if using the changing table, to prevent falls.

· Gloves must always be used for nappy changing; a disposable apron may also be used (optional) and disposed of along with the soiled nappy. All soiled items must be sealed or tied up in a suitable bag and disposed of immediately in the outside bin.

· Parents must be informed if the child shows signs and symptoms of diarrhoea. The child must not return to playgroup until a minimum of 24 hours have passed since the last bout of diarrhoea. 

ABSENT CHILD POLICY
If your child should be unable to attend our setting on their nominated day we would ask that you call us to give an explanation by phone, text or email. 

If we do not have an explanation of absence we will endeavour to contact you that day. If we fail to make contact within 48 hours by phone or mail we will contact Children’s Services. (This is in accordance with the Children’s Act 2004.)

This policy reflects the vision and aims of The Old School Playgroup by:

• Encouraging staff, parents/carers and children to maximise the learning experience in order that all children reach their full potential.

• Providing clear procedures for involving parents/carers relating to school attendance.

PRINCIPLES
Regular and punctual attendance is of paramount importance in ensuring that all children have full access to the curriculum. Valuable learning time is lost when children are absent or late and research has shown the negative effect of absence.

Children should arrive at the Old School Playgroup, on time, every day, which they are due to attend, unless the reason for the absence is unavoidable. Children who are in receipt of Government funding, who are regularly absent or take long periods of absence will be referred to the London Borough of Havering and their funding may be withdrawn. 

Children should arrive at school no later than 9.00am for morning sessions or 12.00pm for afternoon registration. 

If a child is reluctant to attend the setting, communication between parent and school is encouraged. It is not advisable to cover up their absence or to give in to pressure to excuse them from attending. This gives the impression that attendance does not matter and may make things worse. 

As an Early Years setting, we actively encourage parents to support us in this policy, our absentee statistics are scrutinised by Ofsted and have an impact on the overall judgment a setting is given”.

Parents/carers are expected to contact the setting at an early stage and to work with the staff in resolving any problems together. If difficulties cannot be sorted out in this way, the school may refer the child to the Children Services for support.

It is the parents’/ carers’ responsibility to contact the school either by telephone or in writing whenever the child is absent. This must be on the first day of absence by 9.30, and subsequently on a daily basis. In the case of medical appointments, evidence may be required although all appointments should be made outside of the settings hours where possible.

THE ROLE OF STAFF
Setting staff complete a register at the beginning of each morning and afternoon session. If parents/carers have not explained the reason for absence by 10am, the parent/carer will be called.
When appropriate, practitioners raise any concerns with the Manager who takes appropriate action when absence is a concern and contacts the parents/carers to discuss attendance issues.

PROCEDURES
If absence is a persistent problem (15% or more) a meeting will be arranged at the setting with the parent and either the deputy manager or manager.

ARRIVAL TIMES AND LATENESS
In pre-school, our aim is to prepare children for school; it is essential for your child to attend on time. Registration is 9.00am or 12.00pm and it is necessary for children to be punctual. When children arrive late this disturbs our registration and circle time; please try to be punctual as it serves as a good example to the children, sets their routine and, they may miss out on discussions and learning.

It is also essential that your child is collected on time to avoid the child becoming distressed.

The Old School Playgroup adheres to the Early Years Foundation Stage Curriculum and acts on advice given by the London Borough of Havering in conjunction with Ofsted.
FOOD AND DRINK POLICY
Statement of intent
The Old School Playgroup regards snack time as an important part of the setting’s session/day. Eating represents a social time for children and adults and helps children to learn about healthy eating. 

Aim
At snack times we ask parents/ carers to provide nutritious food which meets the children’s individual dietary needs. Parents are asked to provide a healthy packed lunch for their child, which does not include ‘adult size’ bars of chocolate or items containing nuts or which are prepared in an environment where nuts are present.

Methods
• Information about allergies, illnesses or preferences due to religion are collected on the registration form which is completed by the parent on enrolment. 

• We regularly consult with parents to ensure that our records of their children’s dietary needs – including any allergies – are up to date
• We use a photograph display to alert staff and volunteers that the child has an allergy or special dietary requirement; the information relating to the individual child’s allergy or dietary preference is located on the back of the board in order for the child’s personal information not to be on display.

• Parents are asked to provide a snack for their child either fruit or a biscuit and occasionally we will offer food which is related to our theme or topic; when we were talking about France with the children, they had croissants at snack time.

 • We do not provide food containing nuts or nut products and are especially vigilant where we have a child who has a known allergy to nuts.
• Through discussion with parents and research reading by staff, we obtain information about the dietary rules of the religious groups to which children and their parents belong, and of vegetarians and vegans, and about food allergies. We take account of this information in the provision of food and drinks.
• We require staff to show sensitivity in providing for children’s diets and allergies. Staff do not use a child’s diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy.
• We organise snack time so that it is a social occasion in which children and staff participate.
• We use lunchtime and snack times to help children to develop independence through making choices and feeding themselves.
• We have fresh drinking water constantly available for the children. We inform the children about how to obtain the water and that they can ask for water at any time during the session. Children also bring in their own drink bottle daily, which they access independently throughout the session.
• For children who drink milk, we participate in the ’Cool Milk’ scheme. 

Celebratory Cake and Sweets in Setting
We appreciate that children and their parents like to celebrate birthdays and special occasions by bringing sweets and cake into the setting, to be shared amongst the children present. 
Please DO NOT bring sweets or cake into the setting that contains nuts. Where possible, we ask that chocolate based sweets be provided and not sweets that contain gelatine; some children are not permitted to eat sweets containing gelatine, for religious or dietary preferences, due to it being an animal product. Please read the dietary labels of the items you are bringing into setting carefully.
Any foods containing nuts will be returned to parents.

British Values
“Inspectors will make a judgement on the effectiveness or leadership & management by evaluating the extent to which leaders, managers & governors ‘actively promote British Values'” (Ofsted 2015)

The Old School Playgroup is an inclusive setting. Our aims, values & principles reflect our ethos in every aspect of the setting. Our staff have a shared understanding of what Fundamental British values are and how these are promoted & valued in our nursery and preschool. Our staff would be supported in challenging any discriminatory remarks from other staff, parents & children.

Fundamental British values have been separated into 4 headings. We have unpicked what each of these headings means to us and how these are supported & promoted in every day Pre-School.

Democracy
We want the children to feel valued & respected. We actively seek out children’s views and listen to these. Staff act as good role models for the children and actively listen to one another. We have setting rules in place which the children helped to formulate, and these are displayed and the children are expected to follow these.

We promote choice in the Pre-School and the children can make choices about what activities they do, and which fruit they choose to eat. This is promoted visually to allow all children to participate. Children are expected to respect & listen to each other’s views. We work with the children on different emotions and how we can successfully manage our emotions & express our feelings.

The rule of law
Our staff have high expectations of children. We have rules at the setting and the children take part in the formulation of these rules and are supported to follow them. We have a comprehensive Behaviour Management policy, we use positive strategies to handle any conflict and praise & acknowledge desirable behaviour. We do a lot of work with the children around right & wrong and understanding our own & others behaviour. We promote all rules in a visual way and support the children. For instance, a large sand timer is used when toys are to be shared; each child waiting until the sand has passed through before it is their turn to use the desired item. The bell is rung to signify story time and the setting song is sang at home time. 

Individual liberty
We support the children to make their own choices in a safe & supportive environment. We encourage the children to take managed risks and explore new activities & experiences to improve self-confidence & self-esteem. We welcome all children to the setting & encourage them to have a positive self-image. We display positive non-stereotypical pictures around the nursery and discuss & celebrate our similarities & differences. We teach empathy for all with activities such as persona dolls, story time & group discussion.

Mutual respect & tolerance of those of different faiths & beliefs
We celebrate our diverse, rich cultural & religious society and promote mutual respect. We display positive images and use these as a way to start discussions with children. Adults sensitively challenge any discriminatory remarks. We have a comprehensive ‘Equality & Diversity’ policy. We celebrate our similarities & differences and celebrate relevant festivals and holy days. The children have a chance to try a diverse range of foods and listen to different types of music at the setting. We encourage our families to participate in the setting and have involved them in stay and play days. We value all children and differentiate our activities to ensure an equality of opportunity. We ensure that all our posters, displays and other notices reflect the diversity of the setting.

Staff have received training in the following areas

· Makaton signing

· Equalities awareness

·· SENDCO

· Supporting children with speech & language delay

· Safeguarding

Policies that are linked to this one are

· Equality & Diversity

· Special Educational Needs & Disability (SEND)

· Parents as partners

· Behaviour Management

INTERNET POLICY
Introduction
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 or tablets 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.

Aim
The Internet Policy aims to outline safe and effective practice in the use of the internet. It provides advice on acceptable use and effective measures to enable children, young people and adults to use ICT resources in a safer online environment.

Scope
The Internet Policy applies to all individuals who have access to and/or are users of work related ICT systems. This includes children and young people, parents and carers, early year’s practitioners and their managers, volunteers, students, committee members, visitor’s contractors and community users. This list is not exhaustive.

The Internet Policy applies to internet access through any medium, for example computers, mobile phones and gaming devices.

Responsibilities
The Senior Designated Person for Safeguarding (SDPS) 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 minimise the risk of any identified unsafe or inappropriate online incidents reoccurring.

· Regular meetings take place with the registered person and senior managers to discuss current issues, review incident reports and filtering/change control logs.

· Effective training and on-line safety advice is delivered and available to all early year’s practitioners and their managers and volunteers. This includes advisory support to children, young people, parents and carers as necessary.

· Timely liaison, where appropriate, with other agencies in respect of current on-line safety practise and the reporting and management of significant incidents.

· Further details on the responsibilities of the Senior Designated Persons for Safeguarding, registered person, early year’s practitioners and their managers, parents and carers, children and young people are to be found in the Acceptable Use Policy.

Managing Online Access
Password Security
Maintaining password security is an essential requirement for early year’s practitioners and their managers particularly where they have access to personal information. 

Early years practitioners and their managers will be responsible for keeping their passwords secure and should ensure they are regularly up-dated. All ICT users should have strong passwords.

Passwords should not be shared. Where children have their own passwords, there should be the option to reset if lost or forgotten.

Computers and laptops should be set to ‘time – out’ the current user session if they become idle for an identified period. All ICT users must ‘log-out’ of their accounts if they need to leave a computer unattended.

If ICT users become aware that password security has been compromised or has been shared, either intentionally, the concern must be reported to the Senior Designated Person for Safeguarding.

Internet Access
Internet access for all ICT users should be managed and moderated to protect them from deliberate or unintentional misuse. Every reasonable precaution should be taken to ensure the safe use of the internet. It must be acknowledged however, that it will be impossible to safeguard against every eventuality.

The following control measures should be put in place where appropriate to manage internet access and minimise risk:

Parental controls in place on tablets.

· Secure broadband or wireless access.

· A secure, filtered, managed internet service provider and/or learning platform.

· Secure email accounts.

· Regularly monitored and updated virus protection.

· A secure password system.

· An agreed list of assigned authorised users with controlled access.

· Clear Acceptable Use Policies and Agreements.

· Effective audit, monitoring and review procedures.

· Online activity should be monitored to ensure access is given to appropriate materials only.

Computers and gaming devices should be sited in areas of high visibility which will enable children, young people and adults to be closely supervised and their online use to be appropriately monitored.

If a child or young person accidentally accesses inappropriate material, it must be reported to an adult immediately. Appropriate action should be taken to hide or minimise the window. The computer should not be switched off, the page should not be closed, to allow investigations to take place. All such incidents must be reported to the Senior Designated Person for Safeguarding; who must ensure a report of the incident is made and that any further actions deemed necessary are taken.

All early year’s practitioners and their managers should be made aware of the risks of connecting personal mobile devices to work-related ICT systems. Such use will be subject to explicit authorisation by the Senior Designated Person for Safeguarding and will be stringently monitored.

Should it be necessary, the download of files or programmes to any work-related system should be effectively managed and monitored.

All users are responsible for reporting any concerns encountered using online technologies to the Senior Designated Person for Safeguarding.

On-line Communications
All official online communications should occur where possible through secure filtered email accounts. Settings should be aware that free, web-based email services are not considered secure for personal data and their use could put the setting at risk.

All email correspondence should be subject to scrutiny and monitoring.

All ICT users are expected to write online communications in a polite, respectful and non-abusive manner. The appropriate use of emoticons should be encouraged.

It is strongly recommended that, where possible a filtered internet server is used to monitor and prevent offensive material or spam. If, on rare occasions, security systems are not able to identify and remove such materials, the incident should be reported to the Senior Designated Person for Safeguarding immediately.

Communication between adults, and between children/young people and adults, but whatever method, should take place within clear and explicit boundaries. This includes the wider use of technology such as mobile phones, text messaging, social networks, e-mails, digital cameras, videos, web-cams, websites and blogs.

When using digital communications, staff and volunteers should:

· Only make contact with children and young people for professional reasons.

· And in accordance with the policies and professional guidance of the group.

· And in accordance with the policies and professional guidance of the group

· Not share any personal information with a child or young person eg. Should not give their personal contact details to children and young people including e-mail, home or mobile telephone numbers.

· Not request, or respond to, any personal information from the child/young person other than that which might be appropriate as part of their professional role, or if the child is at immediate risk of harm.

· Be aware of and use the appropriate reporting routes available to them if they suspect any of their personal details have been compromised.

· Ensure that all communications are transparent and open to scrutiny.

· Be careful in their communications with children so as to avoid any possible misinterpretation.

· Ensure that if they have a personal social networking profile, details are not shared with children and young people in their care (making every effort to keep personal and professional online lives separate.

· Not post information online that could bring the group into disrepute.

· Be aware of the sanctions that may be applied for breaches of policy related to professional conduct.

· Only use (wherever possible) official equipment or systems to communicate with young persons.

All ICT users are advised not to open emails where they do not know the sender or where the format looks suspicious.

Children and young people should be enabled to use online technologies as relevant to their age and stage of development. Access to online communications should always be monitored by a supervising adult.

Managing Mobile and Emerging Technologies
Emerging technologies should be valued for the learning and development opportunities they provide for children and young people; including a move towards personalised learning and one to one device ownership. Many existing technologies such as portable media players, gaming devices, and mobile phones will already be familiar to many children and young people.

Many of these devices will be equipped with internet access, GPS, cameras, video and audio recording functions. They should therefore be considered subject tot the same risks as any other form of technology. Effective control measures should therefore be put in place to minimise such risk whilst maximising the opportunities for young people to access such resources.

Access to a range of age appropriate websites should be enabled, but children and young people should be encouraged to be cautious about any information given to them by other users on such sites, and must recognise that not everyone is who they say they are.

Access to social networking sites should be carefully managed within the early years setting, and children and young people will only be permitted to use moderated child-focussed sites under supervision. Early Years practitioners and their managers are not permitted to use work-related technologies for personal access to social networking sites.

All ICT users should be encouraged to think carefully about the way information can be added and removed from websites by themselves and others. Moderated sites can afford maximum protection.

Children and young people should be taught to think carefully before placing images of themselves online and to be aware of details within images, such as badges, which could reveal personal and background information. Users should consider the risk of posting images online owing to the permanency of online material.

Children and young people must always be reminded not to give out or post personal details online, particularly information which could identify them or provide information that would contribute to their personal profile.

Children and young people should be educated on how to set and maintain web profiles to appropriate privacy levels and how to deny access to unknown individuals.

Children and young people, parents and carers should know that the use of social networking sites in the home or social environment is an exciting communication tool and networking tool. It must also be emphasised however that their use can pose potential risks. Children and young people, parents and carers should therefore be made aware of those risks and the control measures that can be implemented to minimise them.

Early years practitioners and their managers are also likely to use social networking sites in their recreational time on their own personal computers. This form of activity is not to be discouraged, however early years practitioners must agree and adhere to a ‘professional conduct agreement’. The use of such sites should not compromise professional integrity or bring the early years setting into disrepute. The adding of children and young people, parents and carers as ‘friends’ to social networking sites should be avoided.

Social networking sites and mobile technologies can be used for negative and anti-social purposes. Cyber bullying, for example is unacceptable as is any other form of bullying, and effective sanctions must be in place to deal with such concerns. Any known or suspected incidents must be reported immediately to the Senior Designated Person for Safeguarding.

Emerging Technologies
Emerging technologies can offer potential learning and development opportunities. Their use should be risk assessed before use by children and young people. Where necessary, further training and guidance should be provided to ensure appropriate and safe use of any new technologies.

LOCKDOWN POLICY AND PROCEDURE
Go In, Stay In, Tune In 
The Old School Playgroup recognises the potentially serious risks to children, staff and visitors in emergency or harmful situations A lockdown may take place where there is a perceived risk of threat to the pre-school, its staff, children, visitors or property. Where possible, the Pre-school will act to ensure the safety of all personnel in the setting in the following situations:

· . In the event that an unauthorised person(s) considered dangerous, are on school grounds.

· . In Instances, included domestic breakdowns, where estranged parties are
attempting to abduct children.

· . In instances where personnel, students, volunteers or staff from within the setting become a threat to the well-being of others.

· . In emergency situations within the environment of the setting where there is potential risk from spills or poisonous fumes.

A lockdown will be initiated by a recognisable signal of 3 whistle blows followed by 1 long blow of the whistle. Lock down procedures will be practiced from time to time to ensure that staff and children are familiar with them.
Practices and Procedure
Follow the CLOSE Procedure.

Close all windows and doors.

Lock up.
Out of sight and minimise movement.
Stay silent and avoid drawing any attention.
Endure. Be aware that you may be in Lockdown for some time.

The following steps provide guidelines for staff, students and visitors in an emergency situation:

1. On hearing the lock down signal the Pre-School Manager and/or Deputy will
call for assistance using 999.
2. Staff will lock all outer doors and the internal hall door and close all blinds if time permits.

3. Three (3) whistle blows followed by one (1) long whistle blow will signal that lockdown procedures are to take effect immediately.

In the setting:
Upon hearing the Lockdown signal, these steps will be followed:

1. Staff to guide all children into the main hall; children who are playing outside must be bought in immediately. Staff to secure all windows and doors. Instruct children to move into the chair cupboard at the side of the main hall or if this is not possible, move the children to the far back of the big hall, behind the mirrors or if in the new extension, children should be taken around the corner near to the hygiene room and an attempt made to keep them calm. If time permits, collect medical box, register & mobile phone.

2. Do a head count immediately & call register.

3. Supervise, ensuring everyone remains out of sight and are sitting quietly.

4. No one should be allowed out of the room or safe area during a lockdown
procedure.

5. Remain in lockdown until the all-clear has been given by the police

OUTSIDE PLAY
POLICY STATEMENT

Outside play is a crucial aspect of the positive developmental environment of the Old School Playgroup. We have a designated outdoor play area and we operate a policy of providing an enabling environment – where children use outside areas in a variety of weather.

It is an expectation of the EYFS that children should experience all activities in all weathers and parents should help support their child by dressing them appropriately; in safe and sensible footwear, providing named hats, jackets, coats and children should be sensibly attired for all weathers especially in winter.

Procedures for Outside Play
1. Before using the designated outside play area, we complete a health and safety check; checking the area for faeces and any other undesirable items and to check that the fences are secure.

2. When there is summer sun all children should have sun cream applied (prior to attending pre-school) and wear a hat. In winter they should wear clothing appropriate to the weather.

3. Staff should look after themselves too. In summer use sun cream and wear a hat and in winter always have warm clothing to wear.

4. Ensure good supervision of the area. Members of staff should spread out around all areas and a minimum of 1 person must monitor the exit gate.

5. Ensure that structured play is in the shade on hot sunny days.

6. Ensure that any new activity for outside play is introduced into group time first.

7. Ensure that children learn how to tidy away after each session.
PREVENT POLICY

Protecting Children from Extremism and Radicalisation

Childcare providers have a vital role to play in protecting children and young people from the risks of extremism and radicalisation. This role is underpinned by the Counter Terrorism and Security Act (2015) to have due regard to the need to prevent people from being drawn into terrorism. 

The Prevent Strategy, published by the Government in 2011 is part of an overall counter terrorism strategy CONTEST. The aim of the Prevent strategy is to reduce the threat to the UK from terrorism by stopping people becoming terrorists or supporting terrorism activity. 

This has raised a specific need to safeguard children, young people and families from violent extremism and terrorism. Nationally, there have been situations in which extremist groups have attempted to radicalise vulnerable children and young people to hold extreme views. Such views include justifying political, religious, sexist or racist violence, or to steer individuals into a rigid and narrow ideology that is either vocal or active opposition to fundamental British values including embracing diversity and mutual respect and tolerance of different faiths and beliefs. 

The Old School Playgroup is fully committed to safeguarding and promoting the welfare of all children and young people who we work with. As a childcare provider we recognise that safeguarding against radicalisation is no different from safeguarding against any other vulnerability. All staff are expected to uphold and promote the fundamental principles of British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

The Old School Playgroup values freedom of speech and the expression of beliefs / ideology as fundamental rights underpinning our society’s values. Children, young people and all childcare workers have the right to speak freely and voice their opinions however, freedom comes with responsibility and free speech that is designed to manipulate the vulnerable or that leads to violence and/or harm of others goes against the moral principles in which freedom of speech is valued. Free speech is not an unqualified privilege; it is subject to laws and policies governing equality, human rights, community safety and community cohesion. 

The current threat from terrorism in the United Kingdom may include the exploitation of vulnerable people, to involve them in terrorism or in activity in support of terrorism. The normalisation of extreme views may also make children and young people vulnerable to future manipulation and exploitation. The Old School Playgroup is clear that this exploitation and radicalisation should be viewed as a safeguarding concern. We seek to protect children and young people against the messages of all violent extremism including, but not restricted to, those linked to Islamist ideology, Far Right, Neo Nazi or White Supremacist ideology, Irish Nationalist and Loyalist paramilitary groups or extremist Animal Rights movements.

Policy Statement links to the following policies: 

• Safeguarding
• Equality and Discrimination Policy
• Anti-Bullying Policy
• Positive Behaviour 

Policy Aims and Principles 

To ensure all childcare staff are aware of the Prevent Strategy and are able to protect children and young people who are vulnerable or at risk of being radicalised by working alongside other professional bodies and agencies to ensure that individuals are safe from harm. The principle objectives are that: 

• All staff working or volunteering within our setting will: 

. Have an understanding of what radicalisation and extremism are and
why we need to be vigilant in a childcare setting.

• All parents will know that the Old School Playgroup has policies in
place to keep children and young people safe from harm and that we review our systems to ensure they are appropriate and effective. 

Definitions 
• Radicalisation refers to the process by which a person comes to support terrorism and extremism leading to terrorism (Appendix 1). 

• Extremism is defined by Government in the prevent strategy as: Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs. Also include in the definition of extremism calls for the death of members of our armed forces (Appendix 1). 

• Terrorism is defined by Government as “The use of violence in order to accomplish political, religious or social objectives”. Terrorism is a criminal act that influences an audience beyond the immediate victim. Effectiveness is not the act itself but the impact on Government and the public. Procedures for referrals Keeping children and young people safe from these risks is a safeguarding matter and should be approached in the same way as safeguarding children from other risks. 

Although serious incidents involving radicalisation have not occurred at our setting, it is important for us to be vigilant and remain informed about the issues which affect risks to the provision. All staff are reminded to dispel belief that instances of radicalisation ‘could not happen here’. 

When any member of staff has concerns that a child or young person may be at risk of radicalisation or involvement in terrorism, they should speak with the Local Safeguarding Board. They will be responsible for contacting the Police Prevent Team who will assess whether the child or young person may be at risk of radicalisation. The named person for Prevent at the Old School Playgroup is the manager, Janet Guvenc. 

Staff Training
Staff of The Old School Playgroup will ensure that they have ‘due regard for the need to prevent children people from being drawn into terrorism’. They are aware of the threats, risks and vulnerabilities that are linked to radicalisation and they understand the signs that someone may be vulnerable to radicalisation. 

Training may be undertaken via a briefing, e-learning or a face to face workshop to raise awareness of Prevent (WRAP) session. The manager has undertaken PREVENT training.

Policy Review 
This policy statement will be reviewed annually as part of the overall Child Protection and Safeguarding policy review. 
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