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Key contact personnel at Radnor Park Kindergarten 

Safeguarding 

Designated Safeguarding Lead: Emily Sargeant  

Deputy Designated Safeguarding Lead(s): Emma Reene , Summer Knight and Ting Healey  

Equality and Inclusion 

Equality and Inclusion Coordinator - Emily Sargeant 

Special Educational Needs and Disability Coordinator – Emma Reene and Emily Sargeant 

Behaviour Management Lead – Emma Reene and Summer Knight 

Health and Safety 

Health and Safety Coordinator – Tracey Leighton  

Fire Wardens – Emily Sargeant, Emma Reene and Ting Healey 

Proprietor – Damien Healey dameinhealey@hotmail.co.uk 

Designated First Aiders – Tracey Leighton, Emma Renne and Emily Sargeant. 

Local Authority Key contact personnel  

Education area safeguarding advisor South Kent: 03301 651 340 

Education safeguarding: 03301 651 200 

Education safeguarding team principle officer: 03301 651 200 

Integrated Front Door 03000 41 11 11 (If a call is urgent i.e., a child is in immediate danger, 
and the call cannot go through to the officer on duty) call the Front Door on: 03000 41 11 11 
or (urgent child protection issue outside of office hours) call: 03000 41 91 91 

Local Authority Designated Officer LADO: 03000 410 888 or email 
kentchildrenslado@kent.gov.uk  

Online Protection/e-safety: 03301 651 500 

Kindergarten Designated Online Protection/ e-safety lead – Brenley Martin 

Early Help and Preventative Services: ShepwayEarlyHelp@kent.gov.uk Folkestone and Hythe 
03000 41 10 08 

OFSTED 0300 123 1231 

 

 



Safeguarding Children/Child Protection Policy 
 

EYFS: Section 3 – 
Safeguarding and welfare 

requirements 

 

Key contact personnel in Radnor Park Kindergarten 
 
Designated Safeguarding Lead: Emily Sargeant (Setting Manager) 
 
Deputy Designated Safeguarding Lead(s):  Emma Renne (Duty Manager), Summer Knight 
(Senior Practitioner) and Ting Healey (Owner). 

 
This is a core policy that forms part of the induction for all staff. It is a requirement that all 

members of staff have access to this policy and sign to say they have read and understood its 
contents. 

 

The graph below details What to do if you have a welfare concern in Radnor 
Park Kindergarten 
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What to do if you have a welfare concern flowchart 
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Act immediately and record your concerns. If urgent, speak to a DSL first. 

Follow the settings procedure 

 Reassure the child 
 Clarify concerns, using open questions if necessary (TED: Tell, Explain, Describe) 
 Use child’s own words, record facts not opinions.  
 Sign and date your records 

Inform the Designated Safeguarding Lead Emily Sargeant or refer if appropriate 

  

Designated Safeguarding Lead  
 

 Consider whether the child is at immediate risk of 
harm e.g. unsafe to go home  

 Access the Kent Safeguarding Support Level 
Guidance document and procedures: 
www.kscmp.org.uk  

 Refer to other agencies as appropriate e.g. Internal 
or community services, early help open access, 
LADO, Police or Request for Support for integrated 
children’s services 

 If unsure then consult with Area Education 
Safeguarding Advisor 03000 415 648 or Local 
Authority Social Worker at the Front Door. 03000 41 
11 11 

If you are unhappy with 
the response 

Staff: 

 Follow local escalation 
procedures 

 Follow whistleblowing 
procedures 

Children and Parents: 

 Follow setting complaints 
procedures via the settings 
policies available on website or 
in the information pack sent out 
to you on your child’s admission  

At all stages, the child’s circumstances will be kept under review  

The DSL/Staff will request further support if required to ensure the child’s safety is 
paramount 

 

Record decision making and action taken in the child’s child protection file 

Review and request further support if necessary 

Why are you concerned? 

For example 

 Something a child has said – e.g. allegation of harm 
 Child’s appearance – may include unexplained marks as well as dress 
 Behaviour change 

What to do if you have a welfare concern in Radnor Park 

Monitor  

Be clear about: 

 What you are monitoring e.g. behaviour trends, appearance etc.  
 How long you will monitor  
 Where, how and to whom you will feedback and how you will record 



Child Focused Approach to Safeguarding 
 

EYFS: Section 3 – Safeguarding and welfare requirements 

 

‘Every child deserves the best possible start in life and the support that enables them to fulfil 
their potential. Children develop quickly in the early years and a child’s experiences between birth 
and age five have a major impact on their future life chances. A secure, safe and happy childhood 
is important in its own right.’ Early Years Foundation Stage (EYFS) 2021 

 

1.1 Introduction  
 

 The Proprietor Damien of Radnor Park Kindergarten believe that all those directly involved with our 
setting have an essential role to play in making it safe and secure. Our setting aims to create the 
safest environment within which every child can achieve their full potential and we take seriously 
our responsibility to promote the welfare and safeguard all the children and young people 
entrusted to our care. 
 

 Radnor Park kindergarten believe our statutory responsibility to safeguard and promote the 
welfare of all children. Safeguarding is everybody’s responsibility and all those directly connected 
(staff, volunteers, governors, leaders, parents, families, and children) are an important part of the 
wider safeguarding system for children and have an essential role to play in making this 
community safe and secure.  

 

 We believe that the best interests of children always come first. All children (defined as those up 
to the age of 18) have a right to be heard and to have their wishes and feelings taken into account 
and all children regardless of age, gender, ability, culture, race, language, religion or sexual 
identity, have equal rights to protection. 

 

 Staff working with children at Radnor Park Kindergarten will maintain an attitude of ‘it could 
happen here’ where safeguarding is concerned.  When concerned about the welfare of a child, 
staff will always act in the best interests of the child and if any member of our community has a 
safeguarding concern about any child or adult, they should act and act immediately. 

 

 As part of the safeguarding ethos of the setting we are committed to: 
o Maintaining children’s welfare as our paramount concern 
o Providing an environment and culture in which children feel safe, secure, valued, and 

respected, confident to talk openly and sure of being listened to 
o Developing appropriate and positive relationships between children and the adults that 

care for them 
o Providing suitable support and guidance so that children have a range of appropriate adults 

who they feel confident to approach if they are in difficulties 



o Using learning opportunities to increase self-awareness, self-esteem, assertiveness, and 
decision making.  This is so that young children develop a range of contacts and strategies 
to ensure their own protection and understand the importance of protecting others 

o Working with parents/carers to build an understanding of the setting’s responsibility to 
ensure the welfare of all children including the need for referral to other agencies in some 
situations 

o Ensuring all staff have regular and appropriate training (including induction) to enable them 
to recognise the signs and symptoms of abuse and ensure they are aware of the setting’s 
procedures and reporting mechanisms 

o Monitoring children who have been identified as ‘in need’ including the need for 
protection, keeping confidential records which are stored securely and shared 
appropriately with other professionals. 

o Developing effective and supportive liaison with other agencies. 
 

 The procedures contained in this policy apply to all staff, including and governors, temporary or 
third-party agency staff and volunteers). 

 Radnor Park Kindergarten adheres to the Kent Safeguarding Children Multi-Agency Partnership 
(KSCMP) safeguarding children procedures. The full KSCMP procedures document and additional 
guidance relating to specific safeguarding issues can be found on the KSCMP website: 
www.kscmp.org.uk   

 

1.2 Policy Context 
 

 This policy has been developed in accordance with the principles established by the Children Acts 
1989 and 2004 and has due regard to the related guidance. This includes: 

o DfE Keeping Children Safe in Education 2021 (KCSIE)  
o Working Together to Safeguard Children 2018 (WTSC)  
o Ofsted: Education Inspection Framework’ 
o Framework for the Assessment of Children in Need and their Families 2000 
o Kent and Medway Safeguarding Children Procedures (Online) 
o Early Years and Foundation Stage Framework 2021 (EYFS) 

 

 This policy has been implemented to ensure compliance with section 3, the safeguarding and 
welfare requirements of the EYFS. 

 

 We at Radnor Park Kindergarten are currently operating in response to coronavirus (Covid-19), 
however, our safeguarding principles, remain the same.  We will continue to follow government 
guidance and will amend this policy and our approaches, as necessary.  

o As a result of the Covid-19 pandemic some members of our community may have been 
exposed to a range of adversity and trauma including bereavement, anxiety and in some 
cases increased welfare and safeguarding risks. We will work with local services, such as 
health and the local authority, to ensure necessary support is in place. 

 

1.3 Definition of Safeguarding 
 
 Working Together to Safeguard Children (2018) states that safeguarding and promoting the 

welfare of children is defined as: 



o protecting children from maltreatment.  
o preventing impairment of children's mental and physical health or development.  
o ensuring that children grow up in circumstances consistent with the provision of safe and 

effective care; and  
o taking action to enable all children to have the best outcomes.  

 

 It also reminds us that safeguarding “is everyone’s responsibility” and everyone who comes into 
contact with children and families has a role to play.  Everyone should consider wider 
environmental factors in a child’s life that may be a threat to their safety and/or welfare. 

 
 The setting acknowledges that safeguarding includes a wide range of specific issues including 

(but not limited to): 
o Abuse and neglect 
o Bullying, including cyberbullying 
o Children with family members in prison 
o Children Missing Education (CME) 
o Child missing from home or care  
o Child Sexual Exploitation (CSE) 
o Child Criminal Exploitation (CCE) 
o Contextual safeguarding (risks outside the family home) 
o County lines and gangs  
o Domestic abuse  
o Drugs and alcohol misuse 
o Fabricated or induced illness  
o Faith abuse 
o Gender based abuse and violence against women and girls 
o Hate 
o Homelessness  
o Human trafficking and modern slavery 
o Mental health 
o Nude or semi-nude image sharing, aka youth produced/involved sexual imagery or 

“Sexting” 
o Online safety 
o Peer on peer abuse 
o Preventing radicalisation and extremism 
o Private fostering  
o Relationship abuse 
o Serious violence 
o Sexual violence and sexual harassment 
o So-called ‘honour-based’ abuse, including Female Genital Mutilation (FGM) and forced 

marriage 
o Upskirting 

 

 Annex B of ‘Keeping Children Safe in Education’ (KCSIE) contains important additional information 
about specific forms of abuse and safeguarding issues. Staff at the setting who work directly with 
children will read this annex. 
 

 If staff have any concerns about a child’s welfare, they should act on them immediately. They 
should follow this policy and speak to the Designated Safeguarding Lead (or deputy). 



 

1.4 Related Safeguarding Policies  
 

 This policy is one of a series of our integrated safeguarding portfolio, and should be read and 
actioned in conjunction with the policies as listed below:  

o Behaviour Management 
o Code of Conduct/Behaviour policy 
o Online Safety 
o  Mobile and smart technology  
o Social Media 
o Data protection and information Sharing 
o Image/Camera use   
o Personal and intimate care  
o Health and safety  
o Risk assessments (e.g. trips, use of technology, setting reopening) 
o First aid and accidents (including medicines)  
o Managing allegations against staff 
o Behaviour policy/code of conduct for staff, including Acceptable Use of Technology 

(AUP) 
o Safer Recruitment  
o Whistleblowing 

 

 Supporting Guidance (to be read and followed alongside this document) 
 

o “Guidance for Safer Working Practice for Adults who Work with Children and Young 
People in Education Settings” - Safer Recruitment Consortium, May 2019. 

o “What to do if you are worried a child is being abused” – DfE, March 2015 
o Early Years Foundation Stage 2021 Welfare Requirements 

 

 These documents can be found in the management office in the filing cabinet accessible to all 
staff 

 

1.5 Policy Compliance, Monitoring and Review 
 

 Radnor Park Kindergarten will review this policy at least annually (as a minimum) and will 
update it as needed, so that it is kept up to date with safeguarding issues as they emerge and 
evolve, including lessons learnt. The policy will also be revised following any national or local 
updates, significant local or national safeguarding events and/or learning, and/or any changes 
to our own procedures. 

 

 All staff (including temporary staff and volunteers) will be provided with a copy of this policy and 
Part One and/or Annex A of KCSIE 2021 as appropriate.  This can be found in the filing cabinet in 
the management office.  
 



 Parents/carers can obtain a copy of the Child Protection Policy and other related policies on 
request. Additionally, our policies can be viewed via our website: 
www.radnorparkkindergarten.com  
 

 The policy forms part of our development plan and will be reviewed annually by the proprietor 
Damien Healey who has responsibility for oversight of safeguarding and child protection systems.  

 

 The Designated Safeguarding Lead (DSL) and manager will ensure the proprietor receive regular 
reporting on safeguarding activity and systems. They will not receive details of individual 
children’s situations or identifying features of families as part of their oversight responsibility. 

 

2. Key Responsibilities  
 

2.1 Leadership and Management 
 

 The proprietors have a strategic responsibility for our safeguarding arrangements and will comply 
with their duties under legislation.  
 

 The proprietors have regard to the EYFS 2021 and KCSIE 2021 guidance and will ensure our policies, 
procedures and training is effective and complies with the law at all times. 

 
 
 The proprietors will ensure that the Designated Safeguarding Lead is supported in their role and 

is provided with sufficient time so they can provide appropriate support to staff and children 
regarding any safeguarding and welfare concerns. 

 

 The Setting Manager will ensure that our child protection and safeguarding policies and 
procedures are understood and followed by all staff. 

 

2.2 Designated Safeguarding Lead (DSL) 
 

 The EYFS states; ‘a practitioner must be designated to take lead responsibility for safeguarding 
children in every setting’. The proprietor of Radnor Park kindergarten has appointed an 
appropriately qualified and experienced Designated Safeguarding Lead (DSL) to fulfil this role in 
our setting.   

o The setting has appointed Emily Sargeant as the Designated Safeguarding Lead (DSL).  
 

 The DSL has overall responsibility for the day-to-day oversight of safeguarding and child protection 
systems (including online safety) in the setting.  Whilst the activities of the DSL may be delegated to 
the deputies, the ultimate lead responsibility for safeguarding and child protection remains with the 
DSL and this responsibility will not be delegated.  
 

 The setting has also appointed Deputy DSLs who will have delegated responsibilities and act in the 
DSLs absence.  

o Emma Reene, Summer Knight and Ting Healey 



 

 It is the role of the DSL to: 
o Acting as the central contact point for all staff to discuss any safeguarding concerns 
o Maintaining a confidential recording system for safeguarding and child protection 

concerns 
o Coordinating safeguarding action for individual children 

 When supporting children with a social worker or looked after children the DSL 
should have the details of the child’s social worker and the name of the virtual 
school head in the authority that looks after the child (with the DSL liaising 
closely with the designated teacher)  

o Liaising with other agencies and professionals in line with KCSIE 2021 and WTSC 2018  
o Ensuring that locally established procedures as put in place by the three safeguarding 

partners as part of the Kent Safeguarding Children Multi-Agency Partnership procedures 
(KSCMP), including referrals, are followed, as necessary.  

o Representing, or ensure the setting is appropriately represented at multi-agency 
safeguarding meetings (including child protection conferences) 

o Managing and monitoring the setting role in any multi-agency plan for a child.   
o Being available during setting hours for staff to discuss any safeguarding concerns and 

ensuring adequate and appropriate DSL cover arrangements in response to any closures 
and out of hours and/or out of term activities. 

o Ensuring all staff access appropriate safeguarding training and relevant updates in line 
with the recommendations within EYFS 2021.  

 

 The DSL will undergo appropriate and specific training to provide them with the knowledge and skills 
required to carry out their role. Deputy DSLs will be trained to the same standard as the DSL. The 
DSLs training will be updated formally at least every two years, but their knowledge and skills will be 
updated through a variety of methods at regular intervals and at least annually.  

 
 
2.3 Members of Staff 
 

 The EYFS 2021 requires providers ‘to take all necessary steps to keep children safe and well’’ 
and accordingly, everyone involved in the care of young children has a role to play in their 
protection. All members of staff in the setting are part of the wider safeguarding system for 
children and are in a unique position to observe any changes in a child’s behaviour or 
appearance.  
 

 All members of staff have a responsibility to: 
o Provide a safe environment in which children can learn. 
o Be aware of the indicators of abuse and neglect so that they can identify cases of 

children who may need help or protection. 
o Know what to do if a child tells them that he or she is being abused or neglected and 

understand the impact abuse and neglect can have upon a child.  
o Be able to identify and act upon indicators that children are, or at risk of developing 

mental health issues.   
o Be prepared to identify children who may benefit from early help. 
o Understand the early help process and their role in it. 
o Understand the settings safeguarding policies and systems. 
o Undertake regular and appropriate training which is regularly updated. 



o Be aware of the local process of making referrals to children’s social care and statutory 
assessment under the Children Act 1989. 

o Know how to maintain an appropriate level of confidentiality.  
o Reassure children who report concerns that they are being taken seriously and that they 

will be supported and kept safe.  
 

2.4 Children  
 

 Children have a right to: 
o Feel safe, be listened to, and have their wishes and feelings taken into account. 
o Confidently report abuse, knowing their concerns will be treated seriously, and knowing 

they can safely express their views and give feedback. 
o Receive help from a trusted adult. 
o Learn how to keep themselves safe, including online. 

 
2.5  Parents and Carers 
 

 Parents/carers have a responsibility to: 
o Understand and adhere the relevant policies and procedures.  
o Talk to their children about safeguarding issues with their children and support the 

setting in their safeguarding approaches. 
o Identify behaviours which could indicate that their child is at risk of harm including 

online. 
o Seek help and support from the setting or other agencies. 

 
 

3. Child Protection Procedures   
 

3.1 Recognising Indicators of Abuse and Neglect 
 

 All staff are made aware of the definitions and indicators of abuse and neglect as identified by 
Working Together to Safeguard Children (2018), EYFS 2021 and Keeping Children Safe in 
Education 2021.  This is outlined locally within the Kent Support Levels Guidance.  

 

 Radnor Park Kindergarten recognise that when assessing whether a child may be suffering 
actual or potential harm there are four categories of abuse: 

o Physical abuse 
o Sexual abuse  
o Emotional abuse  
o Neglect 

 For further information see Appendix 1. 
 

 Radnor Park Kindergarten recognises that concerns may arise in many different contexts and 
can vary greatly in terms of their nature and seriousness. The indicators of child abuse and 
neglect can vary from child to child. Children develop and mature at different rates, so what 
appears to be worrying behaviour for a younger child might be normal for an older child. It is 
important to recognise that indicators of abuse and neglect do not automatically mean a child is 



being abused however all concerns should be taken seriously and will be explored by the DSL on 
a case-by-case basis.  
 

 Radnor Park Kindergarten recognises abuse, neglect, and safeguarding issues are rarely 
standalone events and cannot always be covered by one definition or one label alone. In many 
cases, multiple issues will overlap with one another, therefore staff will always be vigilant and 
always raise concerns with a DSL. 
 

 Parental behaviours can indicate child abuse or neglect, so staff will be alert to parent-child 
interactions or concerning parental behaviours; this could include parents who are under the 
influence of drugs or alcohol or if there is a sudden change in their mental health.  
 

 Children may report abuse happening to themselves, their peers or their family members. All 
reports made by children to staff will be taken seriously and will be responded to in line with 
this policy.  
 

 Safeguarding incidents and/or behaviours can be associated with factors and risks outside the 
setting. Children can be at risk of abuse or exploitation in situations outside their families; extra-
familial harms take a variety of different forms and children can be vulnerable to multiple 
harms including (but not limited to) sexual exploitation, criminal exploitation, sexual abuse, 
serious youth violence and county lines. 
 

 Technology can be a significant component in many safeguarding and wellbeing issues. Children 
are at risk of abuse online as well as face to face and in many cases, abuse will take place 
concurrently via online channels and in daily life. Children can also abuse their peers online. 
 

 By understanding the indicators or abuse and neglect, we can respond to problems as early as 
possible and provide the right support and services for the child and their family. All members 
of staff are expected to be aware of and follow this approach if they are concerned about a 
child:  

 

 

‘What to do if you are worried a child is being abused’ 2015 

 



 In all cases, if staff are unsure, they will always speak to the DSL (or deputy). 
 

 At Radnor Park Kindergarten recognises that some children have additional or complex needs 
and may require access to intensive or specialist services to support them.  

 

3.2 Responding to Child Protection Concerns 
 

 If staff are made aware of a child protection concern, they are expected to: 
o listen carefully to the concern and be non-judgmental. 
o only use open questions to clarify information where necessary, e.g. who, what, where, 

when or Tell, Explain, Describe (TED). 
o not promise confidentiality as concerns will have to be shared further, for example, with the 

DSL and potentially Integrated Children’s Services.  
o be clear about boundaries and how the report will be progressed.  
o record the concern in line with setting record keeping requirements. 
o inform the DSL (or deputy), as soon as practically possible. 

 
 The DSL or a deputy should always be available to discuss safeguarding concerns. If in exceptional 

circumstances, a DSL is not available, this should not delay appropriate action being taken. Staff 
should speak to a member of the management team or take advice from Education Safeguarding 
Service or via consultation with a social worker from the Front Door. In these circumstances, any 
action taken will be shared with a DSL as soon as is practically possible. 

 
 Radnor Park Kindergarten we will respond to concerns in line with the Kent Safeguarding Children 

Multi-Agency Partnership procedures (KSCMP).  
o The full KSCMP procedures and additional guidance relating to reporting concerns and 

specific safeguarding issues can be found on their website: www.kscmp.org.uk 
o Specific information and guidance to follow with regards to accessing Early Help and 

Preventative Services and/or Children’s Social Work Services as part of Integrated Children’s 
Services (ICS) in Kent can be found here: www.kelsi.org.uk/support-for-children-and-young-
people/integrated-childrens-services  

 
 Where a child is suffering, or is likely to suffer from harm, or is in immediate danger, a ‘request for 

support’ will be made immediately to Integrated Children’s Services (via the ‘Front Door’) and/or the 
police, in line with KSCMP procedures. 

o Radnor Park Kindergarten recognise that in situations where there are immediate child 
protection concerns for a child as identified in line with Support Level Guidance, it is NOT to 
investigate as a single agency, but to act in line with KSCMP guidance which may involve 
multi-agency decision making.  

o The DSL may seek advice or guidance from their Area Education Safeguarding Advisor from 
the Education Safeguarding Service before deciding next steps.  

o They may also seek advice or guidance from a social worker at the Front Door service who 
are the first point of contact for Integrated Children’s Services (ICS).  

 
 In the event of a request for support to the Front Door being necessary, parents/carers will be 

informed and consent to this will be sought by the DSL in line with guidance provided by KSCMP and 
ICS. Parents/carers will be informed of this, unless there is a valid reason not to do so, for example, if 
to do so would put a child at risk of harm or would undermine a criminal investigation.  

 



 All staff are aware of the process for making request for support referrals for statutory 
assessments under the Children Act 1989, along with the role they might be expected to play in 
such assessments.  

 

 Where is it is identified a child may benefit from Early Help support (as provided by ICS), the DSL (or 
deputy) will generally lead as appropriate and make a request for support via the Front Door. 

o The DSL will keep all early help cases under constant review and consideration will be given 
to escalating concerns to the Front Door or seeking advice via the Education Safeguarding 
Service if the situation does not appear to be improving or is getting worse. 

 

 If, after a request for support or any other planned external intervention, a child’s situation does 
not appear to be improving or there is a concern regarding decisions made, the DSL will consider 
following KSCMP escalation procedures  to ensure their concerns have been addressed and, 
most importantly, that the child’s situation improves. DSLs may request support with this via the 
Education Safeguarding Service. 

 

3.3 Recording Concerns  
 

 All safeguarding concerns, discussions and decisions, and reasons for those decisions, will be 
recorded in writing on the setting safeguarding incident/concern form and passed without delay to 
the DSL.  

 Incident/ concern forms are kept in the management office in the safeguarding file  
 Records will be completed as soon as possible after the incident/event, using the child’s words and 

will be signed and dated by the member of staff.  Child protection records will record facts and not 
personal opinions. A body map will be completed if injuries have been observed.  

 If there is an immediate safeguarding concern the member of staff will consult with a DSL before 
completing the form as reporting urgent concerns takes priority. 

 If members of staff are in any doubt about recording requirements, they will discuss their concerns 
with the DSL. 

 Child protection records will include a clear and comprehensive summary of the concern, details of 
how the concern was followed up and resolved and details regarding any action taken, decisions 
reached and the outcome. 

 Child protection records will be kept confidential and stored securely. Child protection records will be 
kept for individual children and will be maintained separately from all other records relating to the 
child in the setting. Child protection records are kept in accordance with data protection legislation 
and are retained centrally and securely by the DSL.  

 All child protection records will be transferred in accordance with data protection legislation to the 
child’s subsequent setting, under confidential and separate cover as soon as possible. Child 
Protection files will be transferred securely to the new DSL, separately to the child’s main file, and a 
confirmation of receipt will be obtained.  

 In addition to the child protection file, the DSL will also consider if it would be appropriate to share 
any information with the DSL at the new setting in advance of a child leaving, for example, 
information that would allow the new setting to continue to provide support.  

 Where the setting receives child protection files, the DSL will ensure key staff such as the special 
educational needs co-ordinator (SENCO) will be made aware of relevant information as required.   

3.4 Multi-Agency Working 
 



 Radnor Park Kindergarten recognises and is committed to its responsibility to work within the 
KSCMP multi-agency safeguarding arrangements.  The management team and DSL will work to 
establish strong and co-operative local relationships with professionals in other agencies in line 
with statutory guidance. 
 

 Radnor Park Kindergarten recognises the importance of multi-agency working and is committed 
to working alongside partner agencies to provide a coordinated response to promote children’s 
welfare and protect them from harm.  This includes contributing to KSCMP processes as 
required, such as, participation in relevant safeguarding multi-agency plans and meetings, 
including Child Protection Conferences, Core Groups, Strategy Meetings, Child in Need meetings 
or other early help multi-agency meetings. 

 

3.5 Confidentiality and Information Sharing 
 

 Radnor Park Kindergarten recognises our duty and powers to hold, use and share relevant 
information with appropriate agencies in matters relating to child protection at the earliest 
opportunity as per statutory guidance outlined within WTSC 2018 and KCSIE 2021.  
 

 Radnor Park Kindergarten has an appropriately trained Data Protection Officer (DPO) as required 
by the General Data Protection Regulations (GDPR) to ensure that our setting is complaint with 
all matters relating to confidentiality and information sharing requirements.    

 

 The Data Protection Act 2018 and GDPR do not prevent the sharing of information for the 
purposes of keeping children safe. Fears about sharing information must not be allowed to stand 
in the way of the need to safeguard and promote the welfare and protect the safety of children. 
DfE ‘'Information sharing advice for safeguarding practitioners'’ (2018) provides further detail – 
located in the managements filing cabinet  

 

 The manager and DSL will disclose relevant safeguarding information about a child with staff on 
a ‘need to know’ basis.   
 

 All members of staff must be aware that whilst they have duties to keep information 
confidential, in line with our confidentiality policy , they also have a professional responsibility to 
be proactive in sharing information as early as possible to help identify, assess, and respond to 
risks or concerns about the safety and welfare of children; this may include sharing information 
with the DSL and with other agencies as appropriate. All staff are aware they cannot promise 
confidentiality in situations which might compromise a child’s safety or wellbeing.  

 

3.6 Complaints 
 

 All members of our community should feel able to raise or report any concerns about children’s 
safety or potential failures in our safeguarding regime. The setting has a complaints procedure 
available to parents, members of staff and visitors who wish to report concerns or complaints. 
This can be found in the policies on the settings website.  
 



 Whilst we encourage members of our community to report concerns and complaints directly to 
us, we recognise this may not always be possible. Children, young people, and adults who have 
experienced abuse can contact the NSPCC ‘Report Abuse in Education’ helpline on 0800 136 
663 or via email: help@nspcc.org.uk 
 

 Staff can also access the NSPCC whistleblowing helpline if they do not feel able to raise concerns 
regarding child protection failures internally.  

o Staff can call 0800 028 0285 (8:00 AM to 8:00 PM Monday to Friday) or email 
help@nspcc.org.uk.  

 

 The management team at Radnor Park kindergarten will take all concerns reported seriously and 
all complaints will be considered and responded to in line with the relevant and appropriate 
process.  

o Anything that constitutes an allegation against a member of staff or volunteer will be 
dealt with in line with section 8 of this policy.  

 

4. Specific Safeguarding Issues  
 

 Radnor Park Kindergarten is aware of a range of specific safeguarding issues and situations that 
can put children at greater risk of harm. Whilst some of these issues may be more likely to 
involve older children, early years children may still be at risk at harm, for example where there 
are concerns involving family members.  

 

 Where staff are unsure how to respond to specific safeguarding issues, they should follow the 
processes as identified in part 3 of this policy and speak with the DSL or a deputy.  

 

4.1 Peer on Peer Abuse 
 

 All members of staff at Radnor Park Kindergarten recognise that children are capable of abusing 
their peers, and that it can happen both inside and outside of the setting and online. 
 

 Radnor Park Kindergarten recognises that peer on peer abuse can take many forms, including 
but not limited to: 

o Bullying, including cyberbullying, prejudice-based and discriminatory bullying 
o abuse in intimate personal relationships between peers 
o physical abuse which can include hitting, kicking, shaking, biting, hair pulling, or 

otherwise causing physical harm 
o sexual violence and sexual harassment 
o consensual and non-consensual sharing of nudes and semi-nude images and/or videos 

(also known as sexting or youth produced sexual imagery) 
o causing someone to engage in sexual activity without consent, such as forcing someone 

to strip, touch themselves sexually, or to engage in sexual activity with a third party  
o upskirting (which is a criminal offence), which typically involves taking a picture under a 

person’s clothing without their permission, with the intention of viewing their genitals or 
buttocks to obtain sexual gratification, or cause the victim humiliation, distress or alarm 



o initiation/hazing type violence and rituals. 
 

 Radnor Park Kindergarten believes that abuse is abuse and it will never be tolerated or dismissed 
as “banter”, “just having a laugh”, “part of growing up” or “boys being boys” as this can lead to a 
culture of unacceptable behaviours and an unsafe environment for children.  
 

 Radnor Park Kindergarten recognises that even if there are no reported cases of peer on peer 
abuse, such abuse is still likely to be taking place. 

 

 All staff have a role to play in challenging inappropriate behaviours between peers. Staff 
recognise that that some peer on peer abuse issues may be affected by gender, age, ability and 
culture of those involved, i.e. for gender based abuse, girls are more likely to be victims and boys 
more likely to be perpetrators. 
 

 In order to minimise the risk of peer-on-peer abuse, Radnor Park Kindergarten by:  
o Implementing a robust anti-bullying policy,  
o providing an age/ability appropriate curriculum.   
o Providing appropriate behaviour strategies  

 

 Radnor Park Kindergarten want children to feel able to confidently report abuse and know their 
concerns will be treated seriously. All allegations of peer on peer abuse will be reported to the 
DSL and will be recorded, investigated, and dealt with in line with associated policies, including 
child protection, anti-bullying and behaviour. Children who experience abuse will be offered 
appropriate support, regardless of where the abuse takes place.  
 

 Alleged victims, perpetrators and any other child affected by peer on peer abuse will be 
supported by: 

o taking reports seriously, 
o listening carefully,  
o avoiding victim blaming,  
o providing appropriate support,  
o working with parents/carers,  
o reviewing educational approaches,  
o following procedures as identified in other policies e.g. the anti-bullying, behaviour 

and child protection. 
 

4.2 Child on Child Sexual Violence or Harassment 
 

 When responding to concerns relating to child on child sexual violence or harassment, Radnor 
Park Kindergarten will follow the guidance outlined in Part Five of KCSIE 2021 and the DfE 
‘Sexual Violence and Sexual Harassment Between Children in Schools and Colleges’ guidance. 

   

 Radnor Park Kindergarten, recognises sexual violence and sexual harassment can occur between 
two children of any age and sex. It can occur through a group of children sexually assaulting or 



sexually harassing a single child or group of children and can occur online and face to face (both 
physically and verbally). Sexual violence and sexual harassment is never acceptable. 
 

 All victims of sexual violence or sexual harassment will be reassured that they are being taken 
seriously and that they will be supported and kept safe. A victim will never be given the 
impression that they are creating a problem by reporting sexual violence or sexual harassment or 
be made to feel ashamed for making a report. 

 

 When there has been a report of sexual violence or harassment, the DSL will make an immediate 
risk and needs assessment which will be considered on a case-by-case basis which explores how 
best to support and protect the victim and the alleged perpetrator (and any other children 
involved/impacted). 

o The risk and needs assessment will be recorded and kept under review and will consider 
the victim (especially their protection and support), the alleged perpetrator, and all 
other children, adult students and staff and any actions that are required to protect 
them.  

 

 Reports will initially be managed internally by the setting and where necessary will be referred 
to Integrated Children’s Services and/or the Police. 

o The decision making and required action taken will vary on a case by case basis, but will 
be informed by the wishes of the victim, the nature of the alleged incident (including 
whether a crime may have been committed), the ages and developmental stages of the 
children involved, any power imbalance, if the alleged incident is a one-off or a 
sustained pattern of abuse, if there are any ongoing risks to the victim, other children, 
adult students or setting staff, and, any other related issues or wider context. 
 

 If at any stage the DSL is unsure how to proceed, advice will be sought from the Education 
Safeguarding Service.  
 

4.3 Nude and/or Semi-Nude Image Sharing by Children  
  
 The term ‘sharing nudes and semi-nudes’ is used to mean the sending or posting of nude or 

semi-nude images, videos or live streams of/by young people under the age of 18. Creating and 
sharing nudes and semi-nudes of under-18s (including those created and shared with consent) is 
illegal which makes responding to incidents complex.  

  
 The UKCIS Sharing nudes and semi-nudes: advice for education settings working with children 

and young people’guidance outlines how all educational settings should respond to incidents 
and should be read and understood by DSLs working will all age groups, not just older learners. 
 

 Radnor Park Kindergarten recognises that consensual and non-consensual sharing of nudes and 
semi-nude images and/or videos (also known as youth produced/involved sexual imagery or 
“sexting”) can be a safeguarding issue; all concerns will be reported to and dealt with by the DSL 
(or deputy).   
 



 When made aware of concerns involving consensual and non-consensual sharing of nudes and 
semi-nude images and/or videos by children, staff are advised to: 
o Report any concerns to the DSL immediately.  
o Never view, copy, print, share, store or save the imagery, or ask a child to share or download 

it – this may be illegal. If staff have already viewed the imagery by accident, this will be 
immediately reported to the DSL. 

o Not delete the imagery or ask the child to delete it. 
o Not say or do anything to blame or shame any children involved. 
o Explain to child(ren) involved that they will report the issue to the DSL and reassure them 

that they will receive appropriate support and help. 
o Not ask the child or children involved in the incident to disclose information regarding the 

imagery and not share information about the incident with other members of staff, the 
child(ren) involved or their, or other, parents and/or carers. This is the responsibility of 
the DSL. 
 

 DSLs will respond to concerns as set out in the non-statutory UKCIS guidance: Sharing nudes and 
semi-nudes: advice for education settings working with children and young people’ and the local 
KSCMP guidance. When made aware of a concern involving consensual and non-consensual 
sharing of nudes and semi-nude images and/or videos: 

o the DSL will hold an initial review meeting to explore the context and ensure appropriate 
and proportionate safeguarding action is taken in the best interests of any child 
involved. This may mean speaking with relevant staff and the children involved as 
appropriate. 

o parents and carers will be informed at an early stage and be involved in the process to 
best support children, unless there is good reason to believe that involving them would 
put a child at risk of harm. 

o All decisions and action taken will be recorded in line with our child protection 
procedures.  

o a referral will be made to ICS and/or the police immediately if: 
 the incident involves an adult (over 18).  
 there is reason to believe that a child has been coerced, blackmailed, or 

groomed, or there are concerns about their capacity to consent, for example, 
age of the child or they have special educational needs. 

 the image/videos involve sexual acts and a child under the age of 13, depict 
sexual acts which are unusual for the child’s developmental stage, or are violent.  

 a child is at immediate risk of harm owing to the sharing of nudes and semi-
nudes. 

o The DSL may choose to involve other agencies at any time if further 
information/concerns are disclosed at a later date. 

o If DSLs are unsure how to proceed, advice will be sought from the Education 
Safeguarding Service.    

 

4.4 Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE) 
 

  recognises that CSE and CCE are forms of abuse that occur where an individual or group takes 
advantage of an imbalance in power to coerce, manipulate or deceive a child into taking part in 
sexual or criminal activity, in exchange for something the victim needs or wants, and/or for the 
financial advantage or increased status of the perpetrator or facilitator and/or through violence 
or the threat of violence. CSE and CCE can affect children, both male and female and can include 



children who have been moved (commonly referred to as trafficking) for the purpose of 
exploitation. 
 

 If staff are concerned that a child may be at risk of CSE or CCE, immediate action should be taken 
by speaking to the DSL or a deputy. 

 

4.5 Serious Violence 
 

 All staff are made aware of the indicators which may signal children are at risk from or are 
involved with serious violent crime. These may include unexplained gifts or new possessions, 
increased absence, a change in friendships or relationships with older individuals or groups, a 
significant decline in performance, signs of self-harm or a significant change in wellbeing, or 
signs of assault or unexplained injuries.  
 

 Any concerns regarding serious violence will be reported and responded to in line with other 
child protection concerns.  

o The initial response to child victims is important and staff will take any allegations 
seriously and work in ways that support children and keep them safe. 

 

4.6 So-Called Honour Based Abuse 
 

 So-called ‘honour’-based abuse (HBA) encompasses incidents or crimes which have been 
committed to protect or defend the honour of the family and/or the community, including 
female genital mutilation (FGM), forced marriage, and practices such as breast ironing.  
 

 All forms of HBA are abuse (regardless of the motivation) and concerns should be responded to 
in line with section 3 of this policy. Staff will report any concerns about HBA to the DSL (or a 
deputy). 

 

4.7 Preventing radicalisation  
 

 Radnor Park Kindergarten is aware of our duty under section 26 of the Counter-Terrorism and 
Security Act 2015 (the CTSA 2015), to have “due regard to the need to prevent people from 
being drawn into terrorism”, also known as the Prevent duty and the specific obligations placed 
upon us as an education provider regarding risk assessments, working in partnership, staff 
training, and IT policies.  
 

 Radnor Park Kindergarten recognises that children are vulnerable to extremist ideology and 
radicalisation and staff will be alert to changes in children’s behaviour which could indicate that 
they may be in need of help or protection.  

 

 Staff will report any concerns to the DSL (or a deputy), who is aware of the local procedures to 
follow. 



 

Supporting Children Potentially at Greater Risk of Harm  

 

 Whilst all children should be protected, some groups of children are potentially at greater risk 
of harm.   

 

4.8 Safeguarding Children with Special Educational Needs or Disabilities (SEND) 
 

 Radnor Park Kindergarten acknowledges that children with special educational needs or 
disabilities (SEND) or certain health conditions can face additional safeguarding challenges and 
barriers for recognising abuse and neglect.  
 

 Radnor Park Kindergarten recognises that children with SEND may face additional 
communication barriers and experience difficulties in managing or reporting abuse or 
challenges. Children with SEND will be appropriately supported to communicate and ensure that 
their voice is heard and acted upon.   

 

 All members of staff will be encouraged to appropriately explore possible indicators of abuse 
such as behaviour, mood changes or injuries and not to assume that they are related to the 
child’s disability. Staff will be mindful that children with SEND or certain medical conditions may 
be disproportionally impacted by behaviours such as abuse or bullying, without outwardly 
showing any signs. 
 

 Members of staff are encouraged to be aware that children with SEND can be disproportionally 
impacted by safeguarding concerns, such as exploitation, peer group isolation or bullying 
including prejudice-based bullying. 
 

 To address these additional challenges, our setting will always consider implementing extra 
support and attention for children with SEND. The DSL will work closely with the SENCO Emma 
Reene to plan support as required. 

 

4.9 Children Requiring Mental Health Support 
 

 All staff will be made aware that mental health problems can, in some cases, be an indicator that 
a child has suffered or is at risk of suffering abuse, neglect or exploitation. Staff are aware that 
children’s experiences, for example where children have suffered abuse and neglect, or other 
potentially traumatic adverse childhood experiences, can impact on their mental health, 
behaviour and education. 

 

 Staff are well placed to observe children day-to-day and identify those whose behaviour 
suggests that they may be experiencing a mental health problem or be at risk of developing one.  
 



 If staff have a mental health concern about a child that is also a safeguarding concern, 
immediate action should be taken by speaking to the DSL or a deputy. 

 

4.10 Children who need a Social Worker  
 

 The DSL will hold details of social workers working with children in the setting so that decisions 
can be made in the best interests of the child’s safety, welfare, and educational outcomes. 
 

 Where children have a social worker, this will inform setting decisions about their safety and 
promoting their welfare, for example, responding to unauthorised absence and provision of 
pastoral and/or academic support. 

 

4.11 Looked after children, previously looked after children and care leavers 
 

 Radnor Park Kindergarten recognises the common reason for children becoming looked after is 
as a result of abuse and/or neglect and a previously looked after child also potentially remains 
vulnerable.  

 

 Where a child is looked after, the DSL will hold details of the social worker and the name of the 
virtual school head in the authority that looks after the child.  

 

 Where the setting believes a child is being cared for as part of a private fostering arrangement 
(occurs when a child under 16 or 18 if the child is disabled is cared for and lives with an adult who 
is not a relative for 28 days or more) we have a duty to recognise these arrangements and inform 
the Local Authority via the front door.  

 

5. Online Safety 
 

The EYFS 2021 recommends settings access the UK Council for Internet Safety (UKCIS) 
‘Safeguarding children and protecting professionals in early years settings: online safety 
considerations’ guidance.  

Please refer to Radnor Park Kindergartens online safety policy 

 It is essential that children are safeguarded from potentially harmful and inappropriate material 
or behaviours online. Radnor Park Kindergarten will adopt a whole setting approach to online 
safety which will empower, protect, and educate children and staff in their use of technology 
and establish mechanisms to identify, intervene in, and escalate any concerns where 
appropriate. 

 

 Radnor Park Kindergarten identifies that the breadth of issues classified within online safety is 
considerable, but can be categorised into four areas of risk:  



o Content: being exposed to illegal, inappropriate or harmful content. For example 
pornography, fake news, racism, misogyny, self-harm, suicide, anti-Semitism, 
radicalisation and extremism.  

o Contact: being subjected to harmful online interaction with other users. For example 
peer to peer pressure, commercial advertising and adults posing as children or young 
adults with the intention to groom or exploit them for sexual, criminal, financial or other 
purposes.  

o Conduct: personal online behaviour that increases the likelihood of, or causes, harm. For 
example, making, sending and receiving explicit images (e.g. consensual and non-
consensual sharing of nudes and semi-nudes and/or pornography), sharing other explicit 
images and online bullying. 

o Commerce: risks such as online gambling, inappropriate advertising, phishing and or 
financial scams. 
 

 Radnor Park Kindergarten will ensure online safety is safety is reflected as required in all 
relevant policies. Online safety is considered as a running and interrelated theme when devising 
and implementing our policies and procedures and when planning our curriculum, staff training, 
the role and responsibilities of the DSL and parental engagement. 

 Radnor Park Kindergarten recognises that technology, and the risks and harms related to it, 
evolve and changes rapidly. The setting will carry out an annual review of our approaches to 
online safety, supported by an annual risk assessment which considers and reflects the risks our 
children face. 

 

 The manager will be informed of online safety concerns by the DSL, as appropriate.  
 

5.1 Policies and Procedures 
 

 The DSL has overall responsibility for online safety within the setting but will liaise with other 
members of staff, for example the manager, IT technicians as necessary. 
 

 The DSL will respond to online safety concerns reported in line with our child protection and 
other associated policies, including our anti-bullying, social media and behaviour policies.  

 
o Internal support will be implemented as appropriate. 
o Where necessary, concerns will be escalated and reported to relevant partner agencies 

in line with local policies and procedures.  
 

 Radnor Park Kindergarten uses a wide range of technology. This includes computers, laptops, 
tablets and other digital devices, the internet, our online parent app and email systems.  

o All setting owned devices and systems will be used in accordance with our acceptable 
use policies and with appropriate safety and security measures in place.  

 Radnor Park Kindergarten recognises the specific risks that can be posed by mobile and smart 
technology, including mobile phones, cameras and wearable technology (Smart Watches). In 
accordance with the EYFS 2021.   Radnor Park Kindergarten has appropriate mobile and smart 
technology and image use policies in place, which are shared and understood by all members of 
the community.  These policies can be found on the settings website and in the policies, folder 
located in the staff room and management office.  



 

5.2 Appropriate Filtering and Monitoring  
 

 At Radnor Park Kindergarten will do all we reasonably can to limit staff and children’s exposure 
to online risks through setting provided IT systems and will ensure that appropriate filtering and 
monitoring systems are in place.  

 If children or staff discover unsuitable sites or material, they are required to: 
turn off monitor/screen, report the concern immediately to a member of staff, 
report the URL of the site to Tracey Leighton.  

o All users will be informed that use of our systems can be monitored, and that monitoring 
will be in line with data protection, human rights, and privacy legislation.  

o Filtering breaches or concerns identified through our monitoring approaches will be 
recorded and reported to the DSL who will respond as appropriate.  

o Any access to material believed to be illegal will be reported immediately to the 
appropriate agencies, such as the Internet Watch Foundation and the police. 

o When implementing appropriate filtering and monitoring, Radnor Park Kindergarten will 
ensure that “over blocking” does not lead to unreasonable restrictions as to what 
children can be taught with regards to online teaching and safeguarding. 
 

 Radnor Park Kindergarten acknowledges that whilst filtering and monitoring is an important part 
of our online safety responsibilities, it is only one part of our approach to online safety.  

o Children will use appropriate search tools, apps and online resources as identified 
following an informed risk assessment.  

o Children’s internet and technology use will be directly supervised by staff. 
o Children will be directed to use age-appropriate online resources and tools by staff. 

 
Information Security and Access Management  

 

 Radnor Park Kindergarten is responsible for ensuring an appropriate level of security protection 
procedures are in place, in order to safeguard our systems as well as staff and children. Further 
information can be found in list name of relevant policies e.g. acceptable use policies and/or 
online safety policy.  

 

  Radnor Park Kindergarten will review the effectiveness of these procedures periodically to keep 
up with evolving cyber-crime technologies.  

 

5.3 Staff Training 
 

 Radnor Park Kindergarten will ensure that all staff receive online safety training as part of 
induction and that ongoing online safety training and update for all staff will be integrated, 
aligned and considered as part of our overarching safeguarding approach. 

 

5.4 Educating Learners  
 



 Radnor Park Kindergarten will ensure a comprehensive response is in place to enable all children 
to learn about and manage online risks effectively as part of providing a broad and balanced age 
- appropriate curriculum.  

 

5.5 Working with Parents/Carers 
 

 Radnor Park Kindergarten will build a partnership approach to online safety and will support 
parents/carers to become aware and alert of the potential online benefits and risks for children 
by: 

o providing information on our setting website  
o offering specific online safety events for parents/carers on the monthly newsletter. 

 

6. Staff Engagement and Expectations  
 

6.1 Awareness, Induction and Training 
 

 All members of staff have been provided with a copy of part one of ‘Keeping Children Safe in 
Education’ 2021 which covers safeguarding information for staff.   

o Setting management staff, including the DSL will read KCSIE in its entirety.  
o Setting management staff and all members of staff who work directly with children will 

read annex B. 
o All members of staff have signed to confirm that they have read and understood the 

national guidance shared with them. This information is stored in the lockable cardboard 
in the management office in the safeguarding folder   

 

 The DSL will ensure that all new staff and volunteers (including agency and third-party staff) 
receive safeguarding and child protection training (including online safety), including information 
to ensure they are aware of the setting internal safeguarding processes, as part of their 
induction.  

 via leaflets,  
 specific training by the DSL,  
 e-Learning. 
 

 All staff members (including agency and third-party staff) will receive appropriate child protection 
training (including online safety) to ensure they are aware of a range of safeguarding issues; this 
training will be updated at least annually.  

 
 In addition to specific child protection training, all staff will receive regular safeguarding and child 

protection updates, at least annually, to provide them with relevant skills and knowledge to 
safeguard children effectively.  This is achieved via email, e-bulletins, staff meetings. 
 

 Staff will be encouraged to contribute to and shape setting safeguarding arrangements and child 
protection policies via input from knowledgeable and experienced staff, inviting input at staff 
meetings. 

 



 
6.2 Safer Working Practice 
 
 All members of staff are required to work within our clear guidelines on safer working practice 

as outlined in our staff code of conduct.  
 

 The DSL will ensure that all staff and volunteers have read the child protection policy and are 
aware of our expectations regarding safe and professional practice via the staff behaviour 
policy/code of conduct and Acceptable Use Policy (AUP). 

 
 Staff will be made aware of the setting behaviour management and physical intervention 

policies. Staff will manage behaviour effectively to ensure a good and safe educational 
environment and will have a clear understanding of the needs of all children.  

 

 All staff will be made aware of the professional risks associated with the use of social media and 
electronic communication (such as email, mobile phones, texting, social networking). Staff will 
adhere to relevant policies including staff behaviour policy/code of conduct, mobile phone 
policy, image use policy, Acceptable Use Policies, and Social-Media.  

 

6.3 Supervision and Support  
 

 The induction process will include familiarisation with child protection responsibilities and 
procedures to be followed if members of staff have any concerns about a child’s safety or welfare. 

 The setting will ensure that members of staff are provided with appropriate supervision in 
accordance with the statutory requirements of Early Years Foundation Stage (EYFS) 2021.  

 Damien Healey the registered person of Radnor Park Kindergarten recognises regular, planned, and 
accountable supervision, which is a two-way process, offers support and develops the knowledge, 
skills and values of an individual, group or team. We see its purpose is to monitor the progress of 
professional practice and to help staff to improve the quality of the work they do, thus improving 
outcomes for children as well as achieving agreed objectives. Supervision also provides an 
opportunity to discuss sensitive issues including the safeguarding of children and any concerns raised 
about an individual or colleague’s practice.  

 The setting will ensure all members of staff and volunteers will receive regular and planned 
supervision sessions.   Uninterrupted time will be set aside to ensure any supervision sessions 
effective for both practitioner and management to ensure that: 

o All staff are competent to carry out their responsibilities for safeguarding and promoting 
the welfare of children 

o All staff are supported by the DSL in their safeguarding role.  
o All members of staff have regular reviews of their own practice to ensure they improve 

over time.  
 

 Any member of staff affected by issues arising from concerns for children’s welfare or safety can 
seek support from the DSL. 

 



 The DSL will also put staff in touch with outside agencies for professional support if they so wish. 
Staff can also approach organisations such as their Union, the Education Support Partnership or 
other similar organisations directly.  

 

7. Safer Recruitment and Allegations 
 

7.1 Safer Recruitment and Safeguarding Checks 
 

 Radnor Park Kindergarten is committed to ensure that develop a safe culture and that all steps 
are taken to recruit staff and volunteers who are safe to work with children and staff. 
 

 Damien Healey the registered person of Radnor Park Kindergarten is responsible for ensuring that 
the setting follows safe recruitment processes outlined within guidance, including accurate 
maintenance of the staff records/Single Central Record (SCR). The SCR is a list of staff, volunteers 
and registered person/trustees/committee members and includes appropriate information which 
may include: 

o Dates of recruitment 
o References 
o Identity checks 
o Criminal records check reference number, including date and details of person who 

completed it 
o Eligibility to work in the UK checks  
o Other essential key data. 
 

 The setting will obtain an enhanced check by Disclosure and Barring Service (DBS) in respect of 
every person aged 16 and over (including for unsupervised volunteers, and supervised volunteers 
who provide personal care) who: 

o works directly with children 
o lives on the premises on which the childcare is provided and/or 
o works on the premises on which the childcare is provided (unless they do not work on the 

part of the premises where the childcare takes place, or do not work there at times when 
children are present). 
 

 An additional check by the DBS (or checks if more than one country) will also be made for anyone 
who has lived or worked abroad. 

 

 The registered person of Radnor Park Kindergarten is responsible for ensuring that the setting 
adopts an application, vetting and recruitment process which places safeguarding at its centre, 
regardless of employee or voluntary role. 

 

 The registered person of Radnor Park Kindergarten is responsible for ensuring that the setting 
follows safe recruitment processes outlined within guidance. At least one member of the 
interview panel must have completed safer recruitment training.  

 



 The registered person of Radnor Park Kindergarten is aware of the requirements to make 
appropriate checks regarding the disqualification status of all staff, including volunteers and 
temporary staff. 

 

 We advise all staff to disclose any reason that may affect their suitability to work with children 
including convictions, cautions, court orders, cautions and warnings.  

 

 We will ensure that all staff and volunteers have read the staff behaviour policy/code of conduct 
and understand that their behaviour and practice must be in line with it. 

 

7.2 Allegations made against/concerns raised in relation to staff and volunteers  
 

 Radnor Park Kindergarten recognises that it is possible for any member of staff, including 
volunteers, contractors, agency and third-party staff (including supply staff) and visitors to 
behave in a way that: 

o Indicates they have harmed a child, or may have harmed a child 
o Means they have committed a criminal offence against or related to a child 
o behaved towards a child or children in a way that indicates he or she may pose a risk of 

harm to children or  
o behaved or may have behaved in a way that indicates they may not be suitable to work 

with children. 
 

 In depth information regarding staff allegations can be found within our Procedures for 
Managing Allegations against Staff policy. This can be found in the management office and staff 
room as well as the kindergartens website.   

 

 As part of our approach to safeguarding, the setting adopts an open and transparent culture in 
which all concerns are dealt with promptly and appropriately. All staff and volunteers should feel 
able to raise concerns about poor or unsafe practice and potential failures in the setting 
safeguarding regime. The leadership team at Radnor Park Kindergarten will takes all concerns or 
allegations received seriously. 

 

 Allegations should be referred immediately to the manager who will contact the Local Authority 
Designated Officer (LADO) to agree further action to be taken in respect of the child and staff 
member. In the event of allegations of abuse being made against the manager, staff are advised 
that allegations should be reported to the next senior management who will contact the LADO.   

 

 Where managers are unsure how to respond to a concern about a member of staff, advice will 
be sought via the Local Authority Designated Officer (LADO)  Enquiry Line and/or the Education 
Safeguarding Service.  
 

 All members of staff are made aware of the settings Whistleblowing procedure. It is a 
disciplinary offence not to report concerns about the conduct of a colleague that could place a 
child at risk.  



 

 Staff can access the NSPCC whistleblowing helpline if they do not feel able to raise concerns 
regarding child protection failures internally.  Staff can call 0800 028 0285 (8:00 AM to 8:00 PM 
Monday to Friday) or email help@nspcc.org.uk.  
 

 Radnor Park Kindergarten has a legal duty to refer to the Disclosure and Barring Service (DBS) 
anyone who has harmed, or poses a risk of harm, to a child, or if there is reason to believe the 
member of staff has committed one of a number of listed offences, and who has been removed 
from working (paid or unpaid) in regulated activity or would have been removed had they not 
left. The DBS will consider whether to bar the person. 

  

 Radnor Park Kindergarten have a duty to inform Ofsted of any allegations of serious harm or abuse 
by any person living, working, or looking after children at the premises (whether the allegations 
relate to harm or abuse committed on the premises or elsewhere). We will also notify Ofsted of 
the action taken in respect of the allegations. Notifications will be made as soon as is reasonably 
practicable, but at the latest within 14 days of the allegations being made and are aware that to 
not do so would be an offence. 

 

8. Opportunities to teach safeguarding 
 

 Radnor Park Kindergarten recognises that children learn best when they are healthy, safe, and 
secure, when their individual needs are met, and when they have positive relationships with the 
adults caring for them. Our setting will provide a welcoming, safe, and stimulating environment 
where children can enjoy learning and grow in confidence. 
 

 We recognise that early years settings play an essential role in helping children to understand 
and identify the parameters of what is appropriate child and adult behaviour; what is ‘safe’; to 
recognise when they and others close to them are not safe; and how to seek advice and support 
when they are concerned.  

 

 Radnor Park Kindergarten will provide age appropriate educational opportunities to enable early 
years children to develop self-awareness, self-esteem, social and emotional understanding, 
assertiveness, and decision making so that they have a range of contacts and strategies to 
ensure their own protection and understand the importance of protecting others, including 
online.  
 

 Radnor Park Kindergarten recognise that a one size fits all approach may not be appropriate for 
all children, and a more personalised or contextualised approach for more vulnerable children, 
victims of abuse and some SEND children might be needed.  

 

 Systems have been established to support the empowerment of children to talk to a range of 
staff. Children at Radnor Park Kindergarten will be listened to and heard and their concerns will 
be taken seriously and acted upon as appropriate.  

 



9. Physical Safety 
 

 Staff will be made aware of the behaviour management and physical intervention policies, and 
any physical interventions and/or use of reasonable force must be in line with our agreed policy 
and procedures and national guidance.  

 

9.1 The Use of Premises by Other Organisations  
 

 Where services or activities are provided separately by another body using the setting 
facilities/premises, the manager and the registered person will seek written assurance that the 
organisation concerned has appropriate policies and procedures in place with regard to 
safeguarding children and child protection, and that relevant safeguarding checks have been 
made in respect of staff and volunteers.  If this assurance is not achieved, an application to use 
premises will be refused. 
 

 Safeguarding requirements will be included in any transfer of control agreement (i.e. lease or 
hire agreement), as a condition of use and occupation of the premises. Failure to comply with 
this will lead to termination of the agreement. 

 

9.2 Site Security 
 

 All members of staff have a responsibility for maintaining awareness of buildings and grounds 
security and for reporting concerns that may come to light.  

 

 Appropriate checks will be undertaken in respect of visitors and volunteers coming into the 
setting as outlined within guidance. Visitors will be expected to, sign in and out via the office 
visitors log and to display a visitor’s badge whilst on site.  

 

 Staff and visitors will be expected to adhere to any safety arrangements implemented because 
of Covid-19 restrictions. 

 

 Any individual who is not known or identifiable on site should be challenged for clarification and 
reassurance.   
 

 Radnor Park Kindergarten will not accept the behaviour of any individual (parent or other) that 
threatens security or leads others (child or adult) to feel unsafe. Such behaviour will be treated 
as a serious concern and may result in a decision to refuse access for that individual to the site. 
 

  



10. Local Support 
  

 All members of staff in Radnor Park Kindergarten are made aware of local support available.  
  
 Education Safeguarding Service  

o Area Safeguarding Advisor: 03000 415 648 
o Online Safety in the Education Safeguarding Service 

 03000 415797 
 esafetyofficer@theeducationpeople.org (non-urgent issues only)  

 
 LADO Service 

o Telephone: 03000 410888  
o Email: kentchildrenslado@kent.gov.uk  

 
 Integrated Children’s Services  

o Front door: 03000 411111 
o Out of Hours Number: 03000 419191 

 
 Kent Police 

o 101 or 999 if there is an immediate risk of harm 
 Kent Safeguarding Children Multi-Agency Partnership (KSCMP) 

o kscmp@kent.gov.uk 
o 03000 421126 

 
 Adult Safeguarding 

o Adult Social Care via 03000 41 61 61 (text relay 18001 03000 41 61 61) or email 
social.services@kent.gov.uk 

 Early Help and preventative service 

o 03000 41 10 08  
o shepwayEarlyHelp@kent.gov.uk  

 
  



Appendix 1: Categories of Abuse 

 

All staff should be aware that abuse, neglect, and safeguarding issues are rarely standalone events 
that can be covered by one definition or label.  In most cases multiple issues will overlap with one 
another. 

 

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, 
or by failing to act to prevent harm. They may be abused by an adult or adults or another child or 
children. It should be noted that abuse can be carried out both on and offline and be perpetrated by 
men, women and children.  

 

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) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of 
clothing. They may also include non-contact activities, such as involving children in looking at, or in 
the production of, sexual images, watching sexual activities, encouraging children to behave in 
sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet). 
Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, 
as can other children.  

 

Signs that MAY INDICATE Sexual Abuse 

 Sudden changes in behaviour and school performance  
 Displays of affection which are sexual and age inappropriate  
 Self-harm, self-mutilation or attempts at suicide  
 Alluding to secrets which they cannot reveal  
 Tendency to cling or need constant reassurance  
 Regression to younger behaviour for example thumb sucking, playing with discarded     toys, 

acting like a baby  
 Distrust of familiar adults e.g., anxiety of being left with relatives, a child minder or lodger  
 Unexplained gifts or money  
 Depression and withdrawal  
 Fear of undressing for PE  
 Sexually transmitted disease  
 Fire setting  

 

Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a 
child.  

 

Signs that MAY INDICATE physical abuse 



 Bruises and abrasions around the face  
 Damage or injury around the mouth  
 Bi-lateral injuries such as two bruised eyes  
 Bruising to soft area of the face such as the cheeks  
 Fingertip bruising to the front or back of torso  
 Bite marks  
 Burns or scalds (unusual patterns and spread of injuries)  
 Deep contact burns such as cigarette burns  
 Injuries suggesting beatings (strap marks, welts)  
 Covering arms and legs even when hot  
 Aggressive behaviour or severe temper outbursts.  
 Injuries need to be accounted for. Inadequate, inconsistent or excessively plausible 

explanations or a delay in seeking treatment should signal concern.  
 

Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and 
adverse effects on the child’s emotional development. It may involve conveying to a child that they 
are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 
person. It may include not giving the child opportunities to express their views, deliberately silencing 
them or ‘making fun’ of what they say or how they communicate. It may feature age or 
developmentally inappropriate expectations being imposed on children. These may include 
interactions that are beyond a child’s developmental capability as well as overprotection and 
limitation of exploration and learning, or preventing the child participating in normal social 
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious 
bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, although it may occur alone.  

 

Signs that MAY INDICATE emotional abuse 

 Over reaction to mistakes  
 Lack of self-confidence/esteem  
 Sudden speech disorders  
 Self-harming  
 Eating Disorders 
 Extremes of passivity and/or aggression  
 Compulsive stealing  
 Drug, alcohol, solvent abuse  
 Fear of parents being contacted  
 Unwillingness or inability to play  
 Excessive need for approval, attention and affection  

 

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, 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. 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 care-givers); or ensure access to appropriate 



medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs.  

 

Signs that MAY INDICATE neglect.  

 Constant hunger  
 Poor personal hygiene  
 Constant tiredness  
 Inadequate clothing  
 Frequent lateness or non-attendance at School  
 Untreated medical problems  
 Poor relationship with peers  
 Compulsive stealing and scavenging  
 Rocking, hair twisting and thumb sucking  
 Running away 
 Loss of weight or being constantly underweight  
 Low self esteem  

 

 

 



Appendix 2: National Support Organisations  

Support for staff 

 Education Support Partnership: www.educationsupportpartnership.org.uk  
 Professional Online Safety Helpline: www.saferinternet.org.uk/helpline  

 

Support for Learners 

 ChildLine: www.childline.org.uk 
 Papyrus: www.papyrus-uk.org  
 The Mix: www.themix.org.uk 
 Shout: www.giveusashout.org 
 Fearless: www.fearless.org 

 

Support for adults 

 Family Lives: www.familylives.org.uk 
 Crime Stoppers: www.crimestoppers-uk.org  
 Victim Support: www.victimsupport.org.uk  
 The Samaritans: www.samaritans.org  
 NAPAC (National Association for People Abused in Childhood): www.napac.org.uk   
 MOSAC: www.mosac.org.uk  
 Action Fraud: www.actionfraud.police.uk  
 Shout: www.giveusashout.org 

 

Support for Learning Disabilities 

 Respond: www.respond.org.uk  
 Mencap: www.mencap.org.uk  

 

Domestic Abuse 

 Domestic abuse services: www.domesticabuseservices.org.uk  
 Refuge: www.refuge.org.uk  
 Women’s Aid: www.womensaid.org.uk  
 Men’s Advice Line: www.mensadviceline.org.uk 
 Mankind: www.mankindcounselling.org.uk  
 National Domestic Abuse Helpline: www.nationaldahelpline.org.uk 
 Respect Phoneline: https://respectphoneline.org.uk 

 

Honour Based Abuse 

 Forced Marriage Unit: www.gov.uk/guidance/forced-marriage  
 FGM Factsheet: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf 



 Mandatory reporting of female genital mutilation: procedural information: 
www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-
procedural-information 

 

Contextual Safeguarding, Peer on Peer abuse, Sexual Exploitation and Criminal Exploitation: 

 Contextual Safeguarding Network: https://contextualsafeguarding.org.uk  
 National Crime Agency: www.nationalcrimeagency.gov.uk/who-we-are  
 Rape Crisis: https://rapecrisis.org.uk  
 Lucy Faithfull Foundation: www.lucyfaithfull.org.uk  
 Brook: www.brook.org.uk 
 Victim Support: www.victimsupport.org.uk  
 Anti-Bullying Alliance: www.anti-bullyingalliance.org.uk  
 Disrespect Nobody: www.disrespectnobody.co.uk 
 Upskirting – know your rights: www.gov.uk/government/news/upskirting-know-your-rights 

 

Substance Misuse 

 We are with you (formerly Addaction): www.wearewithyou.org.uk/services/kent-for-young-
people/ 

 Talk to Frank: www.talktofrank.com  
 

Mental Health 

 Mind: www.mind.org.uk 
 Moodspark: https://moodspark.org.uk  
 Young Minds: www.youngminds.org.uk 
 We are with you (formerly Addaction): www.wearewithyou.org.uk/services/kent-for-young-

people/  
 

Online Safety 

 CEOP: www.ceop.police.uk 
 Internet Watch Foundation (IWF): www.iwf.org.uk 
 Think U Know: www.thinkuknow.co.uk  
 Childnet: www.childnet.com  
 UK Safer Internet Centre: www.saferinternet.org.uk 
 Report Harmful Content: https://reportharmfulcontent.com  
 Parents Info: www.parentinfo.org  
 Marie Collins Foundation: www.mariecollinsfoundation.org.uk  
 Internet Matters: www.internetmatters.org  
 NSPCC/ Net Aware: www.nspcc.org.uk/onlinesafety and www.net-aware.org.uk  
 Get safe Online: www.getsafeonline.org 
 Stop it Now!: www.stopitnow.org.uk 
 Parents Protect: www.parentsprotect.co.uk 

 

Radicalisation and hate 



 Educate against Hate: www.educateagainsthate.com    
 Counter Terrorism Internet Referral Unit: www.gov.uk/report-terrorism 
 True Vision: www.report-it.org.uk  

 

22. Local Support 
 
 All members of staff in Radnor Park Kindergarten are made aware of local support available:  

 
o Contact details for Education Safeguarding Service 

 Safeguarding Team South Kent 03000 415 648 - 07917602413 
 

o Contact details for Online Safety within the Education Safe 
o guarding Service 

 Rebecca Avery, Education Safeguarding Advisor (Online Protection):  
 03000 415797 – 077789 968705 
 esafetyofficer@kent.gov.uk (non-urgent issues only) 

 
o Contact details for the LADO  

 Telephone: 03000 410888  
 Email: kentchildrenslado@kent.gov.uk  

 
o Children’s Specialist Services 

 Integrated Front Door: 03000 411111 
 Out of Hours Number: 03000 419191 

  
o Early Help and Preventative Services 

 earlyhelp@kent.gov.uk 
 03000 41 10 08 

 
o Kent Police 

 101 (or 999 if there is an immediate risk of harm) 
 

o Kent Safeguarding Children Board (KSCB) 
 kscb@kent.gov.uk 
 03000 421126 

 



  
Appendix 3: Specific Safeguarding Issues  

(Also see Annex A of Keeping Children Safe in Education 2018) 
 
Children Missing Education 
 
Radnor Park Kindergarten recognises that all children, regardless of their circumstances, are entitled 
to a full-time education which is suitable to their age, ability, aptitude and any special educational 
needs they may have. Radnor Park Kindergarten is aware that a child going missing from education is 
a potential indicator of abuse or neglect.  
 
This may apply to parents/carers, older siblings, staff or other members of the community. 
 
Child Sexual Exploitation (CSE)  
 

All Radnor Park Kindergarten staff have been made aware of the revised definition of Child Sexual 
Exploitation, as issued in the Department for Education in February 2017 
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-
practitioners  
 

‘Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under 
the age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) 
for the financial advantage or increased status of the perpetrator or facilitator. The victim may have 
been sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does 
not always involve physical contact; it can also occur through the use of technology.’ 

  
Radnor Park Kindergarten identifies that CSE involves exploitative situations, contexts and 
relationships where young people receive something (for example food, accommodation, drugs, 
alcohol, gifts, money or in some cases simply affection) as a result of engaging in sexual activities. 
 
Every member of staff at Radnor Park Kindergarten recognises that children at risk of CSE need to 
be identified and issues relating to CSE should be approached in the same way as protecting 
children from other risks.  They are aware that sexual exploitation can take many forms ranging 
from the seemingly ‘consensual’ relationship where sex is exchanged for affection or gifts, to 
serious organised crime by gangs and groups. What marks out exploitation is an imbalance of 
power in the relationship. The perpetrator always holds some kind of power over the victim which 
increases as the exploitative relationship develops. Sexual exploitation may involve varying 
degrees of coercion, intimidation or enticement, including unwanted pressure from peers to have 
sex, sexting, sexual bullying including cyberbullying and grooming. However, it also important to 
recognise that some young people who are being sexually exploited do not exhibit any external 
signs of this abuse or recognise this as abusive. 
 

This may apply to children, parents/carers, older siblings, staff or other members of the setting 
community. 
 
‘Honour based’ violence including Female Genital Mutilation (FGM) 
 
Members of staff at Radnor Park Kindergarten are aware that ‘Honour-based’ violence (HBV) 
encompasses a range of crimes which have been committed to protect or defend the honour of the 
family and/or the community, including Female Genital Mutilation (FGM), forced marriage, and 
practices such as breast ironing.  
 



The indicators of HBV and associated factors will be covered with staff within the setting 
safeguarding training. All members of staff are alert to the possibility of a child being at risk of HBV, 
or already having suffered HBV. All members of staff are aware that all forms of HBV are abuse 
(regardless of the motivation) and will be handled and escalated as such. Staff will speak with DSL if 
they are concerned about HBV.  
 
The DSL will complete the FGM e-Learning package (https://www.fgmelearning.co.uk/). The DSL will 
also ensure that information and training is made available as appropriate to all members of staff. 
This includes “FGM The Facts”: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/482799/6_1587_
HO_MT_Updates_to_the_FGM_The_Facts_WEB.pdf and “FGM an Overview:” 
http://www.local.gov.uk/sites/default/files/documents/what-fgm-2dd.pdf 
 
All members of staff will follow the setting and KSCB procedures, using existing national and local 
protocols for multi-agency liaison with police and children’s social care.  
 
Forced Marriage 
 
The Forced Marriage Unit has published Multi-agency guidelines, with pages 32-36 focusing on the 
role of schools and colleges. Staff should report concerns regarding forced marriage to the DSL or 
can contact the Forced Marriage Unit if they need advice or information. Contact: 020 7008 0151 or 
email: fmu@fco.gov.uk   
 
This may apply to children, parents/carers, older siblings, staff or other members of the setting 
community. 
 
Radicalisation  
 
Radnor Park Kindergarten recognizes that exposure of children (and adults) to extremist ideology 
can hinder their social development and educational attainment alongside posing a very real risk 
that they could support or partake in an act of violence. Radicalization can be compared to grooming 
for sexual exploitation. 
 
We will ensure all members of staff complete an approved training package which includes guidance 
on how to identify people who may be vulnerable to being drawn into terrorism, and how to refer 
them into the Channel process. This could include the NCALT e-Learning 
http://course.ncalt.com/Channel_General_Awareness/01/index.html or Home Office training on 
Prevent https://www.elearning.prevent.homeoffice.gov.uk/. The DSL will attend additional training 
which includes further information on the Prevent Duty.    
 
Every member of staff at Radnor Park Kindergarten recognizes that children exposed to 
radicalization and extremism is no different to safeguarding against any other vulnerability and 
should be approached in the same way as protecting children from other risks. All members of the 
community at Radnor Park Kindergarten will report concerns regarding radicalization and extremism 
to the DSL who will follow local and national guidance. 
 
Additional information about responding to online radicalization and extremism can be found in the 
settings Online Safety Policy.  
 
This may apply to children, parents/carers, older siblings, staff or other members of the setting 
community. 



Appendix 4: Keeping yourself safe when responding to disclosures (the 6 R’s – what to do if…) 
 
1. Receive  

 Keep calm 
 Listen to what is being said without displaying shock or disbelief  
 Take what is being said to you seriously  
 Note down what has been said  

 
2. Respond 

 Reassure the child that they have done the right thing in talking to you  
 Be honest and do not make promises you cannot keep e.g. “It will be alright now”  
 Do not promise confidentiality; you have a duty to refer  
 Reassure and alleviate guilt, if the child refers to it e.g., “you’re not to blame”  
 Reassure the child that information will only be shared with those who need to know  

 
3. React  

 React to the child only as far as is necessary for you to establish whether or not you need to 
refer the matter, but do not interrogate for full details  

 Do not ask leading questions; “Did he/she….?” Such questions can invalidate evidence.  
 Do ask open “TED” questions; Tell, explain, describe  
 Do not criticise the perpetrator; the child may have affection for him/her  
 Do not ask the child to repeat it all for another member of staff  
 Explain what you have to do next and who you have to talk to  

 
4. Record  

 Make some brief notes at the time on any paper which comes to hand and write them up as 
soon as possible  

 Do not destroy your original notes  
 Record the date, time, place, any non-verbal behaviour and the words used by the child. 

Always ensure that as far as possible you have recorded the actual words used by the child  
 Record statements and observable things rather than your interpretations or assumptions  

 
5. Remember  

 Contact the designated safeguarding lead (DSL)  
 The DSL may be required to make appropriate records available to other agencies  
 KSCB: www.kscb.org.uk  

 
6. Relax  

 Get some support for yourself, dealing with disclosures can be traumatic for professional 
 

 
 
Appendix 5: National Support Organisations 
 
Support for staff 

 Education Support Partnership: www.educationsupportpartnership.org.uk  
 Professional Online Safety Helpline: www.saferinternet.org.uk/helpline  

 
Support for Children 



 NSPCC: www.nspcc.org.uk  
 ChildLine: www.childline.org.uk 
 Papyrus: www.papyrus-uk.org  
 Young Minds: www.youngminds.org.uk 
 The Mix: www.themix.org.uk 

 
Support for adults 

 Family Lives: www.familylives.org.uk 
 Crime Stoppers: www.crimestoppers-uk.org  
 Victim Support: www.victimsupport.org.uk  
 Kidscape: www.kidscape.org.uk 
 The Samaritans: www.samaritans.org  
 Mind: www.mind.org.uk 
 NAPAC (National Association for People Abused in Childhood): www.napac.org.uk 
 MOSAC: www.mosac.org.uk  
 Action Fraud: www.actionfraud.police.uk  

 
Support for Learning Disabilities 

 Respond: www.respond.org.uk  
 Mencap: www.mencap.org.uk  

 
Domestic Abuse 

 Refuge: www.refuge.org.uk  
 Women’s Aid: www.womensaid.org.uk  
 Men’s Advice Line: www.mensadviceline.org.uk 
 Mankind: www.mankindcounselling.org.uk  

 
Honour based Violence 

 Forced Marriage Unit: https://www.gov.uk/guidance/forced-marriage  
 
Sexual Abuse and CSE 

 Lucy Faithfull Foundation: www.lucyfaithfull.org.uk  
 Stop it Now! www.stopitnow.org.uk 
 Parents Protect: www.parentsprotect.co.uk  
 CEOP: www.ceop.police.uk 
 Marie Collins Foundation: www.mariecollinsfoundation.org.uk  
 Internet Watch Foundation (IWF): www.iwf.org.uk 

 
Online Safety 

 Childnet International: www.childnet.com  
 UK Safer Internet Centre: www.saferinternet.org.uk  
 Parents Info: www.parentinfo.org 
 Internet Matters: www.internetmatters.org  
 Net Aware: www.net-aware.org.uk  
 Parent Port: www.parentport.org.uk 
 Get safe Online: www.getsafeonline.org 

 
Radicalisation and hate 

 Educate against Hate: www.educateagainsthate.com    
 Counter Terrorism Internet Referral Unit: www.gov.uk/report-terrorism 



 True Vision: www.report-it.org.uk 
 

• These documents can be found in the management office 
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 Online/ E-Safety Policy 

EYFS: Section 3 – Safeguarding and 
welfare requirements 

Policy Aims 
This online safety policy has been written by Radnor Park Kindergarten, involving staff, CHILDREN 
and parents/carers, building on the Kent County Council/The Education People online safety policy 
template, with specialist advice and input as required. It takes into account the DfE statutory 
guidance ‘Keeping Children Safe in Education’ 2018, Early Years and Foundation Stage 2021  
‘Working Together to Safeguard Children’ 2018 and the Kent Safeguarding Children Board 
procedures.  

 
The purpose of online safety policy is to: 

o Safeguard and protect all members of Radnor Park Kindergarten community online. 
o Identify approaches to educate and raise awareness of online safety throughout the 

community. 
o Enable all staff to work safely and responsibly, to role model positive behaviour online 

and to manage professional standards and practice when using technology.  
o Identify clear procedures to use when responding to online safety concerns.  

 
Our nursery is aware of the growth of internet and the advantages this can bring. However, it is also 
aware of the dangers it can pose and we strive to support children, staff and families to use the 
internet safely.  

We refer to ‘Safeguarding children and protecting professionals in early years settings: online safety 
considerations’ to support this policy. 

The Designated Safeguarding Lead is ultimately responsible for online safety concerns. All concerns 
need to be raised as soon as possible to Tracey Leighton 

The use of technology has become a significant component of many safeguarding issues. Child sexual 
exploitation; radicalization; sexual predation: technology often provides the platform that facilitates 
harm. 

 

The breadth of issues classified within online safety is considerable, but can be categorized into 
three areas of risk: 

 

 Content: being exposed to illegal, inappropriate or harmful material; for example, 
pornography, fake news, racist or radical and extremist views; 

 Contact: being subjected to harmful online interaction with other users; for 
example commercial advertising as well as adults posing as children or young adults; and 

 Conduct: personal online behaviour that increases the likelihood of, or causes, 
harm; for example making, sending and receiving explicit images, or online bullying. 



 

Within the nursery we aim to keep children, staff and parents safe online. Our safety measures 
include:  

 Ensuring we have appropriate antivirus and anti-spyware software on all devices and update 
them regularly  

 Ensuring content blockers and filters are on all our devices, e.g. computers, laptops, tablets 
and any mobile devices 

 Ensuring all devices are password protected and screen locks. Practitioners are reminded to 
use complex strong passwords and they are kept safe and secure, changed regularly and are 
not written down  

 Monitoring all internet usage across the setting 
 Providing secure storage of all nursery devices at the end of each day  
 Ensuring no social media or messaging apps are installed on nursery devices  
 Reviewing all apps or games downloaded onto devices ensuring they are age and content 

appropriate  
 Using only nursery devices to record/photograph children in the setting 
 Never emailing personal or financial information 
 Reporting emails with inappropriate content to the internet watch foundation (IWF 

www.iwf.org.uk) 
 Teaching children how to stay safe online and report any concerns they have 
 Ensuring children are supervised when using internet connected devices 
 Using tracking software to monitor suitability of internet usage (for older children) 
 Not permitting staff or visitors to access to the nursery Wi-Fi  
 Talking to children about ‘stranger danger’ and deciding who is a stranger and who is not; 

comparing people in real life situations to online ‘friends’ 
 When using Skype and FaceTime (where applicable) discussing with the children what they 

would do if someone they did not know tried to contact them 
 Providing training for staff, at least annually, in online safety and understanding how to keep 

children safe online. We encourage staff and families to complete an online safety briefing, 
which can be found at https://moodle.ndna.org.uk 

 Staff model safe practice when using technology with children and ensuring all staff abide by 
an acceptable use policy; instructing staff to use the work IT equipment for matters relating 
to the children and their education and care. No personal use will be tolerated (see acceptable 
IT use policy) 

 Monitoring children’s screen time to ensure they remain safe online and have access to 
material that promotes their development. We ensure that their screen time is within an 
acceptable level and is integrated within their programme of learning 

 Making sure physical safety of users is considered including the posture of staff and children 
when using devices 

 Being aware of the need to manage our digital reputation, including the appropriateness of 
information and content that we post online, both professionally and personally. This is 
continually monitored by the setting’s management  



 Ensuring all electronic communications between staff and parents is professional and takes 
place via the official nursery communication channels, e.g. the setting’s email addresses and 
telephone numbers. This is to protect staff, children and parents 

 Signposting parents to appropriate sources of support regarding online safety at home 
 

If any concerns arise relating to online safety, then we will follow our safeguarding policy and report 
all online safety concerns to the DSL.  

 

The DSL will make sure that:  

 All staff know how to report a problem and when to escalate a concern, including the process 
for external referral  

 All concerns are logged, assessed and actioned in accordance with the nursery’s safeguarding 
procedures 

 Parents are supported to develop their knowledge of online safety issues concerning their 
children via Radnor Park Kindergarten website and handouts. 

 Parents are offered support to help them talk about online safety with their children using 
appropriate resources  

 Parents are signposted to appropriate sources of support regarding online safety at home and 
are fully supported to understand how to report an online safety concern. 

 Staff have access to information and guidance for supporting online safety, both personally 
and professionally 

 Under no circumstances should any member of staff, either at work or in any other place, 
make, deliberately download, possess, or distribute material they know to be illegal, for 
example child sexual abuse material. 

 
Cyber Security  
This policy should be read in conjunction with your Data protection and Confidentiality Policy, 
Acceptable IT Use Policy and GDPR Privacy statement. 
 
Good cyber security means protecting the personal or sensitive information we hold on children and 
their families in line with the Data Protection Act.    We are aware that Cyber criminals will target any 
type of business including childcare and ensure all staff are aware of the value of the information we 
hold in terms of criminal activity e.g. scam emails. All staff are reminded to follow all the procedures 
above including backing up sensitive data, using strong passwords and protecting devices to ensure 
we are cyber secure.   
 
To prevent any attempts of a data breach (which is when information held by a business is stolen or 
accessed without authorisation) that could cause temporary shutdown of our setting and 
reputational damage with the families we engage with we inform staff not to open any suspicious 
messages such as official-sounding messages about 'resetting passwords', 'receiving compensation', 
'scanning devices' or 'missed deliveries'.  
 
Staff are asked to report these to the manager as soon as possible and these will be reported 
through the NCSC Suspicious Email Reporting Service at report@phishing.gov.uk 



 

Key contact personnel at Radnor Park Kindergarten 

Safeguarding 

Designated Safeguarding Lead: Emily Sargeant  

Deputy Designated Safeguarding Lead(s): Emma Reene, Summer Knight and Ting Healey 

Kindergarten Designated Online Protection/ e-safety lead – Tracey Leighton 

Local Authority online protection/e-safety: – 03000 41 57 97/07789 968705 

Safeguarding Team South Kent 03000 415648 – 07917 602413 
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Mobile Phone and Electronic Device Use  
  

EYFS: 3.1-3.8 

 

This policy refers to all electronic devices able to take pictures, record videos, send or receive calls 
and messages. This includes cameras, mobile telephones, tablets and any recording devices including 
smartwatches. More and more devices are technically, capable of connecting us to the outside world. 
We will adapt the policy to include all devices we deem required to safeguard children.  

Re – Fit bits: dependent on what the device is capable of doing, e.g., ones that receive calls and 
messages are not allowed but ones that only count steps are.  

Mobile phones and other devices that accept calls, messages and video calling 

At Radnor Park Kindergarten we promote the safety and welfare of all children in our care. We 
believe our staff should be completely attentive during their hours of working to ensure all children 
in the nursery receive good quality care and education. 

 

To ensure the safety and well-being of children we do not allow staff to use personal mobile phones, 
smartwatches and/or Fitbits during working hours.  

 

We use mobile phones supplied by the nursery only to provide a means of contact in certain 
circumstances, such as outings. 

 

This policy should be used in conjunction with our online safety and acceptable IT use policies, to 
ensure children are kept safe when using the nursery devices online. 

 

Staff must adhere to the following:  

 Mobile phones/smartwatches/Fitbits are either turned off or on silent and not accessed 
during your working hours 

 Mobile phones/smartwatches/Fitbits can only be used on a designated break and then this 
must be away from the children 

 Mobile phones/smartwatches/Fitbits should be stored safely in the administrator’s office at 
all times during the hours of your working day 

 No personal device is allowed to be connected to the nursery Wi-Fi at any time  
 The use of nursery devices, such as tablets, must only be used for nursery purposes  
 The nursery devices will not have any social media or messaging apps on them 
 Any apps downloaded onto nursery devices must be done only by management. This will 

ensure only age and content appropriate apps are accessible to staff, or children using them 
 Passwords/passcodes for nursery devices must not be shared or written down, and will be 

changed regularly 
 During outings, staff only use mobile phones belonging to the nursery.  
 Only nursery owned devices will be used to take photographs or film videos 



 Nursery devices will not be taken home with staff and will remain secure at the setting when 
not in use.   

 

Parents’ use of mobile phones and smartwatches  
Parents are kindly asked to refrain from using their mobile telephones whilst in the nursery or when 
collecting or dropping off their children.  We will ask any parents using their phone inside the 
nursery premises to finish the call or take the call outside. We do this to ensure all children are 
safeguarded and the time for dropping off and picking up is a quality handover opportunity where 
we can share details about your child 

 

Parents are requested not to allow their child to wear or bring in devices that may take photographs 
or record videos or voices. This includes smart watches with these capabilities, such as Vtech. This 
ensures all children are safeguarded and also protects their property as it may get damaged or 
misplaced at the nursery.  

 

Visitors’ use of mobile phones and smartwatches  
Visitors are not permitted to use their mobile phones or smart watches whilst at nursery and are 
asked to leave them in a safe secure place/nursery office for the duration of their visit. 

 

Photographs and videos  

At Radnor Park Kindergarten we recognise that photographs and video recordings play a part in the 
life of the nursery. We ensure that any photographs or recordings (including CCTV) taken of children 
in our nursery are only done with prior written permission from each child’s parent and only share 
photos with parents in a secure manner. We will obtain this permission when each child is registered 
and update it on a regular basis to ensure that this permission is still valid.   

 

We ask for individual permissions for photographs and video recordings for a range of purposes 
including: use in the child’s learning journey; for display purposes; for promotion materials including 
our nursery website, brochure and the local press; and for security in relation to CCTV and the 
different social media platforms we use. We ensure that parents understand that where their child is 
also on another child’s photograph, but not as the primary person, that may be used in another 
child’s learning journey. Photographs and videos will not be taken in areas where intimate care 
routines are carried out.  

 

If a parent is not happy about one or more of these uses, we will respect their wishes and find 
alternative ways of recording their child’s play or learning.   

 

Staff are not permitted to take any photographs or recordings of a child on their own information 
storage devices e.g. cameras, mobiles, tablets or smartwatches and may only use those provided by 



the nursery. The nursery manager will monitor all photographs and recordings to ensure that the 
parents’ wishes are met and children are safeguarded.  

 

Photographs or videos recorded on nursery mobile devices will be transferred to the correct storage 
device to ensure no images are left on these mobile devices. 

 

Parents, and children, are not permitted to use any recording device or camera (including those on 
mobile phones or smartwatches) on the nursery premises without the prior consent of the manager.  

 

During special events, e.g. Christmas or leaving parties, staff may produce group photographs to 
distribute to parents on request. In this case we will gain individual permission for each child before 
the event. This will ensure all photographs taken are in line with parental choice. We ask that photos 
of events such as Christmas parties are not posted on any social media websites/areas without 
permission from parents of all the children included in the picture. 

 

Applicable for settings using Online Learning Journals only 

At Radnor Park Kindergarten we use tablets in the rooms to take photos of the children and record 
these directly on to their electronic learning journeys. We ensure that these devices are used for this 
purpose only and do not install applications such as social media or messaging sites on to these 
devices.  

We also do routine checks to ensure that emails and text messages (where applicable) have not 
been sent from these devices and remind staff of the whistleblowing policy if they observe staff not 
following these safeguarding procedures.  
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Special Educational Needs and Disabilities (SEND) 
 

EYFS: 1.1 – 1.17, 2.1 – 2.6, 2.9-2.14, 3.1 – 3.8, 3.45-
3.47, 3.53 – 3.54, 3.65, 3.68, 3.69, 3.80.  

 
 

This policy has been created with regard to: 

 The SEND Code of Practice 2015 
 Children and Families Act 2014 (Part 3) 
 Equality Act 2010 
 Working Together to Safeguard Children (2018) 
 Statutory Framework for the EYFS (2021) 

 

Special Educational Needs and Disability (SEND) code of practice. 

The nursery has regard to the statutory guidance set out in the Special Educational Needs and 
Disability code of practice (DfE 2015) to identify, assess and make provision for children’s special 
educational needs.  

 

At Radnor Park Kindergarten w use the SEND Code of Practice (2015) definition of Special 
Educational Needs and Disability: 

 

A child or young person has SEN if they have a learning difficulty or disability which calls for special 
educational provision to be made for him or her. 

 

A child of compulsory school age or a young person has a learning difficulty or disability if he or she: 

 has a significantly greater difficulty in learning than the majority of others of the same age, or 
 has a disability which prevents or hinders him or her from making use of facilities of a kind 

generally provided for others of the same age in mainstream schools or mainstream post-16 
institutions. 

 
Statement of intent 
We are committed to the inclusion of all children at our nursery. We ensure all children are cared for 
and educated to develop to their full potential alongside their peers through positive experiences 
We enable them to share opportunities and experiences and develop and learn from each other. We 
provide a positive and welcoming environment where children are supported according to their 
individual needs and we work hard to ensure no child is discriminated against or put at a 
disadvantage as a consequence of their needs. Each child’s needs are unique and we do not attempt 
to categorise children. 

 

We are committed to working in partnership with parents in order to meet each child’s individual 
needs and develop to their full potential. We are committed to working with any child who has a 



special educational need and/or disability and making reasonable adjustments to enable every child 
to make full use of the nursery’s facilities. All children have a right to a broad and well-balanced early 
learning environment. 

 

We undertake a Progress Check of all children at age two in accordance with the Code of Practice 
(2015) and statutory framework for EYFS.  

 

We will also undertake an assessment at the end of the Early Years Foundation Stage for any 
children that remain with us in the final term of the year in which they turn five, as per the statutory 
framework for EYFS 

 

We will work closely with the child’s parents and any relevant professionals if we identify any areas 
where a child’s progress is less than expected to establish if any additional action is required. This 
may include: 

 

 Liaising with any professional agencies 
 Reading any reports that have been prepared 
 Attending any review meetings with the local authority/professionals  
 Observing each child’s development and assessing such observations regularly to monitor 

progress. 
 

All new children will be given a full settling in period when joining the nursery according to their 
individual needs. 

 

We will:  

 Recognise each child’s individual needs and ensure all staff are aware of, and have regard for, 
the Special Educational Needs Code of Practice (2015) 

 Ensure that all children are treated as individuals/equals and are supported to take part in 
every aspect of the nursery day according to their individual needs and abilities 

 Include all children and their families in our provision 
 Identify the specific needs of children with special educational needs and/or disabilities and 

meet those needs through a range of strategies 
 Ensure that children who learn at an accelerated pace e.g. ’most able’ are also supported  
 Encourage children to value and respect others  
 Provide well informed and suitably trained practitioners to help support parents and children 

with special educational difficulties and/or disabilities 
 Develop and maintain a core team of staff who are experienced in the care of children with 

additional needs and identify a Special Educational Needs and Disabilities Co-ordinator 
(SENCO) who is experienced in the care and assessment of children with additional needs.  
Staff will be provided with specific training relating to SEND and the SEND Code of Practice 

 Monitor and review our practice and provision and, if necessary, make adjustments, and seek 
specialist equipment and services where required 



 Challenge inappropriate attitudes and practices  
 Promote positive images and role models during play experiences of those with additional 

needs wherever possible 
 Celebrate diversity in all aspects of play and learning 
 Work in partnership with parents and other agencies in order to meet individual children's 

needs, including the education, health and care authorities, and seek advice, support and 
training where required 

 Share any statutory and other assessments made by the nursery with parents and support 
parents in seeking any help they or the child may need  
 

Our nursery Special Education Needs and Disabilities Co-ordinator (SENCO) is Emma Reene and Emily 
Sargeant 

 

The role of the SENCO in our setting includes: 

 ensuring all practitioners in the setting understand their responsibilities to children with SEND 
and the setting’s approach to identifying and meeting SEND 

 advising and supporting colleagues 
 ensuring parents are closely involved throughout and that their insights inform action taken 

by the setting 
 liaising with professionals or agencies beyond the setting 
 taking the lead in implementing the graduated approach and supporting colleagues through 

each stage of the process. 
 

We will: 

 Designate a named member of staff to be the SENCO and share their name/role with all staff 
and parents 

 Have high aspirations for all children and support them to achieve their full potential 
 Develop respectful partnerships with parents and families  
 Ensure parents are involved at all stages of the assessment, planning, provision and review of 

their child's care and education and include the thoughts and feelings voiced by the child, 
where possible/appropriate 

 Signpost parents and families to our Local Offer in order to access local support and services  
 Undertake formal Progress Checks and Assessments of all children in accordance with the 

SEND Code of Practice February  (2015) / statutory framework for the EYFS (2021) 
 Provide a statement showing how we provide for children with special educational needs 

and/or disabilities and share this with staff, parents and other professionals 
 Ensure that the provision for children with SEN and/or disabilities is the responsibility of all 

members of staff in the nursery through training and professional discussions 
 Set out in our inclusive admissions practice on how we meet equality of access and 

opportunity 
 Make reasonable adjustments to our physical environment to ensure it is, as far as possible 

suitable for children and adults with disabilities using the facilities 
 Provide a broad, balanced, aspirational early learning environment for all children with SEN 

and/or disabilities and differentiated activities to meet all individual needs and abilities  



 Liaise with other professionals involved with children with special educational needs and/or 
disabilities and their families, including transition arrangements to other settings and schools. 
(See our transitions policy).  

 Use the graduated response system to assess, plan, do and review to ensure early 
identification of any SEND 

 Ensure that children with special educational needs and/or disabilities and their parents are 
consulted at all stages of the graduated response, taking into account their levels of ability 

 Review children’s progress and support plans every 4-6 weeks and work with parents to agree 
on further support plans 

 Provide privacy of children with special educational needs and/or disabilities when intimate 
care is being provided 

 Raise awareness of any specialism the setting has to offer, e.g. Makaton trained staff 
 Ensure the effectiveness of our SEN/disability provision by collecting information from a range 

of sources e.g. additional support reviews, Education, Health and Care (EHC) plans, staff and 
management meetings, parental and external agencies’ views, inspections and complaints. 
This information is collated, evaluated and reviewed annually 

 Provide a complaints procedure and make available to all parents in a format that meets their 
needs e.g. Braille, audio, large print, additional languages 

 Monitor and review our policy and procedures annually. 
 

Effective assessment of the need for early help 

We are aware of the process for early help and follow the following procedure:  

 

Local agencies should work together to put processes in place for the effective assessment of the 
needs of individual children who may benefit from early help services. Children and families may 
need support from a wide range of local agencies. Where a child and family would benefit from 
coordinated support from more than one agency (e.g. education, health, housing, police) there 
should be an inter-agency assessment. These early help assessments should identify what help the 
child and family require to prevent needs escalating to a point where intervention would be needed 
via a statutory assessment under the Children Act 1989. 

 

The early help assessment should be undertaken by a lead professional who should provide support 
to the child and family, act as an advocate on their behalf and coordinate the delivery of support 
services. The lead professional role could be undertaken by a General Practitioner (GP), family 
support worker, teacher, health visitor and/or special educational needs coordinator. Decisions 
about who should be the lead professional should be taken on a case by case basis and should be 
informed by the child and their family. 

 

For an early help assessment to be effective: 

 The assessment should be undertaken with the agreement of the child and their parents or 
carers. It should involve the child and family as well as all the professionals who are working 
with them; 

 A teacher, GP, health visitor, early years’ worker or other professional should be able to 
discuss concerns they may have about a child and family with a social worker in the local 



authority. Local authority children’s social care should set out the process for how this will 
happen; and 

 If parents and/or the child do not consent to an early help assessment, then the lead 
professional should make a judgement as to whether, without help, the needs of the child will 
escalate. If so, a referral into local authority children’s social care may be necessary. 
 

If at any time it is considered that the child may be a child in need as defined in the Children Act 
1989, or that the child has suffered significant harm, or is likely to do so, a referral should be made 
immediately to local authority children’s social care. This referral can be made by any professional 
(Working together to safeguard children 2018). 

 

Graduated Approach 
We follow the SEND Code of Practice (2015) recommendation that, in addition to the formal checks 
above, we adopt a graduated approach to assessment and planning, led and coordinated by a 
SENCO. Good practice of working together with parents, and the observation and monitoring of 
children’s individual progress, will help identify any child with special educational needs or disability. 
This graduated approach will be led and coordinated by our SENCO and appropriate records will be 
kept according to the Code of Practice. 

 

Assess 

In identifying a child as needing SEND support, the key person, working with the SENCO and the 
child’s parents, will carry out an analysis of the child’s needs. This 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 specialist teachers or from 
health, social services or other agencies beyond the setting. 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 SEND support, and having formally notified the parents, the key 
person and the SENCO, in consultation with the parents, will agree 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 will take into account the views of the child.  

 

The support and intervention provided will be selected to meet the outcomes identified for the 
child, based on reliable evidence of effectiveness, and provided by practitioners with relevant skills 
and knowledge. Any related staff development needs are 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 child’s key person will be responsible for working with the child on a daily basis. With support 
from the SENCO, they will oversee the implementation of the intervention agreed as part of SEN 
support. The SENCO will support the key person 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 key person and the 
SENCO in full consultation with the child’s parents and taking into account the child’s views. 
Information will be shared with parents about the impact of the support provided. 

 

Education and Health Plan (EHC) 

Some children and young people may require an EHC needs assessment in order to decide whether 
it is necessary to develop an EHC plan. The purpose of an EHC plan is to make adjustments and offer 
support to meet the special educational needs of the child, to secure the best possible outcomes for 
them across education, health and social care. 

 

The local authority will conduct the EHC needs assessment and take into account a wide range of 
evidence, including:  

 evidence of the child’s developmental milestones and rate of progress 
 information about the nature, extent and context of the child’s SEND 
 evidence of the action already being taken by us as the early years provider to meet the child’s 

SEND 
 evidence that, where progress has been made, it has only been as the result of much 

additional intervention and support over and above that which is usually provided 
 evidence of the child’s physical, emotional and social development and health needs, drawing 

on relevant evidence from clinicians and other health professionals and what has been done 
to meet these by other agencies. 

 

We will then work with the local authority and other agencies to ensure that the child receives the 
support they need to gain the best outcomes.  

We will review this policy annually to ensure it continues to meet the needs of the children/parents 
and our nursery.  
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Pomoting Positive Behaviour  
 

EYFS: 3.1, 3.2, 3.53, 3.54,  

 

At Radnor Park Kindergarten we believe that children flourish best when they feel safe and secure 
and have their needs met by supportive practitioners who act as good role models, show them 
respect and value their individual personalities. Children are supported through co-regulation, where 
adults and children work together towards a common purpose, including finding ways to resolve 
upsets from stress in any domain and return to balance leading on to a path to self-regulation. The 
nursery actively promotes British values and encourages and praises positive, caring and polite 
behaviour at all times and provides an environment where children learn to respect themselves, 
other people and their surroundings.  

 

We implement the early year’s curriculum supporting children to develop their personal, social and 
emotional development. This involves helping children to understand their own feelings and others 
and beginning to regulate their behaviour. We support children to do this through working together 
with parents, having consistent approaches, structure, routine and age/stage appropriate 
boundaries. We help build confidence and self-esteem by valuing all children and giving lots of praise 
and encouragement.  

 

 

To support positive behaviour in our setting, we aim to: 

 Recognise the individuality of all our children 
 Provide a warm, responsive relationship where children feel respected, comforted and 

supported in times of stress, and confident that they are cared for at all times.   
 Understand that behaviours are a normal part of some young children’s development e.g. 

biting 
 Encourage self-regulation, consideration for each other, our surroundings and property 
 Encourage children to participate in a wide range of group activities to enable them to develop 

their social skills 
 Ensure that all staff act as positive role models for children 
 Encourage parents and other visitors to be positive role models 
 Work in partnership with parents by communicating openly 
 Praise children and acknowledge their positive actions and attitudes, therefore ensuring that 

children see that we value and respect them 
 Encourage all staff working with children to accept their responsibility for implementing the 

goals in this policy and to be consistent 
 Promote non-violence and encourage children to deal with conflict peacefully 
 Provide a key person system enabling staff to build a strong and positive relationship with 

children and their families 
 Provide activities and stories to help children learn about accepted behaviours, including 

opportunities for children to contribute to decisions about accepted behaviour where 
age/stage appropriate 



 Supporting and developing children’s understanding of different feelings and emotions, self-
regulation and empathy as appropriate to stage of development. This includes using strategies 
and naming and talking about feelings and ways to manage them 

 Have a named person who has overall responsibility for promoting positive behaviour and 
behaviour support. 

 

The named person for promoting and supporting behaviour is Summer Knight It is their role to:  

 Advise and support other staff on any behaviour concerns  
 Along with each room leader will keep up to date with legislation and research relating to 

promoting positive behaviour  
 Support changes to policies and procedures in the nursery 
 Access relevant sources of expertise where required and act as a central information source 

for all involved 
 Attend regular external training events, and ensure all staff attend relevant in-house or 

external training for behaviour management. Keep a record of staff attendance at this 
training. 

 

Our nursery rules are concerned with safety, care and respect for each other. We keep the 
rules to a minimum and ensure that these are age and stage appropriate.  We regularly 
involve children in the process of setting rules to encourage cooperation and participation 
and ensure children gain understanding of the expectations of behaviour relevant to them 
as a unique child. 

 

Children who are displaying distressed/challenging behaviour, for example, by physically abusing 
another child or adult e.g. biting, or through verbal bullying, are helped to talk through their feelings 
and actions through co-regulation before thinking about the situation and apologise where 
appropriate. We make sure that the child who has been upset is comforted. We always acknowledge 
when a child is feeling angry or upset and that it is the behaviour that is not acceptable, not the child 
or their feelings. 

 

Our promoting positive behaviour procedure is:  
 We support all children to develop positive behaviour, and we make every effort to provide 

for their individual needs 
 We never use or threaten to use physical punishment/corporal punishment such as smacking 

or shaking or use or threaten any punishment that could adversely affect a child’s well being  
 We only use physical intervention (where practitioners may use reasonable force to prevent 

children from injuring themselves or others or damaging property) or to manage a child’s 
behaviour if absolutely necessary. We keep a record of any occasions where physical 
intervention is used and inform parents on the same day, or as reasonably practicable 

 We recognise that there may be occasions where a child is displaying challenging/ distressed 
behaviour and may need individual techniques to restrain them to prevent a child from 
injuring themselves or others. This will only be carried out by staff who have been 
appropriately trained to do so. Any restraints will only be done following recommended 
guidance and training and only with a signed agreement from parents on when to use it. We 
will complete an incident form following any restraints used and notify the parents  



 We do not single out children or humiliate them in any way. Where children are displaying 
challenging behaviour they will, wherever possible, be distracted/re-directed to alternative 
activities. Discussions with children will take place as to why their behaviour was not 
acceptable, respecting their level of understanding and maturity 

 Staff do not raise their voices (other than to keep children safe) 
 In any case of challenging behaviour, we always make it clear to the child or children in 

question, that it is the behaviour and not the child that is unwelcome 
 We decide on particular strategies to support particular types of behaviour depending on the 

child’s age, level of development and the circumstances surrounding the behaviour. This may 
involve asking the child to talk and think about what he/she has done. All staff support 
children in developing empathy and children will only be asked to apologise if they have 
developed strong empathy skills and have a good understanding of why saying sorry is 
appropriate  

 We help staff to reflect on their own responses towards behaviours that challenge to ensure 
that their reactions are appropriate 

 We inform parents if their child’s behaviour is unkind to others or if their child has been upset. 
In all cases we deal with behaviour that challenges in nursery at the time. We may ask parents 
to meet with staff to discuss their child's behaviour, so that if there are any difficulties we can 
work together to ensure consistency between their home and the nursery. In some cases we 
may request additional advice and support from other professionals, such as an educational 
psychologist 

 We support children in developing non-aggressive strategies to enable them to express their 
feelings and emotions  

 We keep confidential records on any behaviour that challenges that has taken place We 
inform parents and ask them to read and sign any incidents concerning their child 

 Through partnership with parents and formal observations, we make every effort to identify 
any behavioural concerns and the causes of that behaviour. From these observations and 
discussions, we will implement an individual behaviour modification plan where a child’s 
behaviour involves aggressive actions towards other children and staff, for example hitting, 
kicking etc. The manager will complete risk assessments identifying any potential triggers or 
warning signs ensuring other children’s and staff’s safety at all times. In these instances we 
may remove a child from an area until they have calmed down.  

 

We recognise that children need their own time and space and that it is not always appropriate to 
expect a child to share. We believe it is important to acknowledge each child’s feelings and to help 
them understand how others might be feeling. 

 

At our nursery, staff follow the procedure below to enable them to deal with behaviour that 
challenges: 

 Staff are encouraged to ensure that all children feel safe, happy and secure 
 Staff are encouraged to recognise that active physical aggression in the early years is part of 

the child’s development and that it should be channelled in a positive way 
 Children are helped to understand that using aggression to get things, is inappropriate and 

they will be encouraged to resolve problems in other ways 
 Staff will initiate games and activities with children when they feel play has become overly 

boisterous/aggressive, both indoors or out 
 We will ensure that this policy is available for staff and parents and it will be shared at least 

once a year to parents and staff 



 Staff and parents are also welcomed to review and comment on the policy and procedure  
 If any parent has a concern about their child, a member of staff will be available to discuss 

those concerns. Working together can ensure our children feel confident and secure in their 
environment, both at home and in the nursery 

 All concerns will be treated in the strictest confidence. 
 

Anti-bullying 

We encourage children to recognise that bullying, fighting, hurting and discriminatory comments are 
not acceptable behaviour. We want children to recognise that certain actions are right and that 
others are wrong.  

 

Bullying takes many forms. It can be physical, verbal or emotional, but it is always a repeated 
behaviour that makes other people feel uncomfortable or threatened.  We acknowledge that any 
form of bullying is unacceptable and will be dealt with immediately while recognising that physical 
aggression is part of children’s development in their early years. Staff will intervene when they think 
a child is being bullied, however mild or harmless it may seem and sensitively discuss any instance of 
bullying with the parents of all involved to look for a consistent resolution to the behaviour.  

 

By positively promoting positive behaviour, valuing co-operation and a caring attitude, we hope to 
ensure that children will develop a positive sense of self, have confidence in their own abilities, 
make good friendships, co-operate and resolve conflicts peaceably. These will provide them with a 
secure platform for school and later life.  
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Health and Safety – General Policy 
 

  

EYFS:  All safeguarding and 
welfare requirements, 

particular referencing to 3.55-
3.67 

 

At Radnor Park Kindergarten we provide and maintain safe and healthy working conditions, 
equipment and systems of work for all our employees and a safe early learning environment in 
which children learn and are cared for. To develop and promote a strong health and safety culture 
within the nursery for the benefit of all staff, children, parents and any visitors, we provide 
information, training and supervision. We also accept our responsibility for the health and safety of 
other people who may be affected by our activities. 

 

The allocation of duties for safety matters and the particular arrangements which we will make to 
implement our health and safety procedures are set out within this policy and we make sufficient 
resources available to provide a safe environment. 

 

Legal framework  
We follow all relevant legislation and associated guidance relating to health and safety within the 
nursery including: 

 The requirements of the Statutory Framework for the Early Years Foundation Stage (EYFS) 
2021 

 The regulations of the Health & Safety at Work Act 1974 and any other relevant legislation 
such as Control Of Substances Hazardous to Health Regulation (COSHH) 

 Any guidance provided by Public Health England, the local health protection unit, the local 
authority environmental health department, fire authority or the Health and Safety Executive. 

 

Aims and objectives 
The aim of this policy statement is to ensure that all reasonably practical steps are taken to ensure 
the health, safety and welfare of all persons using the premises.  

 

To achieve this, we will actively work towards the following objectives: 

 Establish and maintain a safe and healthy environment throughout the nursery including 
outdoor spaces 

 Establish and maintain safe working practices amongst staff and children 
 Make arrangements for ensuring safety and the minimising of risks to health in connection 

with the use, handling, storage and transport of hazardous articles and substances 
 Ensure the provision of sufficient information, instruction and supervision to enable all people 

working in or using the nursery to avoid hazards and contribute positively to their own health 
and safety and to ensure that staff have access to regular health and safety training 



 Maintain a healthy and safe nursery with safe entry and exit routes 
 Formulate effective procedures for use in case of fire and other emergencies and for 

evacuating the nursery premises. Practice this procedure on a regular basis to enable the safe 
and speedy evacuation of the nursery 

 Maintain a safe working environment for pregnant workers or for workers who have recently 
given birth, including undertaking appropriate risk assessments 

 Maintain a safe environment for those with special educational needs and disabilities and 
ensure all areas of the nursery are accessible (wherever practicable) 

 Provide a safe environment for students or trainees to learn in 
 Encourage all staff, visitors and parents to report any unsafe working practices or areas to 

ensure immediate response by the management.  
 

We believe the risks in the nursery environment are low.  To maintain the maximum protection for 
children, staff and parents the nursery: 

 Ensures all entrances and exits from the building, including fire exits are clearly identifiable, 
free from obstruction and easily opened from the inside 

 Regularly check the premises room by room for structural defects, worn fixtures and fittings 
or electrical equipment and take the necessary remedial action 

 Ensures that all staff, visitors, parents and children are aware of the fire procedures and 
regular fire drills are carried out 

 Has the appropriate fire detection and control equipment which is checked regularly to make 
sure it is in working order 

 Ensures that all members of staff are aware of the procedure to follow in case of accidents for 
staff, visitors and children  

 Ensures that all members of staff take all reasonable action to control the spread of infectious 
diseases and wear protective gloves and clothing where appropriate 

 Ensures there are suitable hygienic changing facilities (see infection control policy)  
 Prohibits smoking/vaping on the nursery premises 
 Prohibits any contractor from working on the premises without prior discussion with the 

officer in charge  
 Encourages children to manage risks safely and prohibits running inside the premises unless 

in designated areas  
 Risk assesses all electrical sockets and take appropriate measures to reduce risks where 

necessary and ensure no trailing wires are left around the nursery 
 Ensures all cleaning materials are placed out of the reach of children and kept in their original 

containers 
 Ensures staff wear protective clothing when cooking or serving food 
 Prohibits certain foods that may relate to children’s allergies, e.g. nuts are not allowed in the 

nursery 
 Follows the EU Food Information for Food Consumers Regulations (EU FICby identifying the 

14 allergens listed by EU Law that we use as ingredients in any of the dishes we provide to 
children and ensure that all parents are informed  

 Follows the allergies and allergic reactions policy for children who have allergies or have a 
reaction at the nursery 

 Ensures risk assessments are undertaken on the storage and preparation of food produce 
within the nursery 

 Familiarises all staff and visitors with the position of the first aid boxes and ensure all know 
who the appointed first aiders are 

 Provides appropriately stocked first aid boxes and check their contents regularly 



 Ensures children are supervised at all times 
 Takes all reasonable steps to prevent unauthorised persons entering the premises and have 

an agreed procedure for checking the identity of visitors 
 Ensures no student or volunteer is left unsupervised at any time 
 Ensures staff paediatric first aid certificates or a list of staff who hold a current PFA certificate 

are on display (and/or made available to parents). 
 

Responsibilities  
The designated Health and Safety Officer in the nursery is Tracey Leighton. 

 

The employer has overall and final responsibility for this policy being carried out at: 

Radnor Park Kindergarten, 5-6 Westbourne Gardens, Folkestone, Kent, CT20 2JA 

The nursery manager/deputy nursery manager will be responsible in his/her absence. 

 

All employees have the responsibility to cooperate with senior staff and the manager to achieve a 
healthy and safe nursery and to take reasonable care of themselves and others. Neglect of health 
and safety regulations/duties will be regarded as a disciplinary matter (see separate policy on 
disciplinary procedures). 

 

Whenever a member of staff notices a health or safety issue or problem which they are not able to 
rectify, they must immediately report it to the appropriate person named above. Parents and 
visitors are requested to report any concerns they may have to a member of the management team.  

 

Daily contact, monthly staff meetings and health and safety meetings provide consultation between 
management and employees. These include health and safety matters. 

 

Health and safety training 
Person responsible for monitoring staff training is Emily Sargeant 

 

Health and safety is covered in all induction training for new staff. 

 

Training table:    
Area Training required Who 

Paediatric First aid Course All staff  

Dealing with blood In house training/course All staff 



Safeguarding/Child protection In house training/course All staff and students 

Care of babies In house training/course 
All staff working with 
under 2’s 

Risk assessment In house training/course All staff  

Fire safety procedures  In house training All staff and students 

Use of fire extinguisher In house training/course All staff where possible 

Food hygiene In house training/course 
Anyone involved in 
preparing and handling 
food 

Allergy awareness In house training/course All staff and students 

Manual handling  In house training/course All staff 

Stress awareness and management  In house training/course All staff  

Changing of nappies In house training All staff  

Fire warden duties External course Fire Warden 

Medication requiring technical or 
medical knowledge e.g. Epi Pen 

External course As required 

SENCO External course SENCO 

Supervision and appraisal External course 
Manager, deputy and 
room Leaders 

 

At present at least one member of staff on the premises and available at times when children are 
present MUST hold a full paediatric first aid (PFA) certificate in the nursery and must accompany 
children on outings. The certificate must be for a full course consistent with the criteria set out in 
Annex A of the EYFS, 2021. This must be renewed every three years and the emergency PFA course 
is taken face to face.  

 

In addition to this, all newly qualified entrants to the early years workforce who have completed a 
level 2 and/or level 3 qualification on or after 30 June 2016, must also have either a full PFA or an 
emergency PFA certificate within three months of starting work in order to be included in the 
required staff: child ratios at level 2 or level 3 in an early years setting 

At nursery, we take in to account the number of children, staff, layout of premises to ensure that a 
paediatric first aider is able to respond to emergencies quickly. 



 

All trained first aiders must be listed in the first aid policy. Our trained first aiders are Tracey 
Leighton, Emma Reene, Ting Healey, Summer Knight and Emily Sargeant. 

Health and safety arrangements 
 All staff are responsible for general health and safety in the nursery 
 Risk assessments will be conducted on all areas of the nursery, including rooms, activities, 

outdoor areas, resources, cleaning equipment, legionella and lone working 
 These are reviewed at regular intervals and when arrangements change 
 All outings away from the nursery (however short) will include a prior risk assessment – more 

details are included in our outings policy 
 All equipment, rooms and outdoor areas are checked thoroughly by staff before children 

access them or the area. These checks are recorded and initialled by the staff responsible. 
Unsafe areas are made safe where possible or the area is not used to promote the safety of 
children. In these cases the manager will be notified immediately   

 We provide appropriate facilities for all children, staff, parents and visitors to receive a warm 
welcome and provide for their basic care needs, e.g. easy to access toilet area and fresh 
drinking water 

 We adhere to the Control Of Substances Hazardous to Health Regulation (COSHH) to ensure 
all children, staff, parents and visitors are safe in relation to any chemicals we may use on the 
premises 

 We identify and assess any water sources at risk of legionella1, and manage these risks 
including avoiding stagnant water 

 All staff and students receive appropriate training in all areas of health and safety which 
includes risk assessments, manual handling, fire safety and emergency evacuation 
procedures. We may also use benefit risk assessments for particular activities and resources 
for children 

 We have a clear accident and first aid policy to follow in the case of any person in the nursery 
suffering injury from an accident or incident 

 We have a clear fire safety policy and procedure, which supports the prevention of fire and 
the safe evacuation of all persons in the nursery. This is shared with all staff, students, parents 
and visitors to the nursery 

 We review accident and incident records to identify any patterns/hazardous areas 
 All health and safety matters are reviewed informally on an ongoing basis and formally every 

six months or when something changes. Staff and parents receive these updates, as with all 
policy changes, as and when they happen 

 We welcome feedback from staff and parents. They are able to contribute to any policy 
through informal discussions, the suggestion scheme and/or during regular meetings held at 
nursery. 
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Sickness and Illness 
  

EYS:  
EYFS: 3.45, 3.46, 3.47, 3.48 

 
 
 
At Radnor Park Kindergarten we promote the good health of all children attending including oral 
health by:  

 Asking parents to keep children at home if they are unwell.  If a child is unwell it is in their best 
interest to be in a home environment rather than at nursery with their peers.  

 Asking staff and other visitors not to attend the setting if they are unwell 
 Helping children to keep healthy by providing balanced and nutritious snacks, meals and 

drinks 
 Minimising infection through our rigorous cleaning and hand washing processes (see infection 

control policy) Ensuring children have regular access to the outdoors and having good 
ventilation inside  

 Sharing information with parents about the importance of the vaccination programme for 
young children to help protect them and the wider society from communicable diseases 

 Sharing information from the Department of Health that all children aged 6 months – 5 years 
should take a daily vitamin 

 Having areas for rest and sleep, where required and sharing information about the importance 
of sleep and how many hours young children should be having. 

 

Our procedures 

In order to take appropriate action of children who become ill and to minimise the spread of 
infection we implement the following procedures:  

 If a child becomes ill during the nursery day, we contact their parent(s) and ask them to pick 
up their child as soon as possible. During this time we care for the child in a quiet, calm area 
with their key person (wearing PPE), wherever possible  

 We follow the guidance published by Public Health England (Health Protection in Schools and other 
childcare facilities) and advice from our local health protection unit on exclusion times for specific 
illnesses, e.g. sickness and diarrhoea, measles and chicken pox, to protect other children in the 
nursery2 

 Should a child have an infectious disease, such as sickness and diarrhoea, they must not 
return to nursery until they have been clear for at least 24 hours 

 We inform all parents if there is a contagious infection identified in the nursery, to enable 
them to spot the early signs of this illness. We thoroughly clean and sterilise all equipment 
and resources that may have come into contact with a contagious child to reduce the spread 
of infection 

 We notify Ofsted as soon as is reasonably practical, but in any event within 14 days of the 
incident of any food poisoning affecting two or more children cared for on the premises. 

 Antibiotics – each time a child has a new prescription for antibiotics they will not be able to 
attend the nursery until 24 hours after the first dose (unless this is part of an ongoing care 
plan to treat individual medical conditions e.g., asthma and the child is not unwell). This is in 

 
2 https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-
facilities 



case there is a reaction to the medicine. It’s also important that children are not subjected to 
the rigours of the nursery day, which requires socialising with other children and being part 
of a group setting, when they have first become ill and require a course of antibiotics. 

 Please note that in the case of antibiotic eye/ear drops or cream prescribed for the treatment 
of conjunctivitis the first dose must be administered at home. Children may then attend the 
nursery as usual. In addition, where antibiotic cream is prescribed for the treatment of skin 
conditions the first dose must be applied at home. Children may then attend the nursery as 
usual providing that the exclusion period for the condition has been observed where 
necessary 

 We have the right to refuse admission to a child who is unwell. This decision will be taken by 
the manager on duty and is non-negotiable 

 We make information/posters about head lice readily available and all parents are requested 
to regularly check their children’s hair. If a parent finds that their child has head lice we would 
be grateful if they could inform the nursery so that other parents can be alerted to check their 
child’s hair.  

 

Meningitis procedure 
If a parent informs the nursery that their child has meningitis, the nursery manager will contact the 
Local Area Infection Control (IC) Nurse. The IC Nurse will give guidance and support in each 
individual case. If parents do not inform the nursery, we may be contacted directly by the IC Nurse 
and the appropriate support given. We will follow all guidance given and notify any of the 
appropriate authorities including Ofsted where necessary.   

 

We will follow the transporting children to hospital procedure in any cases where children 
may need hospital treatment.  
The nursery manager/staff member must: 

• Inform a member of the management team immediately 

 Call 999 for an ambulance immediately if the illness is severe. DO NOT attempt to transport 
the unwell child in your own vehicle 

 Follow the instructions from the 999 call handler 
 Whilst waiting for the ambulance, a member of staff must contact the parent(s) and arrange 

to meet them at the hospital  
 Redeploy staff if necessary to ensure there is adequate staff deployment to care for the 

remaining children. This may mean temporarily grouping the children together 
 Arrange for the most appropriate member of staff to accompany the child taking with them 

any relevant information such as registration forms, relevant medication sheets, medication 
and the child’s comforter  

 Remain calm at all times. Children who witness an incident may well be affected by it and may 
need lots of cuddles and reassurance. Staff may also require additional support following the 
accident. 

 
Transporting children to hospital procedure 
The nursery manager/staff member must: 

 Call for an ambulance immediately if the sickness is severe. WE WILL NOT attempt to transport 
the sick child in our own vehicle 

 Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the 
hospital  



 Redeploy staff if necessary, to ensure there is adequate staff deployment to care for the 
remaining children. This may mean temporarily grouping the children together 

 Arrange for the most appropriate member of staff to accompany the child taking with them 
any relevant information such as registration forms, relevant medication sheets, medication 
and the child’s comforter  

 Inform a member of the management team immediately 
 Remain calm at all times. Children who witness an incident may well be affected by it and may 

need lots of cuddles and reassurance. Staff may also require additional support following the 
accident. 

 

What to do in the event of a possible poisoning incident: 

In the event that a child or adult has a suspected case of ingesting, touching or breathing in poison, as 
soon as we are safely able to do so, it is imperative that we call 111 or 999 as a matter of urgency, and to 
relay the following information to the operator: 

1. The full name of the child/adult infected 

2. Their date of birth 

3. Any symptoms, reactions or illness that the child/adult is displaying 

4. What food, drink, plant, bulb, seed substance etc., that may have been ingested (if known) 

5. How much has been eaten 

6. If a plant, what part(s) have been eaten 

7. How much time has elapsed since the food / plant was eaten / touched 

8. To include a photo of the plant / food possible 

When should we call emergency services: 

If we are concerned with the welfare of a child or adult on our premises, we will always call either 111 as 
soon as the child or adult is comfortable, for medical advice, or 999 immediately for any medical 
emergency where the child or adult is in imminent or suspected risk of rapid deterioration of their 
condition. 
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Infection Control 
 

EYFS: 3.45, 3.46, 3.46 

 
At Radnor Park Kindergarten we promote the good health of all children attending (including oral 
health) through maintaining high hygiene standards to help reduce the chances of infection being 
spread. We follow the health protection in schools and other childcare facilities guidance3 which sets 
out when and how long children need to be excluded from settings, when treatment/medication is 
required and where to get further advice from. 

 
Viruses and infections can be easily passed from person to person by breathing in air containing the 
virus which is produced when an infected person talks, coughs or sneezes. It can also spread through 
hand/face contact after touching a person or surface contaminated with viruses. 
 
We follow the guidance below to prevent a virus or infection from moving around the nursery. Our 
staff: 

 Encourage all children to use tissues when coughing and sneezing to catch germs 
 Ensure all tissues are disposed of in a hygienic way and all children and staff wash their hands 

once the tissue is disposed of 
 Develop children’s understanding of the above and the need for good hygiene procedures in 

helping them to stay healthy  
 Wear the appropriate Personal Protective Equipment (PPE) when changing nappies, toileting 

children and dealing with any other bodily fluids. Staff are requested to dispose of these in 
the appropriate manner and wash hands immediately  

 Clean and sterilise all potties and changing mats before and after each use 
 Clean toilets at least daily and check them throughout the day 
 Remind children to wash their hands before eating, after visiting the toilet, playing outside or 

being in contact with any animal and explain the reasons for this 
 Clean all toys, equipment and resources on a regular basis by following a comprehensive 

cleaning rota and using antibacterial cleanser or through washing in the washing machine 
 Wash or clean all equipment used by babies and toddlers as and when needed including when 

the children have placed it in their mouth  
 Store dummies in individual hygienic dummy boxes labelled with the child’s name to prevent 

cross-contamination with other children 
 Immediately clean and sterilise (where necessary) any dummy or bottle that falls on the floor 

or is picked up by another child  
 Provide labelled individual bedding for children that is not used by any other child and wash 

this at least once a week  
 Ask parents and visitors to remove all outdoor footwear or use shoe covers when entering the 

baby unit where children may be crawling or sitting on the floor 
 Follow the sickness and illness policy when children are ill to prevent the spread of any 

infection in the nursery. Staff are also requested to stay at home if they are ill/and or 
contagious. 

 
In addition: 

 
3 https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-
facilities 
 



 The nursery manager retains the right of refusal of all children, parents, staff and visitors who 
are deemed contagious and may impact on the welfare of the rest of the nursery  

 Parents will be made aware of the need for these procedures in order for them to follow these 
guidelines whilst in the nursery  

 Periodically each room in the nursery will be deep cleaned including carpets and soft 
furnishings to ensure the spread of infection is limited. This will be implemented earlier if the 
need arises 

 The nursery will ensure stocks of tissues, hand washing equipment, cleaning materials and 
sterilising fluid are maintained at all times and increased during the winter months or when 
flu and cold germs are circulating. 

 
What happens if my child is ill at home?  
 
Depending upon the symptoms you may have to consider excluding your child from the Nursery in 
accordance with our guidelines as stated later in this document.   
Children should not be admitted into the setting if they are showing signs of any ailment that could 
be contagious or could affect the settings ability to care for the child and the other children in 
attendance.   
Similarly, any member of staff who attends work showing signs of an ailment that could affect their 
ability to carry out their duties will be sent home and a replacement member of staff called in to cover. 
  
Should you consider that your child is well enough to attend we do require that you notify us of ANY 
illness that has occurred and any medicine you have administered to your child in the 12 hours before 
attending the nursery.  This ensures our team is able to monitor for any signs of reoccurrence or for 
unusual child behaviour.  In some cases, this will also ensure any symptoms of infectious diseases are 
picked up early and managed effectively.  
  
Key Guidelines for Exclusion  
 
 Based upon Health Protection Agency guidance we adhere to the following exclusion periods 
depending upon the symptoms and illness.  
 
No Exclusion  
Head Lice  
Conjunctivitis,  
Tonsillitis  
Roseola  
Slapped Cheek  
Threadworms  
Hand, Foot and Mouth  
 
24 Hours 
Vomiting – after last symptom  
Diarrhoea – after last symptom  
 
5 Days from symptoms  
*Whooping Cough  
*German Measles  
*Measles  
*Mumps  
Chicken Pox  



 
Other  
*Scarlet Fever – can return 24 hours after commencing antibiotics 
 Scabies – until fully treated 
 Ringworm – until treatment 
 Impetigo – until lesions have crusted over  
  
*Notifiable Diseases There is a list of notifiable diseases which we have a legal obligation to report to 
the Health Protection Agency and OFSTED should a child within our care become infected.  Some are 
named in this policy and are shown by an * by the relevant illness. In these cases, we work closely with 
you, the parents/carers, the HPA and OFSTED to ensure that all additional advice that may be given is 
followed through.  
 
Information for Pregnant Mothers  
There are a number of infections which can be harmful to the unborn baby.  
  
These include: Chicken Pox *German Measles (Rubella) Slapped Cheek *Measles  
If you or your child has been at the Nursery when one of the above infections is present, we advise 
you to see your GP/Midwife to check if you are immune and seek their professional medical advice.  
 
Antibiotics  
We are happy to administer antibiotics if your child has been prescribed them by a doctor and 
prescribed specifically to your child. Please ensure you discuss with the team your child’s illness, 
dosage & frequency and any possible side effects your child may have from the medication.  If the 
antibiotic is given to your child because of an infectious disease then your child should be excluded 
from attending the nursery until they are no longer infectious. 
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Absences and sickness policy 

EYFS: 3.19, 3.46, 3.47  

 

Radnor Park kindergarten considers the health, safety and wellbeing of its employees. Consequently, 
it is our policy to manage employee absence and to support employees who are sick and unable to 
work. Although some employee sickness is inevitable, we recognise that regular attendance is 
beneficial to the running of the kindergarten and the children in our care.  

 a) Manage employee sickness absence effectively in a fair, supportive and consistent way; 

 b) Promote employee health, safety and wellbeing and seek to prevent occupational Injury and 
absence; 

 c) Take appropriate action to reduce sickness absence levels;  

d) Ensure employees are aware of their responsibilities relating to attendance at work and 
complying with sickness absence notification procedures;  

e) Equip managers in managing sickness absence and return to work plans; 

 f) Access professional occupational health advice and support;  

g) Make reasonable adjustments where the need arises for employees with regard to their working 
arrangements or working conditions so they can continue to work;  

h) Keep in contact with absent employees;  

I) Record, measure and monitor sickness absence.  

  

Roles & Responsibilities    

The manager and duty managers will:  

 Ensure that sufficient resources are available to implement this policy.  
  Review/ monitor and scrutinise the sickness absence data and ensure action necessary to 

reduce sickness absence is implemented.  
 The manager is responsible for addressing individual cases of sickness absence, investigating 

and providing support as appropriate.  
 Manage sickness absence in accordance with this policy and good management practice, 

balancing the needs of the service, pressure on other employees, and responding 
compassionately to individuals.  

 Make sure that significant risks are controlled in accordance with the Health and Safety Risk 
Assessment Policy so as to prevent/reduce cases of work-related injury and ill health 
absence  

 Ensure that all new and existing employees are made aware of the sickness absence 
notification and certification process and their responsibilities during a sickness absence 
period.  

 Make clear to new employees that sickness absence levels are reviewed as part of the 
probationary assessment and thereafter on an ongoing basis.  



 Maintain regular and appropriate contact with employees who are absent from work due to 
sickness.  

 Follow the standard process for recording sickness absence details and certification in a 
timely manner and take remedial action if these procedures are not followed.  Conduct 
routine return to work discussions.  

  

Employees’ Responsibilities:  

 Attend work unless unfit to do so.  
 Comply with sickness absence notification and certification procedures  
 Participate in return to work discussions and sickness absence review meetings as required. 
 Co-operate with attempts to assess fitness for work, including attending your local doctor to 

ascertain if you are fit to be working  
 Receive and follow medical advice and treatment where appropriate in order to facilitate a 

return to work.  
 Not engage in any activity which may delay recovery.  

 A failure to comply with the above may lead to sick pay being suspended or withheld.  

  

Protocol for when staff are absent  

1. Please ensure that a member of the management team is informed of any absence 
of work by 8.00am of the day of absence, by telephoning the responsible person on 
duty, please refer to the rota for who that is. The setting number is 01303 259226.  

2. When informing the kindergarten of your absence you must always call the setting 
at 8:00 am by phone, never by text message, private messenger etc 

 

2. All communicable diseases MUST be reported to the responsible person on duty as soon as 
practicably possible.  

3. Absent Practitioners must contact the kindergarten at 4.00pm that day to inform them of their 
progress and indicate if possible when they will be fit for work, so that we can arrange staffing.  

4. After three days of absence a Doctor’s note is required and must be sent into the kindergarten. If 
a Practitioner has been signed off as being unfit for work by a doctor s/he must not return back to 
work until either the certificate has run its course or s/he has been signed on by the doctor as being 
fit for work again. If a Practitioner does return for work in this instance then s/he will be sent home 
again and regarded as not turning up for work.  

5. Self-certification forms will need to be filled in for members of Practitioners who are absent for 
between 1-3 days.  

6. Return to work interview will be carried out for all members of Practitioners who are absent from 
work without prior notice on their first day back to work. 

This policy was adopted on Signed on behalf of the nursery Date for review 
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Medication  
  

EYFS: 3.19, 3.46, 3.47 

 
At Radnor Park Kindergarten we promote the good health of children attending nursery and take 
necessary steps to prevent the spread of infection (see sickness and illness policy and infection control 
policy). If a child requires medicine, we will obtain information about the child’s needs for this and will 
ensure this information is kept up to date.  
 
We follow strict guidelines when dealing with medication of any kind in the nursery and these are set 
out below.  
 
Medication prescribed by a doctor, dentist, nurse or pharmacist 
(Medicines containing aspirin will only be given if prescribed by a doctor) 

 Prescription medicine will only be given when prescribed by the above and for the person 
named on the bottle for the dosage stated 

 Medicines must be in their original containers with their instructions printed in English and 
with the child’s full name printed on the bottle. We will also check the date the medication 
was prescribed and record the doctor’s surgery and pharmacist contact details. 

 Those with parental responsibility for any child requiring prescription medication should hand 
over the medication to the most appropriate member of staff who will then note the details 
of the administration on the appropriate form and another member of staff will check these 
details. 

 Those with parental responsibility must give written permission for the administration of each 
and every medication which will be recorded in the medication book. However, we will accept 
written permission once for the ongoing use of a particular medication such as medication for 
Asthma under the following circumstances: 
1. The written permission is only acceptable for that brand name of medication 
2. The dosage on the written permission is the only dosage that will be administered. We will 

not give a different dose unless a new form is completed 
3. Parents must notify us IMMEDIATELY if the child’s circumstances change, e.g., a dose has 

been given at home, or a change in strength/dose needs to be given.  
 The nursery will not administer a dosage that exceeds the recommended dose on the 

instructions unless accompanied by written instructions from a relevant health professional 
such as a letter from a doctor or dentist 

 The parent must be asked when the child has last been given the medication before coming 
to nursery; and the staff member must record this information on the medication form. 
Similarly, when the child is picked up, the parent or guardian must be given precise details of 
the times and dosage given throughout the day. The parent’s signature must be obtained at 
both times 

 At the time of administering the medicine, a senior member of staff will ask the child to take 
the medicine or offer it in a manner acceptable to the child at the prescribed time and in the 
prescribed form. (It is important to note that staff working with children are not legally obliged 
to administer medication) 

 The senior member of staff who is giving a child medication will also have someone witnessing 
them administering the medication to the child. 

 If the child refuses to take the appropriate medication, then a note will be made on the form 
 Where medication is “essential” or may have side effects, discussion with the parent will take 

place to establish the appropriate response. 
 



Non-prescription medication (will not be administrated) 
 The nursery will not administer any non-prescription medication  
 On registration, parents will be asked if they would like to fill out a medication form to consent 

to their child being given a specific type of liquid paracetamol in particular circumstances such 
as an increase in the child’s temperature that exceeds 39’c. This form will state the dose to be 
given, the circumstances in which this can be given e.g., the temperature increase of their child, 
the specific brand name or type of non-prescription medication and a signed statement to say 
that this may be administered in an emergency if the nursery CANNOT contact the parent 

 An emergency nursery supply of fever relief (Calpol) will be stored on site. This will be checked 
at regular intervals by the designated trained first aider to make sure that it complies with any 
instructions for storage and is still in date   

 If a child does exhibit the symptoms for which consent has been given to give Calpol during the 
day, the nursery will make every attempt to contact the child’s parents. Where parents cannot 
be contacted then the nursery manager will take the decision as to whether the child is safe to 
have this medication based on the time the child has been in the nursery, the circumstances 
surrounding the need for this medication and the medical history of the child on their 
registration form.  

 Giving non-prescription medication will be a last resort and the nursery staff will use other 
methods first to try and alleviate the symptoms, e.g., for an increase in temperature the 
nursery will remove clothing, use fanning, tepid cooling with a wet flannel. The child will be 
closely monitored until the parents collect the child 

 For any non-prescription cream for skin conditions e.g., Sudocrem, prior written permission 
must be obtained from the parent and the onus is on the parent to provide the cream which 
should be clearly labelled with the child’s name 

 As with any kind of medication, staff will ensure that the parent is informed of any non-
prescription medicines given to the child whilst at the nursery, together with the times and 
dosage given 

 The nursery DOES NOT administer any medication unless its prescribed and we have prior 
written consent given for each and every medicine.  

 
Injections, pessaries, suppositories 
As the administration of injections, pessaries and suppositories represents intrusive nursing, we will 
not administer these without appropriate medical training for every member of staff caring for this 
child. This training is specific for every child and not generic. The nursery will do all it can to make any 
reasonable adjustments including working with parents and other professionals to arrange for 
appropriate health officials to train staff in administering the medication.   
 
Staff medication 
All nursery staff have a responsibility to work with children only where they are fit to do so. Staff must 
not work with children where they are infectious or feel unwell and cannot meet children’s needs. This 
includes circumstances where any medication taken affects their ability to care for children, for 
example, where it makes a person drowsy.  
 
If any staff member believes that their condition, including any condition caused by taking medication, 
is affecting their ability they must inform management and seek medical advice. The nursery 
management team will decide if a staff member is fit to work, including circumstances where other 
staff members notice changes in behaviour suggesting a person may be under the influence of 
medication. This decision will include any medical advice obtained by the individual or from an 
occupational health assessment.    
 



Where staff may occasionally or regularly need medication, any such medication must be kept in the 
administrator’s office in a locked filing cabinet in a separate secure locked container where staff may 
need easy access to the medication such as an asthma inhaler. In all cases it must be stored out of 
reach of the children at all times . It must not be kept in the first aid box and should be labelled with 
the name of the member of staff. 
 
Storage 
 
All medication for children must have the child’s name clearly written on the original container and 
kept in the locked fridge in the administrator’s office, which is out of reach of all children. 
 
Emergency medication, such as inhalers and EpiPen’s, will be stored in the administrator’s office 
within easy reach of staff in case of an immediate need, and out of children’s reach. 
 
All medications must be in their original containers, labels must be legible and not tampered with or 
they will not be given. All prescription medications should have the pharmacist’s details and notes 
attached to show the dosage needed and the date the prescription was issued. This will all be checked, 
along with expiry dates, before staff agree to administer medication.   
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Accidents and First Aid  
 

EYFS: 3.25, 3.45, 3.51, 3.52 

 

At Radnor Park Kindergarten the safety of all child is paramount and we have measures in place to 
help to protect children. However sometimes accidents do unavoidably happen.  

 

We follow this policy and procedure to ensure all parties are supported and cared for when 
accidents or incidents happen; and that the circumstances of the accident or incident are reviewed 
with a view to minimising any future risks.  

 

Accidents 
 

When an accident or incident occurs, we ensure:  

 

 The child is comforted and reassured first 
 The extent of the injury is assessed and if necessary, a call is made for medical 

support/ambulance 
 First aid procedures are carried out where necessary, by a trained paediatric first aider 
 The person responsible for reporting accidents, incidents or near misses is the member of staff 

who saw the incident or was first to find the child where there are no witnesses.  
 The accident or incident is recorded on an Accident/Incident Form and it is reported to the 

nursery manager/Duty manager. Other staff who have witnessed the accident may also 
countersign the form and, in more serious cases, provide a statement. This should be done as 
soon as the accident is dealt with, whilst the details are still clearly remembered.  

 Parents are shown the Accident/Incident Report and informed of any first aid treatment given. 
They are asked to sign it the same day, or as soon as reasonably practicable after  

 The nursery Health and Safety Officer -Tracey Leighton reviews the accident/incident forms 
at least monthly for patterns, e.g. one child having a repeated number of accidents, a 
particular area in the nursery or a particular time of the day when most accidents happen. Any 
patterns are investigated by the nursery manager and all necessary steps to reduce risks are 
put in place 

 The nursery manager reports any serious accidents/incidents to the registered person for 
investigation for further action to be taken (i.e. a full risk assessment or report under 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)) 

 The Accident File is kept for at least 21 years and three months 
 Where medical attention is required, a senior member of staff will notify the parent(s) as soon 

as possible whilst caring for the child appropriately  
 Where medical treatment is required the nursery manager will follow the insurance company 

procedures, which may involve informing them in writing of the accident 



 The nursery manager/registered provider will report any accidents of a serious nature to 
Ofsted and the local authority children’s social care team (as the local child protection agency), 
where necessary. Where relevant such accidents will also be reported to the local authority 
environmental health department or the Health and Safety Executive and their advice 
followed.  

 

Location of accident files: Is located in the clear file holders in each section  

Contact Details:  

 

Organisation  Contact 01303 259226 

Ofsted  0300 123 1231 

Local authority children’s social care team 03000 41 11 11 

Local authority environmental health 
department 

03000 41 41 41 

RIDDOR report form http://www.hse.gov.uk/riddor/report.htm 

 

 

Head injuries 

If a child has a head injury in the setting then we will follow the following procedure:  

 Comfort, calm and reassure the child  
 Assess the child’s condition to ascertain if a hospital or ambulance is required. We will follow 

our procedure for this if this is required (see below) 
 If the skin is not broken we will administer a cold compress for short periods of time, repeated 

until the parent arrives to collect their child  
 If the skin is broken then we will follow our first aid training and stem the bleeding 
 Call the parent and make them aware of the injury and if they need to collect their child 
 Complete the accident form 
 Keep the child in a calm and quiet area whilst awaiting collection, where applicable  
 We will continue to monitor the child and follow the advice on the NHS website as per all head 

injuries https://www.nhs.uk/conditions/minor-head-injury/  
 For major head injuries we will follow our paediatric first aid training.  

 
Transporting children to hospital procedure 
The nursery manager/staff member must: 

 Call for an ambulance immediately if the injury is severe. We will not attempt to transport the 
injured child in our own vehicles 



 Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the 
hospital 

 Arrange for the most appropriate member of staff to accompany the child taking with them 
any relevant information such as registration forms, relevant medication sheets, medication 
and the child’s comforter 

 Redeploy staff if necessary to ensure there is adequate staff deployment to care for the 
remaining children. This may mean temporarily grouping the children together 

 Inform a member of the management team immediately 
 Remain calm at all times. Children who witness an incident may well be affected by it and may 

need lots of cuddles and reassurance. Staff may also require additional support following the 
accident. 

 

First aid 
The first aid boxes are located in: Each section with clear first aid signage to point people in the right 
direction of the medical boxes.  

 

These are accessible at all times with appropriate content for use with children.  

 

The appointed person responsible for first aid checks the contents of the boxes regularly every 6 
weeks and replaces items that have been used or are out of date.  

 

The staff first aid box is kept in the management office. This is kept out of reach of the children. 

 

First aid boxes should only contain items permitted by the Health and Safety (First Aid) Regulations 
Act 1981, such as sterile dressings, bandages and eye pads. No other medical items, such as 
paracetamol should be kept in them.  

 

The appointed person(s) responsible for first aid is Room leaders and members of the management 
team  

 

All staff are trained in paediatric first aid and this training is updated every three years. 

When children are taken on an outing away from our nursery, we will always ensure they are 
accompanied by at least one member of staff who is trained in first aid. A first aid box is taken on all 
outings, along with any medication that needs to be administered in an emergency, including 
inhalers etc.  

 

 

 



Food Safety and play   

Children are supervised during meal times and food is adequately cut up to reduce the risk of 
choking. The use of food as a play material is discouraged. However, as we understand that learning 
experiences are provided through exploring different malleable materials the following may be used:  

 Playdough 
 Cornflour 
 Dried pasta, rice and pulses. 

 

These are risk assessed and presented differently to the way it would be presented for eating e.g. in 
trays, 

Food items may also be incorporated into the role play area to enrich the learning experiences for 
children, e.g. fruits and vegetables. Children will be fully supervised during these activities. 

Food that could cause a choking hazard, including raw jelly is not used.  

Personal protective equipment (PPE) 
The nursery provides staff with PPE according to the need of the task or activity. Staff must wear PPE 
to protect themselves and the children during tasks that involve contact with bodily fluids. PPE is 
also provided for domestic tasks. Staff are consulted when choosing PPE to ensure all allergies and 
individual needs are supported and this is evaluated on an ongoing basis.  

Dealing with blood 
We may not be aware that any child attending the nursery has a condition that may be transmitted 
via blood. Any staff member dealing with blood must: 

 Always take precautions when cleaning wounds as some conditions such as hepatitis or the 
HIV virus can be transmitted via blood. 

 Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat sterilising 
fluid or freshly diluted bleach (one part diluted with 10 parts water). Such solutions must be 
carefully disposed of immediately after use. 

Needle punctures and sharps injury 
We recognise that injuries from needles, broken glass and so on may result in blood-borne infections 
and that staff must take great care in the collection and disposal of this type of material. For the 
safety and well-being of the employees, any staff member dealing with needles, broken glass etc. 
must treat them as contaminated waste. If a needle is found the local authority must be contacted 
to deal with its disposal.  

We treat our responsibilities and obligations in respect of health and safety as a priority and provide 
ongoing training to all members of staff which reflects best practice and is in line with current health 
and safety legislation. 

 

This policy is updated at least annually in consultation with staff and parents and/or after a serious 
accident or incident.  

This policy was adopted on Signed on behalf of the nursery Date for review 
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Complaints and Compliments   
EYFS: 3.74, 3.75 

 
 
At Radnor Park Kindergarten we believe that parents are entitled to expect courtesy and prompt, 
careful attention to their individual needs and wishes. We hope that at all times parents are happy 
with the service provided and we encourage parents to voice their appreciation to the staff concerned.  
 
We record all compliments and share these with staff.  
 
We welcome any suggestions from parents on how we can improve our services and will give prompt 
and serious attention to any concerns that parents may have. Any concerns will be dealt with 
professionally and promptly to ensure that any issues arising from them are handled effectively and 
to ensure the welfare of all children, enable ongoing cooperative partnership with parents and to 
continually improve the quality of the nursery.  
 
We have a formal procedure for dealing with complaints where we are not able to resolve a concern. 
Where any concern or complaint relates to child protection, we follow our Safeguarding/Child 
Protection Policy. 
 
Internal complaints procedure 
 
Stage 1 
If any parent should have cause for concern or any queries regarding the care or early learning 
provided by the nursery, they should in the first instance take it up with the child's key person or a 
member of the management team/room leader.   
 
Stage 2 
If the issue remains unresolved or parents feel they have received an unsatisfactory outcome, then 
they must present their concerns in writing as a formal complaint to the nursery manager. The 
manager will then investigate the complaint and report back to the parent within 5 to 28 days. The 
manager will document the complaint fully and the actions taken in relation to it in the complaints log 
book.    
(Most complaints are usually resolved informally at stage 1 or 2.) 
 
Stage 3 
If the matter is still not resolved, the nursery will hold a formal meeting between the manager, parent 
and a senior staff member to ensure that it is dealt with comprehensively. The nursery will make a 
record of the meeting and document any actions. All parties present at the meeting will review the 
accuracy of the record and be asked to sign to agree it and receive a copy. This will signify the 
conclusion of the procedure. 
 
 
 
Stage 4  
If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter 
with Ofsted. Parents are made aware that they can contact Ofsted at any time they have a concern, 
including at all stages of the complaint’s procedure, and are given information on how to contact 
Ofsted. Ofsted is the registering authority for nurseries in England and investigates all complaints that 
suggest a provider may not be meeting the requirements of the nursery’s registration. It risk assesses 



all complaints made and may visit the nursery to carry out a full inspection where it believes 
requirements are not met.  
 
A record of complaints will be kept in the nursery. The record will include the name of the complainant, 
the nature of the complaint, date and time complaint received, action(s) taken, result of any 
investigations and any information given to the complainant including a dated response.  
 
Parents will be able to access this record if they wish; however, all personal details relating to any 
complaint will be stored confidentially and will be only accessible by the parties involved. Ofsted 
inspectors will have access to this record at any time during visits to ensure actions have been met 
appropriately.  
 
Contact details for Ofsted:  
  
Email: enquiries@ofsted.gov.uk 
 
Telephone: 0300 123 1231    
 
By post: 
Ofsted 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
 
Parents will also be informed if the nursery becomes aware that they are going to be inspected and 
after inspection the nursery will provide a copy of the report to parents and/or carers of children 
attending on a regular basis.  
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 Health and Safety 
 
 

Health and Safety in the Office  
EYFS: 3.80 

 
At Radnor Park Kindergarten we take the welfare of our employees seriously and put safeguards in 
place to help protect the health and safety of all employees. This includes any staff who are required 
to undertake office duties as part of their role including sitting at a computer.  
 
We carry out risk assessments to assess any health and safety risks to employees carrying out office 
duties and provide appropriate equipment for their role.    
 
Staff using computers can help to prevent health problems in the office by: 

 Sitting comfortably at the correct height with forearms parallel to the surface of the desktop 
and eyes level with the top of the screen 

 Maintaining a good posture 
 Avoiding repetitive and awkward movements by using a copy keeping frequently used items 

within easy reach 
 Changing position regularly 
 Using a good keyboard technique with wrists straight and not using excessive force 
 Making sure there are no reflections or glare on screens by carefully positioning them in 

relation to sources of light 
 Adjusting the screen controls to prevent eyestrain 
 Keeping the screen clean 
 Reporting to their manager any problems associated with use of the equipment 
 Planning work so that there are breaks away from the workstation. 

 
Seating and posture for typical office tasks: 

 Good lumbar support from the office seating 
 Seat height and back adjustability 
 No excess pressure on underside of thighs and backs of knees 
 Foot support provided if needed 
 Space for postural change, no obstacles should be under the desk 
 Forearms approximately horizontal 
 Minimal extensions, flexing or straining of wrists 
 Screen height and angle should allow for comfortable head position 
 Space in front of keyboard to support hand/wrists during pauses in typing. 

 
If an employee requires additional support, please let the manager know as soon as possible. 
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Data Protection and Confidentiality  
 

EYFS: 3.69-3.72, 3.80 

 
At Radnor Park Kindergarten we recognise that we hold sensitive/confidential information about 
children and their families and the staff we employ. This information is used to meet children’s 
needs, for registers, invoices and emergency contacts. We store all records in a locked cabinet or on 
the office computer with files that are password protected in line with data protection principles. 
Any information shared with the staff team is done on a ‘need to know’ basis and treated in 
confidence. This policy will work alongside the Privacy Notice to ensure compliance under General 
Data Protection Regulation (Regulation (EU) 2016/679 (GDPR) and Data Protection Act 2018. 

 

Legal requirements 

 We follow the legal requirements set out in the Statutory Framework for the Early Years 
Foundation Stage (EYFS) 2017 and accompanying regulations about the information we must 
hold about registered children and their families and the staff working at the nursery  

 We follow the requirements of the General Data Protection Regulation (Regulation (EU) 
2016/679 (GDPR), Data Protection Act 2018 and the Freedom of Information Act 2000 with 
regard to the storage of data and access to it.  

 

Procedures 

It is our intention to respect the privacy of children and their families and we do so by: 

 Storing confidential records in a locked filing cabinet or on the office computer with files that 
are password protected 

 Ensuring staff, student and volunteer inductions include an awareness of the importance of 
confidentiality and that information about the child and family is not shared outside of the 
nursery other than with relevant professionals who need to know that information. It is not 
shared with friends and family, discussions on the bus or at the local bar. If staff breach any 
confidentiality provisions, this may result in disciplinary action and, in serious cases, dismissal. 
Students on placement in the nursery are advised of our confidentiality policy and required to 
respect it 

 Ensuring that all staff, volunteers and students are aware that information about children and 
families is confidential and only for use within the nursery and to support the child’s best 
interests with parental permission 

 Ensuring that parents have access to files and records of their own children but not to those 
of any other child, other than where relevant professionals such as the police or local authority 
children’s social care team decide this is not in the child’s best interest 

 Ensuring all staff are aware that this information is confidential and only for use within the 
nursery setting. If any of this information is requested for whatever reason, the parent’s 
permission will always be sought other than in the safeguarding circumstances above 

 Ensuring staff do not discuss personal information given by parents with other members of 
staff, except where it affects planning for the child's needs 

 Ensuring staff, students and volunteers are aware of and follow our social networking policy 
in relation to confidentiality  

 Ensuring issues concerning the employment of staff remain confidential to the people directly 
involved with making personnel decisions 



 Ensuring any concerns/evidence relating to a child's personal safety are kept in a secure, 
confidential file and are shared with as few people as possible on a ‘need-to-know’ basis. If, 
however, a child is considered at risk, our safeguarding/child protection policy will override 
confidentiality.  

 

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

 

General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR) compliance  

In order to meet our requirements under GDPR we will also undertake the following: 

1. We will ensure our terms & conditions, privacy and consent notices are easily 
accessed/made available in accurate and easy to understand language  

2. We will use your data to ensure the safe, operational and regulatory requirements of running 
our Nursery, these include Full names, addresses and contact details . We will only contact 
you in relation to the safe, operational and regulatory requirements of running our Nursery, 
these include We will not share or use your data for other purposes. Further detail can be 
found in our GDPR policy. 

3. Everyone in our nursery understands that people have the right to access their records or 
have their records amended or deleted (subject to other laws and regulations). 

4. We will ensure staff have due regard to the relevant data protection principles, which allow 
them to share (and withhold) personal information, as provided for in the Data Protection Ac 
2018 and the GDPR. This includes: 
 Being confident of the processing conditions which allow them to store and share 

information for safeguarding purposes, including information which is sensitive and 
personal, and should be treated as ‘special category personal data.’ 

 Understanding that ‘safeguarding of children and individuals at risk’ is a processing 
condition that allows practitioners to share special category personal data.  This includes 
allowing practitioners to share information without consent where there is good reason 
to do so, and that the sharing of information will enhance the safeguarding of a child in a 
timely manner but it is not possible to gain consent, it cannot be reasonably expected that 
a practitioner gains consent, or if to gain consent would place a child at risk. 

Staff and volunteer information 

 All information and records relating to staff will be kept confidentially in a locked cabinet 
 Individual staff may request to see their own personal file at any time. 

  

Date protection policy displayed in the managers office. 
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Safe Recruitment of Staff  
 

EYFS: 3.9 – 3.26 

 
 

At Radnor Park Kindergaten we are vigilant in our recruitment procedures aiming to ensure that all 
people working  looking after children are suitable to fulfil the requirements of their role. We have 
effective systems in place to ensure that practitioners and any other person who may have regular 
contact with children are suitable. 

 

We follow this procedure each and every time we recruit a new member of staff to join our team.  

 

Legal requirements  
 We abide by all legal requirements relating to safe recruitment set out in the Statutory 

Framework for the Early Years Foundation Stage (EYFS) and accompanying regulations 
including our legal responsibilities under the Equality Act 2021  

 
 We also follow any requirements or guidance given by the Disclosure and Barring Service (DBS) 

in relation to carrying out checks; and abide by the employer’s responsibilities relating to 
informing the DBS of any changes to the suitability of their staff, whether this member of staff 
has left the nursery or is still under investigation. Please refer to the child 
protection/safeguarding policy for further information.   

 
Advertising  

 We use reputable websites and the local job centre to advertise for any vacancies  
 We ensure that all recruitment literature includes details of our equal opportunities policy 

and our safe recruitment procedures; including an enhanced DBS check and at least two 
independent references for every new employee. We also include the requirement for an 
additional criminal records check (or checks if more than one country) for anyone who has 
lived or worked abroad.  

 
Interview stage 

 We shortlist all suitable candidates against a pre-set specification  
 All shortlisted candidates will receive a job description, a person specification, an equal 

opportunity monitoring form and a request for identification prior to the interview 
 The manager will decide the most appropriate people for the interview panel. There will be at 

least two people involved are both are involved in the overall decision making 
 At the start of each interview all candidates’ identities will be checked using, for example, 

their passport and/or photocard driving licence. All candidates will be required to prove they 
are eligible to work in the UK. The interview will also cover any gaps in the candidate’s 
employment history 

 All candidates reaching the interview stage are questioned using the same set criteria and 
questions. These cover specific areas of childcare, including safeguarding the children in their 
care, planning suitable activities to enhance the child’s development and their understanding 
of the legal frameworks applied to childcare and used in the nursery. The questions will be 
value based and will ensure the candidate has the same values as the nursery with regards to 
the safety and welfare of the children in their care 



 Candidates will be given a score for their answers including a score for their individual 
experience and qualifications  

 Every shortlisted candidate will be asked to take part in a supervised practical exercise which 
will involve spending time in a particular age group in the nursery interacting with the children, 
staff and where appropriate parents  

 The manager and deputy will then select the most suitable person for this position based on 
these scores and their knowledge and understanding of the early year’s framework as well as 
the needs of the nursery 

 Every candidate will receive communication from the nursery stating whether they have been 
successful or not. Unsuccessful candidates are offered feedback.  
 

Starting work 
 The successful candidate will be offered the position subject to at least two references from 

previous employment or, in the case of a newly qualified student, their tutor and a personal 
or professional reference. These references will be taken up BEFORE employment 
commences. This may be verbal initially and then followed up with a written reference which 
will form part of their personnel file  

 The successful candidate will be asked to provide proof of their qualifications, where 
applicable. All qualifications will be checked, and copies taken for their personnel files 

 Prior to employment but after the job has been offered a health check questionnaire will be 
given to the employee and its results will be taken into account in making an overall decision 
about suitability. The nursery reserves the right to take any further advice necessary in 
relation to a person’s physical and mental fitness to carry out their role. Please see the 
absence management policy for more details about how the nursery manages health 
problems including access to medical records 

 All new starters, other than those who have registered for the continuous updating service 
(see below), will be subject to an enhanced Disclosure and Barring Service (DBS) check. This 
will be initiated before the member of staff commences work in the nursery and they will not 
have unsupervised access to any child or their records before this check comes back clear. 
Further to this, the new starter will not be allowed to take photographs of any child, look at 
their learning and development log or change the nappy of any child without an up-to-date 
enhanced DBS check (whether supervised or not) 

 An additional criminal’s records check (or checks if more than one country) should also be 
made for anyone who has lived or worked abroad 

 The nursery will record and retain details about the individual including staff qualifications, 
identity checks carried out and the vetting process completed. This will include the disclosure 
and barring service reference number, the date the disclosure was obtained and details of 
who obtained it. The nursery will not retain copies of the disclosure itself once the 
employment decision is taken 

 There may be occasions when a DBS check is not clear, but the individual is still suitable to 
work with children. This will be treated on an individual case basis and at the 
manager’s/owner’s discretion taking into account the following:  

o seriousness of the offence or other information 
o accuracy of the person’s self-disclosure on the application form 
o nature of the appointment including levels of supervision 
o age of the individual at the time of the offence or other information 
o the length of time that has elapsed since the offence or other information 
o relevance of the offence or information to working or being in regular contact with 

children. 
 If the individual has registered on the DBS system since 17 July 2013, managers may use the 

update service with the candidate’s permission instead of carrying out an enhanced DBS check 



 New starters are required to sign a separate form to state that they have no criminal 
convictions, court orders or any other reasons that disqualify them from working with children 
or unsuitable to do so; and that, to the best of their knowledge, no-one living in their 
household has been disqualified from working with children 

 All new members of staff will undergo an intensive induction period during which time they 
will read and discuss the nursery policies and procedures and be assigned a ‘mentor/ buddy’ 
who will introduce them to the way in which the nursery operates 

 During their induction period all new staff will receive training on how to safeguard children 
in their care and follow the Safeguarding Children/Child Protection policy and procedure, 
emergency evacuation procedures, equality policy and health and safety issues  

 The new member of staff will have regular meetings with the manager and their mentor 
during their induction period to discuss their progress.  

  
Ongoing support and checks 

 All staff are responsible for notifying the manager in person if any there are any changes to 
their circumstances that may affect their suitability to work with children (staff suitability 
status will also be checked through an annual ‘staff suitability questionnaire’). This includes 
any incidents occurring outside the nursery or involving people they live in a household with. 
Staff will face disciplinary action should they fail to notify the manager immediately 

 All members of staff will update a health questionnaire on an annual basis to ensure 
management have a good knowledge of any changes that may require support or additional 
resources to aid them to carry out their day-to-day duties. This will also be discussed at staff 
supervisions/review meetings. Management may require this more regularly where health 
circumstances change. There are more details about how the nursery deals with any health 
problems in the absence management policy 

 The nursery manager will review any significant changes to an individual’s circumstances that 
may suggest they are no longer suitable to work with children and take appropriate action to 
ensure any unsuitable or potentially unsuitable employee does not have unsupervised contact 
with children until the matter is resolved. This may include requiring the individual to obtain 
a waiver from Ofsted in relation to any disqualification. Please see the Disciplinary Policy for 
further details 

 Every member of staff will have two meetings a year with the proprietor: a formal appraisal 
and a more informal review. This will provide an opportunity for the proprietor and member 
of staff to discuss training needs for the following six months as well as evaluate and discuss 
their performance in the previous six months 

 The manager, duty managers and room leaders will be responsible for any support the staff 
team may have between these reviews. This includes mentor support, one-to-one training 
sessions, ongoing supervision, work-based observations and constructive feedback 

 The nursery will provide appropriate opportunities for all staff to undertake professional 
development and training to help improve the quality of experiences provided for children. 
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Best Practice 
 Accidents and First Aid  

 
 

EYFS: 3.25, 3.50, 3.51 

 
At Radnor Park Kindergarten we aim to protect children at all times. We recognise that accidents or incidents 
may sometimes occur. We follow this policy and procedure to ensure all parties are supported and cared for 
when accidents or incidents happen; and that the circumstances of the accident or incident are reviewed with a 
view to minimising any future risks.  
 
Accidents 
Location of accident files: Situated in each section  
 

 The person responsible for reporting accidents, incidents or near misses is the member of staff who 
saw the incident or was first to find the child where there are no witnesses. They must record it on an 
Accident book and report it to the nursery manager. Other staff who have witnessed the accident may 
also countersign the form and, in more serious cases, provide a statement. This should be done as soon 
as the accident is dealt with, whilst the details are still clearly remembered. Parents must be shown the 
Accident Book, informed of any first aid treatment given and asked to sign it on the same day, or as 
soon as reasonably practicable after  

 The Kindergarten Health and Safety Officer Tracey Leighton reviews the accident book at least 
monthly/ for patterns, e.g., one child having a repeated number of accidents, a particular area in the 
nursery or a particular time of the day when most accidents happen. Any patterns will be investigated 
by the nursery manager and all necessary steps to reduce risks are put in place 

 The Health and Safety Officer will report serious accidents to the registered person and setting manager 
for investigation for further action to be taken (i.e., a full risk assessment or report under Reporting of 
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)) 

 The Accident File will be kept for at least 21 years and three months 
 Where medical attention is required, a senior member of staff will notify the parent(s) as soon as 

possible whilst caring for the child appropriately  
 Where medical treatment is required the nursery manager will follow the insurance company 

procedures, which may involve informing them in writing of the accident 
 The nursery manager/registered provider will report any accidents of a serious nature to Ofsted and 

the local authority children’s social care team (as the local child protection agency), where necessary. 
Where relevant such accidents will also be reported to the local authority environmental health 
department or the Health and Safety Executive and their advice followed. Notification must be made 
as soon as is reasonably practical, but in any event within 14 days of the incident occurring.  

 
 
 

Organisation  Contact  

Ofsted  enquiries@ofsted.gov.uk or call 0300 123 1231 

Local authority children’s social care team Area Safeguarding Team 03000 415 648 - 07917 
602413 

Integrated Front Door 03000 411111  

Local authority environmental health department 01303 853660 

Health and Safety Executive  0300 003 1747 



RIDDOR report form http://www.hse.gov.uk/riddor/report.htm 
 

 
Head injuries 
If a child has a head injury in the setting, then we will follow the following procedure:  

 Calm the child  
 Assess the child’s condition to ascertain if a hospital or ambulance is required. We will follow our 

procedure for this if this is required (see below) 
 If the skin is not broken, we will administer a cold compress for short periods of time, repeated until 

the parent arrives to collect their child  
 If the skin is broken, then we will follow our first aid training and stem the bleeding 
 Call the parent and make them aware of the injury 
 Complete the accident form 
 Keep the child in a calm and quiet area whilst awaiting collection  
 We will follow the advice on the NHS website as per all head injuries 

https://www.nhs.uk/conditions/minor-head-injury/  
 For major head injuries we will follow our first aid training.  
 If a child has a minor bump, we will complete the accident book, apply cold compress and inform the 

parent by telephone, the child may not need to be collected if we have assessed that the child does not 
require medical treatment. 

 
 
Transporting children to hospital procedure 
The nursery manager/staff member must: 

 Call for an ambulance immediately if the injury is severe. DO NOT attempt to transport the sick child in 
your own vehicle 

 Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital 
 Arrange for the most appropriate member of staff to accompany the child taking with them any 

relevant information such as registration forms, relevant medication sheets, medication and the child’s 
comforter 

 Redeploy staff if necessary, to ensure there is adequate staff deployment to care for the remaining 
children. This may mean temporarily grouping the children together 

 Inform a member of the management team immediately 
 Remain calm at all times. Children who witness an incident may well be affected by it and may need 

lots of cuddles and reassurance. Staff may also require additional support following the accident. 
 
First aid 
The first aid boxes are located in:  
The caterpillar section - Located on a shelf in their messy room; 
Toddler section (ladybirds) - Located in their lockable cabinet over on the laminate section; 
Baby unit (bumble bees)– Located in a cardboard in the kitchenet  
Butterfly section – Located in the main kitchen in a cardboard 
Offices 2nd floor (staff first aid box) – Located in the management office in a filing cabinet  
(All locations of the first aid boxes are clearly identified by a large first aid sign).  
 
These are accessible at all times with appropriate content for use with children.  
 
The appointed person Tracey Leighton is responsible for first aid checks the contents of the boxes regularly, 
each term and replaces items that have been used or are out of date.  
 
The staff first aid box is kept management office. This is kept out of reach of the children. 
 
First aid boxes should only contain items permitted by the Health and Safety (First Aid) Regulations Act 1981, 
such as sterile dressings, bandages and eye pads. No other medical items, such as paracetamol should be kept 
in them.  



 
The appointed person(s) responsible for first aid is: Tracey Leighton, Emma Reene, Emily Sargeant and Ting 
Healey.  
 
All of the staff are trained in paediatric first aid and this training is updated every three years. 
 
All first aid trained staff are listed in every room. When children are taken on an outing away from our nursery, 
we will always ensure they are accompanied by at least one member of staff who is trained in first aid. A first 
aid box is taken on all outings.  
 
Food Safety and play   
Children are supervised during meal times and food is adequately cut up to reduce choking.  
 
Food play and food items may also be incorporated into the role play area to enrich the learning experiences for 
children, e.g., Fruits and Vegetables. Children will be supervised during these activities.  
 
Personal protective equipment (PPE) 
The nursery provides staff with PPE according to the need of the task or activity. Staff must wear PPE to protect 
themselves and the children during tasks that involve contact with bodily fluids. PPE is also provided for domestic 
tasks. Staff are consulted when choosing PPE to ensure all allergies and individual needs are supported and this 
is evaluated on an ongoing basis.  
 
Dealing with blood 
We may not be aware that any child attending the nursery has a condition that may be transmitted via blood. 
Any staff member dealing with blood must: 

 Always take precautions when cleaning wounds as some conditions such as hepatitis or the HIV virus 
can be transmitted via blood. 

 Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat sterilising fluid or 
freshly diluted bleach (one part diluted with 10 parts water). Such solutions must be carefully disposed 
of immediately after use. 

 
Needle punctures and sharps injury 
We recognise that injuries from needles, broken glass and so on may result in blood-borne infections and that 
staff must take great care in the collection and disposal of this type of material. For the safety and well-being of 
the employees, any staff member dealing with needles, broken glass etc. must treat them as contaminated 
waste. If a needle is found the local authority must be contacted to deal with its disposal.  
 
At Radnor Park Kindergarten we treat our responsibilities and obligations in respect of health and safety as a 
priority and we provide ongoing training to all members of staff which reflects best practice and is in line with 
current health and safety legislation. 
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Early Learning Opportunities Statement 
 

EYFS: 1.1 – 1.12, 2.1-2.6 

 
At Radnor Park kindergarten we recognise that children learn in different ways and at different rates 
and plan for this accordingly. Our aim is to support all children attending the nursery to attain their 
maximum potential within their individual capabilities.   
 
We provide a positive play environment for every child, so they may develop good social skills and an 
appreciation of all aspects of this country's multi-cultural society. We plan learning experiences to 
ensure, as far as practical, there is equality of opportunity for all children and a celebration of diversity. 
 
We maintain a personalised record of every child's development, showing their abilities, progress, 
interests and areas needing further staff or parental assistance. 
 
For children whose home language is not English, we will take reasonable steps to: 

 Provide opportunities for children to develop and use their home language in play and 
learning and support their language development at home; and 

 Ensure that children have sufficient opportunities to learn and reach a good standard in 
English language during the EYFS, ensuring that children are ready to benefit from the 
opportunities available to them when they begin year. 

 
We ensure that the educational programmes are well planned and resourced to have depth and 
breadth across the seven areas of learning. They provide interesting and challenging experiences that 
meet the needs of all children. Planning is based on a secure knowledge and understanding of how to 
promote the learning and development of young children and what they can achieve.  
 
We implement the Early Years Foundation Stage (EYFS Development matters 2021) set by the 
Department for Education that sets standards to ensure all children learn and develop well. We 
support and enhance children’s learning and development holistically through play-based activities, 
supported by the settings qualified early years teacher. We review all aspects of learning and 
development and ensure a flexible approach is maintained, which responds quickly to children’s 
learning and developmental needs. We develop tailor-made activities based on observations which 
informs planning and draws on children’s needs and interests. This is promoted through a balance of 
adult-led and child-initiated opportunities both indoors and outdoors.  
 
Direct observation is supplemented by a range of other evidence to evaluate the impact that 
practitioners have on the progress children make in their learning including: 

evidence of assessment that includes the progress of different groups of children: 
o assessment on entry (starting point), including parental contributions 
o two-year-old progress checks (where applicable)  
o on-going (formative) assessments, including any parental contributions  
o the Early Years Foundation Stage Profile (where applicable) or any other summative 

assessment when children leave. 
 
 
 



We acknowledge parents as primary educators and encourage parental involvement as outlined in 
our Parents and Carers as Partners policy. We build strong parent partnership in order to enhance and 
extend children’s learning both within the nursery environment and in the child’s home.   
We share information about the EYFS curriculum with parents and signpost them to further support 
via the following website:  
www.foundationyears.org.uk/ 
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Settling In 
EYFS: 1.16, 3.27, 3.73, 3.74 

Our aim is to work in partnership with parents and/or carers to help them become familiar with the 
setting and offer a settled relationship for the child. We know children learn best when they are 
healthy, safe and secure, we build positive relationships with parents to ensure we can meet 
children’s individual needs and help them settle quickly in to nursery life. 

All our staff know about the importance of building strong attachments with children. They are 
trained to recognise the different stages of attachment and use this knowledge to support children 
and families settling in to the nursery.   

Our settling in procedure includes:  

 Allocating a key person to each child and his/her family, before he/she starts to attend. The 
key person welcomes and looks after the child, ensuring that their care is tailored to meet 
their individual needs. He/she offers a settled relationship for the child and builds a 
relationship with his/her parents during the settling in period and throughout his/her time at 
the nursery, to ensure the family has a familiar contact person to assist with the settling in 
process 

 Reviewing the nominated key person if the child is bonding with another member of staff to 
ensure the child’s needs are supported 

 Providing parents with relevant information about the policies and procedures of the nursery  
 Working with parents to gather information before the child starts on the child’s interests, 

likes and dislikes and their favourite things available at settling sessions, e.g. their favourite 
story or resource: as well as completing a baseline of the child’s current development to plan, 
and meet, the individual needs of the child from the first day 

 Encouraging parents and children to visit the nursery before an admission is planned and 
arranging home visits and/or online video meetings where applicable  

 Planning tailored settling in visits and introductory sessions, following any necessary 
government advice  

 Welcoming parents to stay with their child, where possible and applicable during the first few 
weeks until the child feels settled and the parents feel comfortable about leaving their child. 
Settling in visits and introductory sessions are key to a smooth transition and to ensure good 
communication and information sharing between staff and parents 

 Encouraging parents/carers to send in family photos to display to help settle the child  
 Creating photo books of the setting including photos of staff for the child to take home and 

share with their parent/carers and become familiar with the staff and new environment  
 Reassuring parents whose children seem to be take a little longer to settle in and developing 

a plan with them, for example shorter days, where possible  
 Providing regular updates and photos of the children settling  
 Encouraging parents, where appropriate, to separate themselves from their children for brief 

periods at first, gradually building up to longer absences 
 Assigning a buddy key person to each child in case the key person is not available. Parents are 

made aware of this to support the settling process and attachment  
 Respecting the circumstances of all families, including those who are unable to stay for long 

periods of time in the nursery and reassure them of their child’s progress towards settling in 
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Transitions 
EYFS: 1.16, 3.1, 3.27 

 
we recognise that young children will experience many transitions in their early years; some of these 
planned and some unplanned. We are sensitive to the impact of such changes to children and this 
policy sets out the ways in which we support children going through these transitions.  

 

Some examples of transitions that young children and babies may experience are:  

 Starting nursery 
 Moving between different rooms within the nursery 
 Starting school or moving nurseries 
 Family breakdowns 
 New siblings  
 Moving home 
 Death of a family member or close friend 
 Death of a family pet. 

 

Staff are trained to observe their key children and to be sensitive to any changes in their behaviour 
and personality. We respectfully ask that parents inform us of any changes in the home environment 
that may impact on their child so staff can be aware of the reasons behind any potential changes in 
the child’s behaviour.  

 

Starting nursery 
We recognise that starting nursery may be difficult for some children and their families. We have a 
settling in policy to support the child and their family.   

 
Moving rooms procedure  
When a child is ready to move to a different room in the nursery, we follow the process set out 
below and work with the parents to ensure this is a seamless process in which the child is fully 
supported at all stages. This may include a handover meeting between the existing key person, new 
key person and parents and:  

 Basing on the individual needs of the child and when they are ready to move based on 
age/stage of development 

 Enabling the child to spend short sessions in their new room prior to the permanent move to 
so they feel comfortable in their new surroundings with their key person initially so they have 
a familiar person present at all times 

 Wherever possible transitioning groups of friends together to enable these friendships to be 
kept intact and support the children with the peers they know 

 Keeping parents informed of all visits and the outcomes of these sessions e.g. through 
photographs, discussions or diary entries 

 Only transitioning the child when they feel settled and ready to move.  If a child requires more 
support this will be discussed between the key person, parent, manager and room leader of 
the new room to agree how and when this will happen. This may include moving their key 
person with them on a temporary basis. 



 

Starting school or moving childcare providers 
Starting school is an important transition and some children may feel anxious about the move. We 
will do all we can to facilitate a smooth transition and minimise any potential stresses. This following 
process relates to children going to school. However wherever possible, we will adapt this process to 
support children moving to another childcare provider e.g. childminder or another nursery. 

 We provide a variety of resources that relate to the school, e.g. uniform to dress up in, a role 
play area set up as a school classroom, photographs of all the schools the children may attend 
and of the teachers. This helps the children to become familiar with this new concept and will 
aid the transition 

 Build relationships with local schools where possible throughout the year and invite them to 
key events or we will attend key events, e.g. nativity, sports day  

 We invite school representatives into the nursery, where possible or invite them to talk via 
online platforms such as Zoom so they have the opportunity to introduce themselves to the 
children 

 Where possible we use other ways to support the transition to school, e.g. inviting previous 
children from the nursery who have moved on to school to come back and talk to the children 
about their school experiences  

 Where possible we plan visits to the school with the key person. Each key person will talk 
about the school with their key children who are due to move to school and discuss what they 
think may be different and what may be the same. They will talk through any concerns the 
child may have and initiate activities or group discussions relating to any issues to help 
children overcome these  

 We produce a comprehensive report on every child leaving the setting and with parental 
permission will share this with the school to enable teachers to have a good understanding of 
every child received. This will include their interests, strengths and level of understanding and 
development in key areas. This will support continuity of care and early learning 

 With parental permission around school allocation day we may share details of the schools 
children are going to so parent/carers can see which children may be going to the same school. 
This can offer some reassurance for the children to know that are moving with some familiar 
peers.  

 

Other early years providers 

Where children are attending other early years settings or are cared for by a childminder we will 
work with them to share relevant information about children’s development. Where a child is 
brought to nursery or collected from nursery by a childminder we will ensure that key information is 
being provided to the child’s parent by providing the information directly to the parent via email, 
video call or telephone. 

 

Family breakdowns 
We recognise that when parents separate it can be a difficult situation for all concerned. We have a 
separated families’ policy that shows how the nursery will act in the best interest of the child.  

 



Moving home and new siblings 
We recognise that both these events may have an impact on a child. Normally, parents will have 
advance notice of these changes and we ask parents to let us know about these events so we can 
support the child to be prepared. The key person will spend time talking to the child and providing 
activities that may help the child to act out any worries they have, e.g. through role play, stories and 
discussions.  

 

Bereavement 
We recognise that this may be a very difficult time for children and their families and have a 
separate policy on bereavement, which we follow to help us offer support to all concerned should 
this be required.  

 

If parents feel that their child requires additional support because of any changes/transitions in their 
life, we ask that you speak to the nursery manager and the key person to enable this effective 
support to be put into place.  
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Packed Lunch/Tea Policy 
 

Good nutrition in childhood can help to prevent a variety of health problems, both in the short 
term and later in life. There is increasing concerns that many children are consuming too much fat, 
sugar and salt and too little fibre, fruit and vegetables. Packed lunches can contribute to almost a 
third of a child’s weekly food intake and therefore needs to be balanced and nutritious.  

Aim  

In adapting this policy Radnor Park Kindergarten aim to ensure that all packed lunches brought 
from home and consumed at the kindergarten provide children with healthy and nutritious food.  
We also aim for it to be similar to the food served in the kindergarten, which is regulated by the 
national standards issued by OFSTED Early Years and the Environmental Health Department (EHD).  

Ofsted are required to report on how the setting promotes the personal development of children 
and this does include food provision, which packed lunches/teas brought into the setting are part 
of.  

Why the policy was formulated  

 To make a positive contribution to children’s health  
 To encourage healthier, happier and calmer children  
 To promote consistency between packed lunches/teas and food provided in the setting 

which, must adhere to the national standards set by OFSTED and EHD  
 To contribute to the self-evaluation for review by OFSTED.  

Food and Drink  

 In line with the current guidelines, issued by OFSTED Early Years and the EHD the 
following procedures, regarding supplying food to children from a source outside of the 
setting, the following must be adhered to:  

  All food must be brought in a Tupperware type boxes, clearly marked with your child’s 
full name, that are clean and suitable for putting into the refrigerator.  Any food that is 
not in the labelled box must also be clearly labelled with the child’s name.  

  All packed lunch/tea boxes must be handed over to either the duty manager or the 
relevant room supervisor to ensure that it is correctly stored.  

  Once a child has started in the Pre-Toddler section of the nursery, we cannot reheat any 
items of food as this contravenes the guidelines set by the EHD for reheating food served 
to vulnerable people.  

  Packed lunches should not contain any glass or china containers in order to minimise the 
risk to the children  

 Children to do not need to be provided with a drink as the setting. We provide children 
with water or milk during regular intervals throughout the day. Also, each section has a 
water dispenser to provide the children with constant rehydration.  

 All items of food brought into the nursery MUST NOT contain nuts in any shape or form as 
there may be children and adults on the premises who have a severe reaction to nuts. 
These allergies can be triggered via airborne particles or consumption.   

  We will work with parents to ensure that packed lunches follow the recommendations 
listed below:  



Packed lunches should include the following 

 At least ONE portion of fruit and/or vegetable every day  
 All boxes should contain a selection from all food groups, i.e., Protein, Carbohydrates, 

Vitamins and Fibre.    
 Substantial Sandwiches and wraps with healthy fillings, for example ham and tomato 

sandwich made from wholemeal bread 

 

 

 

 

 

 

 

 

Packed lunches should not include   

To ensure consistency, and to keep in line with food standards, packed lunches should not include 
the following: 

 

 

 

 

 

 

 

 We discourage sweet drinks and provide children with milk and water. 
 Any item in a packed lunch that is regarded unhealthy will be placed back in the child’s lunch 

box with a copy of the settings policy to help remind parents of our procedures and a 
lunch/tea will be provided by the setting and charged to the parents.  

 

Treats  

Radnor Park Kindergarten will work on a system of one treat allowed in a packed lunch 

 

The one treat system  

 

× Chocolate bars –Twix/Mars Bar etc. 
× Sweets  
× Juice drinks/ fizzy drinks  
× Nuts and nut products  
× Sweet spread fillings – 

Jam/honey/Nutella 
× Salty fillings – such as Marmite 

 At least one portion of fruit/vegetable  
 Meat, fish –non-dairy protein  
 Bread/rice/pasta/couscous/potato   
 Dairy produce – cheese/yoghurt\ 
 Water will be provided by the setting 



ONLY ONE OF THE FOLLOWING ITEMS:  

A packet of crisps  

A slice of cake/bun  

A plain biscuit or scone  

Cereal and fruit bars (ensure they do not 
contain nuts) 

 

Assessment, evaluation and review  

 Packed lunches will be regularly reviewed by the setting’s cook.  
 Children will be encouraged to use the one treat one piece of fruit system.   
 Parents who do not adhere to the policy, by regularly supplying their child with a lunch or 

tea that does not conform to the policy, will be asked to change to kindergarten meals.  The 
European Parliament and of the Council on the Hygiene of Food Stuff (Regulation (EC) 
852/2004 

 

 

Birthday Cake guidelines 

For families that want to bring in a birthday cake for their child to share with their nursery friends we 
ask that it is shop bought and not a home-made cake. This is due to food hygiene and labelling to 
ensure food handling procedures meet required standards and appropriate labelling of ingredients is 
listed on the packaging, to enable the kindergarten to check for any known allergies.   

We ask if you could refrain from bringing in sweets and party bags for the children. 

 

 

 

 

 

 

 

 

 

 

 

This policy was adopted on Signed on behalf of the nursery Date for review 

February 2022 Emily Sargeant February 2023 



Parents and Carers as Partners 
 
 

EYFS: 1.16 2.1, 2.3, 2.6, 3.27, 3.48, 
3.69, 3.74,  

 

At Radnor Park Kindergarten we welcome all parents as partners and support a two-way sharing of 
information that helps establish trust and understanding. We are committed to supporting parents 
in an open and sensitive manner and include them as an integral part of the care and early learning 
team within the nursery. Working together ensures we can meet the individual needs of the family 
and child and provide the highest quality of care and education.  

 

The key person system supports engagement with all parents and we use strategies to ensure that 
all parents can contribute to their child’s learning and development. We ask parents to contribute to 
initial assessments of children’s starting points on entry and they are kept well informed about their 
children’s progress. We encourage parents to support and share information about their children’s 
learning and development at home and the key person seeks to engage them in guiding their child’s 
development at home too. The key person system ensures all practitioners use effective, targeted 
strategies and interventions to support learning that match most children’s individual needs. 

 

Our policy is to: 

 Recognise and support parents as their child’s first and most important educators and to 
welcome them into the life of the nursery 

 Generate confidence and encourage parents to trust their own instincts and judgement 
regarding their own child 

 Welcome all parents into the nursery at any time and provide an area where parents can speak 
confidentially with us as required 

 Welcome nursing mothers. The nursery will make available a private area whenever needed 
to offer space and privacy to nursing mothers 

 Ensure nursery documentation and communications are provided in different formats to suit 
each parent’s needs, e.g. Braille, multi-lingual, electronic communications  

 Ensure that all parents are aware of the nursery’s policies and procedures. A detailed parent 
prospectus will be provided and our full policy documents will be available to parents at all 
times on request and on the nursery website  

 Maintain regular contact with parents to help us to build a secure and beneficial working 
relationship for their children 

 Support parents in their own continuing education and personal development including 
helping them to develop their parenting skills and inform them of relevant conferences, 
workshops and training, where required 

 Create opportunities for parents to talk to other adults in a secure and supportive 
environment through such activities as open days, parents’ evenings and a parents’ forum 

 Inform parents about the range and type of activities and experiences provided for children, 
the daily routines of the setting, the types of food and drinks provided for children and events 
through the nursery website/displayed on the kindergarten notice board  and Parentzone.  



 Operate a key person system to enable parents to establish a close, working relationship with 
a named practitioner and to support two-way information sharing about each child’s 
individual needs both in nursery and at home. Parents are given the name of the key person 
of their child and their role when the child starts and updates as they transition through the 
setting 

 Inform parents on a regular basis about their child’s progress and involve them in shared 
record keeping. Parents’ evenings are held at least twice a year. The nursery consults with 
parents about the times of meetings to avoid excluding anyone 

 Actively encourage parents to contribute to children’s learning through sharing observations, 
interests and experiences from home. This may be verbally, sharing photographs or in written 
form 

 Agree the best communication method with parents e.g. email, face-to-face, telephone and 
share information about the child’s day, e.g. food eaten, activities, sleep times etc.  

 Consider and discuss all suggestions from parents concerning the care and early learning of 
their child and nursery operation 

 Provide opportunities and support for all parents to contribute their own skills, knowledge 
and interests to the activities of the nursery including signposting to relevant services, 
agencies and training opportunities 

 Inform all parents of the systems for registering queries, compliments, complaints or 
suggestions, and to check that these systems are understood by parents 

 Make sure all parents have access to our written complaints procedure 
 Share information about the Early Years Foundation Stage, young children's learning in the 

nursery, how parents can further support learning at home and where they can access further 
information 

 Provide a written contract between the parent(s) and the nursery regarding conditions of 
acceptance and arrangements for payment 

 Respect the family’s religious and cultural backgrounds and beliefs and accommodate any 
special requirements wherever possible and practical to do so 

 Inform parents how the nursery supports children with special educational needs and 
disabilities 

 Find out the needs and expectations of parents. We will do this through regular feedback via 
questionnaires, suggestion system and encouraging parents to review working practices. We 
will evaluate any responses and publish these for parents with an action plan to inform future, 
policy and staff development. 
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Late Collection and Non-Collection  
 

EYFS: 3.4, 3.7, 3.63 

 

We have morning, afternoon and all day sessions. Parents are able   to collect their child from the 
nursery flexibly within this time period asking them to be no later than the session end time, for 
example if they attend the morning session we expect children to be collected no later than 1pm, 
and afternoon/all day session no later than 6pm. We understand that some parents may arrive 
earlier to collect their child, this is acceptable. However, the full fees still remain in place for the 
allocated session times.   

 

We give parents information about the procedures to follow if they expect to be late. These include:  

 Calling the nursery as soon as possible to advise of their situation and expected time of arrival  
 Agreeing a safety password with the nursery in advance to be used by anyone collecting a 

child who is not the parent (designated adult) 
 Asking a designated adult to collect their child wherever possible 
 Informing the nursery of this person’s identity so the nursery can talk to the child if 

appropriate. This will help to reduce or eliminate any distress caused by this situation 
 If the designated person is not known to the nursery staff, the parent must provide a detailed 

description of this person, including their date of birth where known. This designated person 
must know the individual child’s safety password in order for the nursery to release the child 
into their care. This is the responsibility of the parent. 

 

If a child has not been collected from the nursery after a reasonable amount of time  (½ hour] has 
been allowed for lateness, we initiate the following procedure: 

 The nursery manager will be informed that a child has not been collected 
 The manager will check for any information regarding changes to normal routines, parents’ 

work patterns or general information. If there is no information recorded, the manager will 
try to contact the parents on the telephone numbers provided for their mobile, home or work. 
If this fails the manager will try the emergency contacts shown on the child’s records 

 The manager/staff member in charge and one other member of staff must stay behind with 
the child (if outside normal operating hours). During normal operating times, the nursery will 
plan to meet required staff ratios. If the parents have still not collected the child, the manager 
will telephone all contact numbers available every 10 minutes until contact is made. These 
calls will be logged on a full incident record 

 In the event of no contact being made after one hour has lapsed, the person in charge will 
ring the local authority children’s social services emergency duty team  

 The nursery will inform Ofsted as soon as convenient 
 The two members of staff will remain in the building until suitable arrangements have been 

made for the collection of the child 
 The child’s welfare and needs will be met at all times and to minimise distress staff will 

distract, comfort and reassure the child during the process 
 In order to provide this additional care a late fee of £25.00 will be charged to parents. This will 

pay for any additional operational costs that caring for a child outside their normal nursery 
hours may incur.  

 



Contact numbers: 

 
Contact numbers: 

Name Contact No 

Central Duty Team  
 

03000 411111 

Central Duty Out of Hours  03000 419191 

Ofsted  0300 123 1231 
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GDPR Privacy Notice 
 

WHAT IS THE PURPOSE OF THIS DOCUMENT   

The kindergarten is committed to protecting the privacy and security of your personal information. 
This privacy notice describes how the kindergarten collects and uses personal information about 
employees of the Nursery (“Employees”), children attending the Nursery (“Child” or “Children”) and 
the parents of the Children (“Parents”) (known collectively as “You” or “Your”), in accordance with the 
General Data Protection Regulation (GDPR). 
 
 The Nursery Radnor Park Kindergarten is a “data controller”. This means that we are responsible for 
deciding how we hold and use personal information about You. We are required under data protection 
legislation to notify You of the information contained in this privacy notice. 
  
This notice applies to Employees, Children and Parents. This notice does not form part of any contract 
of employment or other contract to provide services. We may update this notice at any time but if we 
do so, we will provide You with an updated copy of this notice as soon as reasonably practical. 
  
It is important that Employees, Children and Parents read and retain this notice, together with any other 
privacy notice we may provide on specific occasions when we are collecting or processing personal 
information about You, so that You are aware of how and why we are using such information and what 
Your rights are under the data protection legislation. 
  
DATA PROTECTION PRINCIPLES   
  
We will comply with data protection law. This says that the personal information we hold about You 
must be: 

1. Used lawfully, fairly and in a transparent way. 

2. Collected only for valid purposes that we have clearly explained to You and not used in any way that 
is incompatible with those purposes. 

3. Relevant to the purposes we have told You about and limited only to those purposes. 

4. Accurate and kept up to date. 

5. Kept only as long as necessary for the purposes we have told You about. 

6. Kept securely. 
 
THE KIND OF INFORMATION WE HOLD ABOUT YOU   

Personal data, or personal information, means any information about an individual from which that 
person can be identified. It does not include data where the identity has been removed (anonymous 
data). 
There are “special categories” of more sensitive personal data which require a higher level of 
protection, such as information about a person’s health or sexual orientation. 
 
Employees: 
 
We will collect, store, and use the following categories of personal information about Employees: 



  
• Personal contact details such as name, title, addresses, telephone numbers, and personal email 
addresses. 

• Date of birth. 

• Gender. 

• Marital status and dependants. 

• Next of kin and emergency contact information. 

• National Insurance number. 

• Bank account details, payroll records and tax status information. 

• Salary, annual leave, pension and benefits information. 

• Start date and, if different, the date of an Employee’s continuous employment. 

• Location of employment or workplace. 

• Copy of driving licence (where applicable). 

• Recruitment information (including copies of right to work documentation, references and 
other information included in a CV or cover letter or as part of the application process). 

• Employment records (including job titles, work history, working hours, holidays, training 
records and professional memberships). 

• Personnel files and training records including performance information, disciplinary and 
grievance information, and working time records. 

• Information about your use of our information and communications systems. 

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

We may also collect, store and use the following “special categories” of more sensitive personal 
information: 
  

• Information about an Employee’s race or ethnicity. 

• Information about an Employee’s health, including any medical condition, accident, health and 
sickness records, including: 

• where an Employee leaves employment and under any share plan operated by a group 
company the reason for leaving is determined to be ill-health, injury or disability, the records 
relating to that decision; 

• details of any absences (other than holidays) from work including time on statutory 
parental leave and sick leave; and 

• where an Employee leaves employment and the reason for leaving is related to their 
health, information about that condition needed for pensions and permanent health 
insurance purposes. 

 
Children: 
 
We will collect, store, and use the following categories of personal information about Children: 

• Name 

• Date of birth 



• Home address 

• Dietary requirements 

• Attendance information 

• Photographs and video clips of the Child to signpost Children to where their belongings are 
stored at the Nursery that they attend, and also for general display purposes 

• Emergency contact should Parents be unavailable and the emergency contact’s contact details 

• Online learning Journey for each Child containing assessments of the Child whilst at the 
Nursery, observations about the Child’s development whilst at the Nursery from Employees of the 
Nursery, specific examples of the Child’s progress, photographs demonstrating the Child’s 
development whilst at the Nursery, and personal details of the Child (e.g., their date of birth) 
(“Progress Report”) 

• Records relating to individual Children e.g., care plans, common assessment frameworks, 
speech and language referral forms 

• Accidents forms 

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

• Observation, planning and assessment records of Children 

We may also collect, store and use the following “special categories” of more sensitive personal 
information: 

• Information about a Child’s race or ethnicity, spoken language and nationality. 

• Information about a Child’s health, including any medical condition, health and sickness 
records. 

• Information about a Child’s accident or incident reports including reports of pre-existing 
injuries. 

• Information about a Child’s incident forms / child protection referral forms / child protection 
case details / reports. 

Parents: 
 
We will collect, store, and use the following categories of personal information about Parents: 

• Name 

• Home address 

• Telephone numbers, and personal email addresses. 

• National Insurance number. 

• Bank account details. 

We may also collect, store and use the following “special categories” of more sensitive personal 
information: 

• Information about a Parent’s race or ethnicity, spoken language and nationality. 

• Conversations with Parents where Employees of the Nursery deem it relevant to the prevention 
of radicalisation or other aspects of the governments Prevent strategy. 

  



HOW IS YOUR PERSONAL INFORMATION COLLECTED?   
 
Employees: 
 
We collect personal information about Employees through the application and recruitment process, 
either directly from candidates or sometimes from an employment agency or background check 
provider. We may sometimes collect additional information from third parties including former 
employers, credit reference agencies or other background check agencies. 
  
We will collect additional personal information in the course of job-related activities throughout the 
period of when an Employee works for us. 
 
Children and Parents: 
 
We collect personal information about Children and Parents from when the initial enquiry is made by 
the Parents, through the enrolment process and until the Children stop using the Nursery’s services. 
  
HOW WE WILL USE INFORMATION ABOUT YOU   

We will only use Your personal information when the law allows us to. Most commonly, we will use 
Your personal information in the following circumstances: 

1. Where we need to perform the contract, we have entered into with You. 

2. Where we need to comply with a legal obligation. 

3. Where it is necessary for our legitimate interests (or those of a third party) and Your interests and 
fundamental rights do not override those interests. 

We may also use Your personal information in the following situations, which are likely to be rare: 

1. Where we need to protect Your interests (or someone else’s interests). 
 
 
Situations in which we will use Employee personal information 
  
We need all the categories of information in the list above (see Employee section within the Paragraph 
entitled ‘The Kind of Information We Hold About You’) primarily to allow us to perform our contracts 
with Employees and to enable us to comply with legal obligations. The situations in which we will 
process Employee personal information are listed below. 
  

• Making a decision about an Employee’s recruitment or appointment. 

• Checking an Employee is legally entitled to work in the UK. Paying an Employee and, if an 
Employee is an Employee or deemed Employee for tax purposes, deducting tax and National 
Insurance contributions (NICs). 

• Providing any Employee benefits to Employees. 

• Enrolling you in a pension arrangement in accordance with our statutory automatic enrolment 
duties. 

• Liaising with the trustees or managers of a pension arrangement operated by a group company, 
your pension provider and any other provider of employee benefits. 

• Administering the contract, we have entered into with an Employee. 



• Conducting performance and/or salary reviews, managing performance and determining 
performance requirements. 

• Assessing qualifications for a particular job or task, including decisions about promotions. 

• Gathering evidence for possible grievance or disciplinary hearings. 

• Making decisions about an Employee’s continued employment, engagement. 

• Making arrangements for the termination of our working relationship. 

• Education, training and development requirements. 

• Dealing with legal disputes involving Employees, including accidents at work. 

• Ascertaining an Employee’s fitness to work. 

• Managing sickness absence. 

• Complying with health and safety obligations. 

• To prevent fraud. 

• To monitor your use of our information and communication systems to ensure compliance with 
our IT policies. 

• To ensure network and information security, including preventing unauthorised access to our 
computer and electronic communications systems and preventing malicious software 
distribution. 

• Equal opportunities monitoring. 

Some of the above grounds for processing will overlap and there may be several grounds which justify 
our use of an Employee’s personal information. 

Situations in which the Nursery will use personal information of Children 

We need all the categories of information in the list above (see Children section within the Paragraph 
entitled ‘The Kind of Information We Hold About You’) primarily to allow us to perform our obligations 
(including our legal obligations to Children. The situations in which we will process personal information 
of Children are listed below. 

 

• Upon consent from the Parents, Personal Data of Children will be shared with schools for 
progression into the next stage of their education. 

• Personal information of Children will be shared with local authorities without the consent of 
Parents where there is a situation where child protection is necessary. 

• The personal information of Children will be shared with local authorities without the consent 
of Parents for funding purposes. 

• Ofsted will be allowed access to the Nursery’s systems to review child protection records. 

• To ensure we meet the needs of the Children 

• To enable the appropriate funding to be received 

• Report on a Child’s progress whilst with the Nursery 

• To check safeguarding records 

• To check complaint records 

• To check attendance patterns are recorded 



• When a Child’s Progress Report is given to its Parent in order for that Parent    to pass the same 
Progress Report to a school for application or enrolment purposes 

Situations in which the Nursery will use personal information of Parents 

We need all the categories of information in the list above (see Parents section within the Paragraph 
entitled ‘The Kind of Information we Hold About You’) primarily to allow us to perform our contracts 
with Parents and to enable us to comply with legal obligations. The situations in which we will process 
personal information of Parents are listed below. 
 

• The personal information of Parents will be shared with local authorities without the consent 
of Parents for funding purposes. 

• To report on a Child’s attendance 

• To be able to contact a Parent or a Child’s emergency contact about their Child 

• To ensure nursery fees are paid 

If Employees and Parents fail to provide personal information 
  
If Employees and Parents fail to provide certain information when requested, we may not be able to 
perform the respective contracts we have entered into with Employees and Parents, or we may be 
prevented from complying with our respective legal obligations to Employees, Children and Parents. 
  
Change of purpose 
  
We will only use Your personal information for the purposes for which we collected it, unless we 
reasonably consider that we need to use it for another reason and that reason is compatible with the 
original purpose. If we need to use Your personal information for an unrelated purpose, we will notify 
the Employee, Child or Parent, as is appropriate in the circumstances, and we will explain the legal basis 
which allows us to do so. 
  
Please note that we may process an Employee’s, a Child’s or a Parent’s personal information without 
their respective knowledge or consent, as relevant to the circumstances, in compliance with the above 
rules, where this is required or permitted by law. 
  
HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION   

“Special categories” of particularly sensitive personal information require higher levels of protection. 
We need to have further justification for collecting, storing and using this type of personal information. 
We have in place an appropriate policy document and safeguards which we are required by law to 
maintain when processing such data. We may process special categories of personal information in 
the following circumstances: 

1. In limited circumstances, with Employee or Parent explicit written consent. 

2. Where we need to carry out our legal obligations or exercise rights in connection with Employee 
employment. 

3. Where it is needed in the public interest, such as for equal opportunities monitoring or in relation 
to our occupational pension scheme. 
Less commonly, we may process this type of information where it is needed in relation to legal claims 
or where it is needed to protect an Employee, a Child or a Parents’ interests (or someone else’s 
interests) and the Employee, Child or Parent as is appropriate is not capable of giving consent, or where 



the Employee or Parent has already made the information public. 
 
The Nursery’s obligations as an employer 
  
We will use particularly sensitive personal information of Employees in the following ways: 
  

• We will use information relating to leaves of absence, which may include sickness absence or 
family related leaves, to comply with employment and other laws. 

• We will use information about the physical or mental health of an Employee, or their disability 
status, to ensure Employee health and safety in the workplace and to assess the fitness of 
Employees to work, to provide appropriate workplace adjustments, to monitor and manage 
sickness absence and to administer benefits including statutory maternity pay, statutory sick pay 
and pensions. 

• We will use information about an Employee’s race or national or ethnic origin, religious, 
philosophical or moral beliefs, or an Employee’s sexual life or sexual orientation, to ensure 
meaningful equal opportunity monitoring and reporting. 

Do we need Employee consent? 
  
We do not need the consent of Employees if we use special categories of personal information in 
accordance with our written policy to carry out our legal obligations or exercise specific rights in the 
field of employment law. In limited circumstances, we may approach Employees for their written 
consent to allow us to process certain particularly sensitive data. If we do so, we will provide Employees 
with full details of the information that we would like and the reason we need it, so that Employees can 
carefully consider whether they wish to consent. Employees should be aware that it is not a condition 
of their contract with the nursery that they agree to any request for consent from us. 
  
INFORMATION ABOUT CRIMINAL CONVICTIONS   

We may only use information relating to criminal convictions where the law allows us to do so. This 
will usually be where such processing is necessary to carry out our obligations and provided, we do so 
in line with our data protection policy. 
Less commonly, we may use information relating to criminal convictions where it is necessary in relation 
to legal claims, where it is necessary to protect the interests of You (or someone else’s interests) and 
You are not capable of giving your consent, or where an Employee or a Parent, as is relevant to the 
circumstances, has already made the information public. 
  
We envisage that we will hold information about criminal convictions. 
  
We will only collect information about criminal convictions if it is appropriate given the nature of the 
role and where we are legally able to do so, which includes but is not limited to Disclosure and Barring 
Service (“DBS”) checks. Where appropriate, we will collect information about criminal convictions as 
part of the recruitment process or we may be notified of such information directly by you in the course 
of you working for us. We will use information about criminal convictions and offences in the following 
ways: 
  

• To conduct a DBS check on each Employee, to record the date of the DBS check, the number 
of the DBS check and the name of the body conducting the DBS check. 

We are allowed to use your personal information in this way to carry out our obligations. We have in 
place an appropriate policy and safeguards which we are required by law to maintain when processing 



such data. 
  
AUTOMATED DECISION-MAKING   

Automated decision-making takes place when an electronic system uses personal information to make 
a decision without human intervention. We are allowed to use automated decision-making in the 
following circumstances: 

1. Where we have notified Employees or Parents of the decision and given the Employee of the Parent 
as is appropriate 21 days to request a reconsideration. 

2. Where it is necessary to perform the contract with an Employee or a Parent and appropriate 
measures are in place to safeguard the Employee’s, the Child’s or the Parent’s rights as is appropriate. 

3. In limited circumstances, with explicit written consent from the Employee or the Parent, as is 
appropriate, and where appropriate measures are in place to safeguard Employee or Parent rights. 
 
If we make an automated decision on the basis of any particularly sensitive personal information, we 
must have either explicit written consent from an Employee or a Parent as is appropriate, or it must be 
justified in the public interest, and we must also put in place appropriate measures to safeguard an 
Employee or a Parents rights as is relevant in the circumstances. 
 
You will not be subject to decisions that will have a significant impact on You based solely on automated 
decision-making, unless we have a lawful basis for doing so and we have notified the Employee or the 
Parent as is appropriate in the circumstances. 
  
DATA SHARING   

We may have to share Employee, Child or Parent data with third parties, including third-party service 
providers and other entities in the group. 
 
We require third parties to respect the security of Your data and to treat it in accordance with the law.  
 
Why might the Nursery share Employee, Child or Parent personal information with third parties? 
  
We will share Your personal information with third parties where required by law, where it is necessary 
to administer the working relationship with You or where we have another legitimate interest in doing 
so. 
  
Which third-party service providers process my personal information? 
  
” Third parties” includes third-party service providers (including contractors and designated agents), 
local authorities, regulatory bodies, schools and other entities within our group. The following third-
party service providers process personal information about you for the following purposes:  
 

 Local Authorities – for funding and monitoring reasons (e.g., equal opportunities and uptake of 
funded hours) 

 
 Regulatory bodies – for ensuring compliance and the safety and welfare of the children  

 
 Schools – to provide a successful transition by ensuring information about the child’s progress 

and current level of development and interests are shared  



   
We will share personal data regarding your participation in any pension arrangement operated by a 
group company with the trustees or scheme managers of the arrangement in connection with the 
administration of the arrangements.  
 
How secure is my information with third-party service providers and other entities in our group? 
  
All our third-party service providers and other entities in the group are required to take appropriate 
security measures to protect Your personal information in line with our policies. We do not allow our 
third-party service providers to use Your personal data for their own purposes. We only permit them 
to process Your personal data for specified purposes and in accordance with our instructions. 
   
What about other third parties? 
  
We may share Your personal information with other third parties, for example in the context of the 
possible sale or restructuring of the business. In this situation we will, so far as possible, share 
anonymised data with the other parties before the transaction completes. Once the transaction is 
completed, we will share Your personal data with the other parties if and to the extent required under 
the terms of the transaction. 
  
We may also need to share Your personal information with a regulator or to otherwise comply with the 
law. 
  
DATA RETENTION   
  
How long will you use my information for? 
  
We will only retain Your personal information for as long as necessary to fulfil the purposes we collected 
it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. Details 
of retention periods for different aspects of your personal information are available in our retention 
policy which is available from the manager. To determine the appropriate retention period for personal 
data, we consider the amount, nature, and sensitivity of the personal data, the potential risk of harm 
from unauthorised use or disclosure of Your personal data, the purposes for which we process Your 
personal data and whether we can achieve those purposes through other means, and the applicable 
legal requirements. 
  
In some circumstances we may anonymise Your personal information so that it can no longer be 
associated with You, in which case we may use such information without further notice to You. Once 
you are no longer an Employee, or a Child benefiting from the Nursery’s services or a Parent, as is 
appropriate, we will retain and securely destroy your personal information in accordance with our data 
retention policy OR applicable laws and regulations. 
  
RIGHTS OF ACCESS, CORRECTION, ERASURE, AND RESTRICTION   
  
Your duty to inform us of changes 
  
It is important that the personal information we hold about You is accurate and current. Please keep us 
informed if Your personal information changes during your working relationship with us. 
  
Your rights in connection with personal information 
  



Under certain circumstances, by law You have the right to: 
  
• Request access to Your personal information (commonly known as a “data subject access 
request”). This enables You to receive a copy of the personal information we hold about You and to 
check that we are lawfully processing it. 

• Request correction of the personal information that we hold about You. This enables You to 
have any incomplete or inaccurate information we hold about You corrected. 

• Request erasure of your personal information. This enables Employees or Parents to ask us to 
delete or remove personal information where there is no good reason for us continuing to process it. 
You also have the right to ask us to delete or remove Your personal information where You have 
exercised Your right to object to processing (see below). 

• Object to processing of Your personal information where we are relying on a legitimate interest 
(or those of a third party) and there is something about Your particular situation which makes You want 
to object to processing on this ground. You also have the right to object where we are processing Your 
personal information for direct marketing purposes. 

• Request the restriction of processing of Your personal information. This enables Employees or 
Parents, as is appropriate, to ask us to suspend the processing of personal information about You for 
example if You want us to establish its accuracy or the reason for processing it. 

• Request the transfer of Your personal information to another party. 

If You want to review, verify, correct or request erasure of Your personal information, object to the 
processing of Your personal data, or request that we transfer a copy of Your personal information to 
another party, please contact the manager in writing. 
  
No fee usually required 
  
You will not have to pay a fee to access Your personal information (or to exercise any of the other 
rights). 
  
What we may need from You 
  
We may need to request specific information from You to help us confirm your identity and ensure 
Your right to access the information (or to exercise any of Your other rights). This is another appropriate 
security measure to ensure that personal information is not disclosed to any person who has no right 
to receive it. 
  
RIGHT TO WITHDRAW CONSENT   
  
In the limited circumstances where You may have provided Your consent to the collection, processing 
and transfer of Your personal information for a specific purpose, you have the right to withdraw Your 
consent for that specific processing at any time. To withdraw Your consent, please contact [the 
manager]. Once we have received notification that You have withdrawn Your consent, we will no longer 
process Your information for the purpose or purposes You originally agreed to, unless we have another 
legitimate basis for doing so in law. 
  
CHANGES TO THIS PRIVACY NOTICE   

We reserve the right to update this privacy notice at any time, and we will provide You with a new 
privacy notice when we make any substantial updates. We may also notify You in other ways from time 
to time about the processing of your personal information. 



  
If you have any questions about this privacy notice, please contact [Ting Healey (setting co-owner) on 
01303 259226/ radnorparkkindergarten@hotmail.co.uk or Emily Sargeant (setting Manager on 01303 
259226 / radnorparkkindergarten@hotmail.co.uk ]. 
  

I, ___________________________ (Employee/Parent), acknowledge that on 
_________________________ (date), I received a copy of the Nursery’s privacy notice for Employees, 
Children and Parents and that I have read and understood it. 

 

Signature 

……………………………………………… 

 

Name 

 

………………………………………………… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

February 2022 Emily Sargeant February 2023 

  

This privacy statement was prepared by Stephensons Solicitors LLP, 1st Floor Sefton House, Northgate 
Close, Bolton, BL6 6PQ on behalf of NDNA. 



 Effective Infection and Protection and Control (EIPC) 
During Coronavirus/COVID Outbreak 

At Radnor Park Kindergarten we seek to deliver safe practice by focusing on 
measures that will be put in place to help limit risk of the virus spreading within the 
setting  

The EIPC has been revised alongside risk assessments, which lay out how we will 
ensure to mitigate and minimise any risks. 
 
Hierarchy of measures 
The kindergarten will work through the hierarchy of measures set out in the 
government guidance: 
 
 Avoiding contact with anyone with symptoms 

 Minimising contact 

 Frequent hand cleaning and good hygiene practices 

 Regular cleaning of the setting including the environment and resources. 

 Ensuring that staff and children follow normal infection procedures in common 
with all communicable diseases. 

 
Pregnant staff 
 
Pregnant women are in the clinically vulnerable category and are generally advised 
to follow the above advice, which applies to all staff in early years settings. 
For more information, pregnant staff can also read guidance and advice on 
coronavirus (COVID-19) and pregnancy from the Royal College of Gynaecologists. 
All pregnant women should take particular care to practise frequent, thorough hand 
washing, and cleaning of frequently touched areas in their home and/or workspace. 
The kindergarten’s workplace risk assessment will consider any risks to female 
employees of childbearing age and, in particular, risks to new and expectant mothers 
(for example, from working conditions, or the use of physical, chemical or biological 
agents). Any risks identified will be included and managed as part of the general 
workplace risk assessment. 
If the setting is notified that an employee is pregnant, breastfeeding or has given 
birth within the last 6 months, we will review and check the workplace risk 
assessment to see if any new risks have arisen. If risks are identified during the 
pregnancy, in the first 6 months after birth or while the employee is still 
breastfeeding, we will take appropriate, sensible action to reduce, remove or control 
them. 
While it is a legal obligation for the kindergarten to regularly review general 
workplace risks, there is not necessarily a requirement to conduct a specific, 
separate risk assessment for new and expectant mothers. However, an assessment 
may help identify any additional action that needs to be taken to mitigate risks. 
 
 
 



Testing for early years staff, children and families. 

Coronavirus testing: Staff and children in all early year’s settings are no longer 
eligible for testing if they become ill with coronavirus symptoms. However, staff are 
required to take a test if they are showing any symptoms of Coronavirus and are 
required to isolate until they test negative or for a period of 7 days, whichever is the 
sooner.  This is to ensure that staff do not pass on the virus to staff and children alike. 
 
Whilst not a legal obligation for children to be tested if they show coronavirus 
symptoms, we would advise that children with symptoms are not brought into the 
nursery until they are well enough, to reduce transmission to others. 
 
Where staff and children have been abroad, they shall follow the rules set by the 
Government in relation to testing and self-isolation for the countries that they have 
visited. 

Lateral Flow Test (LFD test) 

If a staff member has a positive result from a lateral flow device (LFD) test they 
should notify the setting that they will not be attending setting on the basis of the LFD 
test result. 

Changes to contact tracing  
 
One of the key changes that will take place from 19 July 2021 is that education and 
childcare settings will no longer be asked to conduct routine contact tracing. 
 
Self-isolating and taking a test 
 

1. If your child has symptoms, as with any communicable disease, children 
should stay absent from the nursery until they feel better and are no longer 
contagious.  

2. Testing is not a requirement for children. 
 
Self-isolation and/or testing of close contacts 
 

1. Close contacts no longer need to be tested nor self-isolate 
2. 2 If the kindergarten has a positive case, the setting no longer needs to 

advise any outside agencies. 
 

Minimising contact before entering the setting 

 We have minimised contact with individuals who are unwell by ensuring that those 
who have coronavirus symptoms do not attend the kindergarten, in line with all 
other communicable disease, 

 A thermal imaging camera has been set up just inside the kindergarten main 
entrance. This will detect the temperature of an adult at the door; children’s 



temperatures will no longer be taken unless they are showing signs of a high 
temperature when they arrive at the setting. 

 Staff will be monitoring the children’s temperatures if the child is displaying 
symptoms or appears unwell.  

 Our expectation is for parents to inform us if medications have been used that 
may lower the child’s temperature, 

 Staff will be monitored if they display any signs of illness throughout the day. 

 For parents and staff to wear a face mask if they feel it is appropriate but visitors 
that come into the setting will be asked to wear one as well as the member of staff 
that is escorting them. 

 Children will continue to be dropped off at the 3 main entrances to the nursery and 
parents and carers are not to enter the building unless they are settling in their 
children or for pre-arranged pre-visits and events.  At all times parents will be 
asked to take a LFD test within 24 hours prior to coming into the nursery. 

 Any work that needs to be done by outside agencies will be done during hours of 
closing, where appropriate, and there is no immediate danger to the children, 
staff, visitors or environment 

 Visitors such as outside agencies working with the setting, prospective parents 
and parents supporting their child to settle in, can enter the building and must 
follow specific safety measures. The measures are: 

o To wear a mask  
o Maintain a suitable distance, 
o Complete a Lateral flow test (COVID -19 Self-Test – Rapid Antigen test) 

which can be obtained from the kindergarten, within 24 hours of their visit 
o Complete a COVID form on arrival. 
o Sanitise hands on arrival.  

 We can only store a limited number of buggies and no bikes, tricycles or scooters 
at the nursery and would ask that they are all left at home. 

 We ask that only one designated person carries out the drop off and/or collection 
of their child to minimise the number of adults in the setting entrance. Please can 
parents take into consideration the increased waiting time due to the one in and 
out system. 

Minimising contact inside the setting 

 We have introduced three separate entrances for the Baby Unit and Caterpillar 
section, The Toddler children and Butterfly section will use the main entrance.  

 Ensure the children’s sleep beds are kept as far apart as possible.  

 We will be washing staff and children’s hands regularly, washing them thoroughly 
for 20 seconds with running water and soap and drying them thoroughly. 

 Ensuring good respiratory hygiene - promote the ‘catch it, bin it, kill it’ approach 

 Noting that some children will need additional support to follow these measures  

 

 

 



What parents can do: 

 

 Ensure that Baby Unit children go to the entrance at the front of the kindergarten 
and Butterflies and Toddlers access the entrance that leads up to the ramp.  
Caterpillars have their own entrance that leads to the lower ground floor.  

 Take into consideration waiting time due to the one in and out system at the main 
entrance  

 Children will have their own bag with 2 changes of clothes, sunhat, nappies, 
comforter in etc – they will remain at the kindergarten. When children arrive, their 
coat will be put into their peg and the kindergarten will inform you when these 
items need topping up. 

 Wash children’s comforters daily   

 Provide up to date emergency contacts whenever it changes. 

 Provide up to date medical, allergy and dietary needs of children. 

 Provide information on any changes to parental responsibility.  

 

Online safety 

We will continue to share information with parents about online safety and direct 
them to resources recommended by the government such as e-bug available on the 
kindergarten’s website www.radnorparkkindergarten.com . 

 

Special Educational Needs and Disabilities (SEND) 
 
Vulnerable children continue to be expected and encouraged to attend educational 
provision where it is appropriate for them to do so (for children with education health 
and care (EHC) plans this will be informed by a risk assessment approach). 
 
Strategies and support will be put in place for any children with noticeable gaps in 
development progress.  
 
Stay in Touch with Parents or Carers whose Child is at Home  

For those children not attending the setting for a period longer than a week, we will 
endeavour to stay in touch with the children and families by email and ‘Parentzone’ 
app by providing a ‘Learning and activities’ programme to: 
 continue to support the learning of children who are not in attendance due to any 

illness and absences, by providing home learning packs. 

 ensure parents and carers can be supported to provide a positive learning 
environment at home 

We will work with the local authorities to monitor the welfare of: 
 vulnerable children who are not attending the setting 

 other children they might wish to keep in touch with, for safeguarding purposes 

 

 

 

 



Safeguarding Children 

 
We will continue to follow our comprehensive safeguarding policy and procedures.  
 
All kindergarten staff and volunteers have access to a designated lead practitioner 
and know on any given day who that person is and how to speak to them.  
 
Visitors to the setting 
 
We will allow prospective parents to view the setting and new parents to support 
their child in the settling in process. In certain circumstances outside agencies who 
are working closely with the kindergarten will be able to enter the setting.  
 
A record is kept of all visitors.  
 
 
Managing prospective parents and new intakes of children: 
Starting nursery can be a challenging time not only for children but for parents. We 
are allowing parents to enter the building for viewings and settling in sessions and 
have adapted the settling in process to ensure we are following correct protocols and 
social distancing measures by putting in place simple steps to aid the transition 
process 
Show arounds for prospective parents will take place on a Monday and Friday, and 
on unavoidable occasions outside of these times, who will be asked to follow the 
systems of control we currently have in place. Please refer to the section 
Minimising contact  

 Children will have their settling in sessions in their new environment and 
parents can monitor their transition during this process in the section. 

 We ask that only one parent attends with their chid and the session lasts no 
longer than an hour when the parent is in attendance 

 Virtual/telephone pre-start meetings will be held with parents of new starters 
and key person to discuss the child’s needs, interests and routine.  

 Information about safety arrangements, settling in documents, contracts and 
admission form will be sent online or by post. 

Note: Any new families will be asked to sign a health declaration form to confirm the 
child or no one in the family has any symptoms of coronavirus. 

Transitions 

Taking into account the Transition Matters Framework 2016 we will support children 
and their families to ensure a smooth transition into a new section and for new 
children starting with us. 

 Assign each child a key person and buddy. 
 Provide a photograph of the key person and buddy. 
 Share information between original key person and new key person where 

appropriate. 
 Utilise the iConnect / Parentzone system as an alternative method of 

communication between parent/carers. 



 We will ask parents to post on the iConnect or by email updated information 
about the children’s interests, routine, favourite songs, games and activities. 

 Ask parents to send by email photos of the children’s family, which we can 
displayed in the child’s environment.  

 Parents can view their child’s section and meet their new key person via zoom 
and out of hours open evenings. 

 

Handwashing 

Regular handwashing with soap and water, and for at least 20 seconds, is the best 
way of staying safe. Handwashing with soap employs mechanical action that loosens 
bacteria and viruses from the skin, rinsing them into the drain. Drying hands 
afterwards makes the skin less hospitable to the virus. Always carry tissues with you 
and use them to catch your cough or sneeze, then bin the tissue in the dedicated 
tissue bin, and wash your hands, or use a sanitiser gel. 

Environment  

 

 All of the nursery environment will be risk assessed. 

 Where possible, all spaces will be well ventilated using natural ventilation 
(opening windows)  

 We will prop doors open, where safe to do so, bearing in mind fire safety and 
safeguarding, to limit the use of door handles and aid ventilation 

 We will regularly clean frequently touched surfaces such as door handles, 
handrails, table tops, play equipment, toys and electronic devices using 
Newline multi-surface cleaner. 

 At the end of the day and close of business all the kindergarten rooms will be 
de-fogged with a sterile solution except Mondays, when it will be done in the 
mornings 

 If a member of staff or child becomes unwell with a new, continuous cough, or 
a high temperature, at the kindergarten, they will be sent home and advised to 
stay at home until they are no longer contagious and show no signs of illness. 

 

What happens if someone becomes unwell at the setting? 

If anyone becomes unwell with a new, continuous cough or a high temperature at the 
setting, they must be sent home and advised to stay at home until they show no 
further signs of illness and are no longer contagious. 
What happens if there is a confirmed case of coronavirus in a setting? 

Where the child tests positive, they will be advised to stay at home until they are no 
long contagious and show no further signs of illness. 



Where a staff member tests positive they will be advised to stay at home until they 
are free from illness and are no longer contagious. Staff will be encouraged to stay at 
home until they test negative, to ensure they virus does not infect anyone else, or 
have been home for at least 7 days whichever is the shorter. 

Radnor Park Kindergarten will provide lateral flow tests for the staff where needed. 

If that person has not developed new symptoms of COVID-19 and has tested 
positive within 90 days of a previous positive test, they do not need to self-isolate 
again. Current advice is people only remain infectious for a period of 5-7 days from 
symptom onset, the test can pick up fragments of DNA for many weeks after this. 
However, if the person previously recovered, then developed new symptoms after 90 
days and tested positive, this will be treated as a new infection. 
 

Laundry 

We will wash items in accordance with the manufacturer’s instructions. Use the 
warmest water setting and dry items completely. Dirty laundry that has been in 
contact with an unwell person can be washed with other people’s items.  Use laundry 
sanitising solution at every wash. 

Do not shake dirty laundry, this minimises the possibility of dispersing virus through 
the air. 

Clean and disinfect anything used for transporting laundry with our usual products, in 
line with the cleaning guidance above. 

The Kindergarten’s Policy and Procedure Pack - COVID-19 Addendum  

The kindergarten has a comprehensive range of policies and procedures to ensure 
high quality care and learning, compliance with EYFS (2020) and all relevant legal 
requirements. These are sent out to all new starters and are also available on the 
kindergarten’s website www.radnorparkkindergarten.com   

Actions for early years and childcare providers during the coronavirus 
outbreak – was withdrawn on 1st April 2022 

 

 

 

 

 



 

 

 

Irregular Attendance Policy 

EYFS: 3.1, 3.2, 3.4 ,3.6, 3.7, 3.69, 

 
 
Policy Statement  
 
We appreciate that from time-to-time children may be absent from nursery and that 
this can be for various reasons such as holiday, illness and family commitments. 
However, in order to maintain accurate records, we ask that the following procedures 
are adhered to. This is to ensure that we continue to work and maintain high 
standards of communication with our families and are able to safeguard the children. 
 
Regular and punctual attendance is of paramount importance in ensuring that all 
children have full access to the curriculum. Valuable learning time is lost when 
children are absent or late and research has regularly shown the negative effect of 
absence 
 
This policy reflects the vision and aims of Radnor Park Kindergarten by: 
 

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

 Providing clear procedures for involving parents/carers relating to the setting attendance. 
 

Principles 
 
There are several reasons why a child may be absent from a setting. In most cases it 
is reasonable to expect that parents/carers alert the setting as soon as possible, or in 
the case of appointments and holidays give at least 6 weeks’ notice. Parents/carers 
are advised that they should contact the setting by 9.00am to advise of their child’s 
absence that day and provide a daily update for longer periods of absence. This can 
be done by telephone on 01303 259226 or writing via email to 
parents/carers@radnorparkkindergarten.com . Information about the cause of each 
absence is always required by the kindergarten for auditing purposes and we 
encourage parents/carers to support us in this policy to ensure the best possible 
experiences and learning outcomes for every child we care for.  
 
Attendance and punctuality will be monitored and supported for every child in the 
kindergarten and advice given to support attendance It is ultimately the responsibility 
of parents/carers to ensure that their children attends, and if they do not liaise with 
the setting as to why their child is not in regular attendance, the setting reserves the 
right to withdraw their place and reallocate it to another child. 



 
 
The Role of Staff 
 
The staff within each room complete a register at the beginning of each morning and 
afternoon session and when the child leaves at the end of their booked 
sessions. Notes are recorded on the register as to the reason for the late arrival and 
absences and if a child is reluctant to attend the setting, communication between 
parent and nursery is encouraged. 
 

 If a child who normally attends fails to arrive and no contact has been received from their 
parents/carers, the designated person within the setting will take immediate action to 
contact the parent/carers to seek an explanation for the absence and be assured that the 
child is safe and well.  

 Attempts to contact the child’s parents/carers or other named carers continue throughout 
the day on the first day of absence if no initial contact is made. 

 If no contact is made with the parents/carers and there is no means to verify the reason for 
the child’s absence i.e., through a named contact on the child’s registration form, this is 
recorded as an unexplained absence on the child’s personal file and is followed up by the 
manager each day until contact is made.  

 If contact has not been made within three working days, children’s services will be contacted 
for advice about making a referral. Other relevant services may be contacted in line with our 
Safeguarding policies and procedures. 

 All absences are recorded with the reason given for the absence, the expected duration and 
any follow up action taken or required with timescales. 

 Absence records are retained for at least three years, or until the next Ofsted inspection 
following a cohort of children moving on to school. 

 Absence records are audited by the Compliance Office at Kent County Council for all children 
who are in receipt of the Free Early Education for 2, 3 and 4 year olds/ 

Safeguarding vulnerable children  

For children who are regarded as being vulnerable: 

 The designated person or key person attempts to contact the parents/carers to establish 
why the child is absent. If contact is made and a valid reason given, the information is 
recorded.  

 Any relevant professionals involved with the child are informed, e.g., social worker/family 
support worker. 

 If contact is made and the designated person is concerned that the child is at risk, the 
relevant professionals are contacted immediately. The events, conversation and follow-up 
actions are recorded. If contact cannot be made, the designated person contacts the 
relevant professionals and informs them of the situation. 

 If the child has current involvement with social care, the social worker is notified on the day 
of the unexplained absence. 

 If, at any time, information comes to light that gives cause for concern, safeguarding 
children, young people and vulnerable adults’ procedures are followed immediately 

 



What should parents/carers do? 

 Make sure your child attends agreed nursery sessions. 
 If your child will not be attending their agreed nursery session(s) you should inform the 

nursery on the first day of your child’s absence or prior to their first day of absence, if this is 
appropriate.  

 Ensure you inform the nursery of any changes to your contact details specified on your 
parent/carer contract to ensure we can contact you regarding any absences. 

Whilst attendance at an early year’s setting is not mandatory, regular poor attendance may be 
indicative of safeguarding and welfare concerns that should be followed up. 

 In the first instance the setting manager should discuss a child’s attendance with their 
parents/carers to ascertain any potential barriers e.g. transport, working patterns etc and 
should work with the parent/carer to offer support where possible.  

 If poor attendance continues and strategies to support are not having an impact, the setting 
manager must review the situation and decide if a referral to a multi-agency team is 
appropriate. 

 Where there are already safeguarding and welfare concerns about a child or a child 
protection plan is in place, poor/irregular attendance at the setting is reported to the Social 
Care worker without delay.  

There are local authority policies in place for reclaiming FEE funding when a child is absent from a 
setting without valid reasons to do so. 

Procedure for absence meeting with parent/carers 

Absences are monitored and recorded and where necessary a letter and/or meetings will be 
sent/arranged by the setting, if absence is a persistent problem. 

The purpose of the meeting is to: 

 Establish the reason for the child’s absence  
 Agree with parents/carers/carers a date for returning to their booked sessions; 
 Establish whether further support is required 
 Establish whether the nursery place is not required.  
 If the place is not required, the family will be asked to provide written notice in accordance 

with the Admissions Policy and the Parent/Carer Contract.  
 If there is a safeguarding concern a member of the management team will complete the 

Cause for Concern Form with details of the reasons for the child’s absence and pass 
immediately to the Designated Safeguarding Lead 

 If the funded nursery place is no longer required by the family, the nursery will complete the 
relevant paperwork and submit it to the Local Authority. 

 This policy was adopted on Signed on behalf of the nursery Date for review 

May 2022 Emily Sargeant May 2023 



Final Word 
 

Thank you for taking the time to read through the policies and procedures. If you have any 
questions about any of the content, do ask a member of the management team for 
clarification. Please keep this document handy, so that you can refer to it easily in future. 

Kind regards 

Emily Sargeant 

 

 


