
Safeguarding and Welfare Requirement: Child Protection 

Providers must have and implement a policy, and procedures, to safeguard children. 

 Croft Pre-School 

 

1.3 Looked after children 

 

Policy statement 

 

Early years settings are committed to providing quality provision based on equality of opportunity for all 

children and their families. All staff in our provision are committed to doing all they can to enable ‘looked after’ 

children in their care to achieve and reach their full potential. 

 

Children become ‘looked after’ if they have either been taken into care by the local authority, or have been 

accommodated by the local authority (a voluntary care arrangement). Most looked after children will be living 

in foster homes, but a smaller number may be in a children’s home, living with a relative or even placed back 

home with their natural parent(s). 

 

We recognise that children who are being looked after have often experienced traumatic situations; physical, 

emotional or sexual abuse or neglect. However, we also recognise that not all looked after children have 

experienced abuse and that there are a range of reasons for children to be taken in to the care of the local 

authority. Whatever the reason, a child’s separation from their home and family signifies a disruption in their 

lives that has an impact on their emotional well-being. 

 

Most local authorities do not place children under five with foster carers who work outside the home; however 

there are instances when this does occur or where the child has been placed with another family member who 

works. The Alliance maintains that it not appropriate for a looked after child who is under two years to be 

placed in a day care setting in addition to a foster placement. 

 

We place emphasis on promoting children’s right to be strong, resilient and listened to. Our policy and practice 

guidelines for looked after children are based on these two important concepts, attachment and resilience. The 

basis of this is to promote secure attachments in children’s lives as the basis for resilience. These aspects of 

well-being underpin the child’s responsiveness to learning and are the basis in developing positive dispositions 

for learning. For young children to get the most out of educational opportunities they need to be settled enough 

with their carer to be able to cope with further separation, a new environment and new expectations made 

upon them. 



 

Principles 

 The term ‘looked after child’ denotes a child’s current legal status; this term is never used to categorise a 

child as standing out from others. We do not refer to such a child using acronyms such as LAC. 

 We do not normally offer placements for babies and children under two years who are in care; we offer 

instead other services to enable a child to play and engage with other children where their carer stays with 

the child. 

 We offer places to two-year-old children in exceptional circumstances who are in care. In such cases, the 

child should have been with the foster carer for at least two months and show signs of having formed a 

secure attachment to the carer and where the placement in the setting will last a minimum of three months.  

 We offer places for funded three and four-year-olds who are in care to ensure they receive their entitlement 

to early education. We expect that a child will have been with a foster carer for a minimum of one month 

and has formed a secure attachment to the carer. We expect that the placement in the setting will last a 

minimum of six weeks. 

 We will always offer ‘stay and play’ provision for a child who is two to five years old who is still settling with 

their foster carer, or who is only temporarily being looked after. 

 Where a child who normally attends our setting is taken into care and is cared for by a local foster carer we 

will continue to offer the placement for the child. 

 

Procedures 

 

 The designated person for looked after children is the designated child protection co-ordinator. 

 Every child is allocated a key person before they start and this is no different for a looked after child. The 

designated person ensures the key person has the information, support and training necessary to meet the 

looked after child’s needs. 

 The designated person and the key person liaise with agencies, professionals and practitioners involved 

with the child and his or her family and ensures appropriate information is gained and shared. 

 The setting recognises the role of the local authority social care department as the child’s ‘corporate 

parent’ and the key agency in determining what takes place with the child. Nothing changes, especially 

with regard to the birth parent’s or foster carer’s role in relation to the setting without prior discussion and 

agreement with the child’s social worker. 

 At the start of a placement there is a professionals meeting that will determine the objectives of the 

placement and draw up a care plan that incorporates the child’s learning needs. This plan is reviewed after 

two weeks, six weeks and three months. Thereafter at three to six monthly intervals. 

 The care plan needs to consider such issues for the child as: 

- the child’s emotional needs and how they are to be met; 

- how any emotional issues and problems that affect behaviour are to be managed; 

- the child’s sense of self, culture, language(s) and identity – and how this is to be supported; 

- the child’s need for sociability and friendship; 

- the child’s interests and abilities and possible learning journey pathway; and 

- how any special needs will be supported. 



 In addition the care plan will also consider: 

- how information will be shared with the foster carer and local authority (as the ‘corporate parent’) as 

well as what information is shared with whom and how it will be recorded and stored; 

- what contact the child has with his/her birth parent(s) and what arrangements will be in place for 

supervised contact. If this is to be the setting, when, where and what form the contact will take will be 

discussed and agreed; 

- what written reporting is required; 

- wherever possible, and where the plan is for the child’s return home, the birth parent(s) should be 

involved in planning; and 

- with the social worker’s agreement, and as part of the plan, the birth parent(s) should be involved in the 

setting’s activities that include parents, such as outings and fun-days, alongside the foster carer. 

 The settling-in process for the child is agreed. It should be the same as for any other child, with the foster 

carer taking the place of the parent, unless otherwise agreed. It is even more important that the ‘proximity’ 

stage is followed until it is visible that the child has formed a relationship with his or her key person 

sufficient to act as a ‘secure base’ to allow the gradual separation from the foster carer. This process may 

take longer in some cases, so time needs to be allowed for it to take place without causing further distress 

or anxiety to the child. 

 In the first two weeks after settling-in, the child’s well-being is the focus of observation, their sociability and 

their ability to manage their feelings with or without support. 

 Further observations about communication, interests and abilities will be noted to firm a picture of the 

whole child in relation to the Early Years Foundation Stage prime and specific areas of learning and 

development. 

 Concerns about the child will be noted in the child’s file and discussed with the foster carer. 

 If the concerns are about the foster carer’s treatment of the child, or if abuse is suspected, these are 

recorded in the child’s file and reported to the child’s social care worker according to the setting’s 

safeguarding children procedure. 

 Regular contact should be maintained with the social worker through planned meetings that will include the 

foster carer. 

 Transition to school will be handled sensitively and the designated person and or the child’s key person will 

liaise with the school, passing on relevant information and documentation with the agreement of the child’s 

social worker as detailed in the care plan. 

 

Further guidance 

 

 Guidance on the Education of Children and Young People in Public Care (DfEE 2000) 

 Who Does What: How Social Workers and Carers can Support the Education of Looked After Children 

(DfES 2005) 

 Supporting Looked After Learners - A Practical Guide for School Governors (DfES 2006) 
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Safeguarding and Welfare Requirement: Safety and Suitability of Premises, Environment and Equipment. 

Providers must take reasonable steps to ensure the safety of children, staff and others on the premises. 

 Croft Pre-School 

8.2 Maintaining children’s safety and security on premises 

 

Policy statement 

 

Croft Pre-school maintain the highest possible security of our premises to ensure that each child is safely cared 

for during their time with us. 

 

Procedures 

 

Children's personal safety 

 Croft Pre-school ensure all employed staff have been checked for criminal records via an enhanced disclosure with the 

children’s barred check list through the Disclosure and Barring Service. 

 Adults do not normally supervise children on their own. 

 All children are supervised by adults at all times. 

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

 We carry out risk assessments to ensure children are not made vulnerable within any part of our premises, nor by any 

activity. 

 

Security 

 Systems are in place for the safe arrival and departure of children. 

 The times of the children's arrivals and departures are recorded. 

 The arrival and departure times of adults - staff, volunteers and visitors - are recorded. 

 Our systems prevent unauthorised access to our premises. 

 Our systems prevent children from leaving our premises unnoticed. 

 The personal possessions of staff and volunteers are securely stored during sessions. 

 We only allow access to visitors with prior appointments. 

 Our staff check the identity of any person who is not known, before they enter the premises. 

 We keep the front doors locked shut. 

 The personal possessions of staff and volunteers are securely stored during sessions. 
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Further Information  

  

 Dynamic Risk Management (Pre-school Learning Alliance 2017) 



Safeguarding and Welfare Requirement: Information and Records 

Providers must put in place a written procedure for dealing with concerns and complaints from parents and/or 
carers. 

 Croft Pre-School 

10.12 Making a complaint  

 

Policy statement 

 

Croft Pre-School believes that children and parents are entitled to expect courtesy and prompt, careful attention to 

their needs and wishes. We welcome suggestions on how to improve Croft Pre-School and will give prompt and 

serious attention to any concerns about the running of Croft Pre-School. We anticipate that most concerns will be 

resolved quickly, by an informal approach with the appropriate member of staff. If this does not achieve the 

desired result, we have a set of procedures for dealing with concerns. We aim to bring all concerns about the 

running of Croft Pre-School to a satisfactory conclusion for all of the parties involved. 

 

Procedures 

 

Croft Pre-School are required to keep a written record of any complaints that reach stage two and above, and 

their outcome. This is to be made available to parents, as well as to Ofsted inspectors on request. A full procedure 

is set out in the Pre-school Learning Alliance publication Complaint Investigation Record (2015) which acts as the 

'summary log' for this purpose. 

 

Making a complaint 

Stage 1 

 Any parent who has a concern about an aspect of Croft Pre-School’s provision talks over, first of all, his/her 

concerns with the pre-school manager. 

 Most complaints should be resolved amicably and informally at this stage. 

 We record the issue, and how it was resolved, in the child’s file. 

Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to this stage of the 

procedure by putting the concerns or complaint in writing. 



 For parents who are not comfortable with making written complaints, there is a template form for recording 

complaints in the Complaint Investigation Record; the form may be completed with the person in charge and 

signed by the parent. 

 Croft Pre-School stores all information relating to written complaints from parents in the child's personal file. 

However, if the complaint involves a detailed investigation, our manager may wish to store all information 

relating to the investigation in a separate file designated for this complaint. 

 When the investigation into the complaint is completed, our manager meets with the parent to discuss the 

outcome. 

 We inform parents of the outcome of the investigation within 28 days of making the complaint. 

 When the complaint is resolved at this stage, we log the summative points in our Complaint Investigation 

Record, which is made available to Ofsted on request. 

Stage 3 

 If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting with our 

manager and the chair. The parent may have a friend or partner present if they prefer and our manager should 

have the support of the management team. 

 An agreed written record of the discussion is made, as well as any decision or action to take as a result. All of 

the parties present at the meeting sign the record and receive a copy of it. 

 This signed record signifies that the procedure has concluded. When the complaint is resolved at this stage, 

we log the summative points in our Complaint Investigation Record. 

Stage 4 

 If at the stage three meeting the parent cannot reach agreement with us, we will invite an external mediator to 

help to settle the complaint. This person should be acceptable to both parties, listen to both sides and offer 

advice. A mediator has no legal powers, but can help to define the problem, review the action so far and 

suggest further ways in which it might be resolved. 

 The mediator keeps all discussions confidential. S/he can hold separate meetings with our staff  and the 

parent, if this is decided to be helpful. The mediator keeps an agreed written record of any meetings that are 

held and of any advice s/he gives. 

Stage 5  

 When the mediator has concluded her/his investigations, a final meeting between the parent, our manager 

and the chair  is held. The purpose of this meeting is to reach a decision on the action to be taken to deal with 

the complaint. The mediator's advice is used to reach this conclusion. The mediator is present at the meeting 

if all parties think this will help a decision to be reached. 



 A record of this meeting, including the decision on the action to be taken, is made. Everyone present at the 

meeting signs the record and receives a copy of it. This signed record signifies that the procedure has 

concluded. 

 

The role of the Office for Standards in Education, Children’s Services and Skills (Ofsted) and the Local 

Safeguarding Partnership and the Information Commissioner’s Office 

 Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where there 

seems to be a possible breach of Croft Pre-School’s registration requirements, it is essential to involve Ofsted 

as the registering and inspection body with a duty to ensure the Safeguarding and Welfare Requirements of 

the Early Years Foundation Stage are adhered to. 

 Parents can complain to Ofsted by telephone or in writing to: 

Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD 

Tel: 

 0300 123 1231 

 These details are displayed on Croft Pre-School’s notice board. 

 If a child appears to be at risk, Croft Pre-School follows the procedures of the Local Safeguarding Partnership. 

 In these cases, both the parent and Croft Pre-School are informed and our manager works with Ofsted or the 

Local Safeguarding Partnership to ensure a proper investigation of the complaint, followed by appropriate 

action. 

 The Information Commissioner’s Office (ICO) can be contacted if you have made a complaint about the way 

your data is being handled and remain dissatisfied after raising your concern with us.  For further information 

about how we handle your data, please refer to the Privacy Notice given to you when you registered you child 

ar our setting.  The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, 

Wilmslow, Cheshire. SK9 5AF or ico.org.uk 

 

Records 

 A record of complaints in relation to Croft Pre-School, or the children or the adults working in our setting, are 

kept for at least three years; including the date, the circumstances of the complaint and how the complaint was 

managed. 

 The outcome of all complaints is recorded in our Complaint Investigation Record, which is available for 

parents and Ofsted inspectors on request. 
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Safeguarding and Welfare Requirement: Health 

The provider must promote the good health of children attending the setting. They must have a procedure, 
discussed with parents and/or carers, for responding to children who are ill or infectious, take necessary steps 
to prevent the spread of infection, and take appropriate action if children are ill. 

 

6.2 Managing children who are sick, infectious, or with allergies 

 

Policy statement 

 

Croft Pre-school provides care for healthy children through preventing cross infection of viruses and bacterial 

infections and promote health through identifying allergies and preventing contact with the allergenic trigger. 

 

Procedures for children who are sick or infectious 

 

 If children appear unwell during the day – for example, if they have a temperature, sickness, diarrhoea or 

pains, particularly in the head or stomach – our manager will call the parents and ask them to collect the 

child, or to send a known carer to collect the child on their behalf. 

 If a child has a temperature, they are kept cool, by removing top clothing and sponging their heads with 

cool water, but kept away from draughts. 

 The child's temperature is taken using a forehead thermometer strip, kept in the first aid box. 

 If the child’s temperature does not go down and is worryingly high, then [we/I] may give them Calpol or 

another similar analgesic, after first obtaining verbal consent from the parent where possible. This is to 

reduce the risk of febrile convulsions, particularly for babies. Parents sign the medication record when they 

collect their child.  

 In extreme cases of emergency, an ambulance is called and the parent informed. 

 Parents are asked to take their child to the doctor before returning them to the setting; we can refuse 

admittance to children who have a temperature, sickness and diarrhoea or a contagious infection or 

disease. 

 Where children have been prescribed antibiotics for an infectious illness or complaint, we ask parents to 

keep them at home for 48 hours before returning to the setting. 

 After diarrhoea, we ask parents keep children home for 48 hours following the last episode. 

 Some activities, such as sand and water play, and self-serve snacks where there is a risk of cross-

contamination may be suspended for the duration of any outbreak. 

 We have a list of excludable diseases and current exclusion times. The full list is obtainable from 

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

includes common childhood illnesses such as measles. 

 

Reporting of ‘notifiable diseases’ 

 If a child or adult is diagnosed as suffering from a notifiable disease under the Health Protection 

(Notification) Regulations 2010, the GP will report this to Public Health England. 

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


 When Croft Pre-school becomes aware, or are formally informed of the notifiable disease, our manager 

informs Ofsted and contacts Public Health England, and acts on any advice given. 

 

HIV/AIDS/Hepatitis procedure 

HIV virus, like other viruses such as Hepatitis A, B and C, are spread through body fluids. Hygiene precautions 

for dealing with body fluids are the same for all children and adults. [We/I]: 

 Wear single-use vinyl gloves and aprons when changing children’s nappies, pants and clothing that are 

soiled with blood, urine, faeces or vomit. 

 Bag soiled clothing for parents to take home for cleaning. 

 Clear spills of blood, urine, faeces or vomit using mild disinfectant solution and mops; any cloths used are 

disposed of with the clinical waste. 

 Clean any tables and other furniture, furnishings or toys affected by blood, urine, faeces or vomit using a 

disinfectant. 

 Ensure that children do not share tooth brushes, which are also soaked weekly in sterilising solution. 

 

Coronavirus 

       Government guidelines must be followed at all times to keep children and staff in Pre-school safe. 

       Socially distancing rules must be kept to ensure our staff and children are kept as safe as possible. 

       If any or our staff or committee see anyone not keeping to the Government Guidelines their child 

       will not be permitted to enter our Pre-school for at least 14 days. 

 

       Our Pre-school will operate as near normal as is possible during the coronavirus outbreak.  We do  

       not expect the children to social distance from each other or our staff but the staff will, whenever  

       possible, social distance from each other.   

       Nappies will be bagged and sent  home as normal but also in the bag will be all the equipment (gloves 

       apron, etc) that has been used by staff when changing the nappy. 

 

       Social distancing needs to be observed whilst waiting outside Pre-school to drop off and collect  

       children.  Staff will sign children in and out and children will be collected from the outside door.  Where- 

       ever possible the same, one. Person should drop off and pick up children.  Parents will also be asked, on 

       arrival, about the current health status of their child and other household members.  Children will also 

       have their temperature taken before they enter the Pre-school room. 

 

       If you wish to talk to your child’s key person or any member of staff we would ask that you telephone  

       Pre-school on 01430 874192 or 074833866 

 

       It is very important that contact details are kept up to date.  Parents will be contacted straight away if 

       their child becomes unwell and/or their temperature is 38 degrees.  If a child becomes ill with suspected 

       coronavirus whilst in Pre-school a member of staff wearing PPE will sit with the child outside the Pre- 

       school room until a parent arrives.  The PPE will be double bagged and kept safe for 72 hours before 

       disposing of it.  The staff member does not need to go home unless they start with symptoms, or the 



       child tests positive.  If the child tests positive children and staff will be asked to isolate for 14 days. 

       Tests are available for anyone displaying symptoms via nhs.uk/coronavirus or ring 119. 

 

       Parents, carers and staff must inform Pre-school, by phone, if they or anyone in their household are 

       displaying any symptoms (new persistant cough, high temperature, suffers a change to sense of smell 

       or taste).  That person must self-isolate for 14 days and children must also be kept at home for 14  

       days if they have any of the symptoms and /or a temperature of 38 degrees or above. 

 

       Hygiene procedures suring this time will be increased.  At the start of the day staff will wash their hands  

       for 20 seconds using warm, running water and soap.  When children enter the building they will also 

       wash their hands and both children and staff will wash their hands before leaving the building (as well 

       as before and after snacks, meals, after coughing and sneezing and outdoor play), as well as through the 

       day.  Guidance states that clothing can be washed as normal. 

 

       All areas of the Pre-school will be cleaned at the end of every day (this includes tables, chairs, toys,  

       toilets, door handles, mats, child accessed storage shelves etc.  We ask that children do not bring  

       comforts such as blankets into Pre-school. 

 

       We will, unfortunately, not be able to send Jerry Giraffe home for a visit during this time. 

 

       We will ensure Pre-school has good ventilation and will use our outdoor space as much as possible. 

 

       If Government Guidelines change we will alter our policy accordingly.  

 

    

 

      Nits and head lice 

 Nits and head lice are not an excludable condition; although in exceptional cases we may ask a parent to 

keep the child away until the infestation has cleared. 

 On identifying cases of head lice, we inform all parents ask them to treat their child and all the family if they 

are found to have head lice. 

 

Procedures for children with allergies 

 When children start at the setting [we/I] ask their parents if their child suffers from any known allergies. 

This is recorded on the Registration Form. 

 If a child has an allergy, we complete a risk assessment form to detail the following: 

- The allergen (i.e. the substance, material or living creature the child is allergic to such as nuts, eggs, 

bee stings, cats etc). 

- The nature of the allergic reactions (e.g. anaphylactic shock reaction, including rash, reddening of skin, 

swelling, breathing problems etc). 

- What to do in case of allergic reactions, any medication used and how it is to be used (e.g. Epipen). 



- Control measures - such as how the child can be prevented from contact with the allergen. 

- Review measures. 

 This risk assessment form is kept in the child’s personal file and a copy is displayed where our staff can 

see it. 

 A health care plan will also be completed. 

 Generally, no nuts or nut products are used within the setting. 

 Parents are made aware so that no nut or nut products are accidentally brought in, for example to a party. 

 

Insurance requirements for children with allergies and disabilities 

 If necessary, our insurance will include children with any disability or allergy, but certain procedures must 

be strictly adhered to as set out below. For children suffering life threatening conditions, or requiring 

invasive treatments; written confirmation from our insurance provider must be obtained to extend the 

insurance. 

 At all times we ensure that the administration of medication is compliant with the Safeguarding and Welfare 

Requirements of the Early Years Foundation Stage. 

 Oral medication: 

- Asthma inhalers are now regarded as ‘oral medication’ by insurers and so documents do not need to 

be forwarded to our insurance provider. Oral medications must be prescribed by a GP or have 

manufacturer’s instructions clearly written on them. 

- We must be provided with clear written instructions on how to administer such medication. 

- We adhere to all risk assessment procedures for the correct storage and administration of the 

medication. 

- We must have the parents or guardians prior written consent. This consent must be kept on file. It is 

not necessary to forward copy documents to [our/my] insurance provider. 

 Life-saving medication and invasive treatments: 

These include adrenaline injections (Epipens) for anaphylactic shock reactions (caused by allergies to 

nuts, eggs etc) or invasive treatments such as rectal administration of Diazepam (for epilepsy). 

Croft Pre-school must have: 

 a letter/care plan from the child's GP/consultant stating the child's condition and what medication if 

any is to be administered; 

 written consent from the parent or guardian allowing [our staff/me] to administer medication; and 

 proof of training in the administration of such medication by the child's GP, a district nurse, 

children’s nurse specialist or a community paediatric nurse. 

- Written confirmation that we hold this information will first be sent to the Early Years Alliance Insurance 

team for appraisal . Written confirmation that the insurance has been extended will be issued by return. 

 Treatments, such as inhalers or Epipens are immediately accessible in an emergency. 

 Key person for special needs children requiring assistance with tubes to help them with everyday living e.g. 

breathing apparatus, to take nourishment, colostomy bags etc.: 

- Prior written consent must be obtained from the child's parent or guardian to give treatment and/or 

medication prescribed by the child's GP. 



- The key person must have the relevant medical training/experience, which may include receiving 

appropriate instructions from parents or guardians. 

- Copies of all letters relating to these children must first be sent to [the Early Years Alliance Insurance 

team for appraisal (if you have another provider, please check their procedures with them)]. Written 

confirmation that the insurance has been extended will be issued by return. 

 If we are unsure about any aspect, we contact [the Early Years Alliance Insurance team on 020 7697 2585 

or email insurance@eyalliance.org.uk. 
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Further information 

 

 Good Practice in Early Years Infection Control (Pre-school Learning Alliance 2009) 

 Medication Administration Record (Pre-school Learning Alliance 2013) 

mailto:insurance@eyalliance.org.uk/


Safeguarding and Welfare Requirement: Child Protection 

Providers must have and implement a policy, and procedures, to safeguard children. 

 Croft Pre-School 

1.5 Missing child 

 

Policy statement 

 

Children’s safety is our highest priority, both on and off the premises. Every attempt is made, through carrying 

out the outings procedure and the exit/entrance procedure, to ensure the security of children is maintained at 

all times. In the unlikely event of a child going missing, our missing child procedure is followed. 

 

Procedures 

 

Child going missing on the premises 

 As soon as it is noticed that a child is missing, the key person/staff alerts the Pre-School Manager. 

 The register is checked to make sure no other child has also gone astray. 

 The Pre-School Manager will carry out a thorough search of the building and garden. 

 Doors and gates are checked to see if there has been a breach of security whereby a child could wander 

out. 

 If the child is not found our manager calls the police immediately and reports the child missing.  If it is 

thought the child may have been abducted the police are informed of this. 

 The parents are then called and informed. 

 A recent photo and a note of what the child is wearing is given to the police. 

 The Pre-School Manager talks to the staff to find out when and where the child was last seen and records 

this. 

 The Pre-School Manager contacts the chairperson and reports the incident. The chairperson ( or if they 

unavailable, a committee member) will come to Croft Pre-School immediately to carry out an investigation, 

with the management committee where appropriate. 

 

Child going missing on an outing 

This describes what to do when staff have taken a small group on an outing, leaving the Pre-School Manager 

and/or other staff back in Croft Pre-School. If the Pre-School Manager has accompanied children on the 

outing, the procedures are adjusted accordingly. 

 

What to do when a child goes missing from a whole Croft Pre-School outing may be a little different, as 

parents usually attend and are responsible for their own child. 



 

 As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their 

designated carer and carry out a headcount to ensure that no other child has gone astray. One staff 

member searches the immediate vicinity, but does not search beyond that. 

 Our senior staff member contacts the police ad reports the child missing. 

 The Pre-School Manager is contacted immediately (if not on the outing) and the incident is recorded. 

 The Pre-School Manager contacts the parent(s), who makes their way to Croft Pre-School. 

 Staff take the remaining children back to Croft Pre-School. 

 According to the advice of the police, a senior member of staff, or our manager, where applicable, should 

remain at the site where the child went missing and wait for the police to arrive. 

 A recent photo and description of what the child is wearing is given to the police. 

 Our manager contacts our Chair and reports the incident.  Our Chair comes to our premises immediately to 

carry out an investigation (with our management committee (where appropriate)) 

 Our staff keep calm and do not let the other children become anxious or worried. 

  

 

The investigation 

 Ofsted are informed as soon as possible and kept up to date with the investigation. 

 Our chair carries out a full investigation, taking written statements from all staff and volunteers who were 

present. 

 The Pre-School Manager together with the Chairperson or a representative of the management committee, 

speaks with the parent(s). 

 The parents may also raise a complaint with Ofsted. 

 Each staff member writes an incident report detailing: 

- The date and time of the incident. 

- Where the child went missing from eg. setting or outing venue. 

- Which staff/children were in the group/outing and the name of the staff designated responsible for the 

missing child. 

- When the child was last seen in the group/outing, including the time it is estimated that the child went 

missing. 

- What has taken place in the group or outing since the child went missing. 

- The report is counter-signed by the senior member of staff and date and time added. 

 A conclusion is drawn as to how the breach of security happened. 

 If the incident warrants a police investigation, all staff co-operate fully. In this case, the police will handle all 

aspects of the investigation, including interviewing staff. Children’s social care may be involved if it seems 

likely that there is a child protection issue to address. 

 In the event of disciplinary action needing to be taken, Ofsted is informed. 

 The insurance provider is informed. 

 



Managing people 

 Missing child incidents are very worrying for all concerned. Part of managing the incident is to try to keep 

everyone as calm as possible. 

 Our staff will feel worried about the child, especially the key person or the designated carer responsible for 

the safety of that child for the outing. They may blame themselves and their feelings of anxiety and distress 

will rise as the length of time the child is missing increases. 

 Staff may be the understandable target of parental anger and they may be afraid. The Pre-School Manager 

need to ensure that staff under investigation are not only fairly treated but receive support while feeling 

vulnerable. 

 The parents will feel angry, and fraught. They may want to blame staff and may single out one staff 

member over others; they may direct their anger at the Pre-School Manager. When dealing with a 

distraught and angry parent, there should always be two members of staff, one of whom is the Pre-School 

Manager and the other should be the chairperson of the management committee or representative. No 

matter how understandable the parent’s anger may be, aggression or threats against staff are not 

tolerated, and the police should be called. 

 The other children are also sensitive to what is going on around them. They too may be worried. The 

remaining staff caring for them need to be focused on their needs and must not discuss the incident in front 

of them. They should answer children’s questions honestly but also reassure them. 

 In accordance with the severity of the final outcome, staff may need counselling and support. If a child is 

not found, or is injured, or worse, this will be a very difficult time. The chairperson  will use their discretion 

to decide what action to take. 

 Staff must not discuss any missing child incident with the press without taking advice. 
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Safeguarding and Welfare Requirement: Health 

Providers must ensure there are suitable hygienic changing facilities for changing any children who are in 
nappies. 

 Croft Pre-School 

6.4 Nappy changing 

 

Policy statement 

 

No child is excluded from participating in Croft Pre-School who may, for any reason, not yet be toilet trained 

and who may still be wearing nappies or equivalent. We work with parents towards toilet training, unless there 

are medical or other developmental reasons why this may not be appropriate at the time. 

 

We provide nappy changing facilities and exercise good hygiene practices in order to accommodate children 

who are not yet toilet trained. 

 

We see toilet training as a self-care skill that children have the opportunity to learn with the full support and 

non-judgemental concern of adults. 

 

Procedures 

Our key persons ask parents if they have a list of nappy changing times they want us to use for their child.  We 

would, of course change more frequently if needed.  

 Changing areas are warm with safe areas to lay children, with no bright lights shinning down into their 

eyes. 

 Each child has their own bag to hand with their nappies or pull ups and changing wipes. 

 Gloves and aprons are put on by staff before changing starts and the areas are prepared. The mat is 

wiped down after each child is changed.  Gloves are not always required for a wt nappy where the is no 

risk of infection, however, gloves are always available for those staff who choose to wear them.  Gloves 

are always used for a soiled nappy.  

 All staff are familiar with the hygiene procedures and carry these out when changing nappies. 

 Children are changed within sight of other staff whilst maintaining their dignity and privacy at all times.  

  We never turn our back on a child, or leave them unattended, whilst they are on a changing mat. 

 When changing a child’s nappy our staff ensure that nappy changing is relaxed and a time to promote 

independence in young children. 

 Children are encouraged to take an interest in using the toilet; they may just want to sit on it and talk to a 

friend who is also using the toilet. 

 Children are encouraged to wash their hands, and have soap and drying facilities to hand. They should be 

allowed time for some play as they explore the water and the soap. 



 We do not use anti-bacterial hand wash liquid or soap  for young children; young skin is quite delicate and 

anti-bacterial products kill off certain good bacteria that children need to develop their own natural 

resistance to infection. 

 Staff are gentle when changing; they avoid pulling faces and making negative comments about ‘nappy 

contents’. 

 Staff do not make inappropriate comments about children’s genitals when changing their nappies. 

 Children access the toilet when they have the need to and are encouraged to be independent. 

 Any soil (faeces) in nappies or pull ups is flushed down the toilet and the nappy or pull up is bagged and 

taken home. Cloth nappies, trainer pants and ordinary pants that have been wet or soiled are bagged for 

the parent to take home. 

 We have a ‘duty of care’ towards children’s personal needs. If children are left in wet or soiled nappies/pull 

ups in the setting this may constitute neglect and will be a disciplinary matter. 
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General Safeguarding and Welfare Requirement: Safety and Suitability of Premises, Environment and 
Equipment 

Providers must have a no-smoking policy, and must prevent smoking in a room, or outside play area, when 
children are present or about to be present 

 Croft Pre-School 

8.7 No-smoking 

 

Policy statement 

 

Croft Pre-school comply with health and safety regulations and the Safeguarding and Welfare Requirements of 

the Early Years Foundation Stage in making our setting a no-smoking environment - both indoors and outdoors. 

 

Procedures 

 

 All staff, parents and volunteers are made aware of our No-smoking Policy. 

 No smoking signs are displayed prominently. 

 The No-smoking Policy is stated in information for parents and staff. 

 We actively encourage no-smoking by having information for parents and staff about where to get help to stop 

smoking if they are seeking this information. 

 Staff who smoke do not do so during working hours, unless on a scheduled break and off the premises. 

 Staff who smoke during working hours and travelling to and from work must not do so whilst wearing Croft 

Pre-school uniform, or must at least cover the uniform. 

 E-cigarettes are not permitted. 

 Staff who smoke or use e-cigarettes during their scheduled go well away from the premises. 

 Staff who smoke during their break make every effort to reduce the effects of odour and passive smoking for 

children and colleagues. 

 Staff are made aware the failure to adhere to this policy and procedures may result in disciplinary action. 

 It is a criminal offence for employees to smoke in smoke-free areas, with a fixed penalty of £50 or prosecution 

and a fine of up to £200. 

 

Legal framework 

 

 The Smoke-free (Premises and Enforcement) Regulations (2006) 

 The Smoke-free (Signs) Regulations (2012) 



Revised September 2010 [Type text] 
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Further Information 

 

The New Early Years Employee Handbook (Pre-school Learning Alliance 2019) 

Recruiting Early Years Staff (Pre-school Learning Alliance 2016) 

People Management in the Early Years (Pre-school Learning Alliance 2016) 



Safeguarding and Welfare Requirement: Child Protection 

The safeguarding policy and procedures must include an explanation of the action to be taken in the event 
of an allegation being made against a member of staff, and cover the use of mobile phones and cameras in 
the setting. 

 

1.6 Online safety (inc. mobile phones and cameras) 

 

Policy statement 

 

We take steps to ensure that there are effective procedures in place to protect children, young people and 

vulnerable adults from the unacceptable use of Information Communication Technology (ICT) equipment or 

exposure to inappropriate materials in the setting.  

 

Procedures 

 

 Our designated person (manager) responsible for co-ordinating action taken to protect children is: 

Yvonne Wright 

 

Information Communication Technology (ICT) equipment 

 Only ICT equipment belonging to the setting is used by staff and children. 

 The designated person is responsible for ensuring all ICT equipment is safe and fit for purpose.  

 All computers have virus protection installed. 

 The designated person ensures that safety settings are set to ensure that inappropriate material cannot 

be accessed. 

 

Internet access 

 Children do not normally have access to the internet and never have unsupervised access. 

 If staff access the internet with children for the purposes of promoting their learning, written permission 

is gained from parents who are shown this policy. 

 The designated person has overall responsibility for ensuring that children and young people are 

safeguarded and risk assessments in relation to online safety are completed. 

 Children are taught the following stay safe principles in an age appropriate way prior to using the 

internet; 

- only go on line with a grown up 

- be kind on line 

- keep information about me safely 

- only press buttons on the internet to things I understand 

- tell a grown up if something makes me unhappy on the internet 

 Designated persons will also seek to build children’s resilience in relation to issues they may face in the 

online world, and will address issues such as staying safe, having appropriate friendships, asking for 



help if unsure, not keeping secrets as part of social and emotional development in age appropriate 

ways. 

 If a second hand computer is purchased or donated to the setting, the designated person will ensure 

that no inappropriate material is stored on it before children use it. 

 All computers for use by children are located in an area clearly visible to staff. 

 Children are not allowed to access social networking sites. 

 Staff report any suspicious or offensive material, including material which may incite racism, bullying or 

discrimination to the Internet Watch Foundation at www.iwf.org.uk. 

 Suspicions that an adult is attempting to make inappropriate contact with a child on-line is reported to 

the National Crime Agency’s Child Exploitation and Online Protection Centre at www.ceop.police.uk. 

 The designated person ensures staff have access to age-appropriate resources to enable them to 

assist children to use the internet safely. 

 If staff become aware that a child is the victim of cyber-bullying, they discuss this with their parents and 

refer them to sources of help, such as the NSPCC on 0808 800 5000 or www.nspcc.org.uk, or Childline 

on 0800 1111 or www.childline.org.uk. 

 
Email 

 Children are not permitted to use email in the setting. Parents and staff are not normally permitted to 

use setting equipment to access personal emails. 

 Staff do not access personal or work email whilst supervising children. 

 Staff send personal information by encrypted email and share information securely at all times. 

 

Mobile phones – children 

 Children do not bring mobile phones or other ICT devices with them to the setting. If a child is found to 

have a mobile phone or ICT device with them, this is removed and stored in a locked cupboard until the 

parent collects them at the end of the session. 

 

Mobile phones – staff and visitors 

 Personal mobile phones are not used by our staff on the premises during working hours. They will be 

stored in a locker. 

 In an emergency, personal mobile phones may be used in an area where there are no children present, 

with permission from the manager. 

 Our staff and volunteers ensure that the setting telephone number is known to family and other people 

who may need to contact them in an emergency. 

 If our members of staff or volunteers take their mobile phones on outings, for use in case of an 

emergency, they must not make or receive personal calls, or take photographs of children. 

 Parents and visitors are requested not to use their mobile phones whilst on the premises. We make an 

exception if a visitor’s company or organisation operates a lone working policy that requires contact with 

their office periodically throughout the day. Visitors will be advised of a quiet space where they can use 

their mobile phone, where no children are present. 

http://www.iwf.org.uk/
http://www.ceop.police.uk/


 These rules also apply to the use of work-issued mobiles, and when visiting or supporting staff in other 

settings. 

 

Cameras and videos 

 Our staff and volunteers must not bring their personal cameras or video recording equipment into the 

setting. 

 Photographs and recordings of children are only taken for valid reasons i.e. to record their learning and 

development, or for displays within the setting, with written permission received by parents (see the 

Registration form). Such use is monitored by the manager. 

 Where parents request permission to photograph or record their own children at special events, general 

permission is gained from all parents for their children to be included. Parents are advised that they do 

not have a right to photograph anyone else’s child or to upload photos of anyone else’s children. 

 If photographs of children are used for publicity purposes, parental consent must be given and 

safeguarding risks minimised, for example, ensuring children cannot be identified by name or through 

being photographed in a sweatshirt with the name of their setting on it. 

 

Social media  

 Staff are advised to manage their personal security settings to ensure that their information is only 

available to people they choose to share information with. 

 Staff should not accept service users, children and parents as friends due to it being a breach of 

expected professional conduct.  

 In the event that staff name the organisation or workplace in any social media they do so in a way that 

is not detrimental to the organisation or its service users.  

 Staff observe confidentiality and refrain from discussing any issues relating to work 

 Staff should not share information they would not want children, parents or colleagues to view.  

 Staff should report any concerns or breaches to the designated person in their setting.  

 Staff avoid personal communication, including on social networking sites, with the children and parents 

with whom they act in a professional capacity. If a practitioner and family are friendly prior to the child 

coming into the setting, this information is shared with the manager prior to a child attending and a risk 

assessment and agreement in relation to boundaries is agreed.  

 

Electronic learning journals for recording children’s progress 

 Managers seek permission from the senior management team prior to using any online learning journal. 

A risk assessment is completed with details on how the learning journal is managed to ensure children 

are safeguarded. 

 Staff adhere to the guidance provided with the system at all times. 

 

Use and/or distribution of inappropriate images 

 Staff are aware that it is an offence to distribute indecent images. In the event of a concern that a 

colleague or other person is behaving inappropriately, the Safeguarding Children and Child Protection 

policy, in relation to allegations against staff and/or responding to suspicions of abuse, is followed  



 Staff are aware that grooming children and young people on line is an offence in its own right and 

concerns about a colleague’s or others’ behaviour are reported (as above). 

 

Further guidance 

 

 NSPCC and CEOP Keeping Children Safe Online training: www.nspcc.org.uk/what-you-can-do/get-

expert-training/keeping-children-safe-online-course/ 

 Safeguarding Children (Pre-school Learning Alliance 2013) 

 The New Employee Handbook (Pre-school Learning Alliance 2019) 
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Other useful Pre-school Learning Alliance publications 

Safeguarding Children (2013) 

Employee Handbook (2012) 

http://www.nspcc.org.uk/what-you-can-do/get-expert-training/keeping-children-safe-online-course/
http://www.nspcc.org.uk/what-you-can-do/get-expert-training/keeping-children-safe-online-course/


Safeguarding and Welfare Requirement: Information and Records 

Providers must maintain records and obtain and share information to ensure the safe and efficient 
management of the setting, and to ensure the needs of all children are met. 

 Croft Pre-School 

10.5 Parental involvement 

 

Policy statement 

 

Croft Pre-School believe that children benefit most from early years education and care when parents and 

settings work together in partnership. 

 

Our aim is to support parents as their children's first and most important educators by involving them in their 

children's education and in the full life of Croft Pre-School. We also aim to support parents in their own 

continuing education and personal development. 

 

Some parents are less well represented in early years settings; these include fathers, parents who live apart 

from their children, but who still play a part in their lives, as well as working parents. In carrying out the 

following procedures, we will ensure that all parents are included. 

 

When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth parents, as 

well as step-parents and parents who do not live with their children, but have contact with them and play a part 

in their lives. ‘Parents’ also includes same sex parents, as well as foster parents. 

 

The Children Act (1989) defines parental responsibility as 'all the rights, duties, powers, responsibilities and 

authority which by law a parent of a child has in relation to the child and his property’. (For a full explanation of 

who has parental responsibility, refer to the Safeguarding Children (Pre-school Learning Alliance 2013.) 

 

Procedures 

      Parents are made to feel welcome in our Pre-school; they are greeted appropriately, there is adult seating 

      and provision for refreshments. 

 We have a means to ensure all parents are included - that may mean we have different strategies for 

involving fathers, or parents who work or live apart from their children. 

 We make every effort to accommodate parents who have a disability or impairment. 



 We consult with all parents to find out what works best for them. 

 We ensure ongoing dialogue with parents to improve our knowledge of the needs of their children and to 

support their families. 

 We inform all parents about how Croft Pre-School is run and its policies, through access to written 

information including our Safeguarding Children and Child Protection Policy and our responsibilities under 

the Prevent Duty, and through regular informal communication. We check to ensure parents understand 

the information that is given to them.   

 Information about a child and his or her family is kept confidential within our setting.  We provide you with a 

privacy notice that details how and why we process your personal information.  The exception to this is 

where there is cause to believe that a child may be suffering, or likely to suffer, significant harm, or where 

there are concerns regarding a child’s development that need to be shared with other agencies.  We seek 

parental permission unless there are reasons not to in order to protect the safety of the child.  Reference is 

made to our Information Sharing Policy on seeking consent for disclosure. 

 We seek specific parental consent to administer medication, take a child for emergency treatment, take a 

child on an outing and take photos for the purpose of record keeping. 

 The expectations that we make on parents are made clear at registration. 

 We make clear our expectation that parents will participate in settling in their child at the commencement of 

a place according to an agreed plan. 

 We seek parents’ views regarding changes in the delivery of our service. 

 Parents are actively encouraged to participate in decision making processes according to the structure in 

place within our setting. 

 We encourage parents to become involved in the social and cultural life of our setting and actively 

contribute to it.  

 As far as possible our service is provided in a flexible way to meet the needs of parents without 

compromising the needs of the children. 

 We provide sufficient opportunity for parents to share necessary information with staff and this is recorded 

and stored to protect confidentiality. 

 Our key persons meet regularly with parents to discuss their child’s progress and to share concerns if they 

arise. 

 Where applicable, our key persons work with parents to carry out an agreed plan to support special 

educational needs. 

 Where applicable, our key persons, work with parents to carry out any agreed tasks where a Protection 

Plan is in place for a child. 

 We involve parents in the shared record keeping about their child – either formally or informally – and 

ensure parents have access to their children’s written development records. 

 We provide opportunities for parents to contribute their own skills, knowledge and interests to the activities 

of the setting. 

 We support families to be involved in activities that promote their own learning and well-being, informing 

parents about relevant conferences, workshops and training. 

 We consult with parents about the times of meetings to avoid excluding anyone. 



 We provide information about opportunities to be involved in the setting in ways that are accessible to 

parents with basic skill needs, or those for whom English in an additional language; making every effort to 

provide an interpreter for parents who speak a language other than English and to provide translated 

written material. 

 We hold meetings in venues that are accessible and appropriate for all. 

 We welcome the contribution of parents, in whatever form these may take. 

 We inform all parents of the systems for registering queries, complaints or suggestions and we check to 

ensure these are understood.  All parents have access to our written complaints procedure. 

 We provide opportunities for parents to learn about the curriculum offered in the setting and about young 

children’s learning, in the setting and at home.  There are opportunities for parents to take active roles in 

supporting their child’s learning in the setting: informally through helping out or taking part in activities with 

their child, or through structured projects engaging parents and staff in learning about children’s learning. 

 

 

In compliance with the Safeguarding and Welfare Requirements, the following documentation is in place: 

 Admissions Policy. 

 Complaints procedure. 

 Record of complaints. 

 Developmental records of children. 
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Further Information 

 

 Complaint Investigation Record (Pre-school Learning Alliance 2015) 

 Engaging Mothers & Fathers (Pre-school Learning Alliance 2010) 

 Safeguarding Children (Pre-school Learning Alliance 2013) 

 The First and Foremost Series (Pre-school Learning Alliance 2008) 

 Playcards for the Home Environment (Pre-school Learning Alliance 2016) 

 



 

 Croft Pre-School 

 
Safeguarding Children Recording Pre Existing Injuries Policy 
 
 
We are responsible for safeguarding and promoting children’s and young people’s welfare… 

Safeguarding and promoting the welfare of children is defined as … 

 Protecting children from maltreatment 

 Preventing impairment of children’s health or development 

 Ensuring that children are growing up in circumstances consistent with the provision of 

safe and effective care; 

 And undertaking that role so as to enable those children to have optimum life chances 

and to enter adulthood successfully 

 (Working Together to Safeguard Children March 2015) 

 

What is a Pre-Existing Injury? 

A pre-existing injury is one that occurred when the child was in the care of a parent / carer, or 

another setting. 

 

Why Do We Record Pre-Existing Injuries? 

Employers should ensure that their employees who work or have contact with children are 

appropriately trained in child development and in how to recognise and act on potential signs of 

child abuse and neglect.  Training should also include associated vulnerability and risk factors 

and resilience and protective factors, identifying potential violent behaviour and assessing the 

capacity of the parent or carer to meet a child’s needs taking into account their own 

needs/circumstances/history/illness/addiction.  

(Working Together to Safeguard Children March 2015) 

 

 To safeguard children and the setting/staff by identifying suspected child abuse or 

neglect. 



 

 To ensure you are undertaking your duty to follow your Child Protection responsibilities, 

policies and procedures effectively. 

 To consider whether the injury is non-accidental. 

 To consider whether there is likely to be child abuse or neglect taking place.  

 To help you to make a decision about whether an injury or concern should be reported. 

 To consider whether there is a pattern or a number of injuries that would give you cause 

to be concerned or doubtful about the explanation given by parents/carer, to prompt 

you to consider reporting it. 

 

This Policy and Procedure will be discussed with new staff members, students and volunteers as 

part of their induction and will also be re-visited regularly during team meetings and Supervisions 

with staff.  

The Policy and Procedure will be discussed and made clear to all Parents and Carers, so they are 

aware of our duty to protect and safeguard the children in our care. 

 

Recording Pre-Existing Injuries 

 

Procedure 

 

If a child arrives at pre-school with a significant visible injury or if one is discovered during the 

session, we will ask parents and carers for information about the injury and record the injury on 

a body map. Parents or carers will be asked to sign the record, which will be kept in a 

confidential place. 

All staff will receive training in how to recognise the signs and symptoms of harm. 

 

1. All injuries will be recorded on the pre-existing injuries form. Be specific. Describe the 

type of injury and size (eg. the bruise was the size of a 50p piece) and colour of any 

bruising. 

2. The child can be asked how they have injured themselves in an age appropriate way, and 

the answer will be recorded. Do not distress the child or ask leading questions.  

3. Ensure the Manager/Child Protection Coordinator or person in charge that day is 

informed that you have completed a Pre-Existing Injury form, and any concerns you 

have. 



 

4. Parents will also be asked how the injury occurred and this will be recorded. Be aware of 

your own safety and the approach and tone you use when speaking with parents.  

5. The parents or carers must be spoken to on the same day. You may need to telephone 

them or invite them into the setting, if someone different is collecting the child. 

6. Parents must always sign the pre-existing injuries form. If concerns are being recorded, 

when and what is shared will be down to the practitioner’s professional judgement. If it is 

not appropriate to share the information immediately with parents the reason for not 

doing so will be recorded. 

7. Information recorded must be factual. 

8. All information should be clearly written and legible, signed and dated by the parent or 

carer and staff member. 

9. All information will be stored confidentially, separate to children’s Learning Journey file.  

10. The nominated Child Protection person within pre-school will take responsibility for 

ensuring that if concerns are raised, they are dealt with promptly. 

11. The Child Protection Coordinator/Manager must monitor the completed   forms before 

they are filed, in a planned and systematic way. 

12. Record and review chronology (a list of events in order of occurrence),  follow up in line 

with East Riding Safeguarding  Partnership procedures 

13. If the child is involved with children’s social care the injury must be reported to the 

child’s social worker. 

 

Things to consider 

 

 Was the reason given by parent and child both consistent and plausible? 

 Have there been ongoing concerns over a period of time? 

 Have there been other injuries? 

 Have there been other concerns? 

 Have there been recent changes or pressures on the family, e.g. Family breakdown, house 

move, unemployment. 

 Does anyone else have concerns? 

 Is there a need to share this information? 

 Consider the age and stage of development of the child. Could the injury have been 

accidental based on your knowledge of the individual child?  



 

 Consider whether there are particular risk factors, such as the child has additional needs 

or there has been a change in the families/child’s behaviour that has prompted you to 

have concerns, such as; you’ve previously asked about a pre-existing injury and made a 

decision not to report it and the child does not attend for the next few weeks. Is there 

likely to be a reason for this based on your knowledge of the child and family?  

 Consider the background of the child and family if the child is involved with Children’s 

Social Care, you must inform the child’s Social Worker immediately. 

 If in doubt the setting will never hold onto information but will share information and 

seek advice in line with Working Together to Safeguard Children (2015) and the Data 

Protection Act (1998) 

 

 

If after discussing with the child and parent and there are still concerns it will need to be 

determined if there needs to be a referral to Children’s Social Care through the Golden Number, 

01482 395500. The designated person within the setting will have to make a professional 

judgment and must clearly document the decisions made and the clear reasoning behind the 

decision. If it is determined that the child has unmet needs and the family require further support 

then a Early Help Assessment (EHA) will be offered to the family. 
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Safeguarding and Welfare Requirement: Managing behaviour 

Providers are responsible for managing children’s behaviour in an appropriate way. 

 Croft Pre-School 

 

7.1 Promoting positive behaviour 

 

Policy statement 

 

Croft Pre-School believe that children flourish best when their personal, social and emotional needs are 

understood, supported and met and where there are clear, fair and developmentally appropriate expectations for 

their behaviour. 

 

As children develop, they learn about boundaries, the difference between right and wrong, and to consider the 

views and feelings, and needs and rights, of others and the impact that their behaviour has on people, places and 

objects. The development of these skills requires adult guidance to help encourage and model appropriate 

behaviours and to offer intervention and support when children struggle with conflict and emotional situations. In 

these types of situations key staff can help identify and address triggers for the behaviour and help children 

reflect, regulate and manage their actions.  We appoint a member of staff as behaviour coordinator to oversee 

and advise on the team’s responses to challenging behaviour. 

 

Procedures 

 

In order to manage children’s behaviour in an appropriate way Croft Pre-School will ensure its staff: 

 

- attend relevant training to help understand and guide appropriate models of behaviour; 

- implement the setting’s behaviour procedures including the stepped approach (see over); 

- have the necessary skills to support other staff with behaviour issues and to access expert advice, if 

necessary; 

  

 

 

 

 



Stepped approach 

Step 1 

 Croft Pre-School will ensure that EYFS guidance relating to ‘behaviour management’ is incorporated into 

relevant policy and procedures; 

 Croft Pre-School will be knowledgeable with, and apply the setting’s procedures on Promoting Positive 

Behaviour; 

 Croft Pre-School will undertake an annual audit of the provision to ensure the environment and practices 

support healthy social and emotional development. Findings from the audit are considered by management 

and relevant adjustments applied. (A useful guide to assessing the well-being of children can be found at 

www.kindengezin.be/img/sics-ziko-manual.pdf) 

 Croft Pre-School will ensure that all staff are supported to address issues relating to behaviour including 

applying initial and focused intervention approaches (see below). 

 

Step 2  

 Croft Pre-School address unwanted behaviours using the agreed and consistently applied initial intervention 

approach. If the unwanted behaviour does not reoccur or cause concern then normal monitoring will resume.  

 Behaviours that result in concern for the child and/or others will be discussed between the key person, the 

behaviour coordinator and Special Educational Needs Coordinator (SENCO) or/and manager. During the 

meeting, the key person will use their knowledge and assessments of the child to share any known influencing 

factors (new baby, additional needs, illness etc.) in order to place the behaviour into context. Appropriate 

adjustments to practice will be agreed and if successful normal monitoring resumed.  

 If the behaviour continues to reoccur and remain a concern then the key person and SENCO should liaise with 

parents to discuss possible reasons for the behaviour and to agree next steps.  I relevant and appropriate, the 

views of the child relating to their behaviour should be sought and considered to help identify a cause. If a 

cause for the behaviour is not known or only occurs whilst in the setting then the Behaviour Coordinator will 

suggest using a focused intervention approach to identify a trigger for the behaviour.  

 If a trigger is identified then the SENCO and key person will meet with the parents to plan support for the child 

through developing an action plan. If relevant, recommended actions for dealing with the behaviour at home 

should be agreed with the parent/s and incorporated into the plan. Other members of the staff team should be 

informed of the agreed actions in the action plan and help implement the actions. The plan will be monitored 

and reviewed regularly by the key person and SENCO until improvement is noticed. 

 

All incidents and interventions relating to unwanted and challenging behaviour by children should be clearly and 

appropriately logged. 

 

Step 3  

 If, despite applying the initial intervention and focused intervention approaches, the behaviour continues to 

occur and/or is of significant concern, then the behaviour coordinator and SENCO will invite the parents to a 

meeting to discuss external referral and next steps for supporting the child in the setting.  

http://www.kindengezin.be/img/sics-ziko-manual.pdf


 It may be agreed that the Common Assessment Framework (CAF) or  Early Help process should begin and 

that specialist help be sought for the child  – this support may address either developmental or welfare needs. 

If the child’s behaviour is part of a range of welfare concerns that also include a concern that the child may be 

suffering or likely to suffer significant harm, follow the Safeguarding and Children and Child Protection Policy 

(1.2). It may also be agreed that the child should be referred for an Education, Health and Care assessment. 

(See Supporting Children with SEN policy 9.2)  

 Advice provided by external agencies will be incorporated into the child’s action plan and regular multi-

disciplinary meetings held to review the child’s progress. 

 

Initial intervention approach 

 Croft Pre-School use an initial problem solving intervention for all situations in which a child or children are 

distressed on in conflict. All staff use this intervention consistently. 

 This type of approach involves an adult approaching the situation calmly, stopping any hurtful actions, 

acknowledging the feelings of those involved, gathering information, restating the issue to help children reflect, 

regain control of the situation and resolve the situation themselves. 

 High Scope’s Conflict Resolution process provides this type of approach but equally any other similar method 

would be suitable. Periodically the effectiveness of the approach will be checked. 

 

Focused intervention approach 

 The reasons for some types of behaviour are not always apparent, despite the knowledge and input from key 

staff and parents. 

 Where Croft Pre-School have considered all possible reasons, a focused intervention approach will then be 

applied. 

 This approach allows the key person and behaviour coordinator to observe, reflect, and identify causes and 

functions of unwanted behaviour in the wider context of other known influences on the child. 

 Croft Pre-School follows the ABC method which uses key observations to identify a) an event or activity 

(antecedent) that occurred immediately before a particular behaviour, b) what behaviour was observed and 

recorded at the time of the incident, and c) what the consequences were following the behaviour. Once 

analysed, the focused intervention should help determine the cause (e.g. ownership of a toy or fear of a 

situation) and function of the behaviour (to obtain the toy or avoid a situation) and suitable support will be 

applied. 

 

Use of rewards and sanctions  

 All children need consistent messages, clear boundaries and guidance to intrinsically manage their behaviour 

through self-reflection and control. 

 Rewards such as excessive praise and stickers may provide an immediate change in the behaviour but will 

not teach children how to act when a ‘prize’ is not being given or provide the child with the skills to manage 

situations and their emotions. Instead, a child is taught how to be ‘compliant’ and respond to meet adult’s own 



expectations in order to obtain a reward (or for fear of a sanction). If used then the type of rewards and their 

functions will be carefully considered before applying. 

 Children at Croft Pre-School are never  labelled, criticised, humiliated, punished, shouted at or isolated by 

removing them from the group and left alone in ‘time out’ or on a ‘naughty chair’. However, if necessary 

children may be accompanied and removed from the group (or activity) in order to calm down and if 

appropriate helped to reflect on what has happened. 

 

Use of physical intervention 

 The term physical intervention is used to describe any forceful physical contact by an adult to a child such as 

grabbing, pulling, dragging, or any form of restraint of a child such as holding down. Where a child is upset or 

angry, staff will speak to them calmly, encouraging them to vent their frustration in other ways by diverting the 

child’s attention.  

 Staff should not use physical intervention – or the threat of physical intervention, to manage a child’s 

behaviour unless it is necessary to use “reasonable force in order to prevent children from injuring themselves 

or others or damage property” (EYFS).  

 If “reasonable force” has been used for any of the reasons shown above, parents are to be informed on the 

same day that it occurs. The intervention will be recorded as soon as possible within the child’s file, which 

states clearly when and how parents were informed. 

 Corporal (physical) punishment of any kind is never used or threatened as this could adversely affect a child's 

well-being. 

 

Challenging Behaviour/Aggression by Children towards other children 

      Any aggressive behaviour by children towards other children will result in a staff member intervening 

      Immediately to challenge and prevent escalation. 

      If the behaviour has been significant or may potentially have a detrimental effect on the child, the parents of 

      the child who has been the victim of behaviour and the parents of the child who has been the perpetrator 

       should be informed. 

      The designated person will contact the children’s social services if appropriate, i.e., if a child has been  

      seriously injured, or if there is reason to believe that a child’s challenging behaviour is an indication that 

      they themselves are being abused. 

      The designated person will make a written record of the incident, which is kept in the child’s file in line with the 

       Safeguarding children, young people and vulnerable adults policy. 

      The designated person should complete a risk assessment related to the child’s challenging behaviour to 

      avoid any further instances. 

      The designated person should meet with the parents of the child who has been affected by the behaviour to 

      advise them of the incident and the setting’s response to the incident. 

      Ofsed should be notified if appropriate, if a child has been seriously injured. 

      Relevant health and safety procedures and procedures for dealing with concerns and complaints should be 

      followed. 



      Parents should also be asked to sign risk assessments where the risk assessment relates to managing the 

      behaviour of a specific child. 

 

Bullying is a behaviour that both parents and practitioners worry about.  Bullying is a deliberate, aggressive and 

repeated action, which is carried out with intent to cause harm or distress to others.  It requires the child to have 

‘theory of mind’ and a higher level of reasoning and thinking, all of which are complex skills that most three-year-

olds have not developed (usually after the age of four along with empathy).  Therefore an outburst by a three-

year-old is more likely to be a reflection of the child’s emotional well-being, their stage of development or a 

behaviour they have copied from someone else. 

 

Young children are keen observers and more likely to copy behaviours, which mimic the actions of others, 

especially the actions of people they have established a relationship with.  These are leant behaviours rather than 

premeditated behaviours because children this young do not have sufficiently sophisticated cognition to carry out 

the type of bullying an older child can do.  Unless addressed early, this type of pre-bullying behaviour in young 

children can lead on to bullying behaviour later in childhood.  The fear is that by labelling a child as a bully early in 

life we risk influencing negative perceptions and expectations of the child which will impact on their self-image, 

self esteem and may adversely affect their long term behaviour.  This label can stick with the child for the rest of 

their life.  

 

Challenging unwanted behaviour from adults in the setting 

     Croft Pre-school will not tolerate behaviour from an adult which demonstrates a dislike, prejudice and/or  

      discriminatory attitude or action towards any individual or group.  This includes negativity towards groups and 

      individuals living outside the UK (xenophobia).  This also applies to the same behaviour if directed towards  

      specific groups of people and individuals who are British Citizens residing in the UK. 

      Allegations of discriminatory remarks or behaviour including xenophobia made in our setting by any adult will 

      be taken seriously.  The perpetrator will be asked to stop the behaviour and failure to do so may result in the 

      adult being asked to leave the premises and in the case of a staff member, disciplinary measures being taken. 

      Where a parent makes discriminatory or prejudiced remarks to staff at any time, or other people while on the 

      premises, this is recorded on the child’s file and is reported to our setting manager.  The procedure is 

      explained and the parent asked to comply while on the premises.  An ‘escalatory’ approach will be taken with 

      those who continue to exhibit this behaviour.  The se4cond stage comprises a letter to the parent requesting 

      them to sign a written agreement not to make discriminatory remarks or behave in a discriminatory or  

      prejudiced manner, the third stage may be considering withdrawing the child’s place. 

  

 

Further guidance 

 

 Special Educational Needs and Disability Code of Practice (DfE 2014) 

 Behaviour Matters (Pre-school Learning Alliance 2016) 



 CIF Summary Record (Pre-school Learning Alliance 2016) 
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Safeguarding and Welfare Requirement: Information and Records 

Providers must maintain records and obtain and share information to ensure the safe and efficient 
management of the setting, and to help ensure the needs of all children are met. 

 

10.7 Provider records 

 

Policy statement 

 

We keep records and documentation for the purpose of maintaining our charity. These include: 

 Records pertaining to our registration. 

 Landlord/lease documents and other contractual documentation pertaining to amenities, services and 

goods. 

 Financial records pertaining to income and expenditure. 

 Risk assessments. 

 Employment records of our staff including their name, home address and telephone number. 

 Names, addresses and telephone numbers of anyone else who is regularly in unsupervised contact with 

the children. 

 

 

We consider our records as confidential based on the sensitivity of information, such as with employment 

records. These confidential records are maintained with regard to the framework of the General Data 

Protection Regulations (2018), further details are given in our Privacy Notice and the Human Rights Act 

(1998). 

 

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

Records Policy and Information Sharing Policy. 

 

Procedures 

 

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

 All our records are kept in an orderly way in files and filing is kept up-to-date. 

 Our financial records are kept up-to-date for audit purposes. 

 We maintain health and safety records; these include risk assessments, details of checks or inspections 

and guidance etc. 

 Our Ofsted registration certificate is displayed. 

 Our Public Liability insurance certificate is displayed. 

 All our employment and staff records are kept securely and confidentially. 

 

We notify Ofsted of any: 

 change in the address of our premises; 



 change to our premises which may affect the space available to us or the quality of childcare we provide; 

 change to the name and address of our registered provider, or the provider’s contact information; 

 Change to the person managing our provision; 

 significant event which is likely to affect our suitability to look after children; or 

 other event as detailed in the Statutory Framework for the Early Years Foundation Stage (DfE 2017). 

 

Legal framework 

 

 Genera Data Protection Regulations (GDPR) (2018) 

 Human Rights Act 1998 
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Further Information 

 

 Accident Record (Pre-school Learning Alliance 2017) 

 Accounts Record (Pre-school Learning Alliance 2015) 

 Safeguarding Children (Pre-school Learning Alliance 2013) 

 Recruiting Early Years Staff (Pre-school Learning Alliance 2016) 

 People Management in the Early Years (Pre-school Learning Alliance 2016) 

 Financial Management (Pre-school Learning Alliance 2010) 

 Medication Administration Record (Pre-school Learning Alliance 2017) 

 Daily Register and Outings Record (Pre-school Learning Alliance 2018) 

 Dynamic Risk Management  (Pre-school Learning Alliance 2017) 

 Complaint Investigation Record (Pre-school Learning Alliance 2015) 



Safeguarding and Welfare Requirement: Health 

Providers must keep a written record of accidents or injuries and first aid treatment. 

Croft Pre-School 

6.3 Recording and reporting of accidents and incidents 

 

Policy statement 

 

Croft Pre-school follows the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters or behavioural 

incidents between children are not regarded as incidents and there are separate procedures for this. 

 

Procedures 

 

Our accident book: 

 is kept in a safe and secure place; 

 is accessible to staff and volunteers, who all know how to complete it; and 

 is reviewed at least half termly to identify any potential or actual hazards. 

 

Reporting accidents and incidents 

Ofsted is notified as soon as possible, but at least within 14 days, of any instances which involve: 

 food poisoning affecting two or more children looked after on our premises; 

 a serious accident or injury to, or serious illness of, a child in our care and the action we take in response; 

and 

 the death of a child in our care. 

 

Local child protection agencies are informed of any serious accident or injury to a child, or the death of any 

child, while in our care and we act on any advice given by those agencies. 

Any food poisoning affecting two or more children or adults on our premises is reported to the local 

Environmental Health Department. 

 

We meet our legal requirements in respect of the safety of our employees and the public by complying with 

RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). We report to the 

Local Authority: 

 any work-related accident leading to an injury to a member of the public (child or adult), for which they are 

taken to hospital for treatment; 



 any work-related accident leading to a specific injury  to one of our employees.  Specific injuries include 

injuries such as fractured bones, the loss of consciousness due to head injury, serious burns or 

amputations.  

 Any work related accident leading to an injury to one of our employees which results in them being unable 

to work for seven consecutive days.  All work-related injuries that lead to one of our employees be 

incapacitated for three or more days are recorded in our accident book.  

 when a member of staff suffers from a reportable work-related disease or illness as specified by the HSE. 

 any death, of a child or adult, that occurs in connection with activities relating to our work; and  

 any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not 

cause an accident, but could have done; such as a gas leak. 

 

Information for reporting incidents to the Local Authority Health and Safety Executive is provided in the 

Accident Record  (Pre-school Learning Alliance 2017). Any dangerous occurrence is recorded in our incident 

book (see below). 

 

Our incident book 

 We have ready access to telephone numbers for emergency services, including the local police. As we 

rent the premises we ensure we have access to the person responsible for electricity, emergency services, 

carpenter and plumber and there is a shared procedure for dealing with emergencies. 

 We ensure that our staff and volunteers carry out all health and safety procedures to minimise ridsk and 

that they know what to do in an emergency. 

 On discovery of an incident we report it to the appropriate emergency service – fire, police, ambulance – if 

those services are needed. 

 If an incident occurs before the children arrive our manager risk assesses the situation and decides if the 

premises are safe to receive the children.  Our manager may decide to close the setting. 

 Where an incident occurs whilst children are in our care and it is necessary to evacuate the building we will 

follow the procedures in our Fire Safety and Evacuation Policy, or when on an outing, the procedures 

identified in the risk assessment for the outing. 

 If a crime has been committed we ask all adults who witnessed the incident to make a witness statement 

including the date and time of the incident, what they saw or heard, what they did about it and the fill name 

and signature.  

 We keep an incident book for recording major incidents, including those that that are reportable to the 

Health and Safety Executive as above. 

 These incidents include: 

- a break in, burglary, or theft of personal or Croft Pre-school’s property; 

- an intruder gaining unauthorised access to the premises; 

- a fire, flood, gas leak or electrical failure; 

- an attack on member of staff or parent on the premises or nearby; 

- any racist incident involving staff or family on the setting's premises; 

- a notifiable disease or illness, or an outbreak of food poisoning affecting two or more children looked 

after on the premises; 



- the death of a child or adult, and 

- a terrorist attack, or threat of one. 

 In the incident book we record the date and time of the incident, nature of the event, who was affected, 

what was done about it or if it was reported to the police, and if so a crime number. Any follow up, or 

insurance claim made, is also recorded. 

 In the  event of a terrorist attack, we follow the advice of the emergency services with regard to evacuation, 

medical aid and contacting children's families. Our standard Fire Safety and Emergency Evacuation Policy 

will be followed and staff take charge of the children. The incident is recorded when the threat is averted. 

 In the unlikely event of a child dying on the premises, for example, through cot death in the case of a baby, 

the emergency services are called, and the advice of these services are followed. 

 The incident book is not for recording issues of concern involving a child. This is recorded in the child’s 

own file. 

 

Education Inspection Framework 

 

     As required under the Education Inspection Framework, we maintain a summary of all accidents, 

exclusions,  children taken off roll, incidents of poor behaviour and discrimination, including racist incidents 

and  complaints and resolutions.  

 

Legal framework 

 

 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As Amended) 

 The Health and Safety (Enforcing Authority) Regulations 1998 

 

Further guidance 

 

 Education Inspection Framework: Education, Skills and Early Years (Ofsted 2019) 

 Early Years Inspection Handbook for Ofsted Registered Provision (Ofsted 2019) 

 RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor 

 Accident Record (Pre-school Learning Alliance 2019) 

 CIF Summary Record (Pre-school Learning Alliance 2016) 

 Reportable Incident Record (Pre-school Learning Alliance 2015) 
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Charity Organisation:  The trustees must take the necessary steps to ensure optimum 

numbers and ensure a margin for reserves new. 

6.1 Reserves Policy  January 2012 

 

 

 Croft Pre-School 

 

10.13 Reserves Policy 

 

Policy statement 

 
It has been agreed by the trustees of Croft Pre- School that reserves will be kept inline with the 
following policy. 
 
The reserves will be kept to cope and deal with any of the following situations that may arise: 

a) The risk of unforeseen emergency or other unexpected need for funds, e.g. an unexpected 
large repair bill or finding 'seed-funding' for an urgent project.  

b) Covering unforeseen day-to-day operational costs, e.g. employing temporary staff to cover a 
long-term sick absence.  

c) A source of income, e.g. a grant, not being renewed. Funds might be needed to give the 
trustees time to take action if income falls below expectations.  

d) Planned commitments, or designations, that cannot be met by future income alone, eg plans 
for a major asset purchase or to a significant project that requires the charity to provide 
'matched funding'.  

e) The need to fund short-term deficits in a cash budget, eg money may need to be spent before 
a funding grant is received. 

f) Significant drop in numbers of children attending school.  

g) To cover any other unforeseen circumstances that has not been covered above. 

Reserves Target 

With advice taken from Croft Pre-Schools accountants ideally we aim to have reserves of 
between 3 and 6 months running costs.  At 3 months running costs this would be 25% of annual 
expenditure and at 6 months 50%.  This will be reviewed annually when the accounts have 
been finalized and if there is any major shortfall or excess of these figures the policy will be 
reviewed and adjusted accordingly. 



6.1 Reserves Policy  January 2012 
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Safeguarding and Welfare Requirement: Health 

Providers must keep a written record of accidents or injuries and first aid treatment. 

Croft Pre-School 

6.3 Recording and reporting of accidents and incidents 

 

Policy statement 

 

Croft Pre-school follows the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters or behavioural 

incidents between children are not regarded as incidents and there are separate procedures for this. 

 

Procedures 

 

Our accident book: 

 is kept in a safe and secure place; 

 is accessible to staff and volunteers, who all know how to complete it; and 

 is reviewed at least half termly to identify any potential or actual hazards. 

 

Reporting accidents and incidents 

Ofsted is notified as soon as possible, but at least within 14 days, of any instances which involve: 

 food poisoning affecting two or more children looked after on our premises; 

 a serious accident or injury to, or serious illness of, a child in our care and the action we take in response; 

and 

 the death of a child in our care. 

 

Local child protection agencies are informed of any serious accident or injury to a child, or the death of any 

child, while in our care and we act on any advice given by those agencies. 

Any food poisoning affecting two or more children or adults on our premises is reported to the local 

Environmental Health Department. 

 

We meet our legal requirements in respect of the safety of our employees and the public by complying with 

RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). We report to the 

Local Authority: 

 any work-related accident leading to an injury to a member of the public (child or adult), for which they are 

taken to hospital for treatment; 



 any work-related accident leading to a specific injury  to one of our employees.  Specific injuries include 

injuries such as fractured bones, the loss of consciousness due to head injury, serious burns or 

amputations.  

 Any work related accident leading to an injury to one of our employees which results in them being unable 

to work for seven consecutive days.  All work-related injuries that lead to one of our employees be 

incapacitated for three or more days are recorded in our accident book.  

 when a member of staff suffers from a reportable work-related disease or illness as specified by the HSE. 

 any death, of a child or adult, that occurs in connection with activities relating to our work; and  

 any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not 

cause an accident, but could have done; such as a gas leak. 

 

Information for reporting incidents to the Local Authority Health and Safety Executive is provided in the 

Accident Record  (Pre-school Learning Alliance 2017). Any dangerous occurrence is recorded in our incident 

book (see below). 

 

Our incident book 

 We have ready access to telephone numbers for emergency services, including the local police. As we 

rent the premises we ensure we have access to the person responsible for electricity, emergency services, 

carpenter and plumber and there is a shared procedure for dealing with emergencies. 

 We ensure that our staff and volunteers carry out all health and safety procedures to minimise ridsk and 

that they know what to do in an emergency. 

 On discovery of an incident we report it to the appropriate emergency service – fire, police, ambulance – if 

those services are needed. 

 If an incident occurs before the children arrive our manager risk assesses the situation and decides if the 

premises are safe to receive the children.  Our manager may decide to close the setting. 

 Where an incident occurs whilst children are in our care and it is necessary to evacuate the building we will 

follow the procedures in our Fire Safety and Evacuation Policy, or when on an outing, the procedures 

identified in the risk assessment for the outing. 

 If a crime has been committed we ask all adults who witnessed the incident to make a witness statement 

including the date and time of the incident, what they saw or heard, what they did about it and the fill name 

and signature.  

 We keep an incident book for recording major incidents, including those that that are reportable to the 

Health and Safety Executive as above. 

 These incidents include: 

- a break in, burglary, or theft of personal or Croft Pre-school’s property; 

- an intruder gaining unauthorised access to the premises; 

- a fire, flood, gas leak or electrical failure; 

- an attack on member of staff or parent on the premises or nearby; 

- any racist incident involving staff or family on the setting's premises; 

- a notifiable disease or illness, or an outbreak of food poisoning affecting two or more children looked 

after on the premises; 



- the death of a child or adult, and 

- a terrorist attack, or threat of one. 

 In the incident book we record the date and time of the incident, nature of the event, who was affected, 

what was done about it or if it was reported to the police, and if so a crime number. Any follow up, or 

insurance claim made, is also recorded. 

 In the  event of a terrorist attack, we follow the advice of the emergency services with regard to evacuation, 

medical aid and contacting children's families. Our standard Fire Safety and Emergency Evacuation Policy 

will be followed and staff take charge of the children. The incident is recorded when the threat is averted. 

 In the unlikely event of a child dying on the premises, for example, through cot death in the case of a baby, 

the emergency services are called, and the advice of these services are followed. 

 The incident book is not for recording issues of concern involving a child. This is recorded in the child’s 

own file. 

 

Education Inspection Framework 

 

     As required under the Education Inspection Framework, we maintain a summary of all accidents, 

exclusions,  children taken off roll, incidents of poor behaviour and discrimination, including racist incidents 

and  complaints and resolutions.  

 

Legal framework 

 

 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As Amended) 

 The Health and Safety (Enforcing Authority) Regulations 1998 

 

Further guidance 

 

 Education Inspection Framework: Education, Skills and Early Years (Ofsted 2019) 

 Early Years Inspection Handbook for Ofsted Registered Provision (Ofsted 2019) 

 RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor 

 Accident Record (Pre-school Learning Alliance 2019) 

 CIF Summary Record (Pre-school Learning Alliance 2016) 

 Reportable Incident Record (Pre-school Learning Alliance 2015) 
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