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1: The Rights of the Child, Admissions Policy and Procedures
1.1. Rights of the Child and Their Entitlements

We promote children's right to be strong, resilient and listened to by creating an
environment in our setting that encourages children to develop a positive self-image, which
includes their heritage arising from their colour and ethnicity, their languages spoken at
home, their religious beliefs, cultural traditions and home background.
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▪ We promote children's right to be strong, resilient and listened to by encouraging
children to develop a sense of autonomy and independence.
▪ We promote children's right to be strong, resilient and listened to by enabling children
to have the self-confidence and the vocabulary to resist inappropriate approaches.
▪ We help children to establish and sustain satisfying relationships within their families,
with peers, and with other adults.

C

▪ We work with parents to build their understanding of, and commitment to the principles
of safeguarding all our children.

TS

What it means to promote children’s rights and entitlements to be ‘strong, resilient
and listened to’

To be strong means to be:

EN

▪ secure in their foremost attachment relationships, where they are loved and cared for
by at least one person who is able to offer consistent, positive and unconditional regard
and who can be relied on;
▪ safe and valued as individuals in their families and in relationships beyond the family,
such as day care or school;
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▪ self-assured and form a positive sense of themselves – including all aspects of their
identity and heritage;
▪ included equally and belong in our setting and in community life;
▪ confident in their own abilities and proud of their achievements;
▪ progressing optimally in all aspects of their development and learning;
▪ part of a peer group in which they learn to negotiate, develop social skills and an
identity as global citizens, respecting the rights of others in a diverse world; and
▪ able to represent themselves and participate in aspects of service delivery that affects
them, as well as aspects of key decisions that affect their lives.
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To be resilient means to:
▪ be sure of their self-worth and dignity;
▪ be able to be assertive and state their needs effectively;
▪ be able to overcome difficulties and problems;
▪ be positive in their outlook on life;
▪ be able to cope with challenge and change;
▪ have a sense of justice towards themselves and others;
▪ develop a sense of responsibility towards themselves and others; and

O
PY

▪ be able to represent themselves and others in key decision-making processes.

To be listened to means:

▪ adults who are close to children recognise their need and right to express and
communicate their thoughts, feelings and ideas;

C

▪ adults who are close to children are able to tune in to their verbal, sign and body
language in order to understand and interpret what is being expressed and
communicated;
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▪ adults who are close to children are able to respond appropriately and, when required,
act upon their understanding of what children express and communicate; and
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▪ adults to respect children’s rights and facilitate children’s participation and
representation in imaginative and child-centred ways in all aspects of core services.
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1.2. Admissions Policy

Cybertots on the Green is registered for a maximum of 60 children in attendance at any
one time. It is our intention to ensure a warm and flexible entry process that adapts to the
individual children’s and families’ needs.
Our nursery is available to all without
discrimination, irrespective of gender, race, language, culture, disability or learning
difficulty or HIV/AIDS status.
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We shall admit children on a first come, first served basis with the provision that the
parents understand the Internet concept and agree with our policy dealing with this
technology. Once Cybertots has admitted the required amount of children, a waiting list
will be arranged. Siblings of older children attending the nursery will be given priority to
maintain attendance and realise the importance of sibling’s attendance at the same
childcare provider. Children will not be placed on the waiting list until a registration form is
completed, signed and dated by the parent/guardian and the registration fee is received.
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In some cases admission may be immediate regardless of the waiting list rules. For
example, an emergency placement may be required for whatever reason or a request from
a professional body for a child to attend our placement immediately will be dealt with as a
priority admission.
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We try to be as flexible as possible with the hours offered at Cybertots. We realise that
parents/carers work and that is very often the reason why children attend our nursery.
However, we would like to stress that children will not be admitted into the nursery before
8am and must be collected by 6pm. Parents can choose from various sessions available if
they do not wish to send their child full time, however a minimum of 4 sessions (2 full days)
must be attended. Cybertots reserves the right to change the allocated sessions as
dictated by the Nursery’s needs. If such change is necessary, the Nursery will give 1
month’s notice.
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Parents are encouraged to attend open days or to make an individual appointment to visit
the nursery before applying. It is expected that the child will be present when a parent
makes an initial visit so that he/she can be involved in the choice of a nursery he/she will
attend.
An agreed start date must be adhered to as charges will be made from this date.
Management must ensure a signed contract is exchanged between the nursery and parent
indicating each of the partner’s rights and responsibilities and parents sign the terms and
conditions on the registration form before the child is able to start. A copy of the Nursery
Policies and Procedures is available to all parents. If a child suffers from allergies or a
serious illness a child care plan/emergency plan must be completed and signed by parents
and the child’s G.P. before the child can start.
Parents will be given an opportunity to discuss the settling in process with the
management and their child’s key worker. Parents are encouraged to stay with their child
until they feel confident that their child is secure. The manager and key worker are on
hand for any advice needed in this process. However, as we are aware of all children and
parents coping differently, we keep settling in procedure flexible to individuals’ needs and
wishes.
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Children moving up to a new room (e.g. babies to toddlers) will be given sufficient visits in
order to settle into their new group. The parents will be involved in the decision to move
their child to a new room. A member of staff will be allocated to ensure the child settles
into the new group – where possible this will be a member of staff from the child’s existing
room. The child’s progress folder will be up-to-date enabling the members of staff in the
new room to understand the child’s stage of development.
If your child does not attend the Nursery for four weeks without notification, the
Nursery management reserves the right to withdraw the Nursery place and allocate
it to a child on the waiting list. Any Nursery Education Grant funding will be reallocated.
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A good family-nursery relationship, based on mutual respect and trust, is the cornerstone
of nurturing the child. The exclusion of the child from the Nursery is an exceptional and
rare event and is a last resort in an impaired family-nursery relationship.

This policy should be read in conjunction with the
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Nursery’s Contract and Terms and Conditions
Equal Opportunities Policy
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Key Person Policy

TS

Discrimination Act Policy
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1.3. Home Visit Policy and Procedures

Home visits can be invaluable in involving parents in their child’s education. At Cybertots
we believe that parents are child’s first and most important educators. When parents and
practitioners work together, the results have a positive impact on children’s learning and
development.
Each family at Cybertots will be offered the opportunity to have a home visit when
registering their child.
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The main purpose of the Home visit is to ease the transition from home to nursery and for
the key person and child to begin building a relationship. It is also an opportunity for
parents to develop links with the nursery and become involved in their child’s care and
education.

Home visits may also be made for a variety of other reasons:

C

▪ To model positive interactions and/or support parents with certain aspects of their
child’s behaviour at home and to help plan strategies to manage those behaviours.
▪ To inform parents of their child’s progress and ways of supporting the child’s learning at
home.

TS

▪ For sensitive and confidential reasons such as child protection issues.

EN

The following procedures are important for all visits:

BEFORE THE VISIT:
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▪ Information on the benefits of home visits and an outline of what parents can expect
during a visit should be given in writing and/or explained to the family.
▪ A convenient time and place should be agreed upon. The visit is voluntary and other
arrangements can be made for those who do not wish to be seen at home.
▪ Staff must be familiar with the Home Visit Policy and Procedures and issues related to
safeguarding and confidentiality.
▪ ALL home visits MUST be authorized by the Manager or Area Manager.
▪ TWO staff members must attend the visit: child’s new key person and a member of the
management team. UNDER NO CIRCUMSTANCES can a home visit be carried out
by a staff member on their own. These staff members must be DBS cleared and at
least one of them must have experience of and/or have had training in conducting
home visits.
▪ The purpose of the Home visit must be clear to the staff and roles clarified.
▪ Visiting practitioners to collect any relevant documentation, forms and resources
including:
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-

Enrolment pack and policies

-

Photo booklet of nursery activities/Transition or Settling In box

-

Information about the EYFS

-

A sample learning journey

-

Toys/games and books to engage the child

-

A digital camera

-

Phone number of the family in case of running late or getting lost

-

Identification
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▪ Ensure staff are well informed about the family i.e.: language spoken at home and/or
religion and be sensitive to these.
▪ Ensure the visit is logged in the Nursery Diary or Home Visit book. This entry should
include:
the date, time and place of visit

o

the phone number of the place of visit

o

who is carrying out the visit

o

estimated time of return

C

o

TS

▪ Ensure at least one of the practitioners carrying out the visit has a mobile phone with
them and is aware of the PASSWORD to text or phone if in any danger or
uncomfortable situation.
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▪ It is the responsibility of the manager to ensure ALL STAFF are aware of the password
and that staff carrying out the visit have the nursery phone number and emergency
services numbers.
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▪ Staff should be friendly, relaxed and be prepared to be adaptable and flexible.
DURING THE VISIT:

▪ Staff should introduce themselves, show identification if necessary, and explain the
purpose of the visit.
▪ Staff should be professional at all times and not gossip about the nursery or other staff
or families.
▪ If staff do not know the answer to a question, they will promise parents to have it
clarified when back in the nursery or, where appropriate, refer parents directly to
another agency.
▪ Discuss and complete ALL forms with the parents. This could be done while the key
person is playing with the child. Parents will be assisted in completing the forms, if
needed. It may be necessary to arrange for an interpreter and, therefore, forms may
need to be completed at a later date. However, all enrolment forms MUST be
completed before the child starts.
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▪ The key person should spend time with the child and try to get to know the child’s likes
or dislikes. If the child wishes to take the staff member to another part of the house,
the practitioner should check with the parents first.
▪ Take a photo of the child in their home. This photo will be displayed at the nursery
when the child starts to provide a home/nursery link and a starting point for
conversation. Parental permission will ALWAYS be obtained before taking any photos.
▪ Staff will NOT accept any alcohol or cigarettes offered by the parents.
▪ Staff will ensure that the visit is not too long and is kept to the purpose.
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▪ If staff feel concerned about the safety of a home they are visiting, i.e. dangerous
animals, evidence of drugs/alcohol, inappropriate behaviour, they will NOT enter the
home or terminate the visit immediately. Staff will phone the nursery with their
PASSWORD if they require help or, in immediate danger, call the Police.

AFTER THE VISIT:
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▪ Staff will report back to the nursery. To the staff: Do NOT go anywhere else unless you
have permission from you manager; if you are due to finish your shift after the home
visit, you should call the nursery to inform them that the visit has finished.
▪ Staff will NOT discuss individual home visits with other practitioners who are not
involved with those particular children. Staff will be professional and will not gossip.
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▪ Staff will disclose any concerns or safeguarding issues to the Manager.
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▪ Staff will complete a Home Visit Form and give it to the Manager. The form will be
placed in the child’s confidential file in a locked cabinet.
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1.4. Nursery Closures

Our company aims to provide the highest quality service to children, their families and the
community. As Cybertots continues to develop and create more childcare places we need
to recruit and retain staff to ensure they have the necessary qualities and skills to meet the
demands of their roles. As an integral part of our training programme we have three staff
training days, spread throughout the year, to give practitioners an opportunity to gain new
knowledge, improve their skills and share ideas with colleagues from the other branches.
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The nurseries are closed on all three training days. There is no reduction in fees for these
closures. Parents and carers will be notified well in advance about the closure dates, so
they can make alternative childcare arrangements. We also ensure that training
workshops fall on different days of the week throughout the year and try to arrange them
during half term holidays.

C

Training days ensure that the children are cared for by a team of highly motivated,
enthusiastic, caring practitioners with qualities and skills which are recognized, valued and
developed.
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If the nursery is forced to close for a short time due to unforeseen circumstances, e.g.
heavy snow, flood or illness epidemic, you will be informed and then kept up-to-date via
the nursery website. For short term closures (maximum of 3 days) there is no refund of
nursery fees. If it is necessary for the nursery to remain closed for more than 3 days the
Directors will consider refunding the fees.
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1.5. Mothers to Be

At Cybertots Nurseries we understand the excitement and also the worries that being
pregnant can bring. We are happy to offer Nursery show rounds to expectant mothers and
their families. Choosing the right nursery is a very important family decision and once a
place has been secured we are there every step of the way to offer help and support.
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Mothers-to-be are encouraged to visit the setting at any time throughout their pregnancy
and practitioners are always on hand to offer advice. We also believe this is a vital time for
you as a family to build a relationship with the nursery. Trust and security are important for
both baby and family.
The experience of pregnancy can be overwhelming but we are here to support, signpost
and assist you in any way we can. As a company, we have an ‘open mind’ attitude within
our settings and we encourage all parents to discuss any concerns they have with us
whether it be ‘how to make a formula bottle’ or ‘how do I interact with my baby’?

➢ Getting ready for your arrival
➢ Emma’s Diary

➢ Foods to avoid
➢ Maternity rights at work
➢ Top baby names

TS

➢ Breast feeding advice

C

We also provide a range of information guides, some of which include:

EN

➢ Allergies and pregnancy

Settling In Visits
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Once baby has arrived and is ready to start attending the Nursery, we will discuss the
settling in sessions. This will be a time when you visit the Nursery to get to know the staff
and the routine, spend time in the baby room learning about the environment your child will
be in. Parent/key person bonding is essential for you and your child to feel safe and secure
once they join the Nursery.
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2: Inclusion and Equal Opportunities Policy
2.1. Discrimination Act Policy

STATEMENT OF INTENT

AIMS
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All Cybertots Nurseries will admit children and families regardless of their religion, colour,
race, culture, HIV status or physical ability. We are committed to ensuring that everyone
has fair and equal access to our services and provide an environment in which all children
are supported to reach their full potential.

We understand that compliance with the Equality Act (2010), the Children and Families Act
(2014) and the Special Educational Needs and Disabilities (SEND) Code of Practice
(2014) is a statutory requirement.
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Children with special needs/disabilities, like all other children, will be admitted to the
Nursery after consultation between parents, manager and staff.

TS

We observe and keep records of all children’s needs, interests and development and
monitor their progress in partnership with parents.
We work in liaison with professionals outside the Group to meet children’s specific needs.
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Our staff will attend relevant training whenever possible.

METHODS

1. Our admissions policy ensures equality and opportunity for disabled children and their
parents
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2. We ensure our physical environment is suitable for parents and children with
disabilities by conducting regular risk assessments
3. We will ensure our staff attends training to be able to identify and cater for children with
disabilities and special needs. We provide individual learning plans for children with
disabilities based on continual observations. These are developed in conjunction with
parents and integrated into the main planning.
4. We provide a learning programme that promotes rich and positive experiences as well
as respectful attitudes towards differences between people
5. We ensure the privacy of children with disabilities when intimate care is being provided
6. We have the Complaints Policy and Procedures in place
7. We monitor and review our policies annually
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2.2. Racial and Religious Equality Policy

The term race refers to the concept of dividing people into populations or groups on the
basis of various sets of characteristics and beliefs about common ancestry. The most
widely used human racial categories are based on visible traits (especially skin colour,
cranial or facial features and hair texture), and self-identification.
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Cybertots recognises that the United Kingdom, and London in particular, is a multicultural
society of individuals with their own principles, standards, beliefs and capabilities, who
come from a wide variety of ethnic, religious and socio- economic backgrounds. Cybertots
supports the spirit of the Government’s drive to promote fundamental British values as it
emphasises the essential principle that a child’s understanding of the world should never
be restricted by a particular view or ideology. We believe that anything, which makes a
child’s world smaller, would be hugely detrimental to their long-term development. The
broader a child’s experiences, the more confident and effective they are likely to be at
contributing to our diverse society. The Government defined key British values as
individual liberty, mutual respect and tolerance of those with different faith and beliefs.

C

We aim to incorporate experiences that recognise each of us as unique and special,
helping our children to appreciate and welcome our differences and similarities.

TS

To empower our children and colleagues, allowing them to be comfortable with their own
identity and giving them real opportunities to move beyond their own personal
experiences, it is important that anti–bias awareness is not tokenistic, but woven into the
everyday life of each nursery.
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At Cybertots we aim to:

✓ Value diversity, promote equality and remove barriers to learning
✓ Ensure everyone in our nursery is treated with respect and dignity
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✓ Give each person in our nursery fair and equal opportunities to develop his/her full
potential with positive regard to gender, ethnicity, cultural and religious background,
sexual orientation or disability
✓ Promote race equality and oppose and challenge racism in all its forms.
✓ Prepare children in the nursery for life in a multicultural society

We aim to achieve this by:
✓ Ensuring equality of access to our nursery (see Admissions Policy)
✓ Where possible, the mix of cultural backgrounds of staff should reflect the community in
which the setting is placed.
✓ Invited and encouraging parents to contribute knowledge of their own language and
culture to enhance the overall program, and where possible parent information will be
translated into other languages
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✓ Encouraging staff to share their knowledge of different cultures with other staff and
children
✓ Having designated staff attend training on anti–bias, cross-cultural and equal
opportunities.
✓ Monitoring activities to ensure that negative discriminating images of particular
cultures, genders and minority groups are avoided.
✓ Having consultation with parents when planning and celebrating festivals. Festivals
relating to all communities represented in the group will be celebrated.
✓ When planning festivals, the background to the particular festival will be researched
fully by staff members to ensure full understanding of the event
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✓ Planning festivals and celebrations, which will be child-centred and concentrate on the
aspects that children can understand. This would incorporate clothing, food, music,
displays, special activities, religious symbols or scenes.
✓ Being aware of possible conflict of views within one religion as to how a festival should
be celebrated. Care will be taken about the provision of certain foods and burning of
incense

C

✓ Respecting that it is the right of the child to have a holiday from the nursery to celebrate
his/her particular festival with their families, or parents may ask that his/her child does
not join in a certain celebration, festival or outing.

TS

✓ Treating all those within the nursery setting (children, staff, parents and visitors) as
individuals with individual needs and strengths and provide appropriate skills to enable
each child and staff member to reach his / her full potential.
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✓ Encouraging everyone within our nursery to participate in all aspects of nursery life and
feel valued and ensuring parent involvement is high across all racial groups.
✓ Promoting mutual respect and valuing a variety of contributions and skills from our
children, parents and the wider community
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✓ Examining teaching resources such as books, toys and artefacts to ensure they
represent positively all sectors of the community
✓ Training all staff on race equality issues.
✓ Dealing immediately and effectively with any reports of anti-discriminatory practice/
racism throughout the setting. These incidents will be recorded.
✓ Regularly reviewing our policy to consider its impact

Roles and responsibilities of Staff
Staff are expected to:

✓ Adhere to this Policy at all times and be made aware of their duties under the Race
Relations Act (Amendment) 2000
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✓ Ensure that children from all racial and religious groups have full access to the
curriculum
✓ Ensure curriculum planning takes account of the ethnicity, religion background and
language needs of all children
✓ Ensure the planning is monitored and evaluated in its effectiveness in providing an
appropriate curriculum for all
✓ Ensure the child’s progress and development needs are monitored according to ethnic
group
✓ Ensure appropriate targets/ objectives are set for children with specific needs which
have been identified and addressed
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✓ Value the achievements and progress of all children

✓ Offer all children the support and guidance they need

✓ Challenge racism and stereotyping and promote racial equality.

✓ Ensure all parents are regularly informed of their child’s progress
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✓ Ensure children and parents are given the opportunity to feedback to the nursery on
the content and delivery of the curriculum
✓ Follow the nursery’s procedures for managing behaviour and ensuring it is applied
equally to all children regardless of ethnicity
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✓ Ensure parents feel welcome in the nursery and are encouraged to participate as fully
as possible
✓ Ensure resources available in the nursery reflect the multicultural nature of society and
challenge racism and prejudice
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✓ Ensure equality and fairness is at the heart of all the work in the nursery.

COMPLAINTS PROCEDURE
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If anyone in the Nursery feels this Policy is not being followed, the matter should be raised
with the Manager. If there is a formal complaint, then the complaints procedure should be
followed.
All incidents will be recorded.
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2.3. Anti-Bullying Policy

Bullying is a deliberate, persistent attempt to hurt or humiliate someone. The aggressor
acts in the knowledge that what she/he is saying or doing will hurt or frighten someone
else, resulting in an imbalance of power, making it hard for the victim to defend himself or
herself
IDENTIFYING TYPES OF BULLYING:

-

Hitting, punching, kicking

-

Pushing, jostling, prodding, spitting

-

Interference with personal property

Psychological:
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Physical:

Name calling e.g. ‘smelly’

-

Reference to body image

-

Threatening e.g. I’m going to get you’

-

Teasing

-

Excluding

-

Using body language e.g. threatening looks

TS

EN
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Racial
-

Racial taunts

-

Negative stereotyping

-

Gestures

-

Inappropriate physical contact

-

Use of sexist language

-

Negative stereotyping

Sexual
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C

-

SEN/Disability
-

Name calling based on disability or special needs

SIGNS OF BULLYING:
Unwillingness to come to Nursery
Visible signs of anxiety and distress in certain situations
Lack of enthusiasm / concentration during activities
Reluctance to speak or take part in activities
Becoming withdrawn
Getting upset for no obvious reason
Feeling unwell
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➢
➢
➢
➢
➢
➢
➢

These signs may indicate other problems, but bullying should also be considered.

C

AIMS

We strongly believe that our Nursery should be a happy place for children and adults. We
intend to make sure that all members of the nursery understand that:
No form of bullying is acceptable

-

Everyone should report incidents of bullying, including witnesses

-

We will support victims of bullying

-

We will confront bullies with the consequences of their actions, and help them to
modify their behaviour

-

We respond to incidents calmly and without aggression

-

We seek staff, parental and peer group support to counter bullying at all times
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-

-

We will always listen

PREVENTING BULLYING

Staff will aim to create an environment in which children feel safe by:
➢
➢
➢
➢
➢
➢
➢
➢
➢

planning activities appropriate for children and their interests
providing sufficient materials and equipment
considering the age and ability of children
providing strategies for sharing, e.g. timers
using language of sharing and caring i.e. ‘kind hands’
monitoring and evaluating situations
promoting positive behaviour
encourage respect for each other
encourage respect for resources and toys
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➢ being aware of the different types of bullying
➢ being aware of the different signs of bullying
➢ using SEAD resources and activities during circle times and discussions
➢ running regular PALS sessions

O
PY

All staff are made aware of the procedures to follow. All staff and visitors are encouraged
to speak out against bullying, including reporting incidents they may have overheard or
witnessed

SUPPORTING VICTIMS
In offering support we:

C

-

Always listen
Give support through helping them develop age-appropriate coping strategies, e.g.
saying ‘Stop it. I don’t like it’ and holding up their hand.
Encourage them to speak out and tell an adult what has happened
Encourage co-operative activities with other children
Aim to develop high self-esteem
Inform parents/carers and involve other staff

TS

-

MANAGING AND INVESTIGATING INCIDENTS:

EN

All reports of bullying are taken seriously, and action is taken as quickly as possible to
establish what has happened, by listening, talking with those involved, including witnesses.
- Any incidents must be logged on incident forms
- Management must be informed immediately

PA
R

- The incidents should be monitored to see if there is a pattern
- A meeting will take place between parents of the child who is bullying, management and
the key person to establish any reasons for the behaviour.
- Strategies and action plans will be put in place and later reviewed.
- All meetings will be documented
- A meeting will also take place between the parents of the child who is being bullied,
management and the key person.
- Advice will be sought from other professionals where necessary.

In the event of a member of staff being bullied by a colleague or a parent the
following steps should be taken:
➢ Report any incidents of bullying to management.
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➢ Both parties will be given the opportunity to disclose events / information to
management with a witness present
➢ Appropriate action will be taken ie: disciplinary procedures followed / suspension
pending investigation
➢ If a member of staff discloses to another staff member that the Manager is bullying, it
should be documented and reported to Safiya Hayat (Area Manager) and/or Nina
Ozols/Rena Mailer (Director of Cybertots)
➢ All matters will be dealt with confidentially
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EN

TS

C
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Cybertots reserves the right to withdraw the offer of a place, where parents are
considered to have been using abusive or intimidating language or behaviour
towards our staff.
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2.4. Equal Opportunities - Children
We take into account the fact that children from a very young age learn about
different races, cultures, religions and languages and will be capable of
assigning different values. We admit all children regardless of their religion,
colour, culture, physical ability and HIV/AIDS status.

PROCEDURES

O
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✓ Our procedure will be displayed in a prominent place.

✓ Our Policies and Procedures adhere to the Race Relations Act 1976 and the Disability
Discrimination Act (DDA) 1995 and Special Educational Needs and Disability Code of
Practice 2014 (SEND).

C

✓ The Manager will be responsible for ensuring that the service implements the Equal
Opportunities Policy with particular reference to children and families and that equal
opportunities are an integral part of all aspects of the service.
✓ The Manager will meet regularly with staff to co-ordinate the implementation of equal
opportunities for children and their families.

TS

✓ We emphasise that each individual worker will have responsibility to provide equal
opportunities for children and families; for example, ensuring that children have access
to and encouraged to participate in all activities irrespective of their gender.

EN

✓ Any inappropriate attitudes, assumptions, stereotypes and practice will be challenged
and we will take action against any discriminatory behaviour of staff or parents.
✓ As much as possible, we shall ensure that our practitioners come from a wide range of
cultural backgrounds. We also aim to employ both male and female workers, as well
as people with different physical abilities.
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✓ We will ask parents to give us information about each child’s race, religion, home
language, physical abilities and any dietary requirements prior to joining the Nursery.
Based on the information provided, we will adapt the environment to ensure that our
menus, equipment, activities, outings and festivals meet the needs and positively
reflect each child’s identity.
✓ We will provide children with age-appropriate opportunities to explore human diversity.
This will be done through books, music, cooking and craft activities, clothing, singing,
play equipment, posters and other means.
✓ We shall ensure that each child’s home language is kept alive by using CDs, books
(mother tongue and dual language) and labels in the Nursery.
✓ Basic information, written and spoken, will be clearly communicated. Children and
parents who have English as an additional language will be valued and their
languages recognised in the Nursery.
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✓ We shall ensure that children and families with disabilities are fully included in the
Nursery programme and that all reasonable adjustments are made.
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C

O
PY

✓ Children will be encouraged to help and listen to each other, respect and value each
other’s differences and similarities.
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2.5. Equal Opportunities for Staff

Our Company is committed to ensuring equality of opportunity in employment and its
service provision. It is our policy that in all dealings with staff and our client’s equality and
fairness of treatment are maintained.

EMPLOYMENT AND RECRUITMENT OF STAFF

O
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This Policy aims to ensure that no employee or job applicant is subject to discriminatory
treatment on the grounds of gender, marital status, disability, age, race, colour, nationality,
origin, religion, sexual orientation or any other ground which does not relate to the duties
and responsibilities of the job.

C

The Nursery will actively promote equal opportunities through the application of
recruitment/employment policies, which will ensure that staff are selected, recruited,
promoted and otherwise treated on objective criteria having regard to relevant experience,
qualifications, skills and abilities. It will ensure that no member of staff will be placed at a
disadvantage by the imposition of requirements which are not necessary for the
performance of duties, or which constitute indirect discrimination.

TS

GENERAL CONSIDERATIONS

EN

In addition to a general policy to ensure equality and fairness in employment and service
delivery, the nursery endorses its particular legal responsibilities to avoid discrimination on
the grounds of race, sex or disability. It expects all staff to abide by the anti-discriminatory
legislation and adhere to the Nursery’s Equal Opportunities Policy in all respects at all
times.
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Note: If anyone suspects discrimination against themselves or anyone else, they are
entitled to lodge an official complaint.

This policy should be read in conjunction with the
Discrimination Act Policy
Racial and Religious Equality Policy
Special Educational Needs and Disability Policy
Recruitment Policy and Procedures
Complaints Policy and Procedures
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2.6. Special Educational Needs and Disability Policy

All Cybertots nurseries adhere to the Special Educational Needs and Disability Code of
Practice 2014, the Equality Act 2010 and the Disability Discrimination Act 1995.
Below are the arrangements we have in place to support children with special educational
needs (SEN) or disabilities. We recognise the benefits of early identification – identifying
needs at the earliest point, and then making effective provision, improves long-term
outcomes for children.
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➢ Children with special needs, like all other children will be admitted to the nursery after
consultation between parents, manager and the staff. All children are entitled to an
education that enables them to achieve and become confident.
➢ All Cybertots nurseries will take steps to ensure that children with medical conditions
get the support required to meet those needs.

C

➢ Each Cybertots nursery has a named special educational needs coordinator
(SENCO), who adheres to the SEND Code of Practice 2014.

TS

➢ All those who work with young children should be alert to emerging difficulties and
respond early. If a member of staff has a concern about a child’s development in any
area they will consult the SENCO, who will arrange a meeting with parents/carers as
their first point of contact. No action is taken prior to consent from parents.

EN

➢ We recognise that parents know their children best and it is important that all
practitioners listen and understand when parents express concerns about their child’s
development. They should also listen to and address any concerns raised by children
themselves.
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➢ We work in liaison with professionals outside the Group, including area/council
SENCO’s, therapists, health visitors, psychologists, social workers, paediatricians and
portage workers to meet children’s specific needs.
➢ We will ensure children with special needs are fully integrated into the daily programme
offered to the children and the routine activities.
➢ We encourage parents/carers to work closely with staff to support their children’s
individual needs. In order to ensure effective provision and, if necessary, make
appropriate adaptions, we collect information from parents/carers to find out their
child’s:
• Visual/hearing needs
• Physical needs
• Emotional needs
• Learning needs
• Self-help skills
• Communication needs
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➢ If it is felt that a child’s needs cannot be met in the nursery without the support of a oneto-one worker, funding will be sought to employ one. We avoid segregating children.
➢ We make reasonable adaptations and arrangements so that children with special needs
and disabilities can join in all play areas of the nursery, both indoors and outdoors. We
plan open-ended learning activities and experiences to ensure all children can
participate and enjoy them; however, we may sometimes need to differentiate some
activities and provide alternative learning experiences for individual children if such
option is more beneficial for them.
➢ We make every effort to organise appropriate space for the children’s supported and
independent movement. We ensure that children with special needs have easy access
to toilet and eating facilities
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➢ We gather information on relevant contacts and services to share with parents

➢ Whenever possible, our staff will attend training on supporting children with SEN and/or
disabilities arranged by the London boroughs of Ealing and Hounslow, local SENCO
teams and other professional bodies and private companies.

C

AREAS OF SEN

The SEND Code of Practice 2014 states that all types of special educational needs fall into
4 broad areas. These are:

2. Cognition and Learning

TS

1. Communication and Interaction

EN

3. Social, Emotional and Mental Health
4. Sensory and/or Physical Needs
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ASSESSMENT AND EARLY IDENTIFICATION

All Cybertots nurseries have arrangements in place that include a clear approach to
assessing SEN. This is part of the Group’s overall approach to monitoring the progress
and development of all children. Our systems of observation and record keeping, which
include close collaboration with the parents/carers, enable us to monitor children’s needs
and progress on an individual basis.
In assessing progress of children in all Cybertots nurseries, practitioners use the nonstatutory Early Years Outcomes guidance as a tool to assess the extent to which a young
child is developing at expected levels for their age. The guidance sets out what most
children do at each stage of their learning and development (please, see … for more
information).
The EYFS framework includes two specific points for providing written assessments for
parents and other professionals – when the child is aged two (2-Year Progress Check)
and at the end of the reception year (the EYFS profile). In addition to these, all Cybertots
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nurseries have arrangements for completing termly summaries of development for each
child.
All progress checks must identify the child’s strengths and any areas where the child’s
progress is slower than expected. If there are significant emerging concerns (or identified
SEN or disability) practitioners will develop a targeted plan to support the child, involving
other professionals, if necessary.
In addition to the formal checks, Cybertots practitioners will monitor and review the
progress and development of each child on a daily basis. Practitioners will consider all the
information about the child’s learning and development from within and beyond the setting,
from discussions with parents, from formal checks, from daily observations and from any
other detailed assessment of the child’s needs.
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If it is thought that housing, family or other domestic circumstances may be contributing to
the presenting behaviour, a multi-agency approach, supported by the use of approaches
such as the Early Help Assessment, will be adopted.

SEN SUPPORT AND GRADUATED APPROACH

TS

C

Where the Nursery identifies a child as having SEN, we will work in partnership with
parents to establish the support. In line with the SEND Code of Practice, all Cybertots
settings have adopted a graduated approach with four stages of action: assess, plan, do
and review.
ASSESS
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In identifying a child as needing SEN support, the Nursery practitioner, working with the
setting SENCO and the child’s parents, will have carried out an analysis of the child’s
needs. The initial assessment will be reviewed regularly to ensure that support is matched
to need. Where there is little or no improvement in the child’s progress, more specialist
assessment may be called for from health, social services or other agencies beyond the
Nursery. Where professionals are not already working with the setting, the SENCO will
contact them, with the parents’ agreement.
PLAN

Where it is decided to provide SEN support, and having formally notified the parents, the
practitioner and the SENCO will agree, in consultation with the parent, the outcomes they
are seeking, the interventions and support to be put in place, the expected impact on
progress, development or behaviour, and a clear date for review. Plans should take into
account the views of the child. Any related staff development needs should be identified
and addressed.
Parents will be involved in planning support and, where appropriate, in reinforcing the
provision or contributing to progress at home.
DO
The practitioner, usually the child’s key person, remains responsible for working with the
child on a daily basis. With support from the SENCO, they will oversee the implementation
of the interventions or programmes agreed as part of SEN support. The SENCO will
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support the practitioner in assessing the child’s response to the action taken, in problem
solving and advising on the effective implementation of support.
REVIEW
The effectiveness of the support and its impact on the child’s progress will be reviewed in
line with the agreed date. The impact and quality of the support will be evaluated by the
practitioner and the SENCO working with the child’s parents and taking into account the
child’s views. They will agree any changes to the outcomes and support for the child in
light of the child’s progress and development. Parents will be given clear information about
the impact of the support provided and be involved in planning next steps.

TRANSITION
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Where, despite the Nursery having taken relevant and purposeful action to identify, assess
and meet the special educational needs of the child, the child has not made expected
progress, the Nursery will consider requesting an Education, Health and Care needs
assessment.

TS

C

SEN support provided by Cybertots nurseries also includes planning and preparing for
transition, before a child moves into another setting or school. To support the transition,
information will be shared by the current setting with the receiving setting or school. The
Nursery will agree with parents the information to be shared as part of this planning
process.

THE ROLE OF SENCO

EN

Each Cybertots nursery has a named special educational needs coordinator (SENCO),
who adheres to the SEND Code of Practice 2014.
The role of the SENCO involves:

ensuring all practitioners in the Nursery understand their responsibilities to children with
SEN and the Nursery’s approach to identifying and meeting SEN
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•
•

advising and supporting colleagues

•

ensuring parents are closely involved throughout and that their insights inform action
taken by the setting, and

•

liaising with professionals or agencies beyond the Nursery and Cybertots Group.

Cybertots SENCO: Maja Skrzypczak
Deputy SENCO: Danielle Paradise

LOCAL OFFER
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Following the introduction of the Children and Families Act 2014 and the introduction of the
SEND Code of Practice 2014, local authorities are required to publish and keep under
review information from services that they expect to be available for children and young
people with SEND aged 0-25. The intention of this Local Offer is to improve choice and
transparency for families. This information will be web based. From the Local Offer parents
and carers can find out what services they can reasonably expect from their local area. It
is also an important resource for the practitioners in understanding the range of services
and provision within the local area.
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The Local Offer should to be reviewed annually.
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2.7. Supporting Positive Behaviour Policy

The aim of this Nursery is to provide a safe, caring, relaxed and educational environment
for children. All staff will be expected to comply with the behaviour standards established
by the Nursery.
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In dealing with unwanted behaviour, children will NEVER be punished by smacking,
slapping or shaking. Members of staff will not do anything that will humiliate, frighten the
children or deprive them of their rights. There are NO circumstances in which such
punishment is justified. Physical restraint, such as holding, will only be used to prevent
physical injury to any of the children and/or serious damage to property/resources.
Following such instances, detailed account of what happened, what action was taken and
by whom will be brought to the attention of the Manager and recorded on an incident form.
The child’s parents will be informed on the same day.
- The Nursery routine should NEVER become more important than the needs of the
children
- Children will never be deprived of their food at mealtimes

C

- Comfort objects will not be confiscated (when comfort object causes distress to other
children, e.g. if they are constantly trying to grab it, possible solutions will be discussed
with parents)

TS

In dealing with unwelcome behaviour, we differentiate between developmentally
appropriate behaviour (see the table) and repetitive challenging behaviour.

EN

DEALING WITH DEVELOPMENTALLY APPROPRIATE BEHAVIOUR
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Nursery practitioners are expected to be familiar with the stages of child growth and
development so that they may hold reasonable behavioural expectations.
Some
behaviour may be displeasing for adults, but should be considered acceptable and age
appropriate, e.g. toddlers find it difficult to ‘share’ or take into account others’ feelings.
The Nursery has a set of basic ‘Nursery Rules’ in each room/area, which are discussed
with the children regularly. The Nursery rules are talked about during group times and
mentioned during everyday activities. Children flourish best in an orderly environment
where they know what to expect and what is expected. Therefore, clear boundaries are set
and adhered to in order to allow the children to develop a sense of belonging and security.
We concentrate on supporting positive behaviour rather than managing unwanted
behaviour. Methods of supporting positive behaviour include
➢ Specific praise and encouragement (e.g. “Thank you for…” or “That was kind, when
you…”) when a child has achieved something. This helps children to make the
transition from requiring an adult’s affirmation to their own self-affirmation and sense of
self-achievement “I did it!”
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➢ Discouraging staff from using blanket non-specific praise (e.g. “Well done!” or “Good
boy!”). This avoids children seeking an adult’s affirmation and praise and discourages
the thought that something is only worthy if an adult has told them it is ‘good’.
➢ Suggesting alternative acceptable behaviour when unwanted behaviour occurs
➢ Positive discussions during circle times
➢ Early intervention to prevent conflicts that children are yet unable to handle (e.g.
sharing for very young ones)
➢ Distraction to avert unwelcome behaviour

O
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➢ ‘Planned ignoring’ of unwanted behaviour (as long as it does not harm or
inconvenience other children)
➢ Specific rewards (only in some circumstances, e.g. stickers for potty training)
➢ Setting a good example (e.g. being kind and polite)

➢ Avoiding the use of ‘No’ and wording behaviour comment in a positive way, e.g. saying
“walking feet, please” instead of “don’t run”

C

➢ Organising environment in a way that minimises any behaviour issues, for example,
ensuring that an adequate number of toys/equipment is available to avoid conflicts

TS

All staff ensure that methods are applied consistently, so that children are not given
mixed messages and have the security of knowing what to expect. Behaviour guidance
should be framed in positive language to enhance children’s self-esteem, encouraging
them to believe that acceptance does not depend on their behaviour.

EN

Practitioners should view each child in their care as a unique and special individual and
recognise that children’s behaviour is an expression of feelings or an attempt to meet
immediate or underlying needs.

Guiding children in finding solutions
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Practitioners will take the following actions if they notice a conflict:
1. Staff approach calmly and stay at children’s level (use a calm voice and a gentle
touch)
2. Staff acknowledge each child’s feelings, for example, by saying “I can see you are
upset…” or “You seem really angry…” (remain neutral and do not take sides even if
somebody is not fair)
3. If the conflict is about an object, staff will take the object in dispute and hold it in
view, saying “I will look after this for a minute while we work this out together”
4. Staff gather information, asking children what happened to cause the conflict
5. Staff restate the information, by saying “So the problem is …”
6. Staff ask the children for a solution – “What can we do to solve the problem” – or,
when dealing with younger children, offer a solution – “Would you like to hear my
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idea?” Staff make sure the children are happy with the solution – “Is that a fair
solution for everyone?” – and offer the use of sand timer, if appropriate.
7. Staff support the children through the planned solution. Staff check that the conflict
has been resolved, especially with children who were very upset.

Time In and Time Out
Following extensive research, the early years experts now differentiate between the ‘time
in’ and ‘time out’ strategies when dealing with undesired behaviour. Attached is the visual
diagram for parents detailing the difference between ‘time in’ and ‘time out’.

C
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Utilising ‘time out’ does not provide
children with a logical consequence for
their actions, so it should therefore
only be used when dealing with
persistently challenging behaviour
(see below) and agreed by the whole
team and/or when ‘prescribed’ by an
educational psychologist.
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‘Time Out’ – removing a child from the environment where misbehaviour has occurred to a
‘neutral’, stimulating space – should only be used on rare occasions mentioned further. It
should not be punitive and must never be imposed in anger. The conventional ‘time out’
strategy does not promote self-discipline in children, as it takes the responsibility of the
inappropriate behaviour away from the child. For some children, especially young toddlers,
it is so upsetting that they do not remember why they are there and it makes things worse.
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In all other instances, should it be
necessary to remove the child from the
activity due to repeated undesired
behaviour he/she will be given Time In
– when a child that is having a difficult
moment is kindly invited to sit
somewhere, near by a care giver to
talk about their feelings and eventually
cool down. During the ‘time in’, staff
are encouraged to acknowledge and
empathise with the child’s feelings. It
does not mean that the child must be
allowed to continue with a behaviour
that is inappropriate; the ‘time in’ gives
an opportunity to connect with the
child and then address whatever
change needs to be made. When ‘time
in’ is used:

➢ children are likely to feel that
their needs are being considered;
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➢ children are given time to properly process a range of feelings;
➢ there can be a connection between a practitioner/key person and a child before a
correction is presented;
➢ children do not feel isolated, shamed or scared;
➢ practitioners do not feel out of control or create power struggle to keep a child in the
‘time out’ zone;
➢ it gives practitioners and children an opportunity to talk about the real issue at hand
and not just the undesired behaviour that occurred as a result.
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‘Time in’ should be spent, as much as possible, in a quiet and comforting place to give the
child an opportunity to calm down.

DEALING WITH PERSISTENTLY CHALLENGING BEHAVIOUR

C

Sometimes unwelcome behaviour becomes persistent and/or crosses the boundaries of
what is developmentally acceptable. In such instances, staff will apply techniques for
analysing these behaviours, investigating underlying reasons and then creating effective
responses. The techniques will be agreed by the whole team and applied consistently by
everyone who encounters the targeted behaviours.

TS

One such strategy is the ABC of Behaviour. The ABC model suggests that behaviour can
be understood in terms of:

EN

Antecedents:
• What happened immediately before the misbehaviour, the events that led up to it?
What was the provocation, who did or said, or did not say, what?

•

What was the setting for the behaviour? Is it always at the same activity, with the
same child or children?
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•

•

Does it always happen at certain times of the day or on the same day of the week?

Behaviour:
•

What precisely did the child do?

Consequences:
• What happened as a result of the behaviour?
•

How was the problem dealt with?

•

What did the others do?

•

How did they react?
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The key person in collaboration with the parents will then draw up a Support Action Plan to
promote the positive behaviour and minimise instances of challenging behaviour.
Managing antecedents, or triggers, for example, is a proactive way to avoid unwelcome
behaviour occurring in the first place. Triggers can be avoided or minimised, sometimes a
distraction or redirection away from the trigger may be all that is necessary.
The action plan will be reviewed with parents after three-four weeks and regularly after
that. If the behaviour of the child does not improve, Management, with the permission of
the parents, will contact outside agencies for support and advice.
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Practitioners will be aware that some kinds of behaviour may arise from a child’s
underlying additional needs. Therefore, assessment of behaviour and overall development
in 4 broad areas of SEN (Communication and Interaction, Cognition and Learning, Social,
Emotional and Mental Health Difficulties, Sensory and/or Physical Needs) will be
considered.
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If a child respectively displays inappropriate behaviour, which is considered to be of a
serious nature, an incident report will be made for the nursery records. Should the
inappropriate behaviour persist the Director will determine suitable course of action, which
may include:
discussion with the parents and/or professional support, e.g. area SENCO

•

requesting the removal of the child from the Nursery

TS

•

EN

Non-admission may be the only option available if the child’s behaviour is such that he/she
is harming others and the programme is no longer able to meet the child’s needs. An
incident report will be made and discussed with the senior management.

BITING
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Evidence suggests that up to a quarter of all children will bite others at some stage.
Although biting is a developmentally acceptable behaviour for young children, Cybertots
Group understands that this is a difficult situation for parents whether it is their child that
has been bitten or the one who is biting others.
Why do some children bite?
•

Teething – swelling gums can be painful and cause discomfort; this can be relieved by
biting or chewing on something

•

Exploration – babies and young children explore the world around them using their
senses, young children do not always know the difference between gnawing on a toy
and biting someone

•

Attention – when children are in situations where they feel they are not receiving
enough attention biting is a quick way of becoming the centre of attention

•

Frustration – children can be frustrated by a number of things, such as; wanting to be
independent and do things for themselves and not having the vocabulary to express
themselves clearly. This can lead to biting as a way of dealing with this frustration
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Biting Incident Procedure
1. Practitioners will intervene immediately. Practitioners will comfort the child who has
been bitten and remove the child who is the biter from the situation for a brief period
of time. Practitioners will explain to him/her in a calm but firm voice that biting is
unacceptable at a level the child will understand.
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2. Practitioners will administer first aid treatment (washing the bite and applying an ice
pack) and continue to monitor the bitten area for signs of infection. If the bite has
broken the child’s skin, under the Health Protection Agency guidelines, parents will
be advised to seek medical attention.
3. Practitioners will fill out an incident form and ask parents to sign it at the pick-up
time.
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4. Practitioners will never share the names of other children involved in the incident to
protect the privacy of families.
Staff will react in the following way to incidents of repetitive biting:

TS

➢ Practitioners will work in collaboration with parents to discover why the child might
be biting
➢ Practitioners will use a Monitoring Behaviour Form (ABC chart) to look at what
happened just before the incident

EN

➢ If the form identifies a possible trigger for the biting incident practitioners will then
make changes to reduce or remove the cause (e.g. buying duplicates of children’s
favourite toys to stop disputes)
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➢ Practitioners will encourage the child to take part in activities, which help release
frustration, such as play dough or other physical activities.
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3. Safeguarding and Welfare Policies and Procedures
3.1. Child Protection Policy and Procedures

The term safeguarding is defined as “protecting children from maltreatment,
preventing impairment of children’s health or development, ensuring that children are
growing up in circumstances consistent with the provision of safe and effective care and
taking action to enable all children to have the best life chances.”
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SAFEGUARDING CHILDREN IS EVERYONE’S RESPONSIBLITY

At Cybertots we recognise our legal responsibility to safeguard children and promote their
welfare. We will therefore act within the framework set by the Children Act 1989 and the
Children Act 2004. We will also follow the Working Together to Safeguard Children
2015 guidance.
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We are aware that many children and young people are victims of different kinds of abuse
and that they can be subjected to social factors that have an adverse impact upon their
lives, including domestic violence, substance misuse, bullying, ritualistic abuse, child
prostitution and trafficking.

TS

We aim to create a safe environment within which children and young people can thrive
and adults can work with the security of clear guidance.

EN

These procedures are for all paid staff, volunteers and visitors. We also make them
available to the parents and carers of the children and young people who use our service.
Through these procedures we endeavour to ensure that:
Children and young people are listened to, valued and respected

-

Staff are aware of the need to be alert to the signs of abuse and know what to do
if they have concerns
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-

-

All paid and unpaid staff are subject to rigorous recruitment procedures

-

All paid and unpaid staff are given appropriate support and training

-

All child protection concerns MUST be acted upon immediately. Any concerns
related to a child being at risk or suffering abuse will be reported to our
Nominated Safeguarding Person (NSP)

Furthermore, we will endeavour to keep up to date with all national developments
related to the care and protection of children and young people.
Each setting keeps a “Concerns Log” for individual children, carefully recording all levels of
concern, with the Nominated Safeguarding Person making decisions on an individual basis
as to appropriate action.
If there is a concern that the Nominated Safeguarding Person has not dealt with a
particular concern properly or that concerns are not being addressed or responded to, the
next point of contact for the issue to be raised is the Area Manager or Director.
35 | P a g e

If there is still a concern that a particular concern has not been dealt with properly or that
concerns are not being addressed or responded to, the next point of contact for the issue
to be raised, following the Area Manager or Director is the local children safeguarding
board.

Cybertots settings located in Ealing adopt the Ealing Safeguarding
Children Guidance 2014 (the Yellow Book) as their safeguarding
procedures.

O
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Cybertots at GWQ adheres to Hounslow’s Child Protection Procedures
and the code of conduct that is outlined within.
Nominated Safeguarding Person: Izabela Uminska / Sonia Natvar (Manager)

C

Deputy Nominated Safeguarding Person:
Maya Skrzypczak

TS

All children whatever their age, gender, racial origin, language, religion, disability, class or
culture have the right to protection from abuse. We intend to create an environment in
which children are safe from abuse and in which any suspicion of abuse is promptly and
appropriately responded to.
In order to achieve this we will:

EN

EXCLUDE KNOWN ABUSERS

It will be made clear to applicants for posts within the nursery that the position is exempt
from the provision of the Rehabilitation of Offenders Act 1974.
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All applicants who work within the nursery will be interviewed before an appointment is
made and will be asked to provide at least two references. All such references will be
followed up. In the case of applicants with unexplained gaps in their employment history
or who have moved rapidly from one job to another, explanations will be sought.
Volunteers will be subject to the same rigorous vetting procedures.
All appointments will be subject to a probationary period and will not be confirmed unless
the nursery is confident that the applicant can be entrusted the care of children.
For further information, please, see our Recruitment Policy and Procedures.

WE SHALL PREVENT ABUSE BY MEANS OF GOOD PRACTICE
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• Staff will not be left alone for long periods with individual children or with small groups.
Staff who need to take a child aside, for example, for a talk after unwanted behaviour
occurred, will keep themselves and the child/ren visible to all other staff members (see
out Supporting Positive Behaviour Policy for further details).
• Staff who have not received a police check will not take children unaccompanied to the
toilet and will not be left unsupervised with children. A full risk assessment on staff
awaiting DBS checks will be made.
• Children will be encouraged to develop a sense of autonomy and independence
through staff support in making choices and in finding names for their own feelings and
acceptable ways to express them. This will enable children to have the self-confidence
and the vocabulary to resist and/or report inappropriate approaches.

O
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• The layout of the playroom permits constant supervision of all children and staff.

• We shall respond appropriately to suspicions of abuse. All allegations and suspicions of
abuse will be taken seriously and never ignored. Staff are made aware of indicators/
signs of abuse and that abuse of children can take many forms – physical, emotional,
sexual and neglect.
• Changes in children’s behaviour/appearance will be recorded and investigated.

TS

C

• Parents will normally be the first point of contact. We seek to discuss any concerns with
the family and where possible seek their agreement to making referrals to children’s
services. However, if the situation is of a sensitive nature or the management feel a
child may be put in danger, social services will be the first point of contact for advice.

EN

• All such suspicions and investigations will be kept confidential, shared only with those
who need to know. The people most commonly involved will be the key person, the
Nursery Manager, Nominated Safeguarding Person and the Director.
• All new staff and volunteers will be trained in Child Safeguarding and the training will be
refreshed every three years.
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• All staff understand their responsibilities under the General Data Protection Regulations
and the circumstances under which they may share information about you and your
child with other agencies.

There are four categories of abuse: physical abuse, emotional abuse, sexual abuse and
neglect.

Physical Abuse

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating, or otherwise causing physical harm to a child (including Female
Genital Mutilation/female circumcision). Physical harm may also be caused when a
parent or carer fabricates the symptoms of or deliberately induces illness in a child
Physical Signs:
o injuries which the child cannot explain, or explains unconvincingly
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o untreated injuries or injuries that have been treated inadequately
o injuries on parts of the body where accidental injury is unlikely, such as the cheeks,
chest or thighs
o bruising in babies and in children who are not independently mobile
o bruising to the face, back, abdomen, arms, buttocks, ears and hands
o bruising which reflects an imprint – of an implement or cord, hand or finger marks
o multiple bruises – in clusters of uniform shape
o human bite marks
o fractures in children under 18 months
o fractures that are inconsistent with the child’s developmental stage

O
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o scalds, especially those with upward splash marks where hot water has been
deliberately thrown over the child, or tide marks – rings on the child’s arms, legs or
body where the child has been made to sit or stand in very hot water
o multiple burns, burns with a clearly defined edge and burns affecting unusual areas
of the body such as the back, shoulders or buttocks.

C

Behavioural signs:
o reluctance to have their parents/carers contacted

o aggressive behaviour or severe temper outbursts
o running away or showing fear of going home

TS

o flinching when approached or touched

o reluctance to get undressed for sporting or other activities where changing into
other clothes is normal
o covering arms and legs even when hot

EN

o depression or moods which are out of character with the child’s general behaviour
o unnatural compliance with parents or carers

Emotional Abuse
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Emotional abuse is the persistent emotional maltreatment of a child/young people which
can have severe and persistent effects on the child’s emotional development.
It can include:
▪ Conveying to children that they are worthless or unloved, inadequate, or valued only
insofar as they meet the needs of another person.
▪ Not giving the child opportunities to express their views, deliberately silencing them or
‘making fun’ of what they say or how they communicate.
▪ Inappropriate expectations being imposed on children. These may include interactions
that are beyond the child’s developmental capability.
▪ Overprotection and limitation of exploration and learning, or preventing the child
participating in normal social interaction.
▪ Seeing or hearing the ill treatment of another, such as witnessing domestic violence.
▪ Serious bullying (including cyber bullying), causing children frequently to feel
frightened or in danger, the exploitation or corruption of children.
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Some level of emotional abuse is involved in all types of maltreatment of a child; however,
it may occur alone.
Physical signs:
o a failure to grow or thrive
o sudden speech disorders
o delayed development – physical or emotional
o stress related illnesses (e.g. eating disorders)
o over-reaction to mistakes
o continually putting themselves down

O
PY

o fear of new situations
Behavioural signs:

o the child seeing themselves as unworthy of love and affection

o excess lack of confidence (not just shyness) or low self esteem
o compulsive nervous behaviour
o self-harming

C

o unexplained wetting or soiling

o excessive need for approval, attention or affection

TS

Neglect

EN

Neglect is the persistent failure to meet a child’s basic physical and/or emotional needs,
which is likely to result in the serious impairment of the child’s health or development.
Neglect may occur during pregnancy as a result of maternal substance abuse.
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Once a child is born, neglect may involve a parent or carer failing to:
▪ Provide adequate food, clothing and shelter (including exclusion from home or
abandonment)
▪ Protect a child from physical and emotional harm or danger
▪ Ensure adequate supervision (including the use of inadequate caregivers)
▪ Ensure access to appropriate medical care or treatment
It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs
Physical signs:

o abnormal growth including failure to thrive
o underweight or obese
o recurring infection
o smelly
o inadequate and/or unwashed clothes
o hunger
Behavioural signs:
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o attachment
o indiscriminate friendliness
o poor social relationships
o developmental delays
o low self-esteem

Sexual Abuse

O
PY

Sexual abuse involves forcing or enticing a child or young person to take part in sexual
activities, not necessarily involving a high level of violence, whether or not the child is
aware of what is happening.
The activities may involve:

▪ Physical contact, including assault by penetration (for example rape or oral sex)
▪ Non–penetrative acts such as masturbation, kissing, rubbing and touching outside
of clothing

C

▪ Non-contact activities, such as watching sexual activities, encouraging children to
behave in sexually inappropriate ways or grooming a child in preparation for abuse
(including via the internet)

Physical signs:

TS

Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of
sexual abuse, as can other children

EN

o pain, itching, bruising or bleeding to genital or anal areas
o STDS, recurrent genital discharges or urinary tract infections without apparent
cause
o stomach pains or discomfort when the child is walking or sitting
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o unexpected pregnancy, especially in very young girls

Behavioural signs:

o sexual knowledge inappropriate for age
o sexualised behaviour in young children
o sexually provocative behaviour or promiscuity
o sudden or unexplained changes in behaviour
o nightmares, bedwetting, eating disorders, hysteria attacks, self harms or suicide
attempts
o reluctance to change for sports

o sexual bullying of other children
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3.2. Mandatory Reporting of Female Genital Mutilation (FGM)

Female Genital Mutilation (FGM) is illegal in England and Wales under the FGM Act 2003
(“the 2003 Act”). It is a form of child abuse and violence against women. FGM comprises
all procedures involving partial or total removal of the external female genitalia for nonmedical reasons. It is important to note that the procedure has no health benefits.
Female Genital Mutilation has been classified into four types:
Type 1: Circumcision

O
PY

Type 2: Excision (Clitoridectomy)
Type 3: Infibulation (also called Pharaonic Circumcision)

Type 4: Unclassified – all other harmful procedures to the female genitalia for non-medical
purposes.

C

Section 5B of the 2003 Act introduces mandatory reporting duty which requires Cybertots,
as a childcare setting, to report ‘known’ cases of FGM in under 18s which we identify in the
course of our professional work to the police. This duty applies from 31 October 2015
onwards.

TS

‘Known’ cases are those where either:

➢ a girl informs the person that an act of FGM – however described – has been
carried out on her, or

EN

➢ where the person observes physical signs on a girl appearing to show that an act of
FGM has been carried out and the person has no reason to believe that the act
was, or was part of, a surgical operation within section 1(2)(a) or (b) of the FGM Act
2003.
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MAKING A REPORT

•

Where you become aware of a case, the legislation requires practitioners to make a
report to the police force area within which the girl resides. The legislation allows for
reports to be made orally or in writing.

•

When practitioners make a report to the police, the legislation requires them to
identify the girl and explain why the report is being made. While the requirement to
notify the police of this information is mandatory and overrides any restriction on
disclosure which might otherwise apply, in handling and sharing information in all
other contexts they should continue to have regard to relevant legislation and
guidance, including the General Data Protection Regulations (2018) and any
Cybertots Policies and Procedures. The provisions of the General Data Protection
Regulations (2018) do not prevent a mandatory report to the police from being
made.

•

While the legislation requires a report to be made to the police, it does not specify
the process for making the report. It is recommended that practitioners make a
report orally by calling 101, the single non-emergency number. Alternatively,
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practitioners can report the case to the Manager who will then contact the police. In
all cases practitioners should ensure that they are given a reference number for the
case and that they keep a record of it.
In addition to complying with the duty, professionals should continue to have regard to their
wider safeguarding responsibilities, which require consideration and action to be taken
whenever there is any identified or known risk to a child, whether in relation to FGM or
another matter.
Where there is a risk to life or likelihood of serious immediate harm, professionals should
report the case immediately to police, including dialling 999 if appropriate.
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TS

C
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Cases of failure to comply with the duty will be dealt with in accordance with Cybertots
Disciplinary Policy and Procedures.
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3.3. Dealing with Allegations
ALLEGATIONS AGAINST STAFF AND VOLUNTEERS
If a staff member or volunteer is accused of any form of child abuse we follow the
guidance of the Local Safeguarding Children Board (LSCB) (please, refer to the flow chart:
Allegations Against Staff and Volunteers).
We respond to any disclosure by children or staff that abuse by a member of staff or
volunteer within the setting, or anyone living or working on the premises occupied by the
setting, may have taken, or is taking place, by first recording the details of any such
alleged incident.
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In Hounslow setting, we refer any such complaint immediately to the Safeguarding Advice
and Allegations Management (SAAM) Duty Desk. Although formal investigations will still
be dealt with by a Designated Officer (the new title for the LADO) the SAAM Duty Desk is
the first point of contact for the Local Authority Designated Officer (DO).

C

In Ealing settings, the Nominated Safeguarding Person (NSP) or their deputy will
immediately contact the Local Authority Designated Officer (DO) if they become aware
– through a direct report to him/her or through information relayed by another member of
staff/volunteer – that a paid staff member, volunteer or anyone else working on behalf of
the company has:

TS

➢ Behaved in a way that has harmed a child, or may have harmed a child.
➢ Possibly committed a criminal offence against or related to a child.
➢ Behaved towards a child or children in a way that indicates they are unsuitable to work
with children.

EN

It is the responsibility of the NSP or Deputy NSP to contact the DO no later than
within one working day.
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Though allegations of abuse can be made to anyone in an organisation, it is the role of the
NSP to take these forward and to be the link between the organisation and the DO until
the matter is resolved.
We also report any such alleged incident to Ofsted and detail what measures we have
taken. We are aware that it is an offence not to do this.
It may be necessary to suspend the person about whom the allegations have been made
or remove them from duties involving children/young people. This decision will be made in
liaison with the DO and the Director, and any decision will be carried out so that it is
consistent with Cybertots disciplinary and staff procedures. Those accused will be
treated fairly and with an open mind during any investigations.
Where suspension is the next step, it will usually be necessary to tell the person why they
are being suspended. Details of the allegations will not be shared until this is agreed by
the DO as part of the investigation process. We will simply say that an allegation has been
made. Suspension protects the individual concerned as well as the child as it can
prevent further allegations or any recriminatory behaviour.
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If the person is a member of the union or professional association, they will be advised to
seek support from that organisation. The NSP must also consider whether the person has
children or has access to children in another setting and, through consultation with the DO
and Police or children social care investigation, decide whether those organisations/
agencies need to be informed.
Cybertots will carry out internal disciplinary/investigative processes according to their own
procedures, alongside an on-going consultation with the DO. If a member of staff is
dismissed because of child abuse the Manager will inform the Disclosure and Barring
Service (DBS) using the referral form and Ofsted.
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If a member of staff or any parents/visitors wish to report an allegation against a Nursery
Manager, they should immediately contact the Area Manager, who acts as an overall
Cybertots NSP, and/or Directors.

KEEPING OF RECORDS

C

Whenever worrying changes are observed in a child’s behaviour, physical condition or
appearance, a separate and confidential record will be set up. The record will include the
name, address, and age of the child, timed and dated observations describing objectively
the child’s behaviour/appearance without comments or interpretation, the exact words
spoken by the child, the dated name and signature of the recorder.

TS

Such records will be kept in a separate file and will not be accessible to people in the
nursery other than the nursery leader, the key person or another member of staff when
appropriate.

EN

Parents will normally be the first point of contact. We seek to discuss any concerns with
the family and, where possible, seek their agreement to making referrals to children’s
services. However, if the situation is of a sensitive nature or the management feel a child
may be put in danger, social services will be the first point of contact for advice.
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All such suspicions and investigations will be kept confidential, shared only with those who
need to know. The people most commonly involved will be the key worker, the nursery
Manager, Nominated safeguarding person and the owner.

LIAISING WITH PROFESSIONAL BODIES

Cybertots operates in accordance with the Local Authority’s Child Protection Procedures
and Guidelines in relation to information sharing. Confidential records kept on children
about whom the nursery is anxious, may be shared with Social Services and other
services if the nursery feels that adequate explanations for changes in the child’s condition
have not been provided.
If a report on a child is to be made to the authorities, the child’s parents will be informed at
the same time as the report is made.
The group will maintain on-going contact with the registering authority including names,
addresses and telephone numbers of individual social workers to ensure that it would be
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easy, in case of emergency, for the Nursery and the Social Services department to work
well together.

SUPPORT FAMILIES
The Nursery will take every step in its power to build up trusting and supportive
relationships between parents/cares and staff. With the provision that the care and safety
of the child must always be paramount, the Nursery will do all in its power to support and
work with the child’s parent/carer.
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Where abuse at home is suspected, the Nursery will continue to welcome the child and
parents/carers while investigations proceed.
Any confidential records kept on a child will be shared with the child’s parents.

Key Contacts in Ealing

Local Authority Designated Officer (DO)

C

James Jose and Noah Tucker

Perceval House, 14-16 Uxbridge Road, Ealing W5 2HL
tuckern@ealing.gov.uk, josej@ealing.gov.uk

020 8825 8930

TS

***

Ealing Children’s Integrated Response Service (ECIRS)
Perceval House, 2nd Floor blue area, 14-16 Uxbridge Road, Ealing W5 2HL
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020 8825 8000
***

Child Protection Advisers (CPA), Ealing Children’s Social Care (for advice)
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020 8825 8930
***

Early Help Assessment and Plan (EHAP)
EHAP@ealing.gov.uk
020 8825 5588
***

There are four police stations in the borough of Ealing which are all covered by
telephoning 0300 1231212
Ealing Broadway Police Station

Southall Police Station

Acton Police Station

Greenford Police Station

Key Contacts in Hounslow
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Local Authority Designated Officer (DO)
Hetsie van Rooyen
020 8583 3066
***

SAAM Duty Desk
020 8583 5730
***
Early Help Hounslow (EHH)
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Please contact EHH to discuss any concerns or seek clarification regarding thresholds and
appropriate pathways to services.
earlyhelp@hounslow.gov.uk
020 8583 6600 option 1

C

Child Abuse Investigation Team based at Feltham Police Station: 02082476331
CSC (Children’s Social Care)
Lara Wood 020 8583 3061

TS

Head of Safeguarding:

Chiswick Intake Team (Referrals):
Feltham Intake Team (Referrals):

02085836673

02085836672

EN

Out of hours duty team for Social Care: 02085832222
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Hounslow Police Station 020 8577 1212
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3.4. Staff Allegation Flow Chart
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3.5. Whistleblowing Policy
Cybertots nursery is committed to developing a culture where it is safe for employees to
raise concerns about poor or unacceptable practice or misconduct.
The purpose of our policy is to provide a framework to promote responsible
whistleblowing. The policy protects employees who wish to raise concerns related to:
-

Serious irregularities within Cybertots that mean the company is not
complying with legal requirements or our own policies

-

Events of practice that may be detrimental to the best interest and safety of
the children in our care.
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This policy does not release company employees from their duty of confidentiality in the
course of their work.
If a Cybertots employee raises a concern, they can be assured that their confidentiality will
be respected unless the issue cannot be resolved without identifying the person who
raised the concern. If this happens, the employee will be informed beforehand.

C

Cybertots recognise that a whistleblower is not a ‘sneak’ or a ‘trouble maker’ but is
someone who has come to a decision to express a genuine concern. If the concern is
raised in good faith, the person raising it will not be at risk of losing his/her job or suffering
any form of reprisal.
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To ensure this policy is followed correctly and to assure that concerns are taken seriously,
Cybertots will:
Not allow victimisation of the person raising the concern

-

Treat victimisation of whistleblowers seriously and take disciplinary action

-

Not attempt to conceal evidence of poor or unacceptable practice and take
action against any employee who destroys or conceals such evidence.

-

Ensure our Privacy Notice does not forbid or penalise whistleblowing

-

Liaise with Ofsted and other agencies where appropriate.
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-

Whistleblowing should not be used in place of the Cybertots Grievance procedure and
must not be used as a route for malicious or unfounded allegations against your
colleagues or management.
Employees can raise a concern with their Manager or, in their absence, with the Deputy
Manager. If the employee feels his/her concern has not been appropriately dealt with, they
can speak to the Area Manager or the Company Director.
As soon as concern is reported, the Manager will:
-

Note the key issues of concern

-

Ask if the concern has been raised with anyone else

-

Check the employee has access to a copy of the Whistleblowing Policy

-

Assure the Whistleblower of confidentiality unless at a later date this becomes
impossible
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The Manager, Area Manager or Director will then investigate and deal with the complaint
within 10 working days or longer, if agreed with the Whistleblower. The Whistleblower will
be kept informed at all stages. If the Whistle Blower remains unsatisfied he/she may raise
their concerns with Ofsted.
The implementation of this policy is the responsibility of all Staff, the Management Team
and the Directors.
You can contact Ofsted’s hotline in two ways.
0300 123 3155 (Monday to Friday from 8.00am to 6.00pm)

•

Email whistleblowing@ofsted.gov.uk.
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•
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3.6. Recruitment Policy and Procedures

It is important that comprehensive recruitment procedures are followed at all times when
appointing new staff. This is seen as good employment practice and will act as a
guarantee that the people we employ are suitable to work with children.

Advertising:
All recruitment advertising must be authorized by the Director or Area Manager

•

All vacancies will be placed on our internal notice boards and website and in
appropriate media i.e. internet/newspapers

•

A closing date for applications must be included
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•

C

We welcome applications from all sectors of the community. Applicants will be considered
on the basis of their suitability for the post, regardless of marital status, age, gender,
religious belief, ethnic origin or sexual orientation. Applicants will not be placed at a
disadvantage by our imposing conditions or requirements that are not justifiable.

Selection Process:

TS

We must ensure that all applicants meet the criteria for the job. Short listing can be done
in 3 steps.
Step one: discard all applicants who do not meet the essential criteria of the
position

•

Step two: consider how well the remaining applicants meet the desirable criteria

•

Step three: rank candidates in priority of interview scoring order.
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Interviewing:
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•

The purpose of the interview is to appoint the best person for the job based solely on merit
and suitability. This is achieved by using methods that are systematic, thorough, fair,
unbiased and based on job related criteria.
At the interview, each candidate will be treated consistently. To achieve this, there will be
at least two interviewers and they will:
•

Ask the same questions of each candidate.

•

Assess how well the candidate fits the criteria

•

Assess whether the candidate do the work as is described in the job description

•

Identify whether there are any unexplained gaps in the candidates work history

•

Not allow any discriminatory questions, harassment or any other behaviour which
breaches our equal opportunities policy
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•

Keep in mind that information obtained throughout the selection process should be
treated as confidential

•

Keep records of interview notes and the reasons for decisions

Interviewers should also check the following during the interview:
Proof of identification – original documentation must be seen and copies of the
documentation taken and initialled by the interviewer

•

Certificates – original certificates must be seen and copied and signed to say that
the original has been seen

•

References – check there is enough information in order to apply for a reference
and seek permission to apply if they are successful

•

Right to work in the UK – we are legally responsible to check that new employees
are permitted to work in the UK. Evidence could be a P45/P60, British passport, or
identity card from the European Union/working holiday visas (check conditions)

•

Declaration: employees and prospective employees must declare any cautions,
court orders, reprimands, convictions etc.

C
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•

Candidates are invited to ask questions at the end of their interview.

TS

Interviewers will compare notes and discuss how fully each question was answered, which
judgement can be used when making the appointment decision.
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OFFER OF EMPLOYMENT

All offers of employment are made subject to:
Satisfactory references being obtained (minimum of two), including one from the
applicant’s current or most recent employer. Where possible, one reference should
be from a person who has experience of the applicant’s work with children/young
people. Open references will not be accepted, for example references which start
with ‘To whom it may concern’.
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•

•

Completion of a health declaration (Practitioners taking medication, which they
believe may affect their ability to care for children, should seek medical advice and
only work directly with children if that advice is that the medication is unlikely to
impair their ability to look after children. This must be put in writing and given to the
Manager).

•

Enhanced Disclosure and Barring Service check (DBS - police check)

•

In the case of non-British subjects, or those that have been living abroad for a
significant time, additional evidence is required regarding suitability to work with
children and absence of criminal offences. This will be in the form of either a letter
from the embassy or an official police check certificate from the country of origin.
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As soon as all the necessary checks are undertaken, the Management will send the
candidate a written offer letter confirming salary, benefits, holiday entitlement, notice
period, working hours, location and post interview feedback to successful applicant.
Management is responsible for providing all candidates with written notification of their
application. If feedback is requested from an unsuccessful short listed candidate, the
Manager should provide a valid reason to the candidate for rejection together with
constructive feedback.

NOTE:
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Giving references for previous employees: In accordance with the Safeguarding
Children’s Welfare Policies and Procedures, any incidents involving a staff member being
accused of mistreating a child, even if this was an unsubstantiated claim, will and must be
passed on to future employers.

This policy is to be read in conjunction with the following policies:

Discrimination Act Policy
Racial and Religious Equality Policy
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Equal Opportunities for Staff
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DBS Policy and Procedure
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3.7. DBS Policy and Procedure
Statement of intent
It is a requirement of the DBS's Code of Practice that a body using a DBS service must
have a written policy on the correct handling and safekeeping of Disclosure information.
General Principles

O
PY

As an organisation using the Criminal Records Bureau Disclosure service to help assess
the suitability of applicants for positions of trust, Cybertots complies fully with the DBS
Code of Practice regarding the correct handling, use, storage, retention and disposal of
Disclosures and Disclosure information. It also complies fully with its obligations under the
General Data Protection Regulations (GDPR) (2018) and other relevant legislation
pertaining to the safe handling, use, storage, retention and disposal of Disclosure
information and has a written policy on these matters.
Storage and access Disclosure information should be kept securely, in lockable, nonportable, storage containers with access strictly controlled and limited to those who are
entitled to see it as part of their duties.
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Handling In accordance with Section 124 of the Police Act 1997, Disclosure information is
only passed to those authorised to receive it in the course of their duties. We maintain a
record of all those to whom Disclosures of Disclosure information has been revealed and it
is a criminal offence to pass this information to anyone who is not entitled to receive it.
Usage Disclosure information is only used for the specific purpose for which it was
requested and for which the applicant's full consent has been given.

PA
R

EN

Interview Shortlisted candidates are invited for interview at the nursery by the
management. Selection criteria are agreed before the interview and a scoring system is
used during and after the interview. Candidates are asked about their attitudes towards
safeguarding children as well as their childcare skills. A number of potential staff are then
invited back for 'stay and play' sessions.
Retention once a recruitment (or other relevant) decision has been made, we do not keep
Disclosure information for any longer than necessary. This is generally for a period of up to
six months, to allow for the consideration or resolution of any disputes / complaints. If, in
very exceptional circumstances, it is considered necessary to keep Disclosure information
for longer than six months, we will consult the DBS and will give full consideration to the
data protection and human rights of the individual before doing so. Throughout this time,
the usual conditions regarding the safe storage and strictly controlled access will prevail
Disposal Once the retention period has elapsed, we will ensure that any Disclosure
information is immediately destroyed by secure means e.g. by shredding. While awaiting
the destruction, Disclosure information will not be kept in any insecure receptacle. We will
not keep any photocopy of the Disclosure. However, not withstanding the above, we may
keep a record of the date of issue of a Disclosure, the name of the subject, the type of
Disclosure requested, the position for which the Disclosure was requested, the unique
reference number and the details of the recruitment decision taken.
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3.8. Disqualification by Association

There are a number of reasons that a person may be disqualified from working with
children, under the Childcare Act 2006. The list of offences is set out in the Childcare
(Disqualification) Regulations 2009. The list of specified offences is long and detailed. In
broad terms, it includes serious violent and sexual offences and offences against children.

O
PY

The Department for Education (DfE) has published supplementary guidance to its
‘Keeping Children Safe in Education’ guidance. The supplementary guidance refers to
‘disqualification by association’ and raises the possibility of members of staff being
disqualified due to offences committed by people who live in the same household as them.

PA
R

EN

TS

C

Cybertots Group has robust systems in place to check staff members’ suitability to work
with and to continue working with children. Checking staff suitability is not only done during
the recruitment and selection process but is an on-going process that is embedded into
our practice. Managers will regularly ask staff to confirm there are no changes in their
circumstances and act on any information received that brings into doubt a staff member’s
suitability. All staff are asked to complete a declaration form to confirm that neither they,
nor anyone they live with, have been convicted of one of the specified offences. With
regard to the declaration relating to members of staff’s household, members are only
obliged to answer to the best of their knowledge.
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3.9. Guidelines for Safe Arrival/Departure and Missing Child Policy

SAFE ARRIVAL AND DEPARTURE
Children arrive and depart from the front entrance of Cybertots Nurseries. The doors or
gates are locked and parents must ring the bell to gain entry.
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On arrival parents/carers are asked to ensure that their child is handed to a member of
staff. The nursery is not responsible for a child until this has been done and the staff
member has acknowledged the child’s attendance. The staff member receiving the child
will immediately verify their arrival time in the attendance register and note any other
specific information on the Notice Board. Our practitioners are required to keep accurate
details of the number of children and adults on the premises at all times.
If the parents request that the child is given medication during the day, the staff member
should ensure that the information is recorded on the child’s individual medicine form and
written on the white board in the room.

TS

C

A parent must inform the staff in writing if any authorised person other than themselves
will be collecting the child from the setting that day. The staff will not allow a child to be
collected from the setting by anyone other than the person indicated by the parent/carer.
The authorised person must be a mature and responsible person and provide proof of their
identity. All Cybertots nurseries have a duty under the Children Act 1989 and 2006 and the
Human Rights Act to protect children and act in their best interests. If practitioners are in
any doubt, they will ensure the child does not leave the premises. We do not permit
anyone under the age of 16 to collect any child from the nursery.
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In the case of separated parents who are in dispute over the access to their child, the
Nursery will give equal parental rights of access to both parents, unless a court order has
ben issued prohibiting access by either parent. If there continues to be a dispute over who
is allowed access to the child, the Nursery reserves the right to exclude the child from the
Nursery until a court order has been issued, clarifying the legal rights of access, or until the
dispute has been resolved between the parents.
Under NO circumstances will a child be allowed to leave the premises unaccompanied or
with an unauthorised person or with a person who appears to be unfit to look after the
child’s safety or who is under the severe influence of alcohol or drugs. In such
circumstances, another member of the family will be contacted and, if not possible, the
relevant department of Social Services.
When collecting their child at the end of the session, parents/carers should always inform
staff they are leaving the premises and sign out on the register. The staff member who
has discussed the child’s day with the parent should also initial the register to confirm that
the child has left the premises.
All visitors to the setting are required to report their presence, state their reason for visiting
and provide identification. Their name and the date/time must be recorded in the visitor’s
book.
Staff will discuss with parents/carers aspects of safety such as shutting doors, car parking
without obstructing the entrance and the leaving of prams and pushchairs in hallways.
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These can be left in the area of the building allocated, but are not the responsibility of the
Nursery.
If a child is not collected by 7pm (one hour after closing time) and there is no
communication from parents, the following steps should be taken:
1. Phone any relatives/emergency contacts, which are listed on the enrolment form
2. If no contact is made with parents/emergency contacts, staff will call social services

on 0208 825 5000 (emergency duty team)
3. The child should stay at the setting in the care of two fully-vetted workers until the
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child is safely collected either by the parents or by a Social Care Worker, and during
that time does not leave the premises with anyone other than those named on the
Registration Form or in their file.
4. A full written report of the incident must be recorded in the child’s file
5. Ofsted may be informed (0300 123 1231)

Under no circumstances will staff take the child home with them.

C

LATE COLLECTION OF CHILDREN

TS

The Nursery asks for co-operation from all parents in arriving on time to collect their
children. The nursery day can be long for children and staff, and it is vitally important that
all parents adhere to the nursery hours. Children can become very distressed if they are
not picked up on time. Late collections do not only affect children but staff, who may rely
on public transport, have prior appointments and family commitments.
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If circumstances arise and parents know that they are going to be late collecting
their child they must contact the Nursery immediately and make arrangements with
staff. Any parent/carer who is late collecting their child will have to pay a charge, which will
go directly towards covering the staffing costs. The charge is £1 per minute after the end
of the child’s agreed session (1pm or 6pm). Staff will keep a late fine record and ask
parents to sign it.

MISSING CHILD

If a child is seen to be missing, a thorough search of the premises is conducted. If the
child is not found, the parents are notified and the Police are called for assistance
immediately. Emergency procedures to follow:
•

All children are to assemble in one room under reduced care

•

Immediate search of the surrounding area is conducted

•

All staff to be questioned while awaiting the arrival of the Police
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3.10. Critical Staff Shortage Policy

The Early Years Foundation Stage (2014) statutory guidance sets specific legal
requirements for ratios of adults to children, which are:

1 Adult to 8 Children over 3 years of age

•

1 Adult to 4 Children between 2 and 3 years of age

•

1 Adult to 3 Children under 2 years of age
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•

According to the EYFS (2017), “exceptionally, and where the quality of care and
safety and security of children is maintained, changes to the ratios may be
made” (e.g. during sleep time). There must be at least two adults on duty in a setting
at any time when children are present.

C

In the unlikely event of a critical staff shortage – Management will:
1) Call Area Manager/Director to discuss the situation

2) Make calls to other Cybertots settings to enquire about a staff transfer for the day

TS

3) Call parents and tell them our concerns about meeting ratios. Parents will be asked to
keep their child at home.
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If the children arrive prior to being contacted, we will only offer care to the number of
children that are covered by legal ratio as set out above, providing that at least one
member of staff present holds a full and relevant level 3 qualification, at least half of all
other staff hold a full and relevant level 2 qualification and at least one of the practitioners
present must be trained in delivering Paediatric First Aid. Subsequent children can only
remain in the setting in the care of their parent / carer until relief staff arrive, otherwise they
should return home for the day.

If the critical staff shortage is due to unforeseen circumstances, such as extreme weather,
the fees will not be credited to child’s account.
If the critical staff shortage is due to mismanagement or bad planning, parents will be
compensated for the date the nursery is closed.
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3.11. Staff Taking Medication/Other Substances and No Alcohol
Policy
The Safeguarding and Welfare Requirements of the EYFS 2017 state:
“Providers must ensure that people looking after children are suitable to fulfil the
requirements of their roles. Providers must have effective systems in place to ensure that
practitioners, and any other person who is likely to have regular contact with children
(including those living or working on the premises), are suitable. ”

O
PY

“Practitioners must not be under the influence of alcohol or any other substance which
may affect their ability to care for children. If practitioners are taking medication which may
affect their ability to care for children, those practitioners should seek medical advice.”
ALL CYBERTOTS NURSERIES COMPLY WITH THE ABOVE REQUIREMENTS

EN

TS

C

If practitioners are taking medication that may affect their ability to care for children,
Manager will ask them to seek medical advice and provide a note from the doctor.
Management team will ensure that those practitioners only work directly with children if
medical advice confirms that the medication is unlikely to impair staff member’s ability to
look after children properly.
Staff medication on the premises must be securely stored, and out of reach of children, at
all times. We will do our best to support staff and Health Care plans will be used in all
nurseries as a system to monitor on-going illnesses – all records will be kept in staff
members’ profiles. Self-health declarations are completed as part of the recruitment
process to identify health support needs.
OTHER PROCEDURES:

All staff, parents and volunteers are made aware of our No-Alcohol/Other substances
Policy
Staff are expected to NOT to be under the influence of alcohol or other substances at
any time during working hours.
Staff who smell of alcohol will be asked to leave the premises and disciplinary
procedures may take place.
No consumption of alcohol or other substances is allowed on the premises.
We have information for parents and staff about where to get help for alcohol and
substance abuse.
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•
•
•
•

PROCEDURES FOR PARENTS FOUND TO BE UNDER THE INFLUENCE OF
ALCOHOL OR DRUGS
If parents or carers, picking up a child from the nursery, present themselves as being
under the influence of alcohol or drugs the following procedures will be followed:
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Should any parent/carer be under the influence of alcohol or drugs we will ask that
someone comes with the parent/carer to take responsibility for the child before a
member of staff gives up his/her responsibility for the child.

•

Should this not happen, although we have no legal right to withhold a child from a
parent/ carer, we however reserve the right to contact any relevant authorities that
we may feel appropriate, for example, the police, partner, social worker.
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•
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3.12. E-Safety Policy

Cybertots Nurseries have a commitment to keeping children safe and healthy and the ESafety Policy operates at all times under the umbrella of the Safeguarding Policy. This
policy is the implementation of the Safeguarding Policy in relation to electronic
communications of all types.
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Technology has developed over recent years and is continuing to evolve. E-safety
encompasses not only the Internet but also wireless communications including mobile
phones, cameras, web-cams, iPads and PC tablets. The Internet contains a wealth of
information as well as having a profound effect on the way we communicate. We
encourage all our practitioners’, students and parents to recognise the exciting
opportunities that technology provides. This is central to our role of supporting the learning
and development needs of children and young people. It is therefore important that we
have a clear and agreed understanding of the benefits and risks of such technology.

TS

The legal framework surrounding E-safety

C

Directors and Managers have overall responsibility for ensuring E-safety practice is
managed and implemented effectively, within the requirements of the law (see below for
related legislation). This includes ensuring each setting’s ICT systems security and virus
protection is reviewed and updated regularly. Safeguarding is everybody’s responsibility
and therefore an agreed, shared approach must be promoted by all.

The Computer Misuse Act 1990 (sections 1-3)

▪

Copyright, Design and Patents Act 1988

▪

General Data Protection Regulations (2018)

▪

Malicious Communications Act 1998 (section 1)

▪

Obscene Publications Act 1959 and 1964 Public Order Act 1986 (sections 17-29)

▪

Protection of Children Act 1978 (section 1)

▪

Protection from Harassment Act 1997

▪

The Equality Act 2010

▪

Regulation of Investigatory Powers Act 2000

▪

Sexual Offences Act 2003
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▪

Each setting has a nominated member of staff who is responsible for online safety.
Responsibilities of E-safety lead practitioner include:
-

completing an e-safety audit, which includes a review of the Nursery’s online safety
and wireless communication. Nursery’s are recommended to use Online Compass Esafety Audit Tool

-

keeping a log and reporting e-safety incidents

-

embedding e-safety in staff training, continual professional development and across all
areas of children’s learning and development

maintaining the setting’s E-Safety Policy and updating it regularly
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-

promoting an e-safety culture under the direction of the Manager and promoting the
setting’s e-safety vision to staff, parents/carers and the local community

-

making sure staff receive relevant information about emerging issues

-

supporting e-safety awareness amongst children and parents

-

keeping up-to-date with local and national e-safety awareness campaigns and issues
surrounding existing, new and emerging technologies.

There will always be risks when using any form of communication that lies in the public
domain. It is therefore essential that clear rules, procedures and guidelines are in place to
minimise risk and that managers and practitioners have a clear understanding of what will
be considered acceptable and unacceptable behaviours.
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Staff, volunteers, parents and visitors must adhere to the following rules at all times:
✓ The setting’s email/internet is only to be used for professional purposes.

✓ Using the setting’s ICT system for a purpose not permitted by Cybertots may result in
disciplinary or criminal procedures.

C

✓ Any use of the Internet and other related technologies can be monitored and logged
and be made available, if requested as part of any investigation.

TS

✓ IT equipment belonging to Cybertots must not be used to access inappropriate
material and personal equipment containing inappropriate material must never be
brought to the Nursery, and including but not limited to browsing, downloading,
uploading or distributing any material that could be considered offensive, illegal or
discriminatory.

EN

✓ It is only permitted to take, securely store and use images of children, young people or
staff for Nursery purposes in line with the setting’s policy and with written consent of
the parent, carer or staff member. Images must not be distributed outside the setting
without the permission of the parent/carer, member of staff or manager.
✓ Everyone using Nursery computer or handling nursery data should be aware of their
responsibilities under the General Data Protection Regulations (2018).
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✓ Nursery computers should only be used to access social media with Manager’s
permission.
✓ Staff must not compromise professional integrity or bring the setting into disrepute
when using social networking sites / or any other online activity, in recreational time
either inside or outside the setting.
✓ All computers and related equipment must be ‘locked’ when left unattended to prevent
unauthorised access. All computers, laptops and tablets in the Nursery must be
password protected. Passwords must not be disclosed unless with management
consent.
✓ No hardware or software is to be installed on any device without the permission of the
Manager.
✓ Pre-school Internet access should be tailored expressly for educational use and
include appropriate filtering. Practitioners should guide children in online activities that
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will support their learning journeys. Where applicable, practitioners should assist
Children to be safe and responsible in their use of ICT and related technologies.
✓ When internet is used to support effective planning and enhance the curriculum, staff
are responsible for ensuring that any internet derived materials comply with copyright
law and intellectual property rights.
✓ Any incidents of concern regarding children’s safety must be reported to the Manager
immediately.
✓ Sanctions for disregarding any of the above will be in line with the setting’s disciplinary
procedures and serious infringement may be referred to the police.
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Online safety is discussed as part of the induction process of all staff and volunteers. The
following agreement, detailing the ways in which the Internet can and cannot be used in
Cybertots nurseries, is signed and dated by staff and volunteers at the end of the
induction. A signed copy is retained by the setting and kept in the staff’s file.

REPORTING CRIMINAL CONTENT
Criminal online content can be reported to:

C

Internet Watch Foundation www.iwf.org.uk or

CEOP (Child Exploitation and Online Protection Centre) www.ceop.police.uk/report-

TS

abuse
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Reports are confidential and can be submitted anonymously.
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3.13. Mobile Phone Policy

The nursery accepts that employees will bring their mobile phones to work. The following
rules and procedures are in place:
➢ As a general rule, employees are NOT permitted to make or receive calls/texts during
work time as this inevitably impacts on their work within the Nursery.
➢ Staff should ensure mobile phones are turned off or are on silent at all times other than
breaks.
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➢ Phones (Staff / Visitors) are not allowed in the children’s rooms and must be kept in
designated areas.

C

➢ Staff will need to make sure their families are aware of emergency work phone
numbers. This is the responsibility of the individual staff member. If you have a
personal emergency you may be able to use the nursery phone with permission from
the manager or make a call from your mobile in the designated staff area. If any staff
member has a family emergency and requires to keep their mobile close at hand, then
senior management must be consulted and give permission for this to happen.

TS

➢ Under no circumstances must cameras of any kind be taken into the bathroom without
prior consultation from management. If photos of the bathroom need to be taken for
any reason, then management must be told and staff will be supervised while carrying
out this activity.
➢ Staff members are not permitted to use recording equipment on their mobile phones to
take photographs or videos in the nursery or on an outing.

EN

➢ During outings, a nominated staff member will have access to a mobile phone, which is
to be used for emergency situations only.
➢ Only the manager on duty can have their mobile phone to hand during working hours.
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➢ Parents must switch mobiles phones off before entering the children’s rooms.
must reinforce this by asking parents to leave the room if their phone rings.
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Staff

3.14. Digital Camera / Video and Internet Camera Policy
DIGITAL CAMERAS / VIDEO POLICY
At Cybertots we use photographs / video recordings to support children’s learning (for
example, displays/resources) and also to record children’s progress and activities. It is
essential that these images / videos are taken and stored appropriately to safeguard the
children in our care.
We will ensure the following when taking and storing images:
▪ Parents sign a photograph / video consent form when they register their child. All
staff are made aware of the children who are not to be photographed.
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▪ Only nursery equipment is to be used to record images. Staff are NOT permitted to
use their own recording equipment such as cameras, mobile phones or
camcorders.
▪ Only staff with DBS clearance are allowed to take photos / video recordings.

▪ We never take photos / video of children against their wishes or if they feel
uncomfortable even if we have parental consent.

C

▪ No recognisable images of children will be placed on social networking web sites.
▪ No names of children will be published with any images on our Cybertots website.

TS

▪ Under no circumstances must cameras of any kind be taken into the bathroom
without prior consultation with management. If images from the bathroom are
required (ie: child washing hands) management must be informed and staff
supervised while carrying out this activity.

EN

▪ Each staff member is responsible for returning the camera to the office after use.
▪ Images taken must be downloaded as soon as possible. They should be stored on
the password protected computer.
The images on the computer should be
reviewed regularly and unwanted images should be deleted.
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▪ Only the nursery camera equipment should be taken on outings.
▪ We use a professional photographer to take portraits of the children for special
occasions.
We ensure the photographer is DBS checked and is never left
unsupervised with children.
▪ Management will confirm whether the recording of images by parents / carers at
special events is permissible on a case by case basis, usually by placing a notice
on the notice board. If photography is allowed, it is on the understanding that the
images should not be placed on the internet.
INTERNET CAMERAS
At Cybertots we employ internet cameras offering live video feed streaming so that parents
can view the nursery in operation, via a personal password protected log-in. These images
are not recorded by Cybertots. This footage is for personal use by parents/carers only and
whilst Cybertots has no control of the wider dissemination of footage, any unauthorised
sharing of log-in details or copying or sharing of the video stream will result withdrawal of
the right to access the service and is potentially a breach of child safeguarding.
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3.15. Social Networking Sites Policy

The Internet can be freely accessed for Nursery matters such as planning and printing
resources etc. during work hours. Personal use must to be restricted to break times or
after work hours. Restrictions need to be placed on staff when they access Social
networking sites/forums such as Facebook. Comments made on these sites could have
an impact on how parents using our service view the staff.

The following points should be taken into account by
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staff visiting social networking sites/forums:
We strongly recommend practitioners DO NOT have parents or carers as friends on
social networking sites.

•

Staff must not post anything on Social networking sites/forums that could be construed
to have a negative impact on the nursery.

•

Staff must not post anything on Social networking sites/forums that could offend any
other member of staff, a parent using the service, a competitor or the Local authority.

•

Information posted on social networking sites/forums should comply with the Cybertots
Privacy Notice.

•

At no time should any posts be made in reference to children, parents or other
professionals that staff come into contact with through their work.

•

At no time should any photographs or materials be published that identify the
workplace or children.

•

Photos of staff may only be used with the express permission of the staff members
concerned.

•

If occasions arise of what could be regarded as online bullying or harassment, these
will be dealt with in line with our policies and it may result in disciplinary action.

•

Be aware that any inappropriate images on your site/profile may place your
professional reputation in jeopardy, and may reflect adversely upon your ability to do
your job.

•

Any employee who becomes aware of social networking activity that would be
considered inappropriate, should inform their Nursery Manager or Director.

•

If any of the above takes place, the member of staff involved will face disciplinary
action which could result in their dismissal.
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•

FACEBOOK POLICY
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The Cybertots Ltd Facebook Pages are provided for the parents, staff and community of
the nursery. The Nursery Managers are the page administrators and will update the Fan
Page to:
Provide information about the new nursery development
✓ Post reminders of events taking place
✓ Share nursery news
✓

Parents and carers are invited to share their thoughts and comments in a respectful and
sensitive manner. The page administrators reserve the right to remove any comments/
posts deemed inappropriate. They include, but are not limited to posts/comments:

✓ Breaching copyright and/or fair use laws
✓ Breach our Privacy Notice
✓ Containing spam

C

✓ Displaying group photographs of children

O
PY

✓ Containing abusive or inappropriate messages
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TS

We will adhere to our Privacy Notice at all times. No names or recognisable photographs
of children will ever be posted by us. The right to post photos of their own child is reserved
by the parents.
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3.16. Policy and Procedures related to the Prevent Duty Guidance

The Prevent Duty Guidance came into force on 1 July 2015. It places duties on schools
and registered childcare providers around keeping children safe and promoting their
welfare. At Cybertots we recognize our obligation to ‘have due regard to prevent people
from being drawn into terrorism’.
As mentioned in our Inclusion and Equal Opportunities Policy, to help everyone live in safe
and welcoming communities where they feel they belong, we aim to foster British Values
in all our nurseries.
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These British Values are defined as:
✓ ︎Democracy
✓ The rule of law
✓ Individual liberty and mutual respect

C

✓ Tolerance of those with different faiths and beliefs

TS

Not unique to Britain, these values are universal aspirations for equality. As such they are
fundamental to helping all children become compassionate, considerate adults who form
part of a fair and equal society.
To fulfil the Prevent Duty, Cybertots will ensure:

EN

➢ We focus on children’s personal, social and emotional development, ensuring children
learn right from wrong, mix and share with other children, value other’s views, know
about similarities and differences between themselves and others, and challenge
negative attitudes and stereotypes
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➢Staff is alert to harmful behaviours by influential adults in the child’s life. This may
include discriminatory and/or extremist discussions between parents, family and/or
staff members Staff take action when they observe behaviour of concern
➢ Staff are able to identify children who maybe vulnerable to radicalization, and know
what to do when they are identified
➢ Staff assess the risk of children being drawn into terrorism, and work in partnership
with local partners such as the Police, Prevent Co-ordinators and Hounslow and
Ealing Children’s Safeguarding Boards, to take account of local risks and respond
appropriately
➢ Staff make referrals to the Hounslow or Ealing Children’s Safeguarding Boards, if
there are concerns that an individual may be vulnerable to being drawn into terrorism
or extremism

➢ Management teams assess their staff training needs regularly.
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3.17. Zero Tolerance Policy
At Cybertots we have a zero tolerance to any kind of abuse, physical or non physical. Our
staff have a right to undertake their duties without fear of violence, abuse or harassment.
To successfully provide these services a mutual respect between all the staff and families
has to be in place. Aggressive behaviour of any kind will not be tolerated and may result in
immediate exclusion from the Cybertots settings and, in extreme cases, the Police being
contacted.
In the event of any contravention of our Zero Tolerance Policy, Cybertots reserves the right
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to withhold the deposit.

The following types of behaviour are considered unacceptable:

• Verbal abuse of any kind including bad language, swearing, insults, threats or

C

intimidation.

• Physical violence/assault of any kind, including threats, towards any other persons

TS

including member of staff, parents/carers (this includes pushing or shoving).
• Harassment of any kind including racial or sexual harassment.

EN

• Causing damage/stealing from the Nursery premises, staff or parents/carers.
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• Any behaviour deemed inappropriate to the setting.
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4. Health & Safety Policy and Procedures
4.1. General Health and Safety Policy and Procedures

We will take all necessary steps to keep children and adults safe and well. We will comply
with requirements of health and safety legislation (including fire safety and hygiene
requirements).
Opening checks are in place to ensure the nursery is safe for children’s arrival.
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Outdoor spaces are securely fenced and daily garden checks are conducted before
children enter the playground.

C

Large equipment is erected with care and checked daily. The layout of the equipment
allows adults and children to move freely and safely between activities. Resources offered
are developmentally appropriate for children’s ages and stages of development. All paints,
glues and pens offered to the children are non-toxic.

TS

Maintenance checks are carried out on toys and equipment termly. All toys and equipment
are disinfected weekly (or more often if required) by means of steaming. Room leaders
oversee the process.
Sand is clean and suitable for children’s play and children are provided with and
encouraged to wear hats to minimise the risk of sand getting into their hair and eyes.

EN

Children are given simple explanations about safety when the need arises.
Risk assessments are carried out on children’s activities such as cooking, woodwork and
tool use.
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Children whilst sleeping will be checked regularly. A sleep check must be completed every
15 minutes.
Each room is adequately ventilated and heaters, electric points and leads are adequately
guarded.
The temperature of the hot water taps, which are accessed by the children, is controlled to
prevent scolds.
Staff will not walk around the rooms with hot drinks or place them in children’s playrooms.
Children do not have unsupervised access to the kitchen.
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Children do not have access to any area containing hazardous material. The laundry/
storage cupboards are closed at all times. The washing machine and dryer doors are also
kept closed at all times.
We aim to have all members of staff trained in Food Safety and Hygiene, Manual
Handling, Safeguarding Children’s Welfare and General Health and Safety. Staff
inductions are thorough and include an introduction to maintaining health and safety in the
nursery. Signed records of inductions are kept in the office in practitioners’ individual files.
RESPONSIBILITIES:
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Owners/Directors have overall responsibility for Health and Safety in all Cybertots
nurseries. They are responsible for:
✓ Ensuring the Health and Safety policy and procedures are reviewed annually
✓ Ensuring that sufficient funding is available to comply with this policy
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Nursery Managers have day-to-day responsibility for putting this policy into practice.
Deputy Managers have that responsibility in the absence of the Managers. They are
responsible for:

TS

✓ Reviewing and updating the Health and Safety policy and procedures annually
✓ Ensuring that general risk assessments are carried out every 3 months and are
made available to all members of staff as well as parents and carers

EN

✓ Ensuring that risk assessments are carried out for all children’s activities and
outings, individual children and staff (when required) as well as in relation to
COSHH (Control of Substances Hazardous to Health)
✓ Overseeing the induction process for all new members of staff
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✓ Investigation work-related causes of sickness absences
✓ Reporting any notifiable diseases or conditions to the relevant authorities (Public
Health England, Ofsted, local authority), directors and the area manager
✓ Identifying health and safety related training needs and arranging relevant training
courses
✓ Overseeing regular maintenance checks of all areas of the nursery, including
equipment and resources
✓ Ensuring all new and second-hand equipment and resources meet safety standards
✓ Carrying out termly reviews and monitoring of accidents and incidents that occurred
in the nursery and informing staff of any findings
✓ Consulting with employees on matters affecting them
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Larger nurseries will have a nominated Health and Safety Representative, who will be
responsible for ensuring implementation of the above.

Nursery Staff are responsible for:
✓ Cooperating with Managers and Health and Safety Representatives in health and
safety related matters
✓ Complying with the current Health and Safety policy and procedures
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✓ Acting on any urgent issue or hazard immediately and reporting it to the Manager,
Deputy Manager or Health and Safety Representative
✓ Reporting non-urgent hazards or issues by making a note in the Health and Safety
reporting book or adding the issue to the room meeting agenda
✓ Undertaking required training and attending refresher courses

C

✓ Being aware of the findings of risk assessments and implementing any actions as
required
✓ Assisting with regular maintenance checks of toys and equipment
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TS

✓ Taking reasonable care for their own and others’ health and safety
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4.2. Fire Safety
Each nursery will have a nominated Fire Marshal who has attended relevant training.
Nursery Manager and Fire Marshal are responsible for:
✓ Making all staff, students, visitors, parents and carers aware of the location of fire
extinguishers, fire doors and fire exits as well as means of escape from the nursery
and assembly point

O
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✓ Ensuring all fire doors/exits are clearly marked, fire drills are carried out at least
every two months and recorded in the Fire Log Book
✓ Overseeing or carrying out weekly checks of the fire extinguishers, smoke alarms
and fire exits and follow up on any actions if needed
✓ Ensuring that fire blankets are kept next to the cooker in the kitchen at all times
Nursery Staff are responsible for:

C

✓ Keeping the emergency exit routes tidy and free from obstacles

TS

✓ Closing all windows and doors as well as switching off electrical appliances (except
the fridges) before leaving the nursery
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Extinguishers are checked twice a year and fire risk assessments are completed by L.W
safety. All copies are located in the Fire Safety file. All electrical equipment is tested
annually by Euro test.
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4.3. Fire Drill Procedure

After discovering a fire or when the fire bell/whistle rings:
Immediately evacuate the building using the nearest safe exit

2.

Pick up the register and hands free telephone

3.

Practitioners to lead the children out in an orderly manner and lead them to the
assembly point

4.

Manager to check toilets, kitchen, home corner, all rooms in the nursery.

5.

Managers to close all doors behind them as they proceed

6.

Manager or Fire Marshal to dial 999 and ask for fire service.
handset until the fire service confirms the address of the nursery

7.

Room leaders to check the registers to ensure all children and staff are accounted
for

8.

Only if it is not too dangerous and if you are sure you can do it, quickly and safely
attempt to put out the fire using appropriate firefighting equipment, which can be
found hanging next to all fire exits

9.

Fire drill practices must be undertaken every two months. A record will be made of
the date, the time and duration of the drill, numbers of staff and children present

O
PY

1.

TS

C

Do not replace

EN

10. Any parent or staff member can initiate a fire drill at any time
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11. If we are unable to return to the building children must be taken to the designated
SAFE PLACE
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4.4. Bomb Alert

If there is a bomb alert the fire bell will ring or whistle will blow. Follow the same procedure
as for fire drill. The building will need to be searched and this may take some time. Ensure
the children are dressed appropriately for the outside temperatures if it is safe to do so.

PA
R

EN

TS

C
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If we are unable to return to the building for some time – assemble at the SAFE PLACE
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4.5. Lockdown Policy and Procedure
A lockdown may take place where there is a perceived risk of threat to the nursery,
children, staff, visitors or property. Examples of where lockdown may be appropriate
include but are not limited to:
▪ In the event that unauthorized person (s) considered dangerous are on the
grounds / in the vicinity
▪ In instances including domestic breakdowns where estranged parties are
attempting to abduct children.

O
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▪ In Instances where personnel, students, volunteers or staff from within the setting
become threat to the well-being of others.
▪ In emergency situations within the environs of the school where there is potential
risk from spills or poisonous fumes.
In the case of an intruder, the Manager or person in charge needs to consider whether it
was safer to keep children and staff within their room or to evacuate and disperse.

C

Some examples of circumstances when it may be appropriate to evacuate a building or
designated area include fire, bomb threats gas or chemical leaks, explosions or substantial
damage to the building. In such instances follow the same procedure as for the fire drill.

TS

A lockdown will be initiated by a recognizable signal of 3 short whistle blows – this is
clearly distinguishable from the fire alarm / evacuation signal which is 1 continuous ring.

EN

In the event that a loud warning is inappropriate, or for example staff do not want to draw
attention to the fact that a lock down is being initiated, it will be sufficient for a staff
members to alert other staff in the setting by verbally stating the words “Lock Down” quietly
to other members of staff.
Lockdown procedures will be practiced from time to time so that staff and children are
familiar with them

PA
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Practices and Procedures

The following steps provide guidelines for staff, students and visitors in an emergency
situation:
▪ On hearing the lock down signal the Manager / Deputy will call for assistance – 999
▪ Once alarm is activated, immediately advise of the emergency situation including
details of what is happening, where and who is involved

In the setting:
Upon hearing the Lockdown signal, these steps will be followed:
STAFF OUTSIDE the building, without panic but with due urgency
▪

Usher all inside, unless unsafe to do so when an alternative should be
communicated.
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▪ Check that there are none who miss the signal as they are in ‘hidden’ areas etc.
▪ Close and lock doors (keys to be kept on hook by door) windows and other potential
access points
STAFF INSIDE the building, without panic but with due urgency
▪ If anyone is outside, call them in
▪ Staff to secure all windows and doors. Close blinds / curtains to the outside where
applicable / appropriate. Consider wedging doors if possible. Turn off lights if
necessary.
▪ Collect medical box, register and Mobile phone

O
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▪ Check surroundings and get all children and staff into the closed rooms or safe
areas away from doors and windows.
▪ Instruct Children to sit on the floor and keep calm

o Supervise, ensuring everyone remains out of sight and are sitting quietly.
(There may be circumstances when it is best to sit on the floor or under
desks.)

C

o Staff will maintain (as best they can) a calm atmosphere in the room and
keep alert to the emotional needs of the children.

TS

o Try and keep children engaged in a quiet activity or game.

▪ Do a head count immediately and register

EN

▪ No one should be allowed out of the room or safe area during the lockdown
procedure in any circumstances
▪ Staff should remain with their children at all times.
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▪ If a member of staff is out of their room at the time of the incident then they should
attempt to go back to the room IF SAFE to do so. However, if this is too risky or
dangerous then they must try and make contact with the children as soon as
possible.
▪ Remain in lockdown until the all-clear has been given and normal situation resumes
▪ The Manager, office staff and other non-teaching staff who can be safely
assembled, should form a Nursery Emergency Response Team.
▪ Nursery Emergency Response Team / Staff will comply fully with the instructions
from the emergency services and constantly reassure the children in care.
▪ During major incidents the mobile phone networks may not be available and even
landlines can be cancelled to free up communication systems for the emergency
services. The nursery will however attempt to contact parents to keep up to date on
the situation.
▪ The nursery will endeavor to protect children from information or images that may
alarm or distress them.
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▪ Parents will not be allowed to pick up their children during a lock down procedure.
▪ If the children are outside, staff should, depending on the situation, either move
them to the nearest building that can be secured. In case of an intruder attack,
consider alternative escape route, or a place to hide or disperse or take cover.

If the lockdown sounds whilst away or in transit to Nursery
▪ Go to the nearest secure building
▪ Notify authorities / nursery via telephone / internet of number of children and staff

O
PY

▪ Remain in lockdown until you receive further notice

Go in, Stay In, Tune in,

C

Local industrial accidents eg a factory fire with hazardous fumes may also necessitate
sheltering inside the nursery building. All doors and windows should be kept shut and
appliances such as extractor fans switched off. The emergency services and/ or local
authority will give the all clear. Information may also be broadcast on local radio or
television.

Internal Threat Response

TS

It may be necessary to maintain this situation for several hours, or even overnight. In
very extreme circumstances it will be safer for children to be kept in the nursery for a
long period even without food and blankets.
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▪ Person in charge will ensure the security of all personnel in the vicinity of the
threatening situation. This may require removing the rest of the staff / children
through to a place of safety and locking in. Consider locking, use of furniture to
blockade or wedging your doors if possible, shut windows and blinds. Turn off lights
if necessary.
▪ The staff member or designated adult will sound the alarm and inform the
emergency services
▪ Do a head count immediately. Ensure children remain out of sight and sit quietly.
▪ Remain in lockdown until the all clear message is given.

At no time will staff attempt to physically remove an unwanted visitor.
Staff will follow the directives of Police as instructed or requested.
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4.6. Risk Assessments

The Health and Safety policy must be implemented through risk assessments. This is a
process of:
✓ Identifying significant hazards
✓ Assessing who might be harmed and how
✓ Assessing the likelihood of a hazard causing harm
✓ Recording findings and communicating to staff and parents
Reviewing the risk assessment and revising if necessary

O
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Staff attend training on writing risk assessments and identifying hazards.

When a risk occurs, staff alert the Manager or nominated Health and Safety
Representative who will record it in a risk assessment form and deal with it accordingly

C

Room risk assessments are undertaken every three months. General Risk Assessment is
completed annually. Copies of all risk assessments are kept in the Health and Safety
folder located in the office.

EN

Children’s Activities Risk Assessment
Indoor and Outdoor Environment Risk Assessments
Toys and Equipment Risk Assessments
Falls, Slips and Trips Risk Assessment
COSHH
Fire Safety Risk Assessment
Manual Handling Risk Assessment
Food Handling, High Risk Food Preparation and Cross Contamination Risk
Assessment
Outings Risk Assessments
Children’s and Staff Members’ Allergies/Dietary or Medical Requirements
DBS Checks
Risk Assessments for Expectant Mothers
Risk Assessment before Inviting Visitors
Risk Assessment of Maintenance works carried out when children are on the
premises
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▪
▪
▪
▪
▪
▪
▪
▪

TS

THE TYPES OF RISK ASSESSMENTS CARRIED OUT ARE:

▪
▪
▪
▪
▪
▪

CLINICAL WASTE
Disposable nappies and all other materials used for dealing with bodily fluids (e.g. blood,
urine) are put into a special plastic bag in the bins provided in the nursery bathrooms. At
the end of the day, or more often if full, these bins are emptied and collected by a
contracted company. The company is licensed to dispose of clinical waste appropriately.
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4.7. COSHH (Control of Substances Hazardous to Health)

PA
R

EN

TS

C
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All substances used by the nursery staff to maintain a clean and safe environment during
the nursery day are household cleaners approved by the Environmental Health
Department. All staff follow the instructions found on the labels of these products.
The Safety Data Information Sheets for these products are kept in the COSHH folder in
the office and made available to all upon request.
COSHH safety data sheets are updated annually or when a new product is introduced.
Any industrial strength products used by the contracted cleaners are kept in a locked
cupboard.
Children do not have access to laundry or areas where washing machine is kept.
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4.8. First Aid
We aim to have all members of staff trained in delivering Paediatric First Aid. Copies of all
certificates are kept in the individual files of the practitioners in the office. It is Managers’
responsibility to arrange refresher training when certificates expire.
There is at least one first aid trained practitioner in the Nursery at all times when the
children are present.
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First aid boxes with appropriate content for use with children and basic first aid booklets
are located in each room and are accessible at all times. Health and Safety
Representatives are responsible for checking the content of all first aid boxes and
reporting any items that need replacing to the Manager. Checks are carried out at least
every two months.
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EN

TS

C

Health needs of the children are discussed regularly within the team, e.g. if a child has
asthma, all members of staff will be made aware and explained what to do if the child
suffers an asthma attack. Children’s emergency plans, if one is required, will be displayed
in a visible place and easily accessible.
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4.9. Incident/Accident Procedure

STEP 1: Comfort the child and administer first aid (following emergency action plans for
children with a known medical condition)
STEP 2: If injury/condition is minor, a qualified First Aider will treat the injury. In the case
of a serious injury, the First Aider will assess the situation and, if needed, ask the Manager
to call the emergency services. Instruction given by the emergency services will be
followed.
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STEP 3: Manager to contact parents/emergency contact, if necessary. If the accident is
serious and staff cannot get in touch with parents or emergency contacts, a member of
staff, chosen by the Manager, will accompany the child to the hospital. This practitioner will
stay with the child until the parents can be reached or the child can be returned to the
Nursery.
STEP 4: Incident, accident report to be filled out by one of the witnesses
STEP 5: Parents to sign the report during the pick-up time

TS

C

STEP 6: If the accident is serious and the follow-up medical treatment was required, the
Manager will inform OFSTED. A RIDDOR report may also need to be logged at this stage.
Please, refer to the RIDDOR leaflet for guidance. Manager might also need to inform the
insurance company.

EN

Any injury to the head, even the minor one, has to be reported to the parents immediately.
Room leaders will ensure that parents are contacted as soon as reasonably possible.
Staff will monitor the child for possible signs of damage to the brain. If any signs appear,
parents will be asked to collect the child and take him/her to the hospital. In severe cases,
emergency services will be contacted immediately. A head injury advice letter will be given
to parents in all cases.
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In the event of an ambulance team taking a child to the hospital, the Manager will travel
with them. Child’s enrolment documents will be taken and looked after by the Manager.
Parents will be advised to make their way to the hospital.
Children who get unwell during the day in the nursery will remain in our care until parents
arrive. If parents cannot be contacted and the child’s condition worsens, ambulance team
will be contacted. Practitioners will monitor the symptoms and make a record at least every
half an hour.

PARENTS REPONSIBILITIES:
Parents must inform the nursery of any accident that took place outside the nursery and
resulted in a physical injury to their child, no matter how small. Practitioners will request
the parents to complete and sign a Visual Injury Form. If the injury is not explained, the
nursery reserves the right to report it to the relevant safeguarding authority as an
‘unexplained injury’ and act upon any advice given.
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4.10. Administration of Medication and Accepting Sick Children into
Care
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The nursery will promote the good health of children attending the setting. Administrating
medicine to children at the request of their parents is a task that requires attention to
detail, meticulous record keeping (name of the medication, times, doses, expiry dates,
signatures), teamwork, and common sense. It is a responsibility that must be taken
seriously, due to the potential health risks, and litigation issues that may arise as a result of
incorrect administration. Accuracy is a priority.

C

The Nursery can only administer medication that has been prescribed by a doctor, dentist,
accredited pharmacist or a nurse. Calpol/Nurofen can also be administered if a child’s
temperature is above 38oC and parental permission was obtained (see guidelines on
administering Calpol/Nurofen below.). We can also, as requested by a parent and not
routinely, administer teething gel and arnica cream, as long as there is a written parental
permission.

PARENTS’ RESPONSIBILITIES:
During the enrolment process parents must complete Calpol/Nurofen, arnica cream
and teething gels permission form, plaster application form, permission for emergency
treatment and an allergy care plan or asthma emergency action plan.

•

Under no circumstances will medicines be administered without written permission of
parents. This includes Calpol/Nurofen (unless the appropriate forms were completed
on enrolment and verbal permission is obtained before administering) and any other
substances that can be directly bought from the pharmacy.

•

Parents must ensure all medication is clearly labelled with prescribed medical advice
and the child’s name and date of issue/expiry. This must be written in ENGLISH.
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•

•

Written advice needs to be provided from a medical practitioner if herbal preparations
are to be administered.

•

Parents must inform the nursery immediately of any changes to address, phone
numbers or doctor’s details.

•

Prescribed medication must be handed to a member of staff, to be safely secured away
from the children. Parents must complete medication form stating the name of the
child, the name of the drug, the expiry date, time and dosage to be given, and sign to
give consent for practitioners to administer the drug.

•

Nursery staff have the right to refuse to administer any medication they feel might pose
danger to the welfare of the child.

•

Parents MUST inform staff of any medicines their child has taken on the day they come
in to Nursery.
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RESPONSIBILITIES OF THE NURSERY:
▪ Managers and Deputy Managers will ensure all permission forms are signed during
the enrolment process
▪ Clearly explain to parents during the enrolment process Cybertots procedures for
administering medication and exclusion periods. It is important that parents understand
our expectations and their responsibilities prior to their child becoming ill.
▪ Ensure when a child does require medication during the day that a medication form is
filled out by the parent. The information on the form must include the date, name of
medication, time/dose last given, dosage and time required, staff and parents
signatures. This form is to be completed EVERY DAY the medication is required.

O
PY

▪ Cross check before administering medication. 2 staff members must be present to
ensure the correct dosage is being given. The Medication form must be signed by the
person administering the medicine. The most senior member of staff should administer
the medicine. After the last daily administration of the drug, the medication form will be
given to parents at pick-up time so they can sign it to confirm that we notified them.

C

▪ Ensure parents deliver medicines directly to a staff member so that it can be stored
securely out of children’s reach and at the recommended temperatures (e.g. in the
fridge)

TS

▪ Advise parents we are unable to administer a dosage other than that recommended on
the medication label unless prescribed by a medical practitioner.
▪ Advise parents that we will not administer medication that is labelled for another person
or that is past the recommended used by date.

EN

ACCEPTING SICK CHILDREN INTO CARE
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During their time at the nursery, especially during the first 3-4 months, children will
invariably fall ill. Our nurseries are equipped and staffed to care for healthy children. The
Nursery will not accept children into care if they are not well enough to participate in
normal activities, or require special attention because of ill health. Upon a child’s return to
the Nursery after illness, practitioners will make brief enquiries of the parent and child
while the parent is present, to ensure the child is healthy enough to participate in all
activities including outdoor play.
If a child is unwell the parents should ring the Nursery by 10am that day – it may be that
the illness is contagious and others need to know. This will also enable us to take
appropriate measures to prevent the illness from spreading.
Children who become unwell during the nursery day will be sensitively cared for until
their parents are able to collect them. As needed, they will be cared for away from the
other children by a member of staff.
We would like to emphasise that it is up to the parent to keep their child at home if they are
unwell; it is not the child’s decision. Parents are asked not to bring their child to nursery
simply because they wanted to come.
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We will work in close partnership with parents and any relevant medical professionals in
supporting children with chronic illnesses.

HEAD LICE
If a child is found to have head lice the parents will be informed as soon as possible and
given advice and support on how best to treat their child. The child can return to Nursery
once the treatment has been completed. The staff will not undertake treatment on their
own. As the risk of infection is high all parents will be notified, however confidentiality will
remain in place.
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CALPOL/NUROFEN

In the case where Calpol is administered for the control of high fever, the following
guidelines are to be followed:
▪ At the time of enrolment, parents are asked to sign permission authorising staff to
administer the prescribed dose of Calpol to their child should they have a temperature
of 38oC or above.

C

▪ Medication will not be administered to the child unless the parent has signed the
permission on the enrolment form.

TS

▪ Practitioners are unable to administer Calpol if the child has never had it before, in
case of allergic reactions.

EN

▪ If the child has been in the Nursery for less than four hours – verbal permission must
be sought from parents before administering, even if the permission form has been
signed. Staff must ring parents to check if any medication was given at home.
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▪ Parents are to be notified at the time the Calpol is administered. Calpol is only to be
administered once on parents written instructions. Further doses will be given on
doctor’s written instructions. If the temperature does not return to normal/decreases
within 30 minutes then parents will be asked to collect the child immediately. If parents
are out of reach, practitioners will get in touch with the emergency contacts.
▪ Staff will complete the medication form each time Calpol is administered and monitor
the child’s symptoms by filling out the ‘symptoms form’ every 15 minutes. If the
symptoms are worsening staff will call for an ambulance.
Each setting will provide Calpol for emergency situations only.
Calpol will NOT be given for teething purposes.

Nurofen can be used as an alternative to Calpol if there is a good reason to do so and the
same procedures will be followed.

PIRITON
Piriton can be administered to children with known allergies as long as the child has had
Piriton before. Parents should provide a bottle to be kept in the nursery first aid cabinet
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and be used in case of rashes/swelling/itching or according to the child’s allergy care
plan.
Piriton can also be administered to treat hay fever. Parents should bring the Piriton on
days required and sign the medication form on days the medication is required.

ANTIBIOTICS
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Children on antibiotics may attend nursery 48 hours from their first dose, provided they
are well enough to do so. After that staff can continue administering the antibiotics for the
prescribed duration following the Nursery guidelines on administering medication.

STOMACH UPSETS

Children with stomach upsets must not return to nursery until they are eating a reasonable
diet and have been symptom free for at least 48 hours.

C

CONJUNCTIVITIS

TS

Children may return to nursery after 24 hours provided they have received adequate
treatment and the eyes have ceased weeping.

INFECTIOUS CONDITIONS IN THE NURSERY

EN

All staff are to be made aware of exclusion periods and parents should be made aware of
this.
If a child in care has a suspected infectious condition, the staff must:
▪ Isolate, if possible, the child from other children. Make sure the child is comfortable,
and is supervised by a staff member, while parents are contacted
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▪ Contact the child’s parents or if they are unavailable, the emergency contact persons.
Inform the parents or contact person of the child’s condition, or suspected condition,
and ask that the child be picked up within 30 minutes.
▪ Ensure all bedding, contact toys and eating utensils are separated and disinfected
where appropriate.
NOTIFIABLE DISEASES

If providers have reason to believe that any child is suffering from a notifiable disease
identified as such in the Public Health (Infection Diseases) Regulations 1988, they should
inform Ofsted.
The nursery will act on any advice given by the Public Health England and inform Ofsted
of any actions taken.
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List of Notifiable Diseases:
Acute encephalitis

•

Acute meningitis

•

Acute poliomyelitis

•

Acute infectious hepatitis

•

Anthrax

•

Botulism

•

Brucellosis

•

Cholera

•

Diphtheria

•

Enteric fever (typhoid or
paratyphoid fever)

•

Legionnaires’ Disease

•

Leprosy

•

Malaria

•

Measles

•

Meningococcal septicaemia

•

Mumps

•

Plague

•

Rabies

•

Rubella

•

SARS
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•

Food poisoning

•

Smallpox

•

Haemolytic uremic syndrome
(HUS)

•

Tetanus

•

Tuberculosis

•

Typhus

•

Viral haemorrhagic fever (VHF)

•

Whooping cough

Infectious bloody diarrhoea

•

Invasive group A streptococcal
disease and scarlet fever

TS

•

C

•
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•
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Yellow fever

4.11. General Hygiene and Food Hygiene Policy and Procedures

FOOD HYGIENE
All Cybertots nurseries maintain the highest possible food hygiene standards with regard
to the purchase, storage, preparation and serving of food. All nurseries are registered as a
food provider with the local authority Environmental Health Department.

Procedures
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➢ The Manager and all staff members with a valid Food Safety certificate are responsible
for food preparation and understand the principles of Hazard Analysis and Critical
Control Point (HACCP) as it applies to our business. This is set out in Safer Food,
Better Business guidance (Food Standards Agency 2015). The basis for this is risk
assessment as it applies to the purchase, storage, preparation and serving of food in
order to prevent growth of bacteria and food contamination.

C

➢ All staff follow the guidelines of Safer Food, Better Business.

➢ All staff members involved in the preparation and handling of food have received
training in food hygiene.

TS

➢ The staff members responsible for food preparation and serving carry out regular
checks in the kitchen to ensure standards are met consistently using pre-designed
templates

EN

➢ All nurseries use reliable suppliers for the food they purchase.
➢ Food is stored at correct temperatures and is checked to ensure it is in-date and not
subject to contamination by pests, rodents or mold.
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➢ Food preparation areas are cleaned before use as well as after use and a cleaning
schedule is followed.
➢ There are separate facilities for hand-washing and for washing up.
➢ Samples of meals prepared for the children are kept in the fridge for three days.
➢ All surfaces are clean and non-porous.
➢ All utensils, crockery etc. are clean and stored appropriately.
➢ Waste food is disposed of daily.
➢ Cleaning materials and other dangerous materials are stored out of children's reach.
➢ Children do not have unsupervised access to the kitchen.
➢ Prepared food is kept covered and is served either refrigerated or piping hot. The
serving temperature is recorded daily. Daily fridge and freezer temperatures are also
recorded.
➢ When children take part in cooking activities, they:
- are supervised at all times;
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- understand the importance of hand washing and simple hygiene rules;
- are kept away from hot surfaces and hot water; and
- do not have unsupervised access to electrical equipment.

Reporting of food poisoning
Food poisoning can occur for a number of reasons; not all cases of sickness or
diarrhea are as a result of food poisoning and not all cases of sickness or diarrhea
are reportable.

•

Where children and/or adults have been diagnosed by a GP or hospital doctor to be
suffering from food poisoning and where it seems possible that the source of the
outbreak is within the Nursery, the Manager will contact the Environmental Health
Department to report the outbreak and will comply with any investigation.

•

Any confirmed cases of food poisoning affecting two or more children looked after
on the premises are notified to Ofsted as soon as possible, and always within 14
days of the incident.
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•

C

GENERAL HYGIENE AND CLEANING AND CLEARING

TS

Any spills of blood, vomit or excrement must be wiped up, put in a plastic bag and
disposed in the nappy bin. Disposable gloves must be worn for clearing up such spills.
Fabrics contaminated with child’s bodily fluids will be sent home to wash if they belong to
the child or, if they belong to the Nursery, washed at 60oC in the washing machine.
Some other measures are also in place to maintain general hygiene, for example:
Spare clothing is provided, if necessary, in case of accidents and polythene bags
are available for soiled garments.

•

Before serving food table surfaces and high chair tables are sprayed with an antibacterial spray.

•

All surfaces are cleaned twice a day or more often if needed with an appropriate
cleaner.
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•

•

Cloths of different colours are used cleaning the kitchen, playroom and toilet areas.
Cloths are colour coded.

•

Staff ensure waste is disposed of properly and out of reach of children. They will
keep a lid on the dustbin and wash hands after using it.

•

Wash fruit and vegetables thoroughly before consumption

•

The nappy changing procedure is followed at all times.

•

All children have their own bedding that is washed weekly or more often if needed
and is never shared.

•

Children are encouraged to always wash hands after visiting the toilet, before
mealtimes and after messy activities.

Children are encouraged to cover their mouth when sneezing or coughing and
explained why it is necessary.
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•

4.12. Food and Nutrition Policy

Although many aspects of childcare outside the home are regulated, the provision of food
is not, and there are a few guidelines to enable this process. It is our constant endeavour
to provide high-quality care for children in all aspects. This Policy has been devised to
outline our approach to healthy eating and is a result of a thorough examination of a wide
range of literature on food and nutrition in early years.

•
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✓ Menus are planned on a four-week cycle and are available to parents and carers. A
variety of foods will be served throughout the menu cycle and provide children with a
tasty and varied diet. Some considerations taken into account while planning a menu
are:
Children should be encouraged to eat a varied diet. They should eat foods from
each of the four main food groups very day. The four main groups are:

2. Fruit and vegetables

TS

3. Milk and dairy foods

C

1. Bread, other cereals and potatoes

4. Meat, fish and alternatives such as pulses (peas, beans and lentils),
eggs, vegetable proteins and soya
Fruit and vegetables are particularly important for good health. We will ensure
that at least one snack a day is a fruit platter and include vegetables at meals
and as snacks. Raw and cooked vegetables and fruit, occasional diluted fruit
juice and dried fruit all contribute to daily fruit and vegetable portions

•

Children need starchy food for energy. These include bread, pasta, rice,
potatoes, yum and sweet potato
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•

•

Some finger food as well as foods which require cutlery allow variations at meal
times

•

Food and drink served will be chosen to limit the damage to children’s dental
health

✓ Nutritious and low in added sugar snacks will be served between main meals. A variety
of snacks will be offered including fruit, vegetables, milk, yoghurt, different types of
bread, homemade plain popcorn, and sandwiches with savoury fillings.
✓ Drinking water will be available at all times
✓

The nursery will cater for the religious as well as medical dietary requirements. While
many parents believe that their children are sensitive to certain food, the true
incidence, according to the NHS Health Promotion Department, is likely to be very
much lower than reported. Therefore, parents requesting special diets for their children
because of food allergy or intolerance will be encouraged to seek advice from their GP
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if they have not already done so and asked to produce a letter of support. In some
cases parents may be asked to provide the food themselves.
✓ Parents of vegan children are also encouraged to get advice from The Vegetarian
Society or Vegan Society to ensure their child’s diet provides sufficient nutrients.
✓ The timings of meals and snacks is organised with the aim of ensuring that children eat
regularly. Food will be offered to children at intervals not exceeding two and a half
hours.

O
PY

✓ Children will be encouraged to play outside every day, weather permitting. This will
ensure that they have an opportunity to be exposed to sunlight, which helps their
bodies to produce vitamin D.

Mealtime regulations

o Mealtimes will be aimed to be times of pleasant social sharing and practitioners will sit
with the children providing a good role model

C

o Children aged 2-5 years will be allowed to serve themselves during mealtimes as this
may encourage them to try different kinds of foods and foster their independence.
Older children will also be involved in laying and clearing the tables
o Some children may eat slowly. We will ensure that all children have enough time to eat

EN

TS

o If a child refuses a food even after gentle encouragement to eat, the food will be
removed without making a fuss or passing a judgement. We want children to feel that
eating is a pleasurable way to satisfy hunger rather than a battleground; therefore,
while it can be distressing for carers to have food they have prepared rejected,
keeping own attitude to eating friendly and relaxed is very important.

Special occasions
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o Food is sometimes eaten to celebrate special occasions. Parents will be allowed to
bring in a small Birthday cake if they wish, as long as it does not contain nuts. Only a
tiny portion will be given to the children after the main meal (substitutions will be
offered to children who cannot have it for religious or medical reasons).
o Holidays, festivals and religious occasions of various cultures provide a valuable
opportunity for children to learn about special events and different cultures and the
variety of foods associated with these events. They are seen as important social
activities and families will be informed in advance about them and given an opportunity
to participate.
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4.13. Procedures for Supporting Children with Teething

Teething is the process by which an infant’s teeth erupt, or break through, the gums.
Teething generally occurs between 6 to 24 months of age.
The onset of teething symptoms typically precedes the eruption of the tooth by several
days. It includes irritability, tender and swollen gums, and the infant wanting to place
objects or fingers into the mouth in an attempt to reduce discomfort.
Some of the strategies for supporting children with teething used in the nursery include:

O
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✓ Offering frozen/cold teething rings made of hard rubber. All teething rings are sterilised
between the uses.
✓ Extra drool will be wiped regularly to keep rashes from forming.

✓ Teething gels will be administered with prior parental permission.
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TS

C

We have a ‘no jewellery’ rule in the nursery to avoid the danger of chocking and
suffocation; however, amber bracelets and anklets hidden under clothes can be
considered on an individual basis.
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4.14. Procedures for Preparing Formula Milk

Information about any special dietary and/or requirements, preferences and food allergies
is obtained before a child is admitted to the setting. All parents in the baby room are also
asked to complete an individual routine sheet for their child, which includes feeding and
nap times, quantity of milk to be given, favourite ways of being put to sleep, any
comforters, etc.

O
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Our Formula Milk preparation procedures follow the guidelines provided by the NHS. All
staff involved in preparing and handling food receive training in food hygiene. All bottles
are sterilised before use. All sterilised bottles are removed once sterilised and not left in
the steriliser.

The nursery follows NHS guidelines on feeding Expressed Breast Milk (EBM):

EBM is stored in an allocated ‘milk’ fridge for up to 5 days at 4oC or lower and for up to
6 months in a freezer.

•

EBM is well labelled and includes child’s name and the date it was expressed.

•

If needed, it is warmed in bottle of clean, warm water and NEVER in a microwave.
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TS

C

•

92 | P a g e

4.15. Procedures for Sleep Time

We try to find out as much as we can from parents about the child before they join the
setting, so that the routines we follow are familiar and comforting. Sleep is one of the key
factors in the health and development of children. We provide a comfortable, accessible
place where children can rest or sleep when they want to. Sleep areas are positioned to
ensure minimal distractions and noise. Practitioners will use calming techniques such as
stroking, rocking or hugging when necessary as well as play relaxing music CDs.
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In line with The Lullaby Trust guidelines, all babies are put on their backs (known as the
supine position) at the beginning of every sleep period to reduce the risk of Sudden Infant
Death Syndrome (unless there is medical advice to the contrary).

Below are some of the other measures aimed at creating a comfortable and safe
environment for sleeping babies:
✓ Practitioners ensure all sheets are fitted properly and there is no loose, soft or bulky
bedding.

C

✓ The temperature in the sleep room is kept between 16-20oC and the room is regularly
aired out.

TS

✓ All items of bedding are numbered and allocated to particular children. Blankets, sheets
and pillows (for older children) are never shared between children.

EN

✓ All bedding is washed at least once a week (if there is visible contamination or if the
child has been unwell, e.g. coughing, diarrhoea, the bedding will be changed and
washed on the day).
✓ Dummies may be offered to younger children when settling them to sleep, if parents
request. Parents will be advised to gently withdraw it between the ages of 6 to 12
months to avoid any potential adverse effects.
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✓ Sleeping children are checked at 15-minute-intervals by named practitioners.
Self-settling. One of the key skills that babies and children need to learn is ‘self-settling’.
This is the ability to relax and drop off to sleep without any aids, such as being rocked or
sucking from a bottle. Practitioners will work in close partnership with parents in
encouraging ‘’self-settling.
If parents wish to restrict the amount of time their child sleeps, staff will endeavour to
accommodate their wishes, however it must be appreciated that this will not always be
possible.
Alternative activities will be provided for those children who do not need sleep at the same
time as others do.
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4.16. Procedures for Nappy Changing

The following procedures are in line with the guidelines provided by the Health Protection
Agency.
✓ Nappies MUST be changed in a designated area away from play facilities, and away
from any area where food or drink may be prepared or consumed.
✓ Hand washing facilities for staff are available within the nappy changing area/room and
include hand washbasin, liquid soap, paper towels and foot-operated bin.
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✓ Nappy creams, lotions etc MUST be labelled with child’s name and MUST NOT BE
shared between children.
✓ Staff should wear non-latex gloves and a disposable plastic apron to protect their
clothing uniform from contamination when involved in nappy changing.
✓ Gloves must be changed after each child.

✓ Nappy mats MUST be wiped with soapy water and dried after each use.

C

✓ Liquid soap should always be used as a bar of soap can become easily contaminated
with bacteria.
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TS

✓ Potties should be cleaned and stored upside down after use.
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4.17. Procedures for Outings

Outings are an important part of the nursery programme and to the development needs of
the child. If outings are taken at the child’s own pace allowing them to observe and
comment, then they will be of considerable value in expanding the children’s interest and
understanding of the world around them. We will always invite parents to join the outing
and to suggest ideas for future trips. Most outings will be followed up with display work,
drawings, discussions and photo displays where possible.

O
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Planning an outing

TS

C

We shall nominate a member of staff to be in charge of planning the outing and overseeing
the outing itself to ensure health and safety procedures are adhered to and everything
runs smoothly. Children will be included in planning the trip as much as possible. All
aspects of the outing will be considered when planning, e.g. health and safety procedures,
whether to purchase tickets in advance, toileting facilities, food, etc. The emergency
backpack must be taken on all outings. It should include first aid equipment, medication
for children who require it throughout the day along with written instructions, asthma
pumps or epi pens, if needed, water, nappies, disposable gloves, sun cream in warm
weather, emergency phone numbers and a nursery mobile phone. A staff member should
be nominated to administer the medication.

EN

Details such as destination, estimated time of arrival and departure, name of staff and
parents attending, transport being used and names of drivers and risk assessments must
be recorded in the outings book.
The same standard of care and interaction with the children is expected of staff, volunteers
and students on outings.
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Consent

At the moment of joining the Nursery, parents sign a form to enable the children to take
part in any spontaneous outing in the surrounding are, e.g. park and playgrounds. Planned
trips and trips further away will have a separate consent form. Parents will be informed
well in advance about the details of the trip and we will respects the wishes of those
parents who do not want their children to participate. Wishes of children not wanting to
participate will also be taken into account.
All trips must be authorised by the Manager or Area Manager.
Transport
The Nursery will only use suitable means of transportation. This includes walking and/or
public transport, but excludes private cars. When transporting children in coaches, we will
ensure that seatbelts are in place and fine and drivers have all suitable checks, e.g. DBS,
insurance, licence.
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Risk assessment and Health and safety
For each specific outing the Nursery will carry out a full risk assessment, which includes an
assessment of required adult to child ratios. The assessment will take into account the
nature of the outing, and consider whether it is appropriate to exceed the normal ratio
requirements. A 1:2 adult to child ratio will be adopted for most outings, however
sometimes it may be appropriate to exceed the normal outing ratio to 1:3 for children aged
two or over, e.g. if the outing is in the adjoining park area.
All children should have a sticker/label on their top/coat with the name and phone number
of the setting – NEVER the child’s name.
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Only the Nursery camera will be taken on outings. Staff are NOT permitted to bring their
own cameras or mobile phones.
Manager will be present on large outings to take overall responsibilities. The Manager will
be responsible for the whole group throughout the duration of the trip. At least one first
aider must be present on the trip.

C

Food and drinks must be provided at similar times to those at Nursery and additional
drinks should be offered if the weather is warm.
Lost child procedures

TS

If the above policy and procedures are observed the likelihood of a child being lost is very
small. A register and head count is taken at the beginning and end of all trips. Throughout
the trip head counts are taken at regular intervals.

EN

If it is revealed that the child is missing, the whole group will be gathered in one area whilst
two members of staff conduct a search. They are to remain in contact at all times. After 15
minutes if they child has not been found, the nominated person will contact police and
child’s parents. At all times the remainder of the group must remain together and taken
back to the Nursery. Ofsted and the Director will be informed as soon as possible.
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At the end of the day an incident report will be filled out.
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4.18. Pets on the Nursery Premises

The following guidelines will be adhered to if there are pets on the Nursery premises:
1. Any animals or pets on the premises will be free from disease
2. They will have regular health checks
3. They will be cared for in a humane manner
4. The animal and its cage will be cleaned on a regular basis
5. The animals will have adequate housing, water, food, bedding and care routines
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6. Food and water bowls will be cleaned on a regular basis and will not be accessible
to children without supervision
7. Any area fouled by an animal will be cleaned and disinfected immediately
8. Children will be supervised at all times when handling the animals

C

9. We will teach the children to be gentle and sensitive to animals and to be aware of
their routines and behaviour patterns
10. We will ask children to wash their hands immediately after handling animals or their
equipment

TS

11. We will consult with parents with regard to children’s allergies/sensitivities to any
pets in our settings
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12. We will keep parents informed about animals on the premises.
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5. Learning and Development Policy and Procedures
5.1. EYFS for Parents

All Cybertots Nurseries follow the Early Years Foundation Stage (2017) framework.
The four ‘themes’ of the EYFS underpin what we do at the Nursery. The four themes are:

O
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A Unique Child + Positive Relationships + Enabling Environments + Children Develop and Learn in
Different Ways and at Different Rates

A Unique Child

Every child is a unique child who is constantly learning and can be resilient, capable,
confident and self-assured. Nursery practitioners and other staff members:

C

✓ Understand and observe each child’s development and learning, assess progress and
plan for next steps
✓ Support babies and children to develop a positive sense of their own identity and
culture

✓ Keep children safe

TS

✓ Identify any need for additional support

EN

✓ Value and respect all children and families equally

Positive Relationships
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Children learn to be strong and independent through positive relationships. Positive
relationships are:
✓ Warm and loving and foster a sense of belonging
✓ Sensitive and responsive to the child’s needs, feelings and interests
✓ Supportive of the child’s own efforts and independence
✓ Consistent in setting clear boundaries
✓ Stimulating
✓ Built on Key Person relationships in Early Years settings

Enabling Environments
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Children learn and develop well in enabling environments in which their experiences
respond to their individual needs and there is a strong partnership between practitioners
and parents and carers. Enabling environments value all people and value learning. They
offer:
✓ Stimulating resources relevant to all the children’s cultures and communities
✓ Rich learning opportunities through play and playful teaching
✓ Support for children to take risks and explore

Children Develop and Learn in Different Ways and at Different Rates
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Children develop and learn in different ways and at different rates. The framework covers
the education and care of all children in Early Years provision including children with
special educational needs and disabilities.

C

Practitioners teach the children by providing challenging, playful opportunities across the
Prime and Specific areas of Learning and Development. They foster the Characteristics
of Effective Learning
Playing and Exploring

•

Active Learning

TS

•

Creating and Thinking Critically

•

EN

Prime areas of learning are:

Personal, Social and Emotional Development

•

Communication and Language
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•

•

Physical Development

Specific areas of learning include essential skills and knowledge:
•

Literacy

•

Mathematics

•

Understanding the World

•

Expressive Arts and Design
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5.2. Parent Partnership

When parents, carers and practitioners work together the results have a positive impact on
children’s learning and development.

O
PY

The general atmosphere of the Nursery should encourage positive relationships between
staff, parents, children and the community. The interrelationships between the people
connected with the service should be facilitated through mutual respect, warmth, support
and cooperation. Since the child’s earliest experiences occur in the home and parental
interest and involvement in these experiences is significant to the child’s development, a
cooperative effort by parents and child care workers is essential in providing continuity of
experiences from the home to the nursery.

C

Through positive and open communication between parents and the nursery we can
ensure that there is expression and acknowledgement of individual needs, and facilitation
of shared decision making in regard to these needs. It is important that parents feel
comfortable in taking an active role in the service.

TS

‘Parents are children’s first and most enduring educators. When parents and
practitioners work together in early years settings, the results have a positive
impact on children’s learning and development’ (EYFS commitment 2.2)
We aim to involve parents in their children’s education and in the full life of the setting. We
also aim to support parents in their own continuing education and personal development.

EN

In order to fulfil these aims we:

Are committed to an on-going dialogue with parents to improve our
knowledge of the needs of their children to support their families

•

Inform all parents about how the setting is run and its policies and
procedures through access to written information, website and through
regular informal communication. We check to ensure parents understand
the information that is given to them
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•

•

Inform all parents on a regular basis about their children’s progress. We hold
parent / teacher information sharing sessions every 6 months and regular
open evenings

•

Involve parents in the record keeping about their child – either formally or
informally and ensure parents have access to their children’s written
developmental records

•

Provide opportunities for parents to contribute their own skills, knowledge
and interests to the activities of the setting

•

Inform parents of relevant conferences, workshops and training
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Consult with parents about the times of meetings to avoid excluding anyone

•

Provide information about opportunities to be involved in the setting in ways
that are accessible to parents with basic skills needs or those for whom
English is an additional language

•

Hold meetings in venues that are accessible and appropriate for all

•

Welcome the contributions of parents

•

Provide opportunities for parents to learn about the curriculum offered in the
setting and about young children’s learning, in the setting and at home

O
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•
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TS

C

NOTE: parents may be refused the nursery place if: they are abusive to other children in
our care, other parents or any nursery staff member, they are unwilling to cooperate with
staff and management, to the detriment of the nursery’s homelike atmosphere, their child’s
behaviour is so disruptive that the other children’s safety is jeopardised. Serious concerns
will be dealt with immediately, with a formal written response forwarded to the parents.
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5.3. Key Person Policy

The personal and emotional development of children is supported when they have
continuing experience of a familiar person, who – like their parents – has become more
and more able to recognise this child’s moods and the different reasons that provoke these
emotions.
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Each child will be allocated a key person upon receipt of all the required registration forms
and payments and will be introduced to the child and parents on their starting day. This
member of staff will be jointly responsible with the other team members for the children’s
well being on a daily basis and ensure that information is exchanged between parents and
the setting.
The main duties of the key person include (in no particular order):

✓ Taking care of the child and tuning into that child’s style of learning, needs and
interests

C

✓ Assisting the child with settling into the nursery – introducing to other children and
engaging in activities based on child’s interests
✓ Keeping a ‘special eye’ on the child, particularly during the first few weeks

TS

✓ Communicate with parents – informing them of how their child is settling in / child’s
activities/ eating and sleeping patterns/ encouraging parent’s involvement in the
program.

EN

✓ To ensure planned activities meet the needs of individual children (through individual
learning plans and regular observations) to feedback to parents about their child’s
development and progress and to encourage feedback from parents regarding the
program and children’s activities / interests at home.
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✓ To liaise with parents/ carers and other outside professionals where necessary i.e.:
area SENCO/ Speech and language therapist.
✓ To ensure confidentiality
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5.4. Free Flow Policy

Cybertots Group believes that children flourish best when all their needs are met and
where there are clear and developmentally appropriate expectations and boundaries for
their behaviour. Free flow play offers children an element of choice. It helps them develop
both their decision-making skills and their independence. All children are given an option of
playing inside or outside and moving freely between the two.

O
PY

Free flow is important as children thrive best in an environment that supports and
promotes their active learning and development. Young children require space both
indoors and outdoors, where they can be active or quiet, where they can think, dream and
watch others. The outdoor environment is a learning extension from the indoor
environment. The two areas complement each other to provide children with one whole
learning space. Many children find the outdoors a more engaging place than indoors and
will choose to spend most of their time in the garden when provided with the appropriate
resources.
The role of the practitioner:

C

✓ View the outdoor and indoor areas as one learning environment and plan for them as
one.

TS

✓ Enable access to the garden on a daily basis between the hours off 9.00am till
17.00pm, all year round. Outdoor play and indoor play need to be available at the
same time so that children can freely move between the two.

EN

✓ Be responsible for setting up and clearing away equipment. Encourage children to
care for equipment/resources by putting away after use. Provide easily accessible and
labelled storage for equipment and encourage choice and autonomy.
✓ Be aware of children’s safety – complete a garden safety check before children go
outside.
✓ Encourage children to use a wide range of natural resources.
Support children’s confidence in themselves and their developing skills as they tackle
new experiences.

✓

Act as a good role model, e.g. wearing appropriate clothing, sun protection,
demonstrating good hygiene practices.

✓

Be enthusiastic about being outside in any weather and participate enthusiastically in
all outdoor experiences.

✓

Offer a range of experiences and resources, which are regularly monitored and
refreshed to keep children positively challenged, stimulated and safe.

✓

Observe children and plan new and exciting activities reflecting their current interests
and fascinations

✓

Complete garden checks and risk assessments on a daily basis. It is very important
the environment is safe, secure and hazard free.
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✓
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✓

Ensure that the garden offers children opportunities to investigate, explore, problemsolve, and use their imagination and creativity. Ensure outdoor activities are not limited
to physical play and provide areas and resources for children to paint, grow plants,
explore malleable materials, water and sand, engage in imaginative play and mark
making.

✓

Staff members need to be motivated and make sure ALL children are getting the most
of their learning opportunities indoors and outdoors.

✓ Observe, assess and record the learning that takes place in the garden.

✓ Encourage a sense of wonder about the world.
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✓ Help children to respect and care for the outside environment, and learn to take care
of living things.

✓ Empower children to use tools safely and effectively and follow nursery rules.
✓ Give children an opportunity to relax, enjoy and have fun outdoors!

Staff Deployment and Supervision of Children

C

▪ Each day staff are deployed to specific areas of the setting

▪ Adult:Child ratios must be maintained at all times. Staff are expected to call for
assistance if they feel they have more than the correct ratio of children.

TS

▪ Staff will be vigilant as to the number of children within theirs and adjoining areas.
▪ The bathroom entrance should always be in view of the supervising adult, even
when being used by children who can do so independently.

EN

▪ Whilst free flow is in operation, the person on outdoor duty must physically check all
areas of the garden thoroughly before closing the area and bringing children inside.
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▪ Once inside, that member of staff must do a headcount again to ensure all children
are safely inside.
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6. Records and Information Kept by the Setting
6.1 Children’s records
Policy statement
We have record keeping systems in place that meet legal requirements; the means we use
to store and share that information takes place within the framework of the General Data
Protection Regulations (GDPR) (2018) and the Human Rights Act (1998).

O
PY

This policy and procedure should be read alongside our Privacy Notice, Confidentiality and
Client Access to Records Policy and our Information Sharing Policy.
Procedures

If a child attends another setting, we will aim to establish a regular two-way flow of

appropriate information with parents and other providers. Where appropriate, we will
incorporate comments from other providers, as well as parents and/or carers into the

C

child’s records.

Developmental records

TS

We keep two kinds of records on children attending our setting:

▪ These include observations of children in the setting, photographs, video clips and
samples of their work and summary developmental reports.

EN

▪ These are usually kept in the room with practitioners, and can be accessed, and
contributed to, by staff, the child and the child’s parents/carers.
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Personal records

These may include the following (as applicable):
▪ Personal details – including the child’s registration form and any consent forms. The
registration forms are regularly updated during progress meetings by parents/carers
and additional information added will be resigned by parents.

▪ Contractual matters – including a copy of the signed parent contract, the child’s days
and times of attendance, a record of the child’s fees, any fee reminders or records of
disputes about fees.
▪ Child’s development, health and well-being – including a summary only of the child’s
EYFS profile report, a record of discussions about every day matters about the child’s
development health and well-being with the parent.
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▪ Early Support – including any additional focussed intervention provided by our setting
(e.g. support for behaviour, language or development that needs an Individual
Education Plan) and records of any meetings held.
▪ Welfare and child protection concerns – including records of all welfare and child
protection concerns, and our resulting action, meetings and telephone conversations
about the child, a Statement of Special Educational Needs and any information
regarding a Looked After Child.
▪ Correspondence and Reports – including a copy of the child’s 2 Year Old Progress
Check (as applicable), all letters and emails to and from other agencies and any
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confidential reports from other agencies.

▪ These confidential records are stored in a lockable file or cabinet, which is always
locked when not in use and which management keeps secure in an office or other
suitably safe place.

▪ We read any correspondence in relation to a child, note any actions and file it

C

immediately

▪ We ensure that access to children’s files is restricted to those authorised to see them
and make entries in them, this being our manager, deputy or designated person for

TS

child protection, the child’s key person, or other staff as authorised by our manager.
▪ We may be required to hand children’s personal files to Ofsted as part of an inspection
or investigation process; or to local authority staff conducting a S11 audit, as long as

EN

authorisation is seen. We ensure that children’s personal files are not handed over to
anyone else to look at unless permission is given in writing
▪ Parents have access, in accordance with our Privacy Notice, Client Access to Records
Policy, to the files and records of their own children, but do not have access to
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information about any other child.

▪ Our staff will not discuss personal information given by parents with other members of
staff, except where it affects planning for the child's needs. Our staff induction
programme includes an awareness of the importance of confidentiality in the role of the
key person.

▪ We retain children’s records for a period of time in line with statutory retention periods.
Please see “Retention Periods for Records” for details of retention periods. These are
kept in a secure place.

106 | P a g e

Archiving children’s files
▪ When a child leaves our setting, we remove all paper documents from the child’s
personal file and place them in a robust envelope, with the child’s name and date of
birth on the front and the date they left.
▪

We seal this and place it in an archive box, stored in a safe place (i.e. a locked
cabinet) for a period of time to comply with statutory retention periods, after which it is
destroyed.

▪ Where there were s.47 child protection investigations, We mark the envelope with a
star and archive it in line with statutory retention periods.
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▪ If data is kept electronically it is encrypted and stored as above.

▪ We store financial information according to our finance procedures.

Other records

C

▪ We keep a daily record of the names of the children we are caring for, their hours of
attendance and the names of their key person.

TS

▪ Students on recognised qualifications and training, when they are observing in the
setting, are advised of our Confidentiality and Client Access to Records Policy and are
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required to respect it.
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6.2 Provider records
Policy statement
We keep records and documentation for the purpose of maintaining our business. These
include:
▪ Records pertaining to our registration.
▪ Landlord/lease documents and other contractual documentation pertaining to
amenities, services and goods.
▪ Financial records pertaining to income and expenditure.
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▪ Risk assessments.

▪ Employment records of our staff including name, home address and telephone number.
▪ Names, addresses and telephone numbers of anyone else who is regularly in
unsupervised contact with the children.

C

We consider our records as confidential based on the sensitivity of information, such as
with employment records. These confidential records are maintained with regard to the
General Data Protection Regulations (2018), further details are given in our Privacy Notice

TS

and the Human Rights Act (1998).

This policy and procedure should be read alongside our Privacy Notice, Confidentiality and

Procedures

EN

Client Access to Records Policy and Information Sharing Policy.

▪ All records are the responsibility of our management team who ensure they are kept
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securely.

▪ All our records are kept in an orderly way in files and filing is kept up-to-date.
▪ Our financial records are kept up-to-date for audit purposes.
▪ We maintain health and safety records; these include risk assessments, details of
checks or inspections and guidance etc.

▪ Our Ofsted registration certificate is displayed.
▪ Our Public Liability insurance certificate is displayed.
▪ All our employment and staff records are kept securely and confidentially.
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We notify Ofsted of any:
▪ change in the address of our premises;
▪ change to our premises which may affect the space available to us or the quality of
childcare We provide;
▪ change to the name and address of our registered provider
▪

change to the person managing our provision

▪ significant event which is likely to affect our suitability to look after children; or
▪ other event as detailed in the Statutory Framework for the Early Years Foundation
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C
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Stage (DfE 2017).
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Policy statement
We recognise that children sometimes move to another early years setting before they go
on to school, although many will leave our setting to enter a nursery or reception class.
We prepare children for these transitions and involve parents and the receiving setting or
school in this process. We prepare records about a child’s development and learning in the
Early Years Foundation Stage in our setting; in order to enable smooth transitions, we
might share appropriate information with the receiving setting or school at transfer with
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parental permission.
Confidential records may be shared where there have been child protection concerns
according to the process required by our Local Safeguarding Children Board.

The procedure guides this process and determines what information we can and cannot
share with a receiving school or setting. Prior to transferring information, we will establish

C

the lawful basis for doing so (see our Privacy Notice).
Procedures

TS

Transfer of development records for a child moving to another early years setting or school
▪ Using the Early Outcomes (DfE 2013) guidance and our assessment of children's
development and learning, the key person will prepare a summary of achievements in

EN

the seven areas of learning and development.
▪ The record refers to:

– any additional language spoken by the child and his or her general progress in

PA
R

language and communication;

– any additional needs that have been identified or addressed by our setting;
– any special needs or disability, whether anything was raised in respect of special
needs or disability, whether any developmental plans are in place / there is a
Statement of Special Educational Needs.

▪ For transfer to school, we ma y share information regards children’s starting points and
developmental records, with parental permission.

Transfer of confidential information
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▪ The receiving school or setting will need to have a record of any safeguarding or child
protection concerns that were raised in our setting and what was done about them.
▪ We will make a summary of the concerns to send to the receiving setting or school,
along with the date of the last professional meeting or case conference.
▪ Anything to do either with an Early Help Hounslow (EHH - for Hounslow) or Early Help
Assessment and Plan (EHAP - for Ealing) referral ‘below-the-threshold-of-abuse’ can
only be shared with the permission of parents.
▪ Where there has been a s47 investigation regarding a child protection concern, we will
pass the name and contact details of the EHH / EHAP on to the receiving setting or
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school – regardless of the outcome of the investigation.

▪ We post (by secure method) or take the information to the school or setting, ensuring it
is addressed to the setting or school’s designated person for child protection and
marked as 'confidential’.

▪ We do not pass any other documentation from the child's personal file to the receiving
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TS

C

setting or school.
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6.4 Confidentiality and client access to records
Policy statement
‘Share with informed consent where appropriate and, where possible, respect the wishes of those
who do not consent to share confidential information. You may still share information without
consent if, in your judgement, there is good reason to do so, such as where safety may be at risk.
You will need to base your judgement on the facts of the case.’

Information sharing: Advice for practitioners providing safeguarding services to children,
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young people, parents and carers (HMG 2015)

In our setting, staff and managers can be said to have a ‘confidential relationship’ with
families. It is our intention to respect the privacy of children and their parents and carers,
while ensuring that they access high quality early years care and education in our setting.
We aim to ensure that all parents and carers can share their information in the confidence

C

that it will only be used to enhance the welfare of their children. We have record keeping
systems in place that meet legal requirements; the means that We use to store and share
that information takes place within the framework of the General Data Protection

EN

Confidentiality procedures

TS

Regulations (2018) and the Human Rights Act (1998).

▪ Most things that happen between the family, the child and the setting are confidential to
our setting. In exceptional circumstances information is shared, for example with other
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professionals or possibly social care or the police.
▪ Information shared with other agencies is done in line with our Information Sharing
Policy.

▪ We always check whether parents regard the information they share with us to be
confidential or not.

▪ Some parents may share information about themselves with other parents as well as
with our staff we cannot be held responsible if information is shared by those parents
whom the person has ‘confided’ in.
▪ Information shared between parents in a discussion or training group is usually bound
by a shared agreement that the information is confidential to the group and not
discussed outside of it. We are not responsible should that confidentiality be breached
by participants.
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▪ We inform parents when We need to record confidential information beyond the
general personal information We keep (see our and Privacy Notice and Children's
Records Policy) - for example with regard to any injuries, concerns or changes in
relation to the child or the family, any discussions with parents on sensitive matters,
any records we are obliged to keep regarding action taken in respect of child protection
and any contact and correspondence with external agencies in relation to their child.
▪ We keep all records securely (see our Children's Records Policy and Privacy Notice).
▪ Most information is kept in a manual file or electronically. Our staff may also use a
computer to type reports, or letters. Separate log ins are available to staff and
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management so that staff are not able access confidential management information.
▪ Our staff discuss children’s general progress and well being together in meetings, but
more sensitive information is restricted to our managers and the child’s key person,
and is shared with other staff on a need to know basis.

▪ We do not discuss children with staff who are not involved in the child’s care, nor with

C

other parents or anyone else outside of the setting.

▪ Our discussions with other professionals take place within a professional framework
and not on an informal or ad-hoc basis.

TS

▪ Where third parties share information about an individual with us; our practitioners and
managers check if it is confidential, both in terms of the party sharing the information

EN

and of the person whom the information concerns.

Client access to records procedures
Parents may request access to any confidential records We hold on their child and family
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following the procedure below:

▪ The parent is the ‘subject’ of the file in the case where a child is too young to give
‘informed consent’ and has a right to see information that our setting has compiled on
them.

▪ Any request to see the child’s personal file by a parent or person with parental
responsibility must be made in writing to the setting leader or manager.

▪ We acknowledge the request in writing, informing the parent that an arrangement will
be made for him/her to see the file contents, subject to third party consent.
▪ Our written acknowledgement allows 40 working days for the file to be made ready.
▪ A fee may be charged for repeated requests, or where a request requires excessive
administration to fulfil.
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▪ Our manager informs their line manager and legal advice may be sought before
sharing a file.
▪ Our manager goes through the file with their line manager and ensures that all
documents have been filed correctly, that entries are in date order and that there are no
missing pages. They note any information, entry or correspondence or other document
which mentions a third party.
▪ We write to each of those individuals explaining that the subject has requested sight of
the file, which contains a reference to them, stating what this is.
disclosure of that material.

O
PY

▪ They are asked to reply in writing to our manager giving or refusing consent for
▪ We keep copies of these letters and their replies on the child’s file.

▪ ‘Third parties’ include each family member noted on the file; so where there are

separate entries pertaining to each parent, step parent, grandparent etc, We write to
each of them to request third party consent.

C

▪ Third parties also include workers from any other agency, including children's social
care and the health authority for example. Agencies will normally refuse consent to
share information, preferring instead for the parent to be redirected to those agencies

TS

for a request to see their file held by that agency.

▪ Members of our staff should also be written to, but We reserve the right under the
legislation to override a refusal for consent or to just delete the name of the staff

EN

member and not the information. We may grant refusal if the member of staff has
provided information that could be considered ‘sensitive’ and the staff member may be
in danger if that information is disclosed; or if that information is the basis of a police
investigation. However, if the information is not sensitive, then it is not in our interest to
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withhold that information from a parent. In each case this should be discussed with
members of staff and decisions recorded.

▪ When we have received all the consents/refusals our manager takes a photocopy of
the complete file. On the copy of the file, our manager removes any information that a
third party has refused consent for us to disclose and blank out any references to the
third party, and any information they have added to the file, using a thick marker pen.

▪ The copy file is then checked by the line manager and legal advisors to verify that the
file has been prepared appropriately.
▪ What remains is the information recorded by the setting, detailing the work initiated and
followed by them in relation to confidential matters. This is called the ‘clean copy’.
▪ We photocopy the ‘clean copy’ again and collate it for the parent to see.

114 | P a g e

▪ Our manager informs the parent that the file is now ready and invite[s] him/ her to make
an appointment to view it.
▪ Our manager and their line manager meet with the parent to go through the file,
explaining the process as well as what the content of the file records about the child
and the work that has been done. Only the person(s) with parental responsibility can
attend that meeting, or the parent’s legal representative or interpreter.
▪ The parent may take a copy of the prepared file away; but, to ensure it is properly
explained to and understood by the parent, we never hand it over without discussion.
▪ It is an offence to remove material that is controversial or to rewrite records to make
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them more acceptable. Our recording procedures and guidelines ensure that the

material reflects an accurate and non-judgemental account of the work we have done
with the family.

▪ If a parent feels aggrieved about any entry in the file, or the resulting outcome, then we
refer the parent to our complaints procedure.

C

▪ The law requires that the information held for a legitimate reason and must be

accurate. If a parent says that the information we hold is inaccurate, then the parent
has a right to request for it to be changed. However, this only pertains to factual

TS

inaccuracies. Where the disputed entry is a matter of opinion, professional judgement,
or represents a different view of the matter than that held by the parent, we retain the
right not to change that entry, but we can record the parent’s view of the matter. In most

EN

cases, we would have given a parent the opportunity at the time to state their side of
the matter, and it would have been recorded there and then.
▪ If there are any controversial aspects of the content of a child’s file, we must seek legal
advice. This might be where there is a court case between parents, where social care
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or the police may be considering legal action, or where a case has already completed
and an appeal process is underway.

▪ We never ‘under-record’ for fear of the parent seeing, nor do we make ‘personal notes’
elsewhere.

Telephone advice regarding general queries may be made to The Information
Commissioner’s Office Helpline 0303 123 1113.
All the undertakings above are subject to the paramount commitment of our setting, which
is to the safety and well-being of the child. Please see also our policy on Safeguarding
Children and Child Protection.
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6.5 Privacy notice
Cybertots’ Privacy Notice
Cybertots On The Green
Address: Drayton Green, Ealing, London, W13 0JF
Phone Number: 020 8997 3990
Email: onthegreen@cybertots.co.uk
Data Protection Officer: Izabela Uminska / Sonia Natvar (Manager)
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Introduction
We are committed to ensuring that any personal data we hold about you and your child is
protected in accordance with data protection laws and is used in line with your

expectations. This privacy notice explains what personal data we collect, why we collect it,

What personal data do we collect?

C

how we use it and how we protect it.

We collect personal data about you and your child to provide care and learning that is

TS

tailored to meet your child’s individual needs. We also collect information in order to verify
your eligibility for free childcare as applicable.

Personal details that we collect about your child include:

EN

▪ your child’s name, date of birth, address, health and medical needs, development
needs, and any special educational needs, names of siblings and pets, name of GP,
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dietary requirements, languages spoken, religion and festivals celebrated
Where applicable we will obtain child protection plans from social care and health care
plans from health professionals.
We will also ask for information about who has parental responsibility for your child and
any court orders pertaining to your child.
Personal details that we collect about you include:
▪ your name, home and work address, phone numbers, email address, emergency
contact details, and family details, occupation, nationality, languages spoken at home,
religion and festivals celebrated
This information will be collected from you directly in the registration form.
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If you apply for up to 30 hours free childcare, we will also collect:
▪ your national insurance number or unique taxpayer reference (UTR), if you’re selfemployed. We may also collect information regarding benefits and family credits that
you are in receipt of.
Why we collect this information and the legal basis for handling your data
We use personal data about you and your child in order to provide childcare services and
▪ contact you in case of an emergency
▪ to support your child’s wellbeing and development
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fulfil the contractual arrangement you have entered into. This includes using your data to:

▪ to manage any special educational, health or medical needs of your child whilst at our
setting

▪ to carry out regular assessment of your child’s progress and to identify any areas of

C

concern

▪ to maintain contact with you about your child’s progress and respond to any questions
you may have

TS

▪ to process your claim for up to 30 hours free childcare (only where applicable)
▪ to keep you updated with information about our service

EN

With your consent, we will also record your child’s activities for their individual learning
record. This may include photographs and videos. You will have the opportunity to
withdraw your consent at any time, for images taken by confirming so in writing.
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We have a legal obligation to process safeguarding related data about your child should
we have concerns about their welfare. We also have a legal obligation to transfer records
and certain information about your child to the school that your child will be attending (see
Transfer of Records policy).
Who we share your data with
In order for us to deliver childcare services we will also share your data as required with
the following categories of recipients:
▪ Ofsted – during an inspection or following a complaint about our service
▪ banking services to process chip and pin and/or direct debit payments (as applicable)
▪ the Local Authority (where you claim up to 30 hours free childcare as applicable)
▪ the government’s eligibility checker (as above)
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▪ our insurance underwriter (if applicable)
▪ our setting software management provider (if applicable)
▪ the school that your child will be attending
we will also share your data if:
▪ we are legally required to do so, for example, by law, by a court or the Charity
Commission;
▪ to enforce or apply the terms and conditions of your contract with us;
▪ to protect your child and other children; for example by sharing information with social
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care or the police;

▪ it is necessary to protect our/or others rights, property or safety

▪ we transfer the management of the setting, in which case we may disclose your

personal data to the prospective buyer so they may continue the service in the same

C

way.

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

TS

How do we protect your data?

We protect unauthorised access to your personal data and prevent it from being lost,
accidentally destroyed, misused, or disclosed by:

EN

Hard Copy Information:

- All hard copy information is kept in locked filing cabinets.
- Access to locked filing cabinets is with permission of management only.
- Any confidential information will be kept and read in the office
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- Filing cabinets kept in a room which is locked out of hours, in a building which is locked
out of hours.

- Information is shredded and disposed of following expiry of retention period
Soft Copy Information

- All soft copy information is password protected and kept on Cybertots Nursery

Computers

- Password Access to specific data is only available to Management as and when required
- Information is deleted following expiry of retention period

How long do we retain your data?
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We retain your child’s personal data for a period of time, in line with retention periods once
your child has left the setting, or until our next Ofsted inspection after your child leaves our
setting. Medication records and accident records are also kept according to legal
requirements. Your child’s learning and development records are maintained by us and
handed to you when your child leaves.
In some instances (child protection, or other support service referrals) we are obliged to
keep your data for significant lengths of time if it is necessary to comply with legal
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requirements (see our Children’s and Provider Records policies).
Please see “Retention Periods for Records” for details of retention periods.
Automated decision-making

We do not make any decisions about your child based solely on automated decision-

You have the right to:

TS

Your rights with respect to your data

C

making.

▪ request access, amend or correct your/your child’s personal data
▪ request that we delete or stop processing your/your child’s personal data, for example

EN

where the data is no longer necessary for the purposes of processing; and
▪ request that we transfer your, and your child’s personal data to another person
If you wish to exercise any of these rights at any time or if you have any questions,
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comments or concerns about this privacy notice, or how we handle your data please
contact us. If you have continue to have concerns about the way your data is handled and
remain dissatisfied after raising your concern with us, you have the right to complain to the
Information Commissioner Office (ICO). The ICO can be contacted at Information
Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or
ico.org.uk/

Changes to this notice
We keep this notice under regular review. You will be notified of any changes where
appropriate.
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Information sharing
‘Share with informed consent where appropriate and, where possible, respect the wishes of those
who do not consent to share confidential information. You may still share information without
consent if, in your judgement, there is good reason to do so, such as where safety may be at risk.
You will need to base your judgement on the facts of the case.’

Information sharing: Advice for practitioners providing safeguarding services to children,
young people, parents and carers (HMG 2015)
Policy statement
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We recognise that parents have a right to know that the information they share with us will
be regarded as confidential, as well as to be informed about the circumstances when, and
the reasons why, We are obliged to share information.

We record and share information about children and their families (data subjects) in line
with the six principles of the General Data Protection Regulations (GDPR) (2018) which

C

are further explained in our Privacy Notice that is given to parents at the point of
registration. The six principles state that personal data must be:

TS

1. Processed fairly, lawfully and in a transparent manner in relation to the data subject.
2. Collected for specified, explicit and legitimate purposes and not further processed for
other purposes incompatible with those purposes.

EN

3. Adequate, relevant and limited to what is necessary in relation to the purposes for
which data is processed.

4. Accurate and where necessary, kept up to date.
5. Kept in a form that permits identification of data subjects for no longer than is
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necessary for the purposes for which the data is processed.

6. Processed in a way that ensures appropriate security of the personal data including
protection against accidental loss, destruction or damage, using appropriate technical
or organisational measures

We are obliged to share confidential information without authorisation from the person who
provided it, or to whom it relates, if it is in the public interest. That is when:
▪ it is to prevent a crime from being committed or to intervene where one may have
been, or to prevent harm to a child or adult; or
▪ not sharing it could be worse than the outcome of having shared it.
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The responsibility for decision-making should not rely solely on an individual, but should
have the back-up of the management team. The management team provide clear
guidance, policy and procedures to ensure all staff and volunteers understand their
information sharing responsibilities and are able to respond in a timely, appropriate way to
any safeguarding concerns

The three critical criteria are:
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▪ Where there is evidence that the child is suffering, or is at risk of suffering, significant
harm.

▪ Where there is reasonable cause to believe that a child may be suffering, or is at risk of
suffering, significant harm.

▪ To prevent significant harm arising to children and young people or adults, including the
prevention, detection and prosecution of serious crime.

C

Procedures

Our procedure is based on the GDPR principles as listed above and the seven golden

TS

rules for sharing information in the “Information Sharing Advice for Practitioners Providing
Safeguarding Services to Children, Young People, Parents and Carers”. We also follow the
guidance on information sharing from the Local Safeguarding Children Board.
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1. Remember that the General Data Protection Regulations 2018 and human rights law
are not barriers to justified information sharing as per the Children Act 1989, but
provide a framework to ensure that personal information about living individuals is
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shared appropriately.

▪ Our policy and procedures on Information Sharing provide guidance for appropriate
sharing of information [both within the setting, as well as] with external agencies.

2. Be open and honest with the individual (and/or their family where appropriate) from the
outset about why, what, how and with whom information will, or could be shared, and
seek their consent, unless it is unsafe or if I have a legal obligation to do so. A Privacy
Notice is given to parents at the point of registration to explain this further.
In our setting we ensure parents:
▪ Receive a copy of our Privacy Notice and information about our Information Sharing
Policy when starting their child in the setting and that they sign our Registration
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Form to say that they understand the circumstances in which information may be
shared without their consent. This will only be when it is a matter of safeguarding a
child or vulnerable adult;
▪ have information about our Safeguarding Children and Child Protection Policy; and
▪ have information about the other circumstances when information will be shared
with external agencies, for example, with regard to any special needs the child may
have or transition to school.
3. Seek advice from other practitioners if you are in any doubt about sharing the
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information concerned, without disclosing the identity of the individual where possible.
▪ Our staff discuss concerns about a child routinely in supervisions and any actions
are recorded in the child’s file.
▪

Our manager routinely seeks advice and support from their line manager about

C

possible significant harm.

▪ Our Safeguarding Children and Child Protection Policy sets out the duty of all
members of our staff to refer concerns to our manager or deputy, as designated
are unsure.

TS

person, who will contact children’s social care for advice where they have doubts or
▪ Our manager seeks advice if they need to share information without consent to

EN

disclose.

4. Share with consent where appropriate and, where possible, respect the wishes of
those who do not consent to share confidential information. You may still share
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information without consent if, in your judgement, that lack of consent can be
overridden in the public interest. You will need to base your judgement on the facts of
the case.

▪ We base decisions to share information without consent on judgements about the
facts of the case and whether there is a legal obligation.
▪ Our guidelines for consent are part of this procedure.
▪ Our manager is conversant with this and she is able to advise staff accordingly.
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5. Consider safety and well-being: Base your information sharing decisions on
considerations of the safety and well-being of the person and others who may be
affected by their actions.
In our setting we:
▪ record concerns and discuss these with our designated person and/or designated
officer from the management team for child protection matters;
▪ record decisions made and the reasons why information will be shared and to
whom; and
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▪ follow the procedures for reporting concerns and record keeping as set out in our
Safeguarding Children and Child Protection Policy.

6. Necessary, proportionate, relevant, accurate, timely and secure: Ensure that the

information you share is necessary for the purpose for which you are sharing it, is

C

shared only with those people who need to have it, is accurate and up-to-date, is
shared in a timely fashion, and is shared securely.

TS

▪ Our Safeguarding Children and Child Protection Policy and Children's Records
Policy set out how and where information should be recorded and what information

EN

should be shared with another agency when making a referral.

7. Keep a record of your decision and the reasons for it – whether it is to share
information or not. If you decide to share, then record what you have shared, with
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whom and for what purpose.

▪ Where information is shared, we record the reasons for doing so in the child's file;
where it is decided that information is not to be shared that is recorded too.

Consent

When parents choose our setting for their child, they will share information about
themselves and their families. This information is regarded as confidential. Parents have a
right to be informed that we will see their consent to share information in most cases, as
well as the kinds of circumstances when We may not seek their consent, or may override
their refusal to give consent. We inform them as follows:
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▪ Our policies and procedures set out our responsibility regarding gaining consent to
share information and when it may not be sought or overridden.
▪ We may cover this verbally when the child starts or include this in our prospectus.
▪ Parents sign our Registration Form at registration to confirm that they understand this.
▪ We ask parents to give written consent to share information about any additional needs
their child may have, or to pass on child development summaries to the next provider/
school.
▪ We consider the following questions when We need to share:
– Is there legitimate purpose to us sharing the information?
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– Does the information enable the person to be identified?
– Is the information confidential?

– If the information is confidential, do we have consent to share?

– Is there a statutory duty or court order requiring us to share the information?

– If consent is refused, or there are good reasons for us not to seek consent, is there

C

sufficient public interest for us to share information?

– If the decision is to share, are we sharing the right information in the right way?
– Have we properly recorded our decision?

TS

▪ Consent must be freely given and informed - that is the person giving consent needs to
understand why information will be shared, what will be shared, who will see
information, the purpose of sharing it and the implications for them of sharing that

EN

information as detailed in the Privacy Notice.

▪ Consent may be explicit, verbally but preferably in writing, or implicit, implied if the
context is such that sharing information is an intrinsic part of our service or it has been
explained and agreed at the outset.

PA
R

▪ Consent can be withdrawn at any time.
▪ We explain our Information Sharing Policy to parents.

Separated parents

▪ Consent to share need only be sought from one parent. Where parents are separated,
this would normally be the parent with whom the child resides. Where there is a
dispute, we will consider this carefully.
▪ Where the child is looked after, we may also need to consult the Local Authority, as
‘corporate parent’ before information is shared.
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All the undertakings above are subject to our paramount commitment, which is to the
safety and well-being of the child. Please also see our Safeguarding Children and Child
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Protection Policy.
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6.6 Working in partnership with other agencies
Policy statement
We work in partnership with local and national agencies to promote the well-being of all
children. We will never share your data with any organisation to use for their own
purposes.
Procedures
▪ We work in partnership, or in tandem, with local and national agencies to promote the
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well-being of children.

▪ We have procedures in place for the sharing of information about children and families
with other agencies. These are set out in our Privacy Notice and Information Sharing
Policy, Safeguarding Children and Child Protection Policy and the Supporting Children
with Special Educational Needs Policy.

C

▪ Information shared by other agencies with us is regarded as third party information.
This is also kept in confidence and not shared without consent from that agency.
▪ When working in partnership with staff from other agencies, We make those individuals

TS

welcome in our setting and respect their professional roles.
▪ We follow the protocols for working with agencies, for example on child protection.
▪ We ensure that staff from other agencies do not have unsupervised access to the child
their visit.

EN

they are visiting in the setting and do not have access to any other child(ren) during
▪ Our staff do not casually share information or seek informal advice about any named
child/family.
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▪ When necessary, we consult with and signpost to local and national agencies who offer
a wealth of advice and information that help us to develop our understanding of the
issues facing us and who can provide support and information for parents. For
example, ethnic/cultural organisations, drug/alcohol agencies, welfare rights advisors
or organisations promoting childcare and education, or adult education.

Agency staff and external private professionals (e.g. private speech and language
therapist) do not have unsupervised access to any child(ren) during their time at the
setting.
There are also additional procedures for external private professionals visiting children in
the setting:
•

The professional will not work in isolation with the named child and should be visible to
others
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•

It is recommended that an employed member of the setting will be present working
along side the professional

•

External professionals will be required to produce ID, up to date DBS details and
professional status and this information will be kept on file during the time that they are
working within the setting

•

Agreement needs to be drawn up detailing where sessions will take place and the
number and duration of session(s)

•

Consent from parents will need to be obtained

•

Information sharing procedures need to be agreed between setting, parents and
Setting will be required to adhere to confidentiality procedures
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•
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external private professional(s)
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6.7. Retention Periods for Records
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7. Policy and Procedures Related to Early Years Practitioners and
Other Members of Staff
7.1. Employee Management and Development
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It is important that employees are supported and managed well from the very beginning, to
benefit the setting as a whole and the employees themselves. The Directors are the line
managers for the Area Manager, the Area Manager is the line manager for the Nursery
Manager and is responsible for ensuring he/she is providing good care for the children,
managing and supporting the other employees well, fulfilling the policies and procedures of
the setting and reporting back as appropriate to the senior management. The Nursery
Manager is the line manager for other employees, with a deputy in place to support him/
her.
Employees should be clearly informed, before they take up employment, about the
standards, attitudes and policies of the Company and about what will be required of them.

TS
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Cybertots Group is committed to raising the quality of its provision by encouraging and
supporting the professional and personal development of the staff. We place a high value
on each member of the team and aim to give everyone the opportunity to develop to their
maximum and to broaden their knowledge and skills in caring for children. Personal and
professional development are essential components in maintaining the quality and delivery
of high standards of care and education for all children in the early years.
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Cybertots Group requires all staff to attend on-going training courses. Some of the
essential training courses are:
✓ Safeguarding and Child Protection
✓ First Aid
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✓ Food Hygiene

✓ Child Development
✓ Fire Safety, Health and Safety, and Risk Assessment
✓ Supporting Positive Behaviour

Managers will aim to ensure that all practitioners and support staff access those courses
within the first six months of employment.
The rest of the training needs are identified during the staff appraisal and supervision
process, room observations and regular monitoring, and in response to any changes in
legislation. Specific training is organised to meet the needs of individual children.
Staff members are encouraged to approach all available training with positive and
respectful attitude, and open mind. They are expected to cascade the knowledge gained to
the rest of the team, make recommendations and implement the changes, where
appropriate.
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To facilitate the development of staff:
✓ We act as role models for staff as well as offer on-going support and guidance. We
coach and mentor our practitioners. We offer encouragement and support, thus
promoting high morale and motivation.
✓ We organise 3 in-house staff training days a year to widen team’s knowledge and
promote the development of new skills.
✓

Managers cascade information and hold regular internal training events/meetings.

✓

We promote teamwork through on-going communication, involvement and ensuring
that a ‘no blame’ culture is adopted. This allows all staff to discuss mistakes openly and
learn from them – thus enhancing nursery practice.

O
PY

✓ We provide opportunities for increased responsibility in a supportive environment for
staff members who show willingness and have the necessary skills and expertise. The
recognition of trust in their ability promotes confidence. We delegate job roles based on
skills and expertise to offer recognition and to stimulate staff (e.g. Health and Safety
Officer, Nominated Safeguarding Person, SENCO).
We advise each staff member to be positively open and contribute ideas for change
within the Nursery. We hold regular staff meetings and team meetings to develop these
ideas, discuss strategies, policy and curriculum planning.

✓

We encourage staff to further their experience and knowledge by attending relevant
external training courses. We urge practitioners to disseminate their knowledge and
share what they learn with the rest of the team.

✓

We offer study support, such as study leave, to staff undertaking a relevant degree. An
individual training/learning agreement is signed if we invest in practitioner’s
professional development.

✓

We carry out regular appraisals and supervision.

✓

We carry out training needs analysis for each individual practitioner, the Nursery team
overall, and for the whole Group.

✓

We carry out full evaluations of all training events and use these to plan future training
programmes, thus improving effectiveness and staff learning.

✓

We provide inductions to welcome all new staff and assign a ‘work-buddy’ to coach and
support new members of the team, as well as pass-on their valuable knowledge.

✓

We offer access to various books as part of our Staff Library and subscriptions to
relevant publications (e.g. ‘Nursery World’ magazine).
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✓
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7.2. Supervisions, Appraisals and Performance Review Procedures
The main objective of Cybertots appraisal and supervision system is to review employees’
performance and potential, and to identify suitable and appropriate training and
development needs. The appraisal and supervision process will be used to build a
continuing professional development log (CPD) for each member of staff. The log will
show qualifications gained and training, courses and conferences that have been
attended.
SUPERVISORY MEETINGS
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Following a successful probationary period, line managers will hold supervisory meetings
at regular intervals with each employee. While the areas of discussion and issues that
arise are likely to change over time, the meetings are an opportunity to discuss work
performance, recognition of achievements, performance concerns, requests for annual
leave, any learning and development needs, and any concerns. As well as the above
points, supervisions with managers will normally include discussing quality, safeguarding
issues, relevant practice issues, implementation of policies, steps to improve the nursery’s
grading or retain its outstanding grading, occupancy levels etc.
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These form a two way discussion to ensure that employees are clear about their role and
expectations of them, and the support that is available to them. Employees should feel
comfortable in these meetings to discuss any queries /concerns that they have. It is
therefore important to ensure that sufficient time is set aside for them and that they take
place without distractions. These meetings do not replace the annual appraisal, but are an
addition to it. A written record, signed by the line manager and employee, of every
supervisory meeting should be kept to show what was discussed and what action needs to
be taken.

EN

APPRAISALS
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The main purpose of an appraisal scheme is to assist employees to improve their
performance. This will be of benefit to both employees and the setting. Employees need to
be informed not only if they make mistakes or do unsatisfactory work but also when they
are doing well. Knowing that your efforts are appreciated can make a great difference to
motivation and morale.
An appraisal scheme should include some or all of the following elements:
➢ A review of the employee’s past performance.
➢ Performance that the employee is extremely pleased with.
➢ Discussion of the employee’s strengths and areas for development.
➢ Discussion of any problems and barriers, with a view to identifying solutions.
➢ A review of the extent to which the employee has achieved set targets.
➢ Discussion of appropriate targets for the forthcoming year.
➢ Identification of training and development needs in relation to employee’s current
job.
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➢ Identification of training and development needs in relation to a job that the
employee may do in the future.
➢ A review of the employee’s long-term potential.

7.3. Staff Meetings
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Cybertots encourages active participation of all employees in the establishment and ongoing effectiveness of the provision. Formal meetings will be scheduled to foster a
cooperative culture and ensure communication within the team. Meetings will take place at
least once a month. The Manager, with the involvement of the whole team, will prepare
agenda and nominate a person to take the notes.

CONTENT OF THE MEETINGS

Issues raised during the meetings may include but are not limited to:

C

▪ Briefly going over the minutes of the last meeting and discussing any outstanding
actions
▪ Discussions about individual children, when necessary (e.g. new children)

TS

▪ Discussions related to planning
▪ Organising events/Celebrations
▪ Finances /Fundraising

EN

▪ Visitors to the Nursery

▪ Professional development/Administration
▪ Staff training
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▪ Appreciation

▪ Petty cash – main expenses
▪ Maintenance issues

▪ Children’s health – reasons for absence /Accidents/Incidents
▪ Staff absences/Issues
▪ General issues

▪ Set date for next meeting

All staff should receive copies of the minutes following the meeting and a copy is to be
sent to the Area Manager.
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7.4. Staff with Children Guidelines

At Cybertots we recognize that provision for staff with family responsibilities is a
fundamental pre-requisite for achieving equality and employment opportunities. The
following guidelines have been developed to protect the interests of a parent-staff member,
their child and all the other children attending the Nursery. Although we welcome our staff
to enrol their children at Cybertots, the decision to place the child in the same setting as
the parent is up to the Director to make.
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General Guidelines for staff whose children attend the same nursery
➢ After a settling in period it is expected that your child will be supervised/cared for in a
DIFFERENT room/area to you. The Manager will seek to strike a balance between the
operational objectives of the Nursery, your work requirements and the needs of the
child.

C

➢ Your child will be given an opportunity to socialise with the other practitioners and
children, while your attention should be directed to your work responsibilities and
children in your care.

TS

➢ In case of emergency, such as fire alert, you are expected to concentrate on your
professional duties and care for the children/staff in your room, as appropriate. Your
child will be taken care of by the staff in his/her room.
➢ You may see your child during your lunch times.
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➢ As a staff member, you are not permitted to take your child into any areas that other
children are not allowed to be in (e.g. staff room, kitchen).
➢ Please, share any concerns you may have about your child with the team in his/her
room.
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➢ If your child is sick, he/she MUST remain at home and/or alternative care must be
arranged. If no alternative care is available, you will be required to take time off as
unpaid leave or from your holiday allowance. This is to be discussed with the Manager.

Arrangements for staff children attending the Nursery during school holidays must be
discussed with and approved by the Director.
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7.5. Managing General and Sickness Absences

Employee’s absence can have a significant impact on the running of any organisation.
Absences within an early years setting are likely to have an impact on the:
➢ Group’s expenditure (this may include temporary staff costs)
➢ Quality of the service, in terms of continuity
➢ Morale of other employees
Cybertots follows four basic principles in managing sickness absence:

2. Accurate sickness records are kept
3. Return to work interviews take place
4. Appropriate sickness meetings take place
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1. Employees are made aware of sickness notification and certification procedures

- To establish the nature of the absences

C

- To agree remedies

- To investigate the sickness absences

Return to work interview

TS

- To seek medical advice if necessary

EN

Before the interview, the line manager will obtain a copy of the employee’s sickness and
holiday record and identify any trends as well as any issues that may be impacting on
attendance. The purpose of this interview is to:
▪ Welcome the employee back and show the employee that managers are concerned
and interested in their welfare.
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▪ Confirm with the employee the reason for absence.
▪ Inform them what actions had to be taken to cover their absence (i.e. who covered the
work, whether any of the work was disrupted, and any additional costs incurred).
▪ Update the employee on any work developments.
▪ Inform the employee that there is help and support available if required and discuss
any particular help they feel they need.
▪ Establish whether or not there are any underlying problems at work or at home, which
are adversely impinging upon their attendance. Negotiate the confidentiality of this part
of the conversation.
▪ Establish whether there is an issue with drug or alcohol abuse.
▪ Emphasise that all absence is closely, consistently and fairly monitored.
▪ Review the sickness record with the returning employee and discuss any trends or
possible future health problems.
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▪ If necessary, conduct a risk assessment with respect to returning to full duties.

The content and the length of the discussion will vary with the nature and frequency of the
sickness. It is important to ask direct questions:
➢ How do you feel about returning?
➢ Do you feel you can be fully effective at present?
➢ Are there any aspects of your work that worry you?
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As a result of the discussion, other issues may be identified and there will be a clearer idea
of the support and advice, which may be necessary. After the discussion the brief
summary of the discussion or the completed return to work form will be placed in the
employee’s personal file.

Matters that will be dealt with under a disciplinary procedure include:

▪ Where an employee fails to comply with the sickness notification or certification
procedures.

C

▪ Where an employee abuses the setting’s rules on sickness absence.

▪ If, after an investigation, the setting forms the belief that the employee has falsely
claimed sick pay, and the self-certified claims of sickness were untrue.

EN
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Under the Working Time Directive employees continue to accrue paid statutory holiday
throughout sick leave, irrespective of the length of such leave, and are entitled to a
payment in lieu f such leave (if they have been unable to take it), on termination of
employment.

REPORTING AND MANAGING ABSENCES
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1. If an employee is unable to attend work for any reason, including sickness, it is their
responsibility to inform their line manager at least 2 hours before their shift is due to
start. If employee is on an opening shift and it is due to start in less than 2 hours, they
are required to come in, unless the condition is very serious and/or highly contagious.
Their line manager will then make a decision about when to let them go home. Any
calls notifying the absence must be made by employees themselves unless they are
unable to do so, in which case they must ensure that a friend or relative calls on their
behalf. Text messages or messages via means of social media are NOT
acceptable.
2. A record will be made whenever an employee phones in to report that he/she is unable
to come to work due to sickness. This includes recording when the call was made, the
stated reason for the absence and how long employee expects to be absent.
3. Absent employees must continue to contact his/her line manager every day before
4pm to inform whether they will be coming in the following day.
4. On return to work, employees will be required to complete a self-certification form.
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7.6. Staff Dress Code

It is important that staff working at Cybertots present a professional image by their
appearance and the way they conduct themselves. A neat, clean appearance is expected
at all times. As a general rule, members of staff should wear clothing and jewellery which:
Is comfortable, allows free movement and is appropriate to their role

•

Is not likely to be viewed as offensive, revealing or sexually provocative (NO short
shorts or skirts, NO tight jeans/trousers with revealing, low cut waist line, NO visible
underwear, NO torn clothing)

•

Is absent of any party political or otherwise contentious slogans (if unsure, please
discuss with the Manager)

•

Is not considered to be discriminatory and is culturally sensitive
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•

EN

Clothing

TS

C

Members of staff should ensure hands and nails are kept clean and must not be so long
that they would cause an injury to a child or prevent them from doing daily tasks. Nail
varnish should be clear or light coloured. Staff preparing food are not permitted to wear
nail varnish. Long hair should be tied back, as needed, long fringes clipped back. Men’s
beards and moustaches should be trimmed and kept clean and neatly groomed. Tattoos
should be covered up where possible. If this is not possible, any offensive tattoos must be
covered with a dressing. The use of an effective deodorant is encouraged. The fragrance
of perfume and aftershave must be subtle. Discreet make up may be worn.
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The Nursery will provide practitioners with one company tabard, which must be worn at all
times while on duty. If practitioners wish to have more than one tabard, they can purchase
as many as they need. Tabards should be worn with black trousers, long black shorts or a
long black skirt.
Clothing worn must be appropriate to engage children in all types of activities throughout
the day. It is practitioners’ responsibility to ensure their uniform is reasonably clean and
presentable.
Where a headscarf is worn due to religious reasons, staff must ensure that the flow of the
garment does not interfere with their work practice.
Smoking: The smell of cigarette smoke on uniforms does not create a good impression
and is harmful to those around. Staff are NOT permitted to go out to smoke in their uniform
and should change into different clothes. On return to the building after a break, smokers
must brush their teeth or use mints.

Shoes
The following guidelines apply to shoes worn on the premises:
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•

Shoes must be in good repair at all times

•

Shoes must be flat or on very small heels

•

Shoes should be appropriate for outdoor play with children

•

Shoes must have closed toe (NO open-toe shoes or flip-flops)

•

When working in the baby room, practitioners are required to wear socks and slippers
with closed toes and heels

Jewellery
Jewellery should be kept to a minimum and be within the requirements listed below:
Long chains or pendants should not be worn as they present a safety hazard to small
children

•

Earring should be small and secure, preferably studs to prevent children from grabbing
and pulling them

•

Rings should be small to prevent scratching and catching on clothing

•

Body piercing should be kept to a minimum, inoffensive and not present a hazard
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8. Complaints Policy and Procedures
8.1. Complaints Policy and Procedure for Parents and Carers

What is a complaint?
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Cybertots Group aims to offer its clients the highest standards of service in all areas.
Complaints about any aspect of the organisation will be taken seriously, dealt with in
accordance with the procedures set out below and without unnecessary delay. Cybertots is
committed to continually improving its services and welcomes feedback from people who
use those services or are linked to them. Information gathered is monitored and used as a
means of improving services.

A complaint is any expression of dissatisfaction made by an individual client or group of
clients about the standards of service they have received or how our policies have been
applied.
A complaint will not be covered in this policy where it:
Has exceeded the one year time scale

-

Concerns matters which are subject to legal action or are being investigated
by the police

C

-

TS

The following points will be adhered to when responding to a complaint:
Identification of the main issues making up the complaint

-

Establishing exactly what the complainant wants

-

Ensuring that personal contact is maintained with the complainant

EN

-
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The Manager will address all complaints against a member of staff. If a complaint is made
against the Manager, the Area Manager and/or Directors will conduct the investigation. In
order to help everyone access the complaints procedure, complaints will be accepted in
either written or verbal form.

Confidentiality

Information regarding the issues raised will be treated seriously and sensitively.
Confidentiality will be respected at all times, however it should be noted that sometimes it
is necessary to share certain information with others, where this is the case it would be
strictly on a need to know basis.

PROCEDURE
1. Informal Complaint. In the first instance, it is our expectation that the Room Leader/
Manager will manage most complaints internally as they arise. The setting is committed
to open and regular dialogue with parents/carers. If a parent/carer has a complaint
about some aspects of the Nursery’s practice or about the conduct of an individual
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member of staff, it will often be possible to resolve the issue by simply speaking to the
individual concerned and/or practitioners in the room. If necessary, the Manager will
arrange a meeting with the complainant and discuss the issues raised. The Manager, in
collaboration with parents and/or staff, as appropriate, will decide what action(s) will be
taken to resolve the parent’s complaint and agree the timescale.
2. Formal Complaint. If the complaint is not resolved internally, it should be set out in
writing to the Area Manager and/or Directors. The formal written complaint should be
headed ‘Formal Statement of Complaint’ and must:
✓ Set out clearly the nature and origin of the complaint (relevant names, dates
and any other important information should be included);
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✓ Detail the steps taken to resolve the complaint in accordance with the informal
procedure described above;
✓ Explain why the outcome of the informal procedure is not considered to be
satisfactory;
✓ Identify, as appropriate, the desired outcome of the complaint.

C

The Area Manager or the Director will acknowledge the letter normally within five
working days or receipt.

EN
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3. The Area Manager or the Directors will carry out a full investigation into the
circumstances surrounding the complaint and make a decision/form a conclusion. A full
report will be sent to the complainant within 28 working days of receipt of the
complaint at the head office. If the investigation cannot be completed within one
calendar month, the parent will be notified of the fact, the reasons why more time is
required and of the intended day of completion. If the Area Manager or the Directors
have good reason to believe that the situation has child protection implications, they
will contact the Local Safeguarding Children Board.
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4. If the complaint is upheld, the complainant will receive a full apology and, where
appropriate, be given details of any action that the company intends to take to improve
the service and/or address the complaint. Our aim is to always achieve resolution at
the earliest stage possible.

Recording and Monitoring Complaints
A written record of all complaints is made (taking into account data protection rules relating
to the disclosure of records that refer to third parties) including the date, source and nature
of the complaint, how it was dealt with, actions taken and outcomes.
A record of all complaints is kept in accordance with the guidance from Ofsted for at least
three years. The Nursery is legally required to provide Ofsted, on request, with a written
record of all complaints made during any specified period, and the action which was taken
as a result of each complaint.
Relevant information for the improvement of the organisation will be fed into the selfassessment form and subsequent action plans.
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8.2. Independent Legal Action
All clients will be informed that they have the right to pursue the complaints beyond the
stages of our Nursery Complaints Policy and Procedure and that they may do so by
obtaining legal advice from Law Centres, etc.

Ofsted’s complaints line: 030012311231
Address: Early Years Ofsted
National Business Unit
Royal Exchange Buildings
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St Ann’s Square

PA
R

EN

TS

C

Manchester M2 7LA
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9. Disciplinary and Grievances Policy and Procedures

The aim of a disciplinary procedure is to achieve a fair, effective and consistent method of
dealing with disciplinary and performance matters. A grievance procedure enables an
employee to raise complaints relating to his/her employment with his/her line manager.
Whenever there is a need to conduct a disciplinary or grievance process, the following
procedures should be followed.
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Cybertots Group complies with the principles set out in the ACAS Code of Practice on
Disciplinary and Grievance Procedures, when handling disciplinary situations. The Code
came into force on 6 April 2009.

9.1. Disciplinary Procedure

TS
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This procedure is designed to encourage all employees to achieve high standards of
conduct and work performance and also aims to provide a fair, effective and consistent
method of dealing with disciplinary matters.

KEY PRINCIPLES

EN

➢ Employees are expected to know the standard of conduct or work performance
expected of them.
➢ Employees will be provided with a management statement of the case prior to any
disciplinary meeting and will be allowed to respond to any alleged fault or failing at the
meeting.
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➢ An employee is entitled to be accompanied by a trade union representative or work
colleague employed by the setting, to a disciplinary meeting and appeal. Other external
representatives may not accompany an employee.
➢ For minor or isolated infringements of rules or expected behaviour, managers and
supervisors should give employees informal advice, coaching and counselling as part
of supervisory duties.
➢ Where an employee’s conduct or performance fails to improve as a result of advice,
coaching or counselling, or where the offence is more serious, the disciplinary
procedure will be applied.
➢ A prompt and thorough investigation into the concerns will take place prior to a
disciplinary meeting. The employee will be informed that an investigation is taking
place as soon as possible.
➢ The employee must take all reasonable steps to attend the disciplinary meeting.
➢ Except in cases of gross misconduct, no employee will be dismissed for a first offence.
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➢
CATEGORIES OF GROSS MISCONDUCT
Gross misconduct is a category, which can include:
o Theft, fraud and deliberate falsification of records, expenses, qualifications and other
offences of dishonesty.
o Physical violence.
o Serious bullying or harassment.
o Deliberate damage to property.

o Gross negligence.
o Serious insubordination.
o Misuse of the setting’s property or name.
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o Conviction of a criminal offence relevant to the employee’s role.

o Misuse of electronic communication, which defames individuals or brings the
Company into disrepute.

C

o Bringing the Company into serious disrepute.

o Serious incapability whilst on duty brought on by alcohol or illegal drugs.

TS

o Serious negligence, which causes or might cause unacceptable loss, damage or
injury.
o Serious infringement of health and safety rules.

EN

o Serious failure to comply with policies, procedures and legal requirements that
safeguard children.
o Serious breach of the Cybertots policies and procedures.
o Serious breach of confidentiality (subject to the Public Interest (Disclosure) Act 1998).
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o Defaming or bad mouthing the setting on social networking sites.
o Serious breaches of the General Data Protection Regulations (2018).
o Bribery and corruption.
This is not an exhaustive list.

The disciplinary procedure can broadly be broken down into the following elements:
•

Carrying out a thorough investigation to establish the facts.

•

Informing the employee of the evidence and the basis of the case against them.

•

Holding a meeting with the employee to allow them to answer the allegation.

•

Deciding the facts, whether the allegation is well founded and if so the appropriate
sanction.

•

Dealing with any appeal against the decision.
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The process that directors and line managers should follow to ensure that they apply a fair
disciplinary process is as follows.
Steps prior to deciding to take disciplinary action
At the earliest opportunity inform employee that an allegation/incident has occurred and
that an investigation is to take place and that they will be interviewed as part of that
investigation and that an outcome may be a disciplinary meeting, and also advise them of
the possible consequences.

O
PY

The manager must establish the facts to decide whether there is a need for a disciplinary
meeting. Where appropriate/possible, signed and dated written witness statement should
be obtained as quickly as possible from the individual(s) concerned and should include
where possible dates, times, details of those present and the issues of concern. Once the
witness statements have been received the individual(s) should be interviewed as part of
the investigation and the content of their statements investigated in more detail. The
employee will also have the opportunity to submit written evidence.
It is vital that clear notes are taken (that detail all the pertinent and relevant points) in the
course of the investigation, which can be read and understood at any point in the future.

C

Taking disciplinary action – prepare a management statement of case

TS

After an appropriate investigation, if there is a case to answer, the manager must prepare
a written statement of the employee’s alleged misconduct or characteristics, or of the
circumstance, which have lead to the contemplation of taking disciplinary action.
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The manager must send the statement to the employee including any evidence and
witness statements that will be relied upon at the disciplinary meeting, and invite her/him to
attend a disciplinary meeting at a reasonable time and place to discuss the matter. The
employee must take all reasonable steps to attend. The employee should also be informed
of their right to be accompanied at the meeting by a recognised trade union representative
or work colleague. Employees should be given an appropriate amount of notice of the
meeting (normally a minimum of 48 hours), in order to prepare their response.

Disciplinary meeting

A disciplinary meeting must take place before any disciplinary action is taken (except
where the action in question consists of suspension pending a disciplinary meeting). At the
meeting, the manager should ensure that the circumstances of the complaint against the
employee are fully discussed and that the employee is provided with an opportunity to
respond to the management case. The disciplining manager will then decide whether or
not to issue a disciplinary penalty. The outcome of the disciplinary meeting must be
confirmed in writing, within [10] working days, to include the right of appeal to whom to
address any appeal letter.
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Appeal meeting
Any employee who feels they have been disciplined unfairly may appeal in writing, clearly
setting out the grounds for appeal, within [7] working days of the date of the disciplinary
meeting letter.
Normally an appeal meeting will be arranged with the employee together with the line
manager of the manager, who issued the disciplinary penalty, within [15] working days of
the employee’s request.
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Appeals will normally be held within [15] working days of the date of the original
disciplinary meeting. A letter detailing the outcome of the appeal should be issued within
[10] working days of the appeal meeting.

DISCIPLINARY PENALTIES

There are five disciplinary penalties, which may result from misconduct:
1. Formal verbal warning (first formal warning)
2. Written warning
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3. Final written warning
4. Dismissal with notice

TS

5. Summary dismissal

The gravity of the offence will determine which disciplinary penalty is issued. All
disciplinary penalties must be confirmed in writing.

EN

Formal Verbal Warning
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Minor breaches of organisational discipline, misconduct or time keeping, or failure to meet
performance criteria, may result in a formal verbal warning given by the manager. The
manager may give this at a disciplinary meeting with the employee. This warning should
be confirmed in writing. If the warning relates to unsatisfactory performance then it should
set out:
▪ The performance required.
▪ The improvement required.
▪ The timescale for improvement.
▪ Any review date.

▪ Any support that can be offered to assist the employee to improve their performance.
If the warning relates to conduct then the nature of the misconduct and the change in
behaviour required should be set out in the warning letter.
The warning will be placed on the employee’s personnel file After a period of [three
months], if no further disciplinary action has been found necessary and the minor breach
has been resolved, the warning will expire.
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Written Warnings
If the infringement is regarded as more serious, or the employee’s work or conduct are
considered unsatisfactory after they have received a formal verbal warning and after a
period has elapsed in which the employee has had time to remedy their work or conduct, a
disciplinary meeting conducted by the manager will be held.
The employee will be informed of the nature of the complaint and such evidence as may
exist, and will be given an opportunity to respond. The employee will be told of the
decision and given a letter of confirmation within [10] working days of the disciplinary
meeting. The written confirmation will state:
▪ The date of the disciplinary meeting and those present.

O
PY

▪ The penalty imposed.

▪ Details of the misconduct, poor performance or poor time keeping that has
occasioned a warning and the performance required or the change in behaviour
required.
▪ The timescales for performance improvement, where appropriate.
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▪ Details of any necessary action to remedy the situation, any period of review, extra
training or supervision etc., or the possibility for redeployment/demotion.
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▪ That any further misconduct etc. will result in a further disciplinary meeting and will
normally result in a confirmed final warning, which if unheeded will result in
dismissal with appropriate notice.
▪ That there is a right of appeal.
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After a period of [six months], if no further disciplinary action has been found necessary
and the minor breach has been resolved, the warning will expire.

Final Written Warning
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If the employee’s work or conduct fails to improve, or where the infringement is sufficiently
serious, the manager will follow the same procedures as for issuing a written warning. If
proven, a final warning, which will be in writing, will be given to the employee warning that
any further misconduct will result in dismissal with appropriate notice.
After a period of [twelve months], if no further disciplinary action has been found necessary
and the minor breach has been resolved, the warning will expire.

Gross Misconduct

Employees dismissed with notice will be paid for this notice period. An employee may be
dismissed without notice if there has been an act of gross misconduct, or a major breach
of duty or conduct that brings the organisation into disrepute. The employee will be
suspended with pay while the circumstances of the alleged gross misconduct are
investigated.
A dismissal must be confirmed in writing within [10] working days of the date of the
disciplinary interview. As well as covering the points mentioned in above (in the ‘written
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warnings’ part), the letter should also include details of any outstanding money owed to the
employee, how and when it will be paid and the final date of employment.
SUSPENSION
Suspension should be used sparingly in circumstances where the manager needs to
conduct an investigation prior to a hearing where it is felt that the impact of not suspending
the employee during the period would be likely to be more detrimental than suspending
them.
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Cases that involve potential gross misconduct will usually result in suspension –
particularly when relationships have broken down or where the setting’s property or
responsibilities to other parties are involved, or where the employee’s presence may
prejudice the inquiry.
Suspension should be kept brief and reviewed to ensure that it is not unnecessarily
protracted.

C

Where a member of staff is suspended because of alleged misconduct relating to a child,
we inform Safeguarding Board, Ofsted, and any other relevant agencies, in line with our
Information Sharing Policy.

TIMESCALES

Employees are required to take all reasonable steps to attend the meeting. However,
should, for a reasonable unforeseen reason, either the employee, their companions, or
the manager be unable to attend the meeting, it must be rearranged.

-

Should an employee’s companion be unable to attend then the employee should make
contact within [5] days of the date of the letter to arrange an alternative date that falls
within [10] days of the original date provided. These time limits may be extended by
mutual agreement.
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9.2. Grievances Procedure

The following procedure should be followed in order to settle all grievances concerning any
employee(s) of Cybertots Group.

PRINCIPLES
The key objective of the procedure is to allow grievances to be settled quickly, fairly and at
the lowest possible level within the Cybertots, whilst allowing employees the opportunity to
appeal to a higher level if necessary.
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The procedure covers all employed staff of Cybertots Group who have a grievance.
It covers all matters which may become a sources of grievance, excluding:

➢ Those concerned with disciplinary action unless the disciplinary action amounts to
discrimination, or the action was not taken on the grounds of the employee’s
conduct or capability.

C

➢ Decisions on strategic business issues, which are taken by the directors, but not
excluding the operational impact of those decisions.

TS

Employees are encouraged to raise concerns verbally with their manager prior to raising a
formal grievance. Employees are entitled to be accompanied at a grievance meeting and
appeal, by a trade union representative or by a work colleague.

PROCEDURE
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Cybertots Group’s policy is to encourage free interchange and communication between
managers and the staff they manage. This ensures that questions and problems can be
aired and resolved quickly and that grievances are settled informally.

Informal Procedure

If an employee has a complaint about their individual circumstances at work, then they are
entitled to raise a grievance. Employees are expected to discuss ordinary day-to-day
issues informally with their line manager through supervision meetings or, if necessary,
request a separate meeting. Where this is not possible employees should raise their
concerns verbally with the next level of management, prior to raising a formal grievance.
If after seeking to resolve concerns informally employees are not satisfied, then they
should write to their line manager, explaining their grievance.

Formal Procedure
-

Employees must provide in writing, the nature of the alleged grievance and send the
written complaint to their line manager.
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Where the grievance is against the manager, the matter should be raised with the Area
Manager of the Director.

-

Normally within 5 working days of receiving the grievance, the manager will write to the
employee, inviting them to attend a meeting where the alleged grievance can be
discussed. The meeting should be scheduled to take place as soon as reasonably
possible, and normally at least 48 hours notice of this meeting should be provided to
the employee.

-

Employees are required to take all reasonable steps to attend the meeting. However,
should, for a reasonable unforeseen reason, either the employee, their companions, or
the manager be unable to attend the meeting, it must be rearranged.

-

Should an employee’s companion be unable to attend then the employee should make
contact within [5] days of the date of the letter to arrange an alternative date that falls
within [10] days of the original date provided. These time limits may be extended by
mutual agreement.

-

At the meeting the employee must inform the manager hearing the grievance what the
basis for the complaint is.

-

After the final meeting, the manager hearing the grievance must write to the employee
informing them about any decision and offering the right to appeal. This letter should be
sent within [10] working days of the grievance meeting and should include the details of
how to appeal.

-

Should the employee consider that the grievance has not been satisfactorily resolved,
then they must set out their grounds of appeal in writing within [7] working days, of
receipt of the decision letter, confirming that they wish to appeal against the decision or
failure to make a decision.

-

Within [5] working days of receiving an appeal letter, the employee should be written to
inviting her/him to attend an appeal hearing where the alleged grievance can be
discussed. The appeal meeting should be scheduled to take place as soon as
reasonably possible.

-

Employees are required to take all reasonable steps to attend the appeal hearing.
However, should, for a reasonable unforeseen reason, either the employee, their
companions, or the manager be unable to attend the meeting, it must be rearranged.

-

Should an employee’s companion be unable to attend then the employee should make
contact within [5] days of the date of the letter to arrange an alternative date that falls
within [10] days of the original date provided. These time limits may be extended by
mutual agreement.

-

After the appeal meeting, the appeal hearing manager must write to the employee
informing them of the employer’s final decision. This letter should be sent within [10]
working days of the appeal hearing.
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-

This is the final stage of the procedure.
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