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Butterflies Pre-School only keeps necessary records to care for the child and support their learning.
Parents can discuss their child’s learning and development with staff at any time and the owner and
manager are always available to discuss any concerns. If parents wish to see their child’s full record
the process below is used.

Access to Records
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Death of a child 
Fire at the pre-school premises; 
Break-in, burglary or theft of personal or the pre-school’s property; 
Vandalism to pre-school property or at the pre-school premises; 
Violence or assault/attack to a member of staff, parent/visitor or volunteer on the premises; 
Critical Incident – any short notice incident not fitting the above 

complies with the Health and Safety (First Aid) Regulations 1981; 
is regularly checked by a designated member of staff and re-stocked as necessary; 
is easily accessible to adults; 
Is kept out of the reach of children. 

The group leader will assess the injury and act decisively to either treat or call for medical help
and will quickly ensure the safety and wellbeing of the children and other persons is maintained;
If an injury has been sustained but it is deemed to be relatively minor and readily treatable a first
Aid trained member of staff will administer treatment as appropriate; 

Aim 
The aim of this policy is to outline procedures to deal with any incident or accident related to the pre-
school in a calm, professional and methodical manner. The accident and Incident policy and
procedures support our safeguarding and child protection policies, and Support our health and safety
measures for everyone at the pre-school – staff, children, Visitors and volunteers/management. 

Incidents and Accidents 
Where an incident or accident occurs within the pre-school premises, or during a preschool Outing
we will ensure that the necessary steps are taken to deal with the incident oraccident while
maintaining the safety or the children as our prime priority. ‘Incidents’include, but are not limited to
the following (each is covered in greater depth in this and Related policies): 

An Accident and Incident Drill which summarizes the procedures is posted on the preschool notice
board. We keep an incident book for recording incidents, and an accident for recording accidents
including those that are reportable to the Health and Safety Executive. Under Regulations we will
report any incidents resulting in injury, or any dangerous occurrences which could have resulted in
injury or fatality or any other dangerous occurrence as fits the definition of an ‘incident’. 

Our incident book will record the incident circumstances and description, the time and date of the
incident, the names of persons involved and signatures of those involved/present. 

Dealing with an Accident 
All accidents on the premises are recorded in the accident book. The accident book is kept in a safe
readily accessible location and all staff has been trained in how to complete the book and how to
access it. 

A first aid trained member of staff is on duty at the premises at all times. Minor accidents (E.g.
grazed knee) to children are reported to parents in writing when parents/carers collect their child -
this details what happened and any treatment administered. 

Our first aid kit: 

In the event that a child, or member of staff, visitor or volunteer become injured at the preschool the
following steps will be taken:

Accidents & Incidents
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If an injury has been sustained that is more serious and requires medical help the group leader
will call first for medical help and then, if a child has sustained the injury, will call the parents of
the child; 
The group leader will ensure that the children in the pre-school care continue to be cared for and
will if necessary call for additional staff to help. 
The group leader will ensure that the injured person is kept comfortable as dictated by medical
advice until the emergency services arrive; 
Should an injured child be taken to hospital a member of staff will accompany the child if the
parents have not yet arrived at the pre-school – this may or may not be the group leader; 
The group leader will ensure that any and all accidents are recorded in the accident book
ensuring that the date, time and circumstances are clearly recorded; 
The group leader will inform the management committee and agree responsibility for reporting to
authorities (Ofsted); 
Ofsted will be notified within 14 days of any accident/injury to a child, parent, staff member or
volunteer, requiring treatment by a GP Doctor or hospital Doctor. 

In the event of a death at the pre-school the group leader will ensure that the following steps are
taken: 
The police are immediately informed; 
The parent is informed; 
The other children at the pre-school are appropriately looked after and kept calm; 
Parents will be called to collect children before normal closing time, and additional 
staff will be called in to help look after the children if necessary; 
The time, date and circumstances are recorded in the incident book; 
Ofsted are informed as soon as possible; 
The Health and Safety Executive will be informed in compliance with regulations (the Reporting of
Injury, Disease and Dangerous Occurrences Regulations).

Likewise the Health and Safety Executive in compliance with RIDDOR (the Reporting of Injury,
Disease and Dangerous Occurrences Regulations). 

Death of a child, member of staff, volunteer or parent. 

Reporting of Incidents not related to the Pre-School 
Should a child suffer an injury when not in the care of the pre-school, we request that parents inform
the Group Leader of any such incident so we may ensure we safeguard the child appropriately. For
example a child may have taken a fall and hit their head that morning before leaving home with no
apparent harm caused, but may subsequently suffer symptoms of concussion. Informing us of the
injury can help us to keep an eye out for delayed symptoms. 

Any incident reported will be logged in the incident book, detailing the nature of the incident, time
and date, and signed by the parent/carer as well as the Group Leader. 

Fire on the Premises 
In the event of a fire at the pre-school the fire drill will be followed. The fire drill procedure is clearly
displayed in the pre-school and all staff are familiar with the fire drill procedure. A copy of the fire
drill is posted on the wall 

Accidents & Incidents
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the Fire Brigade have been called – Dial 999 
arrangements are made for children to be collected or otherwise cared for at a safe site away
from the incident 
The management will ensure that the insurance company are informed and any claims made as
necessary and premises assessed for fitness to continue service – short and long term 
Croydon County Council are informed of any change to our ability to continue with our pre-school
service and seek advice 

Description of the item(s) stolen, time, date and circumstances providing as much detail as
possible together with any details of a police visit to the premises; 
Crime number given by the police when the incident is reported; 
management will give details for the insurance company to be contacted. 

the Group Leader record the details of the incident, noting the time, date and nature of the
vandalism; 
the management will be informed immediately and a member of the committee will come to view
the damage as soon as possible; 
the Group Leader will contact the police to report the incident. The crime number will be noted in
the incident book; 
the Group Leader will assess the safety of the children as a result of the vandalism and will make
a decision to either continue the session, close part of the premises for repairs, ensuring that the
children are kept safe and isolated from any unsafe areas or close the pre-school immediately if it
is not safe to continue; 
the Group Leader will take photographs of the vandalism; 
the Group Leader will contact the insurance company to pursue any claims as necessary; 

Plans and Policies. 
In the event of a fire the premises will be evacuated immediately. 

The children will be taken to the evacuation point – Car par Staff will take the register outside with
them and ensure all children are accounted for. 

The group leader will ensure that 

Break-in, burglary or theft of personal or the pre-school’s property 
The pre-school operates within a locked building which cannot be accessed without a key. Staff will
ensure that at the end of each day the premises is securely locked checking all windows, the kitchen
door and the front door on leaving In the event of a burglary or theft the police will be informed
immediately. The Group Leader will record the following in the incident book: 

Vandalism to pre-school property or at the pre-school premises 
Incidents of vandalism that occur to the building and premises as owned by the Church will be
recorded in the incident book, detailing the time discovered and nature of the vandalism. This will
then be relayed to the Church to resolve and report to the police as necessary. 

In the event that vandalism occurs to pre-school property the following steps will be taken: 

Violence or assault/attack to a member of staff, parent/visitor or volunteer on the premises

If a person or child is physically attacked an offence will have been committed. 

Accidents & Incidents
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the incident will be recorded in the incident book, detailing the time, date and what happened,
who was involved and the circumstances. This should be signed by all persons involved; NOTE –
if a child has been injured the procedures in the safeguarding children policy must also be
followed and the 
local safeguarding children board must be notified; 
if injury has been sustained that required medical treatment (beyond that of firstaid) an
ambulance will be called – dial 999;
the safety of the children will be secured, with the children appropriately looked after, moved to a
safe part of the building and kept calm – if necessary parents may be called in to take their
children home early; 
the Group Leader will contact the police to report the incident and will record the crime number in
the incident book; 
if appropriate first aid will be administered by the registered first aider; 
the management will be informed as soon as possible. 
In the event that abusive behaviour is displayed it is advisable for another member of staff to
witness the incident. The exact timings and nature of abuse should be recorded in the incident
book and reported to the police. 

The safety and well being of the children will be of paramount importance. 
In the event that we need to evacuate the building current fire procedures will be activated and
children will be removed to the car park – please refer to our Fire Drill. 
After emergency services have been contacted all efforts will then be made to contact
parents/carers or emergency contact numbers. 
As many staff as possible would stay with the children for as long as necessary. No child would
ever be left without a member of staff with them. 
In the event of a critical incident if your child cannot be collected and staff members need to
return to their homes the child will accompany a senior member of staff home. A message will be
left, if possible, for the parent and police, or social services will be informed of the staff members
address and name of child. 
If butterflies Pre-School needs to close all efforts will be made to inform parents before the pre-
school is next due to open. Staff will attempt to ring parents, we will notify the local radio station
and put notices on the exterior doors if possible. Please ensure you check your local radio station
in very adverse weather conditions such as heavy snow.

The degree of injury will reflect whether the incident is a common assault (which does not involve
cuts or bruises or fractures) or an assault occasioning actual bodily harm (cuts requiring medical
treatment, fractures, temporary loss of sensory functions). 

In the event of violence or assault the management committee, Ofsted and the police must be
informed: 

What to do in the event of a critical incident 
In the event of a critical incident i.e. closure of the premises due to adverse weather conditions,
heating failure, flood or closure due to nearby road or severe traffic jam the following procedure will
be followed: 

Accidents & Incidents
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We advertise our service widely in the local community.
We reflect the diversity of our society in our publicity and promotional materials.
We ensure that information about our pre-school is accessible - in written and spoken form - and,
where appropriate and if necessary, in different languages. 
We ensure that all parents are made aware of our equal opportunities policy.
We do not discriminate against a child or their family, or prevent entry to our setting, on the basis
of colour, ethnicity, religion or social background, such as being a member of a travelling
community or an asylum seeker.

We do not discriminate against a child with a disability or refuse a child entry to our setting for
reason relating to disability.

We ensure, wherever possible, that we have a balanced intake of boys and girls in the setting.
We describe our pre-school and its practices in terms which make it clear that it welcomes fathers
and mothers, other relations and carers, including childminders.
We describe our pre-school and its practices in terms of how it treats individuals, regardless of
their gender, special educational needs, disabilities, background, religion, ethnicity or
competency in spoken English.
We describe our pre-school and its practices in terms of how it enables children with disabilities
to take part in the life of the pre-school.
We have a robust Valuing Diversity and Promoting Inclusion and Equality Policy which staff
promote to potential new children and their families.
We are flexible about attendance patterns to accommodate the needs of individual children and
families.

It is our intention to make Butterflies Pre-School accessible to children and families from all 
sections of the local community. We aim to ensure that all families have access to the pre-school
through open, fair and clearly communicated procedures.

     - We monitor the gender and ethnic background of children joining the group to ensure that no       
accidental discrimination is taking place.

     - We develop an action plan to ensure that people with disabilities can participate successfully in
the service offered by the setting and in the curriculum offered.

Admissions
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When children start at the setting any known allergies/intolerances are recorded on the
registration form and cascaded to all staff.
Known allergies are copied onto the Medical Information Sheet and given to all staff, copies are
also in each room. 

Specialist training/advice is given to staff in the administration of special medication in the event
of an allergic reaction if a child is diagnosed with a serious allergic reaction. 

Care is taken when giving children snacks who have allergies to avoid any ingredients that may
cause a reaction. 

In the event of a parent having concerns about their child and a possible allergy the parent would
be referred to their Doctor or Health Visitor immediately. 
Parents are advised that up to date information can be found on the internet (we suggest NHS
choices or Allergy UK) or from their GP surgery. 
As a school we do not provide nut products for the children at snack time or as ingredients for
any baking that we do with the children. 
Children bring their own lunchboxes and, in line with the Early Years Foundation Stage, we work
in conjunction with parents to ensure these are safe and healthy. 

Parents are asked to not include whole nuts in their children’s lunchboxes. 
Current recommendations are that under 5s should not be given whole nuts as they pose a
choking hazard. 

While there are no children at the school with a known or diagnosed nut or peanut allergy
children will still be allowed products containing nuts in their lunchboxes such as yoghurts, cakes
& biscuits or peanut butter sandwiches.

In the event of a child being diagnosed with a nut or peanut allergy there will be an immediate
and total ban, without exception, of all nut products within the school. 

Procedures for children with allergies 

     - If a child has a serious allergy a record sheet will be visible in the kitchen stating; the allergen,
the nature of allergic reactions (such as rash or anaphylactic shock); what to do in the case of
allergic reaction and any medication to be used. 
     - A health care plan will be completed with the parents. 

     - At all times the administration of medication must be compliant with the Welfare Requirements
of The Early Years Foundation Stage and follow procedures based on advice given in Managing
Medicines in Schools and Early Years Settings (DfES 2005) 

Nut allergies 

Butterflies Pre-School has a two-tier policy surround nuts/nut products: 

Part A 

     - Families with a history of asthma or eczema are also advised to not introduce nuts into their
child’s diet under the age of 3. 

Part B 

     - This would include monitoring bird and pet foods used in the setting.

Allergy
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Bullying involves the persistent physical, verbal or psychological abuse of another individual. It is
characterised by the intent to hurt and accompanied by an awareness of the impact of the behaviour.
Bullying behaviour usually occurs in children over 5, but all staff are aware that this behaviour may
occur in the children at Butterflies Pre-School. We are aware that bullying may occur for many
different reasons, such as; race, religion, sex, gender, sexual orientation (homophobic, transphobic
and biphobic bullying) and economic factors. See the Staff Behaviour Policy for information on how
we manage bullying behaviour in our staff. The process below will be followed in the event of a child
exhibiting bullying behaviours persistently:

Anti-Bullying

Cyber-bullying 
Butterflies Pre-School has an E-Safety policy. Staff are also reminded of the need to protect
themselves, and their families, from the potential threat of cyber-bullying. 

Children do not currently have access to the internet when at Butterflies Pre-School, if this changes,
the policy will be updated accordingly. 

Child Friendly 
Butterflies Pre-School has a child friendly, visual policy which is used when talking to the children in
the setting and is visible in the classrooms. 
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All parents/carers are asked to notify Butterflies Pre-School if their child will not be attending, this
can be done via phone, email or telling any member of staff 

Fees remain payable during periods of absence 
The local Council must be notified where children in receipt of Early Years Free Entitlement are
absent for more than two weeks in a term

Butterflies Pre-School has a duty to monitor each child’s attendance. It is not a legal requirement for
children to attend a setting, but all children who attend the setting are under our care. Therefore, we
have a duty to safeguard them. 

The Designated Safeguarding lead (DSL) reviews attendance weekly to look for patterns and unusual
absences. 

Parent Education 

Fees and Funding 

The following flow charts will be used when a child does not attend the setting. 

Expected Absence 

Children's Attendance
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Unexpected Absence 

Children's Attendance
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The play leader has overall responsibility for behaviour management issues and is required to: 
Keep up to date with legislation, research and thinking on promoting positive behaviour and on
handling children’s behaviour where it may require additional support. 
Access relevant sources of expertise on promoting positive behaviour within the programme for
supporting personal, social and emotional development. 
Check that all staff have relevant in-service training on promoting positive behaviour. 
We recognise that codes for interacting with other people vary between cultures and require staff
to be aware of and respect those used by members of the setting. 
We require all staff, volunteers and students to provide a positive model of behaviour by treating
children, parents and one another with friendliness, care and courtesy. 
We familiarise new staff and volunteers with our behaviour management policy. 
We work in partnership with children’s parents. Parents are regularly informed about their
children’s behaviour by their key person. We work with parents to address recurring inconsiderate
behaviour, using our observation records to help us to understand the cause and to decide jointly
how to respond appropriately. 

having a ‘Rules’ poster with pictures that cover situations that could occur at pre-school. It is
referred to regularly as part of the curriculum and when an incident has occurred. The issues are
discussed with the children, emphasising the reasons why some behaviour is not acceptable and
the type of positive behaviour that we want to encourage. 
supporting each child in developing self-esteem, confidence and feelings of competence
supporting each child in developing a sense of belonging in our group, so that they feel valued
and welcome. 
acknowledging considerate behaviour such as kindness and willingness to share 
acknowledging children’s considerate behaviour towards another who is hurt or upset 
providing activities and games that encourage co-operation and working together 
ensuring that there are enough popular toys and resources and sufficient activities available so
that children are meaningfully occupied without the need for unnecessary conflict over sharing
and waiting for turns 
avoiding creating situations in which children receive adult attention only in return for
inconsiderate behaviour. 

Statement of intent 
Our setting believes that children flourish best when their personal, social and emotional needs are
met and where there are clear and developmentally appropriate expectations for their behaviour.

Aim
We aim to teach children to behave in socially acceptable ways and to understand the needs and
rights of others. The principles guiding management of behaviour exist within the programme for
supporting personal, social and emotional development. 

Method 
We will meet this aim through the following procedures: 

We aim to use positive pro-active strategies to promote positive behaviour in children, and set these
strategies within our programme for personal, social and emotional development.

These include: 

Behaviour Management
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send children out of the room by themselves or promote ‘Time Out’ techniques for the children.
use or threaten to use physical or corporal punishment, such as smacking or shaking and, so far
as it is reasonably practicable, shall ensure that corporal punishment is not given to any child by
any person who cares for, or who is in regular contact with children. A person shall not be taken
to have given corporal punishment if the action was taken for reasons that include averting an
immediate danger or personal injury to, or an immediate danger of death of, any person
(including the child). Threaten corporal punishment, nor use or threaten any form of punishment
which could have an adverse impact on the child’s well-being. 
Use techniques intended to single out and humiliate individual children, such as ridicule or
sarcasm. 
Use or threaten any form of punishment which could have an adverse impact on the child’s well-
being. 
Remove toys or activities that are the focus of a conflict as a ‘punishment’ or means of ‘teaching
children to share’. 
Use physical intervention to manage a child’s behaviour unless it is necessary to prevent
personal injury to the child, other children or an adult, to prevent serious damage to property or in
what would reasonably be regarded as exceptional circumstances. Any occasion where physical
intervention is used to manage a child’s should be recorded and parents should be informed
about it on the same day. 
Shout or raise our voices in a threatening way to children. 

Inconsiderate behaviour – This includes behaviours such as taking toys from another child, not
waiting for a turn, pushing, being unco-operative, disrupting a game, hitting out against another.
They are characterised by developmental immaturity whereby children are not at the stage where
they can manage frustration or anger themselves, they may not have the language to express
themselves, or may not understand and be able to keep to social rules. These behaviours are
seen as mistakes that the child is making on the way to developing socially acceptable ways,
particularly of dealing with conflict. We regard the child to be a learner of what is acceptable and
in need of support, explanation, encouragement, positive modelling and guidance – just as in
learning any other skill. 
Hurtful behaviour – We take hurtful behaviour very seriously. Most children under the age of five
will at some stage hurt or say something hurtful to another child, especially if their emotions are
high at the time, but it is not helpful to label this behaviour as ‘bullying’ even if the behaviour is
worryingly aggressive. For most children under five, hurtful behaviour is momentary, spontaneous
and often without consequence of the feelings of the person whom they have hurt. Some children
may engage in hurtful behaviour because they are deeply unhappy and they require support and
care. However, hurtful behaviour has an impact for the child at the receiving end which is
significant and this is also taken into consideration when responding to incidents of hurtful
behaviour. 

We do not: 

Kinds of behaviours that require positive intervention 

We make a distinction between three kinds of behaviours that require support or intervention in order
to achieve the considerate and socially acceptable behaviour that we expect of children according to
their age and developmental maturity or whether they have any special educational need. 

These behaviours are: 

Behaviour Management
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Bullying - We take bullying very seriously. Bullying involves the persistent physical or verbal
abuse of another child or children. It is characterised by intent to hurt, often planned, and
accompanied by an awareness of the impact of the bullying behaviour. A child who is bullying has
reached a stage of cognitive development where he or she is able to plan to carry out a
premeditated intent to cause distress to another. This is rarely the case for children under five.

Behaviour Management
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We ask that if there is a loss of a family member or close friend that the parents inform a staff
member as soon as they feel able to. 

The key person and/or the manager will talk with the family to ascertain what support is needed
or wanted from the pre-school. 

The child may need extra support or one-to-one care during this difficult time. We will adapt our
staffing arrangements so the child is fully supported by the most appropriate member of staff on
duty, where possible, the child’s key person. 
We will be as flexible as possible to adapt the sessions the child and family may need during this
time. 

At Butterflies Pre-School we recognise that children and their families may experience grief and loss
of close family members or friends or their family pets whilst with us in the pre-school. We
understand that this is not only a difficult time for families but it may also be a confusing time for
young children, especially if they have little or no understanding of why their parents are upset and
why this person/pet is no longer around. 

We aim to support both the child and their family and will adapt the following procedure to suit their
individual needs and family preferences: 

   - This will enable us to support both the child and the family wherever we can and helps us to
understand any potential changes in behaviour of a child who may be grieving themselves. 

    - This may be an informal discussion or a meeting away from the child to help calm a potentially
upsetting situation. 

We will adapt the above procedure as appropriate when a family pet dies to help the child to
understand their loss and support their emotions through this time. 

We also recognise that there may also be occasions when a member of staff is affected by
bereavement. Below are some agencies that may be able to offer further support and counselling if
this occurs. 

The Samaritans: www.samaritans.co.uk 08457 909090 
Priory: www.priorygroup.com 08452 PRIORY (08452 774679) 
Child Bereavement UK: www.childbereavementuk.org 
Cruse Bereavement Care: www.crusebereavementcare.org.uk 0844 477 9400
helpline@cruse.org.uk 
British Association of Counselling: www.bacp.co.uk 01788 578328 
SANDS: www.uk-sands.org 

Bereavement
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secure in their foremost attachment relationships where they are loved and cared for, by at least
one person who is able to offer consistent, positive and unconditional regard and who can be
relied on;
safe and valued as individuals in their families and in relationships beyond the family, such as
pre-school;
self assured and form a positive sense of themselves;
included equally and belong in pre-school and in community life;
confident in abilities and proud of their achievements;
progressing optimally in all aspects of their development and learning;
to be part of a peer group in which to learn to negotiate, develop social skills and identity as
global citizens, respecting the rights of others in a diverse world; 
to participate and be able to represent themselves in aspects of service delivery that affects them
as well as aspects of key decisions that affect their lives.

be sure of their self worth and dignity;
be able to be assertive and state their needs effectively;
be able to overcome difficulties and problems;
be positive in their outlook on life;
be able to cope with challenge and change;
have a sense of justice towards self and others;
develop a sense of responsibility towards self and others; and
be able to represent themselves and others in key decision making processes.

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

We promote children's right to be strong, resilient and listened to by encouraging children to develop
a sense of autonomy, independence and self-confidence. We help children to establish and sustain
satisfying relationships within their families, with peers, and with other adults (including pre-school
staff). We work with parents to build their understanding of, and commitment to, the principles of
safeguarding all our children. At Butterflies Pre-School we promote these rights by creating an
environment which encourages children to develop a positive self-image.

To be strong means to be:

To be resilient means to:

To be listened to means:

Children's Rights and Entitlements
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We ensure all employed staff have been checked for criminal records by an enhanced disclosure
from the Data Barring Service prior to starting employment. 
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 daily to ensure children are not made vulnerable within any part of
our premises, nor by any activity. 

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. 
We have a security system to add another layer of security to the setting. 
All the outer doors have keypad locks or can be locked to prevent opening from the outside to
prevent unauthorised access. 
Our systems prevent children from leaving our premises unnoticed. 
The personal possessions of staff and volunteers are securely stored during sessions. 

     - Minimum ratios while on site are as below 
        ▪ Over 3s 1:8 
        ▪ Under 3s 1:4 
        ▪ Under 2s 1:3 

   - Risk assessments are continually completed by staff throughout the day to maintain safety
standards. 

     - A password system can be implemented if needed – this is documented on the registration form. 

      - A visitor’s book is used by staff to record this information. 

Children's Safety and Security

18



Closure
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How to make a complaint

Complaints

Parents may approach Ofsted directly at any stage of the complaints procedure. 
Where there seems to be a possible breach of the setting’s registration requirement, it is
essential to involve Ofsted. 
These details are displayed for the parents to see. 
In these cases, both the parent and the setting are informed and the setting manager works with
Ofsted to ensure a proper investigation of the complaint, followed by appropriate action. 

The role of Ofsted
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Some parents sometimes share information about themselves with other parents as well as staff;
the setting cannot be held responsible if information is shared beyond those parents whom the
person has ‘confided’ in. 
Confidential records are stored in a locked filing cabinet or on the office computer which is
password protected. 
Parents have ready access to the files and records of their own children but do not have access
to information about any other child. 
Staff will not discuss personal information given by parents with other members of staff, except
where it affects planning for the child's needs. 
Staff induction includes an awareness of the importance of confidentiality in the role of the key
person and as part of the Pre-School staff. 
Staff, volunteers and students are aware that Pre-School information is confidential and only for
use within the setting and to support the child’s best interests with parental permission. 
We ensure staff, students and volunteers are aware of and follow our E-Safety policy in relation
to confidentiality 
Ensuring issues concerning the employment of staff remain confidential to the people directly
involved with making personnel decisions
Any concerns/evidence relating to a child's personal safety are kept in a secure, confidential file
and are shared with as few people as possible on a "need-to-know" basis. 
We inform parents when we need to record confidential information beyond the general personal
information – for example with regard to any injuries, concerns or changes in relation to the child
or the family. 
Personal information about children, families and staff is kept securely, whilst remaining as
accessible as possible to necessary staff. 
Although we have CCTV that films the perimeter fences this is operated by scouts and not
Butterflies. For premises security only. 

Confidential information is information that is not normally in the public domain or readily available
from another source, it should have a degree of sensitivity and value and be subject to a duty of
confidence.’ (Information Sharing: Guidance for Practitioners and Managers (DCSF 2008) 

Confidentiality
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All computers are password protected and have inactivity screensavers which require a password
to be entered. 
It is the responsibility of the owner to ensure that the virus protection software installed is kept up
to date. 
Only the management team are to access the school email account. 
Emails written to external organisations should be written carefully and confidentially. 
All office equipment is covered by the pre-school insurance 

Any device that is accessed by children is only used with adult supervision.
Use of the computer by children is monitored. 
The devices are the responsibility of the owner. 
It is the responsibility of the owner to ensure that virus protection software installed is kept up to
date.
The school devices will not be taken off the pre-school premises. 
Personal laptops/computers should not be used for viewing confidential information. 
No sensitive information relating to staff, children or parents is held on the class devices. 
When in the setting and not being used, the device is switched off and kept secure. 
Practitioners may not load software onto any device in the setting. 
Personal USB memory sticks are not to be used. 
School USB memory sticks are to be stored in the box in the manger’s desk or owner’s desk
immediately after use. 

Practitioners should not attempt to significantly alter the device settings without prior
authorisation of the setting manager. 
The devices are covered by the pre-school insurance. 

There will be no personal use of the internet during the working day without the prior
authorisation of the setting manager. 
Mobile phones and SMART watch phones are not permitted for use in the setting. 
Staff will act on-line, at all times, as they would off-line in accordance with the pre-school code of
conduct. 
Staff will not access sites that have been banned by the local County Council, Ofsted or after the
advice of the Police or other professional body. 
Staff are aware that they may be committing a criminal offence by accessing Internet sites that
contain illegal material. 
Staff will report unpleasant material or messages relating to the pre-school that they receive. 
If any of the above points are not followed then the member of staff involved will face disciplinary
action, which could result in dismissal. 

Staff should ensure that they adopt suitably high security settings on any personal profiles they
may have. 
Staff are aware that whilst at home and accessing social networking sites they must remain
professional at all times and not make any reference to the pre-school, staff, children or parents. 

Office computers 

School Devices (iPads, laptops and computers) 

     - USB sticks should not be stored in any other rooms. 
     - USB memory sticks are not to be taken off the premises. 

Staff use of internet 

Social Media 

E-Safety Policy (Including acceptable use policy)
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Staff must not post anything on to social networking sites, such as Facebook, blogs or online
dating sites that could be construed to have any impact on the setting’s reputation or relate to the
pre-school or any children attending the pre-school in any way. 
Staff must not post anything on to social networking sites that could offend any other member of
staff or parent using the pre-school. 
Staff must consider the long-term implications of any content published by them online, including
videos and photographs specifically how it might ever have an adverse effect: 

Staff must use their professional judgement when requesting or accepting any social contact
(including through social media). This means that they must: 

Butterflies Pre-School operates a no mobile phone policy. 
All staff mobile phones are to be turned off during school times and stored in a locked safe. 
There will be no personal use of mobile phones during the working day without the prior
authorisation of the setting manager. 

The manager reserves the right to check the text and call logs, emails and image contents of a
staff member’s mobile phone if there should be cause for concern over the use of it. 
The owner, manager and deputy may take their personal phones on outings. They are only for
emergency use. 

Only the pre-school cameras are to be used within the pre-school (unless during whole school
activities, outings or visits and with the express agreement of all parents/carers).  
Written permission is gained from parents/carers on entry to the pre-school and prior to any
photographs being taken of their child. 
Images should be deemed suitable without putting children in compromising positions which may
cause embarrassment or distress. 
The cameras should never be taken into the toilets or areas where children are changing. 
Photographs are uploaded onto Tapestry and printed immediately. Once printed the files are
deleted.
Photographs stored on Tapestry are kept securely. 
If photographs are to be used on the website, parents/carers will be asked for permission. Special
permission will be asked if photographs showing a child’s face will be used. 

    - on their reputation as an individual working in an education setting 
    - their ability to maintain good professional boundaries with parents and with children 
    - on the reputation of the pre-school. 

    - not accept any request from parents for contact via any social media platform. 
   - make a judgement about whether to maintain the connection in any cases where contacts were
made before the child started at the setting. 
   - Staff should discuss any decision to maintain such contact with the manager. 

Mobile phones 

     - The school phone number should be provided as an emergency contact during school hours.

    - No other staff members will have access to phones during outings. 

Cameras and photographs 

E-Safety Policy (Including acceptable use policy)
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The manager/deputy will support any staff member/student/volunteer who is the victim of cyber
bullying. 
Staff will report any incidents of cyber bullying that they observe. 
Any staff member who is found to be a cyber bully will be disciplined as appropriate. 

We are aware that there is a risk that young people may become radicalised through the internet
as extremist organisations use online media to spread their message. This can include videos
and images and being approached in chat rooms as well as written word. 
The children in our setting do not have access to the internet on any school device. 
Children are monitored at all times when using the computers. 
Children are taught briefly about being safe online in a way which is appropriate. 
Parents are passed information about how to keep children safe online. 
We endeavour to prevent radicalisation by building on children’s resilience by providing a safe
environment for debating controversial issues and helping them to understand how they can
influence and participate in decision-making. 
We are aware that children may use the internet at home and view inappropriate material. 

Cyber bullying 

The Prevent Duty 

     - Throughout the curriculum and the pre-school day we promote British Values and allow children
to explore different viewpoints

E-Safety Policy (Including acceptable use policy)
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Minimising contact with individuals who are unwell
Maintaining personal and respiratory hygiene (handwashing, catch it, kill it, bin it)
Ensuring cleanliness of the environment (especially frequently touched surfaces)
Minimising general contact and mixing (creating bubbles and limiting numbers)
The use of Protective and Personal Equipment (PPE)
Testing

Only children who are symptom free or have completed the required isolation period should
attend the setting.
Providers may consider taking temperatures of children on arrival and risk assessing with
regular health questionnaires for returning children Physical distancing/ grouping.
Extremely vulnerable children should continue under government advice (to shield).
Families who attend at least two settings should choose only one for the remainder of the
term to ensure their ‘bubble’ remains small

Statement of Intent
Butterflies Pre-school intend to use this policy to provide precautionary measures to minimise
transmission risks of disease in the setting during an epidemic or pandemic. It also states ideas for
continuity of business if allowed.

Legislation and leading authorities which have guided and influenced this policy are:
Coronavirus Act 2020, Health and Safety at Work Act (1974), Health and Safety Executive (HSE),
Government Briefings, Public Health England (PHE) and World Health Organisation (WHO). Advice
from but not limited to, The Secretary of State, The Chief Medical Officer, Local Authority (LA) and
Department for Education (DfE). The policy also has regard to Ofsted and Early Years Foundation
Stage (EYFS) guidance where appropriate.

Aim of Policy
This Policy defines and assists the operating arrangements in place within the pre-school that
assures compliance to the Government and leading bodies requirements with relation to the
outbreak of a pandemic such as Covid19. This information builds upon our current procedures for
areas such as Safeguarding, Child Protection and Equality and Diversity, however new practices may
emerge as the situation continues. The policy and considerations may evolve and be built upon as
the situation deepens and new precautionary measures have been introduced and practices have
been reflected upon.

Method
As early years providers we ensure to offer a continuum of very high standards of practice of
childcare and education. The fundamental principles to be outlined in this policy are set out to
ensure physical distancing is enabled and implement good hygiene practices as well as avoiding
coming into contact with infected children and adults or anyone displaying symptoms. It states the
protective measures put in place for children, parents and staff as best as possible to ensure the risk
of transmission is reduced. We will continue to follow our other policies as long as they do not
conflict with this policy and be guided by the EYFS as best as we can. The main areas we will be
considering are:

Focus/ Areas of Consideration / Recommendations
Children
Attendance

Epidemic and Pandemic Policy 
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Children may be organised into small groups within the setting, this will also involve the
outdoor area. Wherever possible these small groups or ‘bubbles’ should not mix during the
day as best as possible. This is to minimise contact with others and mixing. Staff may
exercise their own judgement during the day for the high standards of safety for all children.
Children in small groups should have the same staff team caring for them wherever possible
to limit the amount of people coming into contact with each other.
Smaller amounts of children in the whole setting may be advised or preferable. As we
usually run to capacity most days this could be achieved by, but not limited to:

Care routines including provision of meals, nappy changing and toileting should be within
the space allocated to each ‘bubble’ wherever possible.
The use of communal internal spaces should be restricted as much as possible and outdoor
spaces should be utilised as much as possible and used by ‘bubbles’ in different areas during
the day.
A phased return may be best to ease their transition back into preschool if the preschool has
been closed for quite a while or only open for critical workers.
Sunscreen should be applied by the parents / carers before the child arrives at the
preschool. T shirts covering shoulders and leggings would be preferable to minimise how
much top up of sunscreen the preschool staff will do.

Children should be supported in age appropriate ways to understand the steps they can
take to keep themselves safe including regular hand washing, coughing into an elbow, using
a tissue and adopting a catch it, kill it, bin it regime.
Children should be supported to understand the changes and challenges they may be
encountering as a result of Covid-19 and staff need to ensure they are aware of children’s
attachments and their need for emotional support at this time.
EYFS framework will continue to be delivered through play and adult led activities.
Snack times will be provided in main large hall no back room useage. Children can ask for
drinks throughout the day if they are thirsty, staff will monitor this, as no bottles left for
children to help themselves any longer. Parents will be asked to ensure their child has had
breakfast or lunch and a drink before they arrive. 
lunches (including drink) as normal will be provided by parents. Left at main doors with
adult. Staff will wash any of our used resources in boiling water with washing liquid.

Physical Distancing/grouping

o A temporary cap on the amount of children in the setting at anyone time.
o Changing children’s hours to all mornings or all afternoons or 2 and a half days.
o Only allowing the older children or those moving to Primary school to attend.
o Grouping children to certain days, such as in groups of children moving to next
school, this would help with transitions.
o Changing the preschool open hours to all children so the days are longer so the
parents are able to work a longer day.
o Prioritising children such as those who are vulnerable, those with special educational
needs, those from households where both parents work (or work full time)
o The take up on places may be small so there may be no need to change children’s
hours.

Wellbeing and education
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Staff should only attend preschool if they are symptom free, have completed the required
isolation period or achieved a negative test result. All staff and their household are eligible for
testing if they display symptoms.
Providers may consider taking temperature of staff on arrival and risk assessing with regular
health questionnaires for returning staff.
Consideration should be given to limiting the number of staff in the preschool at any one time to
only those required to care for the expected occupancy levels on any given day
Staff hours, days they work and length of day may change in order to meet childcare demands
and considerations within this policy.

Staff will complete a risk assessment before opening to address any risks from the virus, ensure
sensible measures are in place to control risks.
Staff to be informed of measures in place and sign a disclaimer to state they have read and
understood the preschool policies and procedures.
Wherever possible staff should remain with the small group of children, the ‘bubble’ of children
who they are allocated to and not come into contact with other groups. We will encourage this in
their friendship groups as very hard to police in open hall.
Emergency revisions to the EYFS may have been implemented which provides some flexibility on
ratios and qualifications to make this feasible.
Staff have been advised by the government not to wear PPE such as facemasks during their day,
but should continue to wear PPE at the usual times such as intimate care and wear disposable
gloves and apron if completing one to one care and if supporting an ill child a face mask and
visor should also be worn if a 2 meter distance cannot be maintained.
After dealing with an ill child who displayed symptoms the staff member should continue to wear
PPE and clean the affected area with disinfectant.
All PPE should be removed and disposed of following current government guidelines, the staff
member should wash their hands for at least 20 seconds.
The staff member who supported the unwell child does not need to go home unless they are
developing symptoms themselves.
Social distancing must be maintained during breaks. This may be achieved through a range of
strategies including the staggering of breaks and subdivision of spaces allocated to team breaks
where possible.
Staff may be required to be in charge of areas including the outdoors to minimise their contact
with surfaces etc. This includes potentially working from one particular table if table top toys are
available. Staff will be responsible to ensure appropriate cleaning takes place and enough
ventilation is in the room such as opening windows. If doors are open ensure the safety of the
children is maintained.
Staff members should avoid physical contact with each other including handshakes, hugs etc. 
Staff to wear fresh, clean clothes for each session.
Advise staff to remove their work clothes before the enter their home and take a shower
immediately to remove any germs they may have picked up.

Workforce
Attendance

Physical distancing/ grouping /safety
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Where possible, meetings and training sessions should be conducted through virtual
conferencing.
All staff members must receive appropriate instruction and training in infection control and the
standard operating procedure and risk assessments within which they will be operating.
Online training may be available to allow their training levels to be maintained if appropriate.

Only parents who are symptom free and or have completed the required isolation periods will be
able to drop off or collect their child.
Aim to minimise the ‘pinch points’ during the day and limit drop off and pick up to one parent per
family.
Stagger the drop off and collection timings where possible will avoid a queue of families waiting
to enter preschool.
Arrange drop off and pick up at the preschool entrance to avoid parents entering the preschool
unnecessarily.
When parents are waiting to drop off or collect their child, physical distancing should be
maintained in a safe area sticking to government social distancing policies.
Consider allowing some parents to enter the preschool for the purpose of a settling in session if
not doing so would cause a child distress, this could take place in the outdoor environment. The
provider should consider measures to minimise contact between the parent and other children
and staff members.
If the child is too distressed perhaps a delayed start to their preschool entry may be preferred or
half hour settling in sessions without their parent.

Parents should receive clear communication regarding the role they play in the safe operating
procedure and all measures being taken to ensure the safety of their children and themselves.
Parents should inform preschool of their circumstances and if they plan to keep their child away,
this helps preschool to conform to our safeguarding policy.
Parents may be needed to support the running of the preschool by providing extra resources and
consumables the preschool may not be able to source or afford such as cleaning wipes or
products, tissues, toilet rolls etc. This is to ensure the safe running of the preschool is not
hindered by lack of equipment and resources.

Attendance to the setting should be restricted to only children and staff as far as practically
possible and visitors should not be permitted to the preschool unless essential (e.g. essential
building maintenance).
Where essential visits are required these should be made outside of the usual preschool
operational hours where possible.
As far as possible parents and carers should not enter the premises.

Training

Parents
Physical distancing

Communications 

Visitors
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Wherever possible staff and parents should travel to preschool alone, using their own transport or
if possible walk.
If public transport is necessary, current guidance on the use of public transport must be followed.
Parents should be encouraged to ensure they do not leave travel accessories including buggies,
car seats, scooters in the setting premises or grounds.
Outings from the preschool into the local community should be restricted to ensure mixing with
members of the general public does not happen.

All children and staff must wash their hands upon arrival at the nursery for at least 20 seconds.
Children and staff members should be encouraged to wash their hands frequently, this includes
before and after eating food, after visiting the toilet or playing outdoors, after sneezing, blowing
their nose or coughing into their hand and dealing with unwell people.
Bodily fluid spills should follow the correct procedures as normal.

An enhanced cleaning schedule must be implemented that includes furniture, surfaces and
children’s toys and equipment and all staff are responsible in their area of work.
Communal area, touch points and hand washing facilities must be cleaned and sanitised regularly
and cleaned thoroughly every night. 
A deep clean may be needed after a child has become ill in the area they were waiting. 

All waste must be disposed of in a hygienic and safe manner following government guidelines. 
Tissues must be immediately disposed of and placed in a bin with a bag, lid and foot pedal. 
Bodily fluids must be double bagged and disposed of in a bin with a bag, lid and foot pedal. 

All items within the setting requiring laundering must be washed in line with NHS laundry
guidelines. 
Items such as towels, flannels and bedding must not be shared by children.

The setting and all activity should be risk assessed before opening or going ahead to address the
risks from the virus and due consideration given to any adaptations to usual practice. Sensible
measures should be put in place and policies and procedures followed. 
It is expected that would include, but not be limited, to the suspension of learning experiences
involving materials which are not easily washable such as malleable materials (dough, clay) and
the suspension of the sharing of food and utensils. 
Cut down on the available resources out in the preschool. 
Remove anything which cannot be easily wiped down or washed at the end of the day. 
Play food, play cutlery and crockery etc. should be removed or anything else which may be
‘mouthed’ by many children. 
Baking, food play and finger painting should be avoided. 

Travel

Hygiene and Health & Safety
Hand Washing

Cleaning

Waste disposal 

Laundry 

Risk assessment 
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Government guidance is that PPE is not required for general use in early years settings to protect
against COVID- 19 transmission. 
PPE should continue to be worn and disposed of as normal for nappy changing, one to one care
and the administration of first aid. 
If a child shows symptoms, staff should wear a face mask, visor, disposable gloves and apron if a
2-meter distance cannot be maintained at all times. PPE should be disposed of following
government guidelines 

Where premises have been temporarily closed during the lockdown period or where they may
need to temporarily close during future lockdowns appropriate Health & Safety checks should be
conducted prior to reopening. 
Keep windows open where possible to ensure good levels of ventilation. If doors are opened
ensure the children safety is maintained with locked gates

Children should not be permitted to bring items from home into the setting unless absolutely
essential for their wellbeing. Anything that is brought in from home should remain in the child’s
bag on their peg. 
All resources required for play and learning experiences of children should be regularly washed
and/or sterilized. Any resources which are difficult to clean should be removed. 
Equipment used by staff such as stationary, tablets etc. should be allocated to individual staff
members where possible and cleaned regularly. 

The preschool should ensure an adequate supply of essential supplies and contingency plans
such as additional suppliers are in place to minimise the impact of any shortages of supplies. 
The preschool will not be able to operate without essential supplies required for ensuring
infection control. 
A monitoring system for the usage of PPE is essential to ensure that a supply of stock is
available to all who require it as and when required to meet the operational needs of the setting.
When stocks are low, other options may be considered, such as the use of washable tabards and
facemasks. These items will be washed at a high temperature in accordance with relevant
guidelines and separate to any other preschool washing. 
In case the supply of food is interrupted, procedures must be implemented to ensure the
appropriate food alternatives are sourced and normal food safety and hygiene processes are
followed. 
It may be preferable or the only option to have packed lunches which the children bring in. 

In the event of a child developing suspected coronavirus symptoms whilst attending the setting,
they should be collected as soon as possible and isolate at home in line with the current NHS
guidance. 
Whilst waiting for the child to be collected they should be isolated from others in a previously
identified room or area. If possible, a window should be opened for ventilation. 
The staff member responsible for the child during this time should be a staff member from their
‘bubble’. The provider may consider suitable PPE for this staff member such as the addition of
face mask, visor disposable gloves and apron.

PPE 

Premises Building 

Resources 

Supplies Procurement & monitoring 

Responding to a suspected case 
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The area should be thoroughly cleaned, immediately if the area cannot be left unvisited, and if
the area can be left unvisited then cleaned after 72 hours. 
The person responsible for cleaning ideally should be the person dealing with the unwell child
and should continue to wear their PPE. This should then be disposed of according to current
government guidelines. 
In the event of a staff member developing suspected coronavirus symptoms whilst working at the
nursery, they should return home immediately and isolate at home in line with the NHS guidance.
They should also follow current testing advice for themselves and their household.

Monitoring of this policy This policy will be reviewed annually by the setting manager/director, new
government legislation and policies will be incorporated appropriately as and when required or
informed.
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provide a secure environment in which all our children can flourish and in which all contributions
are valued; 
include and value the contribution of all families to our understanding of equality and diversity; 
provide positive non-stereotyping information about gender roles, diverse ethnic and cultural
groups and people with disabilities; 
improve our knowledge and understanding of issues of anti-discriminatory practice, promoting
equality and valuing diversity; and 
make inclusion a thread which runs through all of the activities of the preschool. 

Our pre-school is open to all members of the community. 
We advertise our service widely 
We reflect the diversity of members of our society in our publicity and promotional materials. 
We provide information in clear, concise language, whether in spoken or written form. 
We provide information in as many languages as possible. 
We base our admissions policy on a fair system. 
We ensure that all parents are made aware of our equal opportunities policy. 
We do not discriminate against a child, or their family, or prevent entry to our preschool on basis
of colour, ethnicity, religion or social background, such as being a member of a travelling
community or an asylum seeker. 
We do not discriminate against a child with a disability or refuse a child to enter our preschool
because of any disability. 
We develop an action plan to ensure that people with disabilities can participate successfully in
the services offered by the preschool and in the curriculum offered. 
We take action against any discriminatory behaviour by staff or parents. Displaying of openly
racist insignia, distribution of racist material, name calling, or threatening behaviour are
unacceptable on or around the premises and will be dealt with in the strongest manner. 

Posts are advertised and all applicants are judged against explicit and fair criteria. 
Applicants are welcome from all backgrounds and posts are offered to all. 
We may use the exemption clauses of the Race Relations Act and the Sex Discrimination Act
where this is necessary to enable the service to best meet the needs of the community. 
The applicant who best meets the criteria is offered the post, subject to references and checks by
the Criminal Records Bureau. This ensures fairness in the selection process. 
All job descriptions include a commitment to equality and diversity as part of their specifications. 
We monitor our application process to ensure that it is fair and accessible.

Statement of intent 
Our preschool is committed to valuing diversity by providing equal opportunities and anti-
discriminatory practice for all children and families. 

Aim 
We aim to: 

Methods 
Admissions 

Employment 
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We seek out training opportunities for staff and volunteers to enable them to develop practices
which enable all children to flourish. • We review our practices to ensure that we are fully
implementing our policy for equality, diversity and inclusion. 
Curriculum 
The curriculum offered in the preschool encourages children to develop positive attitudes to people
who are different from themselves. It encourages children to empathise with others and to begin to
develop the skills of critical thinking. 

making children feel valued and good about themselves; 
ensuring that children have equality of access to learning; 
Positively reflecting the widest possible range of communities in the choice of resources; 
avoiding stereotypes or derogatory images in the selection of materials; 
celebrating a wide range of festivals; 
creating an environment of mutual respect and tolerance; 
helping children to understand that discriminatory behaviour and remarks are unacceptable; 
ensuring that the curriculum offered is inclusive of children with special educational needs and
children with disabilities; 
ensuring that children learning English as an additional language have full access to the curriculum
and are supported in their learning; and 
ensuring that children speaking languages other than English are supported in the maintenance
and development of their home languages. 

We welcome the diversity of family life and work with all families. 
We encourage children to contribute stories of their everyday life into the preschool. 
We encourage parents/carers to take part in the life of the nursery and to contribute fully. 
For families who have a first language other than English, we value the contribution their culture
and language offer. 
We offer a flexible payment system for families of differing means and offer information regarding
sources of financial support. 

We work in partnership with parents to ensure that the medical, cultural and dietary needs of
children are met. 
We help children to learn about a range of food, cultural approaches to snack times and eating and
to respect the differences among them. 

Appointments are arranged to ensure that all families who wish to may be involved in the running
of the preschool. 
Information about meetings is communicated in a variety of ways - written, verbal and in translation
- to ensure that all parents have information about access to the meetings. 

Race Relations Act 1976; 
Race Relations Amendment Act 2000; 
Sex Discrimination Act 1986; 

Training 

We do this by: 

Valuing Diversity in Families 

Food 

Meetings 

The legal framework for this policy is: 
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Special Educational Needs and Disability Act
2001
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The basis of fire safety is risk assessment. Risk assessments are carried out by the owner and
the manager. 
The owner has received training in fire safety sufficient to be competent to carry out risk
assessment. 
Fire exits are clearly marked, never obstructed and easily opened from the inside 
Fire exit signs are the green “running man” and are in place and clearly visible. 
Fire evacuation notices are in every room; these are displayed in print large enough to read from
a short distance. They say where the assembly point is.
Smoke detectors/alarms and the firefighting appliances conform to BSEN standards, are fitted in
appropriate high-risk areas of the building and are checked as specified by the manufacturer. 
All fire safety equipment is checked annually by a fire safety company and have monthly checks
by the owner. 
All electrical equipment is checked by a qualified electrician annually. 
Any faulty electrical equipment is taken out of use. 
Sockets are covered (The Electrical Safety Council states that in the UK “13 amp socket –outlets
have built in safety shutters to prevent access to the live parts inside” and that “there is no
significant risk to children”. However, socket covers are used to remove a child’s interest in the
socket holes and to provide additional assurance) o Broken socket covers will be removed
immediately by the owner. 
Water and electrical items do not come into contact and staff do not touch electrical items with
wet hands. 
Our emergency evacuation procedures are approved by the Fire Safety Officer and are clearly
displayed on the premises, explained to new members of staff, volunteers and parents and
practised regularly, at least once a term. 
Records are kept of fire drills and the servicing of fire safety equipment 

Where necessary we seek the advice of a competent person such as a Fire Safety Consultant.
Our evacuation procedure for practice drills includes: 
Familiarising children with the sound of the fire alarm 
Children, staff and parents knowing where the fire exits are 
Leading the children from the building to the assembly point 
Taking the register, mobile phones, registration forms, first aid kit, medical bags/ equipment and
the school telephone out and then calling the register 
In line with current first aid guidance taking a small, basic first aid kit 
Monitoring how long it takes to get the children out safely 
Deciding who calls the emergency services and when in the event of a real fire 
Contacting parents In the case of a major incident at Butterflies Pre-School we have a designated
evacuation point to lead the children. Our designated place is the car park. All children in the
setting will be taken here in the event of a serious incident. Once evacuation is complete parents
will be contacted.

    - The fire drill record book must record the date and time of the drill, how long it took, whether
there were problems that delayed evacuation and any further action taken to improve the drill
procedure. 

Fire Safety and Emergency Evacuation
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Procedure to be followed in the event of a fire/evacuation 

If the premises have to be evacuated a safe and clear procedure familiar to all staff must be adopted
taking into account, the following:

1.      The register must always be kept in a designated place to allow for easy access.
2.      The number of staff on duty must be recorded on a daily basis.
3.      Practice evacuation drills must be carried out at least twice a term.
4.      All staff to be aware of the firefighting equipment and where it is located. 
5.      SAFETY OF THE CHILDREN FIRST AND FOREMOST!
6.      The fire exit must be kept clear at all times.

IN THE EVENT OF EVACUATION BEING NECESSARY

KEEP CALM AND IN CONTROL.

The Health and Safety designated person will sound the bell and instruct the staff to gather the
children. A whistle will be used for outside area.

Team leader to choose safest exit to use (furthest away from the fire or danger)

Head count taken and confirmed with register all staff and children present.

Contact details for all children with register.

All but the deputy who is Health and Safety person will take children to carpark. Health and Safety
person will check all areas and close doors and windows. Call 999 for emergency services.

Once all safe register taken again.

If carpark is not deemed safe, we will evaluate and go onto the downs to exit safely.

PARENTS AND CARERS WILL BE CONTACTED AND TOLD OF THE SITUATION AS SOON AS
SAFE TO DO SO.

Fire Safety and Emergency Evacuation
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Before a child starts to attend the pre-school, we find out from parents their children's dietary
needs, including any allergies, intolerances or medical requirements and this is recorded on the
registration form. 
We regularly consult with parents to ensure that our records are up-to-date. 
We display current information about individual children's dietary needs in the kitchen, so that all
staff and volunteers are fully informed about them. If a child has a severe allergy or reaction to
food this is separately cascaded to all staff. 
If necessary, we will implement systems to ensure that children receive only snacks and drink
which is consistent with their medical or dietary needs and their parents' wishes. 
We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use
a child's diet or allergy as a label for the child or make a child feel singled out because of her/his
diet or allergy. 
We have fresh drinking water constantly available for the children. We ask that parents provide a
separate water bottle for their child to have with them during the day. 
For children who drink milk, we provide semi-skimmed and oat milk. 

Funded parents contribute for the purchase of items for snack time in all classes.

We encourage parents to ensure perishable items in packed lunches contain an ice pack to keep
food cool in warm weather. 
We inform parents of our policy on healthy eating. 
We encourage parents to provide sandwiches with a healthy filling, fruit, and milk-based deserts
such as yoghurt and fruit. 
We discourage packed lunch contents that consist largely of crisps, processed foods, sweet
drinks and sweet products such as cakes or biscuits. 
We do not have provision to re-heat foods, so parents are asked to not provide their child with
foods which need heating. 
Staff always sit with the children to eat their lunch so that the mealtime is a social occasion. 
We use meal and snack times to help children to develop independence through making choices,
serving food and drink and feeding themselves. 
We do not allow the children to swap foods in order to protect all children. 

She carries out a daily check of the food preparation area and fridge temperature. 
All staff are expected to assist in keeping the premises clean and hygienic on a daily basis. 
All foods for snack time are purchased from reliable suppliers. 
Food is stored at the correct temperature and is checked to ensure it is in-date and not subject to
contamination by pests, rodents or mould. 
Packed lunches are stored in a cool place – special consideration is made during the hotter
months and parents are encouraged to use cold packs in lunch boxes. 
Food preparation areas are cleaned before and after use. 
The floors are hoovered and cleaned with an antibacterial solution on a daily basis. 
Crockery and cutlery are washed in a removable washing up bowl whilst toys and craft items eg
paintbrushes are washed in the sink. 
All surfaces are clean and non-porous. 
All utensils, crockery etc are cleaned and stored appropriately. 

     - Parent may provide an alternative if wanted, otherwise children will be offered water 

Packed lunches 

Food hygiene 

Food, Drink and Healthy Eating
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Waste food is disposed of daily.
When children take part in cooking activities, they: 

Where children and/or adults have been diagnosed by a GP or hospital doctor to be suffering
from food poisoning and where it seems possible that the source of the outbreak is within the
setting, the manager will contact the Environmental Health Department and the Health Protection
Agency, to report the outbreak and will comply with any investigation. 
If the food poisoning is identified as a notifiable disease under the Public Health (Infectious
Diseases) Regulations 1988 the setting will report the matter to Ofsted.

    - are supervised at all times; 
    - are kept away from hot surfaces and hot water; and 
    - do not have unsupervised access to electrical equipment.

Reporting of Food Poisoning 

Food, Drink and Healthy Eating
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Checking for hazards and risks indoors and outside, and in our activities and procedures. Our
assessment covers adults and children;  
Deciding which areas need attention; and 
Developing an action plan which specifies the action required the timescales for action, the
person responsible for the action and any funding required. 

daily before the session begins; 
weekly; and 
Termly - when a full risk assessment is carried out. 

Our induction training for staff and volunteers includes a clear explanation of health and safety
issues so that all adults are able to adhere to our policy and understand their shared
responsibility for health and safety. The induction training covers matters of employee well-being,
including safe lifting and the storage of potentially dangerous substances. 
Records are kept of these induction training sessions and new staff and volunteers are asked to
sign the records to confirm that they have taken part. 
Health and safety issues are explained to the parents of new children so that they understand the
part they play in the daily life of the pre-school. 
As necessary, health and safety training is included in the annual training plans of staff and
health and safety is discussed regularly at staff meetings. 
We have a no smoking policy. 
Children are made aware of health and safety issues through discussions, planned activities and
routines. 

Statement of intent 
Butterflies pre-school believes that the health and safety of children is of paramount importance. We
make our pre-school a safe and healthy place for children, parents, staff and volunteers. 

Aim 
We aim to make children, parents and staff aware of health and safety issues and to minimise the
hazards and risks to enable the children to thrive in a healthy and safe environment. 

Methods 
The member of staff responsible for health and safety is ..Val Smith.......she is competent to carry
out these responsibilities. She has undertaken health and safety training and regularly updates her
knowledge and understanding. We display the necessary health and safety poster in the
ENTRANCE. 

Risk assessment 
Our risk assessment process includes: 

We maintain lists of health and safety issues which are checked: 

Insurance Cover 
We have public liability insurance and employers' liability insurance. The certificate is displayed in
the ENTRANCE 

Awareness raising 

Health and Safety General Standards 
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Only persons who have been checked for criminal records by an enhanced disclosure from the
Criminal Records Bureau and are registered with Ofsted as child carers have unsupervised
access to the children, including helping them with toileting. 
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. 

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 pre-school sessions. 

Children do not have unsupervised access to the kitchen. 
All surfaces are clean and non-porous. 
There are separate facilities for hand-washing and for washing up. 
Cleaning materials and other dangerous materials are stored out of children's reach. 
When children take part in cooking activities, they: - Are supervised at all times; - are kept away
from hot surfaces and hot water; and - do not have unsupervised access to electrical equipment. 

All electrical/gas equipment conforms to safety requirements and is checked regularly. 
Our boiler/electrical switchgear/meter cupboard is not accessible to the children. 
Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught
not to touch them. 
There are sufficient sockets to prevent overloading. 
The temperature of hot water is controlled to prevent scalds. 
Lighting and ventilation is adequate in all areas including storage areas. 

All resources and materials which children select are stored safely. 
All equipment and resources are stored or stacked safely to prevent them accidentally falling or
collapsing. 

Children's safety 

Security 

Windows 
Low level windows are made from materials which prevent accidental breakage or are made safe. 

Doors 
We take precautions to prevent children's fingers from being trapped in doors. 

Floors 
All surfaces are checked daily to ensure they are clean and not uneven or damaged. 

Kitchen 

Electrical/gas equipment 

Storage 

Health and Safety General Standards 
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Our outdoor area is securely fenced. 
Our outdoor area is checked for safety and cleared of rubbish before it is used. 
Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides. Our
outdoor sand pit is covered when not in use. 
All outdoor activities are supervised at all times. 

We regularly seek information from the Environmental Health Department and the Health
Authority to ensure that we keep up-to-date with the latest recommendations. 
Our daily routines encourage the children to learn about personal hygiene. 
We have a daily cleaning routine for the pre-school which includes play room, kitchen, rest area,
toilets and nappy changing areas. 
We have a schedule for cleaning resources and equipment, dressing up clothes and furnishings. •
The toilet area has a high standard of hygiene including hand washing and drying facilities and
the disposal of nappies. 
We implement good hygiene practices by: 

Before purchase or loan, equipment and resources are checked to ensure that they are safe for
the ages and stages of the children currently attending the pre-school. 
The layout of play equipment allows adults and children to move safely and freely between
activities. 
All equipment is regularly checked for cleanliness and safety and any dangerous items are
repaired or discarded. 
All materials - including paint and glue - are non-toxic. 
Sand is clean and suitable for children's play. 
Physical play is constantly supervised. 
Children are taught to handle and store tools safely. 
Children who are sleeping are checked regularly.
Children learn about health, safety and personal hygiene through the activities we provide and
the routines we follow. 

Staffs that prepare and handle food receive appropriate training and understand - and comply
with - food safety and hygiene regulations. 
All food and drink is stored appropriately. 
Adults do not place hot drinks within reach of children. 
Snack and lunch times are appropriately supervised and children do not walk about with food and
drinks. 
Fresh drinking water is available to the children at all times. 
We operate systems to ensure that children do not have access to food/drinks to which they are
allergic.

Outdoor area 

Hygiene 

cleaning tables between activities; 
checking toilets regularly; 
wearing protective clothing - such as aprons and disposable gloves - as appropriate; 
providing sets of clean clothes; o providing tissues and wipes; and 
Ensuring sole use of flannels and towels. 

Activities 

Food and drink 

Health and Safety General Standards 
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A risk assessment is carried out before an outing takes place. 
Parents always sign consent forms before major outings. 
Our adult to child ratio is high, normally one adult to two children. 
The children are appropriately supervised to ensure no child gets lost and that there is no
unauthorised access to children. 
Records are kept of the vehicles used to transport children, with named drivers and appropriate
insurance cover. 
For those children remaining at pre-school, the adult to child ratio conforms to the requirements
of the National Standards for Day Care. 

Fire doors are clearly marked, never obstructed and easily opened from inside. 
Our emergency evacuation procedures are approved by the Fire Safety Officer and are: -
explained to new members of staff, volunteers and parents; and - practised regularly at least
once every six weeks. 
Records are kept of fire drills and the servicing of fire safety equipment. 

complies with the Health and Safety (First Aid) Regulations 1981; 
is regularly checked by a designated member of staff and re-stocked as necessary; 
is easily accessible to adults; and 
is kept out of the reach of children.

is kept safely and accessibly; 
all staff and volunteers know where it is kept and how to complete it; and 
is reviewed at least half termly to identify any potential or actual hazards. 

Outings and visits 
We have agreed procedures for the safe conduct of outings. 

Animals 
Animals visiting the pre-school are free from disease, safe to be with children and do not pose a
health risk. 

Fire safety 

First aid and medication 
At least one member of staff with a current first aid training certificate is on the premises or on an
outing at any one time. The first aid qualification includes first aid training for infants and young
children. 

Our first aid kit: 

At the time of admission to the pre-school, parents' written permission for emergency medical advice
or treatment is sought. Parents sign and date their written approval. 

Our Accident Book: 

Ofsted is notified of any injury requiring treatment by a General Practitioner or hospital, or the death
of a child or adult. 

Any injury requiring General Practitioner or hospital treatment to a child, parent, volunteer or visitor
is reported to the local office of the Health and Safety Executive. 

Health and Safety General Standards 
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any accident to a member of staff requiring treatment by a General Practitioner or hospital; and 
any dangerous occurrences (i.e. an event which does not cause an accident but could have
done). 

Adults are provided with guidance about the safe storage, movement, lifting and erection of large
pieces of equipment. 
When adults need to reach up to store equipment or to change light bulbs they are provided with
safe equipment to do so. 
All warning signs are clear and in appropriate languages. 
Adults do not remain in the building on their own or leave on their own after dark. 
The sickness of staff and their involvement in accidents is recorded. The records are reviewed
termly to identify any issues which need to be addressed. 

adults authorised to collect children from pre-school;
the names, addresses and telephone numbers of emergency contacts in case of children's illness
or accident; 
the allergies, dietary requirements and illnesses of individual children; 
the times of attendance of children, staff, volunteers and visitors; 
accidents; and incidents. 

Risk assessment. 
Record of visitors. 
Fire safety procedures. 
Fire safety records and certificates. 

We meet our legal requirements for the safety of our employees by complying with Regulations. We
report to the local office of the Health and Safety Executive: 

Children's prescribed drugs are stored in their original containers, are clearly labelled and are
inaccessible to the children. Parents give prior written permission for the administration of
medication. The administration is recorded accurately and parents sign the record book to
acknowledge the administration of a medicine. 

If the administration of prescribed medication requires medical knowledge, individual training is
provided for the relevant member of staff by a health professional. 

Sickness 
Our policy for the exclusion of ill or infectious children is discussed with parents. This includes
procedures for contacting parents - or other authorised adults - if a child becomes ill at pre-school. 

Ofsted is notified of any infectious diseases which a qualified medical person considers notifiable. 

Safety of adults 

Records 
In accordance with the National Standards for Day Care, we keep records of: 

In addition, the following policies and documentation in relation to health and safety are in place. 

National Standard 6: Safety 

Health and Safety General Standards 

Administration of medication. 
Prior parental consent to administer medicine. 
Record of the administration of medicines. 
Accident record. 
Sick children. 
No smoking.

National Standard 7: Health 
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It is to prevent a crime from being committed or intervene where one may have been, or to
prevent harm to a child or adult; or 
By not sharing it could be worse than the outcome of having shared it. 
The decision should never be made as an individual, but with the back-up of management. 

Where there is evidence that the child is suffering, or is at risk of suffering, significant harm. 
Where there is reasonable cause to believe that a child may be suffering, or at risk of suffering,
significant harm. 
To prevent significant harm arising to children and young people or serious harm to adults,
including the prevention, detection and prosecution of serious crime. 

Receive information about our information sharing policy when starting at setting and reassured
that this will only when necessary. 
Have information about our Safeguarding/Child Protection Policy. 
Have information about the circumstances when information will be shared with external
agencies. 

Record concerns and discuss these with the setting’s Designated Safeguarding Lead (DSL).
Record decisions made and the reasons why information will be shared and to whom; and 
Follow the procedures for reporting concerns and record keeping.

We are obliged to share confidential information without authorisation from the person who provided
it or to whom it relates if it is in the public interest. That is when: 

The three critical criteria are: 

Our procedure is based on the 7 golden rules for information sharing as set out in Information
Sharing: Advice for practitioners providing safeguarding services to children, young people, parents
and carers (Department for Education 2018). 

1. Remember that the General Data Protection Regulation is not a barrier to sharing
information, but provides a framework to ensure that personal information about living persons is
shared appropriately. 

2. Be open and honest. Explain to families how, when and why information will be shared about
them and with whom. Seek consent to share information, unless it puts the child at risk or
undermines a criminal investigation. 

In our setting we ensure parents: 

3. Seek advice when there are doubts about possible significant harm to a child or others. 

4. Share with consent where appropriate. Respect the wishes of children and parents not to
consent to share confidential information. However, in the interests of the child, know when it is
reasonable to override their wish. 

5. Managers are conversant with this and are able to advise staff accordingly. 

In our setting we: 

Information Sharing
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Our Safeguarding/Child Protection Policy and Record Keeping procedure set out how and where
information should be recorded and what information should be shared with another agency when
making a referral. 

Provision for this is set out in our Record Keeping procedure 

Our policies and procedures set out our responsibility regarding gaining consent to share
information and when it may not be sought or overridden. 
We cover this verbally when the child starts. 
Parents sign a form at registration to say they understand this. 
Parents are asked to give consent to share information about any additional needs their child may
have, or to pass on child development summaries, to the next provider/school. This is discussed
Butterflies Pre-School’s SENCO. 

Is there legitimate purpose to sharing the information? 
Does the information enable the person to be identified? 
Is the information confidential? 
If the information is confidential, do you have consent to share? 
Is there a statutory duty or court order to share information? 
If consent is refused, or there are good reasons not to seek consent, is there sufficient public
interest to share information? 
If the decision is to share, are you sharing the right information in the right way? 
Have you properly recorded your decision? 

6. Information shared should be accurate and up-to-date, necessary for the purpose it is being
shared for, shared only with those who need to know and shared securely. 

7. Reasons for decisions to share information, or not, are recorded. 

Consent 
Parents have a right to be informed that their consent to share information will be sought in most
cases, as well as the kinds of circumstances when their consent may not be sought, or their refusal
to give consent may be overridden. We do this as follows: 

We consider the following questions when we need to share: 

Information Sharing
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We allocate a key person to each child before they start (see Settling In Policy). 
During the first week of term a letter is sent home to parents to remind them of their child’s key
person. 
The key person offers unconditional regard for the child and is non-judgemental. 
The key person acts as the key contact for the parents and has links with other carers involved
with the child such as a childminder and co-ordinates the sharing of appropriate information about
the child’s development with those carers. 
The key person is responsible for developmental records and for sharing information on a regular
basis with the child’s parents to keep those records up-to-date, reflecting the full picture of the
child in our pre-school and at home. 

The key person encourages positive relationships between children in his/her key group,
spending time with them as a group each day. 
We promote the role of the key person as the child’s primary carer in the pre-school and as the
basis for establishing relationships with other staff and children. 
When the child changes settings, the key person is responsible for producing any necessary
reports or records. 

The procedures set out a model for developing a key person approach that promotes effective and
positive relationships for children who are in our setting. 

    - This includes the summative assessment at the end of each term and a formative assessment at
the end of the academic year. 
    - The key person is expected to keep these records up to date so the manager can review them at
any time. 
    - The child’s learning journal should be accurate, up to date and shared with the child regularly. 

   - In some cases the key person may be expected to attend the new setting for a handover of care.
The manager will organise this.

Key Person
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If parents/carers know that they will be late collecting a child they should let Pre-school staff
know as soon as possible, indicating when they expect to arrive. Having this information can Help
to prevent a child becoming distressed.
If nobody arrives to collect a child and staff have not heard from the person due to collect, They
will try to contact the alternative emergency contacts nominated by the parents.  If staff have
been unable to contact a parent or nominated carer within 30 minutes it will be necessary to
contact Social Services to take advice and arrange for temporary care.
A fine of £5 per 15 minutes after the first 15minutes will be levied to cover staffing cost.
Parents carers who abuse this system will jeopardise their Childs place.

Late Collection / Non Collection 

0208 726 6464
0208 726 6400
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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 normally offer placements for children under two years who are in care; we offer
instead other services, such as our play and stay group. 
We offer places to two-year-old children in some 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. 

The designated person for looked after children is Designated Safeguarding Lead (DSL) 
The DSL ensures the key person has the information, support and training necessary to meet the
looked after child’s needs. 
The DSL and the key person liaise with agencies, professionals and practitioners involved with
the child and his/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 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 settling-in process for the child is agreed. It should be the same as for any other child,
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. 

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 form a picture
of the whole child in relation to the Early Years Foundation Stage prime and specific areas of
learning and development.

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. 

Principles 

At Butterflies Pre-School: 

    - 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. 

Looked After Children 
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Concerns about the child will be noted on a concern sheet, passed to the DSL 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 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 DSL 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. 

Looked After Children 
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Minimum requirements for the manual handling of loads are followed where there is a particular
but not exclusive risk of back injury to workers. 
The need for manual handling is avoided or, when it cannot be avoided, an assessment is made
of the operation and where there is a risk of injury, appropriate steps taken to reduce or avoid
that risk. 
Assessment of manual handling operations take into account factors which include characteristics
of the load, the physical effort required, characteristics of the working environment and the
requirements of the task. 
Information and training is provided to staff 
Ensure that manual handling requirements are clearly identified when recruiting staff so that
appropriate medical advice can be taken as part of pre-employment health screening. 
Make allowance for any known health problems which might have a bearing on an existing
employee’s ability to carry out manual handling operations safely. 
Monitor and review manual handling assessments when there is reason to suppose that they are
no longer valid due to changes in working conditions, personnel involved or a significant change
in the manual handling operation affecting the nature of the task or the load. 
Maintain records of accident and ill health related to manual handling operations. 

The tasks to be carried out 
The load to be moved (including moving children) 
The environment in which handling takes place 
The capability of the individual involved in the manual handling. 

Think about the task to be performed and plan the lift 
Consider what you will be lifting, where you will put it, how far you are going to move it and how
you are going to get there 
Never attempt manual handling unless you have read the correct techniques and understood how
to use them 
Ensure that you are capable of undertaking the task – people with health problems and pregnant
women may be particularly at risk of injury

Butterflies Pre-School has a duty of care to ensure that; 

Preventing injuries 

We recognise that the most effective method of prevention is to remove or reduce the need to carry
out manual handling. Wherever possible, we review the circumstances in which staff have to carry
out manual handling and re-design the workplace so that items do not need to be moved from one
area to another. 

Where manual handling tasks cannot be avoided, for example lifting children when changing nappies,
we carry out a risk assessment by examining the tasks and deciding what the risks associated with
them are, and how these can be removed or reduced by adding control measures. 

Our manual handling assessment considers the following: 

We expect staff to use the following guidance when carrying out manual handling in order to reduce
the risk of injury. 

Planning and procedure 

Manual Handling 
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Assess the size, weight and centre of gravity of the load to make sure that you can maintain a
firm grip and see where you are going 
Assess whether you can lift the load safely without help. If not, get help or use specialist moving
equipment e.g. a trolley. Bear in mind that it may be too dangerous to attempt to lift some loads 
If more than one person is involved, plan the lift first and agree who will lead and give
instructions 
Plan your route and remove any obstructions. Check for any hazards such as uneven/slippery
flooring 
Lighting should be adequate 
Control harmful loads – for instance, by covering sharp edges or by insulating hot containers 
Ensure that you are wearing the correct clothing, avoiding tight clothing and unsuitable footwear 
Consider a resting point before moving a heavy load or carrying something any distance. 

Do not place the child on your hip, carry them directly in front of you in order to balance their
weight equally 
Wherever possible, avoid carrying the child a long distance 
Where a child is young and is unable to hold onto you, ensure you support them fully within your
arms 
Avoid carrying anything else when carrying a child. Make two journeys or ask a colleague to
assist you 
If a child is struggling or fidgeting whilst you are carrying them, stop, place them back down and
use reassuring words to calm the child before continuing 
Students and pregnant staff members will not carry children. 

Bend the knees slowly, keeping the back straight 
Tuck the chin in on the way down 
Lean slightly forward if necessary and get a good grip 
Keep the shoulders level, without twisting or turning from the hips 
Try to grip with the hands around the base of the load 
Bring the load to waist height, keeping the lift as smooth as possible. 

Move the feet, keeping the child or load close to the body 
Proceed carefully, making sure that you can see where you are going 
Lower the child or load, reversing the procedure for lifting

Carrying children 
Staff should avoid lifting and carrying children as much as possible however we understand that in
some situations this is unavoidable. If the child is old enough, ask them to move to a position that is
easy to pick them up, and ask them to hold onto you as this will support you and the child when
lifting 

Position 
Stand in front of the load with your feet apart and your leading leg forward. Your weight should be
even over both feet. Position yourself, or turn the load around, so that the heaviest part is next to
you. If the load is too far away, move toward it or bring it nearer before starting the lift. Do not twist
your body to pick it up. 

Lifting 

Moving the child or load 

Manual Handling 
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Avoid crushing fingers or toes as you put the child or load down 
If you are carrying a load, position and secure it after putting it down 
Make sure that the child or load is rested on a stable base and in the case of the child ensure
their safety in this new position 
Report any problems immediately, for example, strains and sprains. Where there are changes, for
example to the activity or the load, the task must be reassessed. 

Carry children or loads close to the body, lifting and carrying the load at arm’s length increases
the risk of injury 
Avoid awkward movements such as stooping, reaching or twisting 
Ensure that the task is well designed and that procedures are followed 
Try never to lift loads from the floor or to above shoulder height. Limit the distances for carrying ▪
Minimise repetitive actions by re-designing and rotating tasks 
Ensure that there are adequate rest periods and breaks between tasks 
Plan ahead – use teamwork where the load is too heavy for one person. 

Ensure that the surroundings are safe. Flooring should be even and not slippery, lighting should
be adequate, and the temperature and humidity should be suitable 
Remove obstructions and ensure that the correct equipment is available. 

Never attempt manual handling unless you have been trained and given permission to do so 
Ensure that you are capable of undertaking the task – people with health problems and pregnant
women may be particularly at risk of injury. 
Butterflies Pre-School suggests that pregnant women avoid all manual handling tasks and this
will be actively supported.

The task 

The environment 

The individual 

Manual Handling 
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Medication Administration 

Parents should endeavour to arrange for medicine to be administered outside Pre-School
sessions. Where this is not possible medication must be labelled and stored according to the
product instructions. Some medicines need to be refrigerated and must be in an airtight
container, clearly labelled, with access to the fridge restricted. Others should be stored in the
cupboard with the other First Aid Kit. The child will be told where the medication is being stored.
All medicines must be taken home at the end of each session to control the risk to other hall
users. 
Medicines will not usually be administered unless prescribed by the child’s doctor and in the
original container, with written parental consent and training for administration having been given
to staff, e.g. asthma inhaler, adrenaline. Staff cannot vary the dose, frequency or administration
of medication without the prescriber’s (the doctor) consent. 
All medicines may be harmful for anyone to whom they are not appropriate. Large volumes of
medicines will not be stored at the Hall. If medicines have to be administered on a long term
basis our Insurance provider will be notified. Staff will only store supervise and administer
medicine which has been prescribed for an individual child in the original container which should
clearly state: 

Name of the child 
Name of the medicine 
Dose 
Method of administration 
Time/frequency of administration 
Any side effects 
Expiry date 

Emergency medicines (asthma inhaler, adrenaline pens) should be readily available to the child
in an accessible place agreed in their Healthcare plan. This arrangement must not put other
children at risk by allowing them to access the medicine. The medicine must be clearly marked
with the child’s name. 
Staff must follow basic hygiene procedures and use precautions for avoiding the spread of
infection. Staff must always use gloves (in the top left hand cupboard) when dealing with blood,
other bodily fluids, and disposing of dressings or equipment. 
If a child refuses to take medicine no attempt to force the child must be made. It must be noted
on the Medication Record form and the parent informed at the end of the session. If refusal
results in an emergency the Emergency Incident Policy should be followed. 
Unused or out of date medicines will be returned to the parent or the prescribing pharmacy for
disposal. Sharps boxes should be used for the disposal of needles and collected by the Local
Authority’s environmental services.

The aim of this policy is to ensure that children with medical needs can be integrated in Pre-School
with the minimum disruption to the normal routine, whilst ensuring the safety of the child and others.
Children with long term medical needs have the same rights of admission as other children, and are
protected by the Disability Discrimination Act. Should a child with long term needs attend the Pre-
School an Individual Healthcare Plan would be created with the help of the child’s family, health care
professionals, the child’s Key-worker and all necessary staff training and support. This plan would
then be reviewed regularly. The Healthcare plan will include incident and emergency procedures
specifically designed for that individual child, and instructions for the Key-worker on how to
recognise such situations; a Risk Assessment of the medication and health Care Plan will be drawn 
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Missing Child 

Butterflies
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Missing Child 

Staff may become the target of parental anger and they may be afraid. 

No matter how understandable the parent’s anger may be, aggression or threats against staff are
not tolerated, and the police should be called 
Staff under investigation are treated fairly and receive support. 
Staff must also remember that children are sensitive to what is going on around them and may be
worried. o They should answer questions honestly but also reassure the children. 
Staff will not discuss any missing child incident with the press without taking advice. 
Staff may need counselling and support. 

Managing people: 

    - When dealing with distraught and angry parents there should always be two members of staff
present, one of whom should be the manager/deputy. 

     - The owner and manager will organise this if necessary 
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Nappy Changing and Intimate Care 

Promoting consistent and caring relationships through the key person system 
Using this one-to-one time as a key opportunity to talk to children and help them learn 
Ensuring that any staff undertaking nappy changing/intimate care have suitable enhanced Date
Barring Services checks 
Training all staff in the appropriate methods for nappy changing and first aid 
Ensuring hygiene procedures are followed appropriately 
Ensuring all staff know how to identify and act on signs and symptoms of abuse 
Operating a whistleblowing policy to help staff raise any concerns relating to their peers or
managers 
Conducting working practice observations of all aspects of care, including intimate care
Conducting regular risk assessments 
Parents can sign a consent form for staff to apply non prescribed nappy creams to their children.
If prescribed creams are needed the 

We aim to support all families by: 
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Outdoor Play 
At Butterflies Pre-School we are committed to the importance of daily outdoor learning and the
physical development of all children regardless of their age and stage of development. We provide
outdoor play in all weathers and seasons. Where possible and appropriate, we make outdoor
activities accessible to children with learning difficulties and disabilities to ensure inclusive use of the
outdoor area. 

We recognise that children need regular access to outdoor play in order to keep fit and healthy,
develop their large and fine motor skills and experience learning in a natural environment. The hall
has free flow to the outdoors so children can spend much of their day outside. 

The outdoor areas, both within the pre-school grounds and in the local community have a wealth of
experiences and resources which help children to develop in a variety of ways, including
independence, exploration and investigative skills, risk taking and self-esteem, all of which support
children to develop skills now and for the future. 

We ensure all areas are safe and secure through close supervision and the use of robust risk
assessments and safety checks. Where possible and appropriate, we plan and encourage play that
helps children understand and manage risks. This type of play allows children to explore and find
their own boundaries in a safe environment with supportive practitioners. Staff are informed of the
importance of safety procedures and are trained appropriately to ensure these procedures are
followed effectively. 

We plan all outdoor play opportunities and outings to complement the indoor activities and provide
children with purposeful activities that support and follow individual children’s interests. There is a
balance of both adult-led and child-initiated opportunities to enable children to learn and practice
new skills, knowledge and behaviours.
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Outings and Visits 

The name of the designated person in charge - the outing leader 
The estimated time of departure and arrival 
The number of children, age range of children, the ratio of staff to children, children’s individual
needs and the group size 
The equipment needed for the trip 
Staff contact numbers 
Method of transportation and travel arrangements (including the route) 
Emergency procedures 
Any specific risk assessment, e.g. for children with medical needs during the outing 
If any parent would sooner their child not be taken off-site please notify us.

Risk assessment / Outings plan 

All visits have a clearly identifiable educational purpose with specific learning outcomes. The full risk
assessment and outing plan will be displayed for parents to see. This plan will include: 
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Parents / Carers as Partners 

We generate confidence and encourage parents/carers to trust their own instincts and judgement
regarding their own child. 
We welcome all parents/carers into the pre-school at any time and provide an area where parents
can speak confidentially with us as required. 
We have a means to ensure that all parents/carers are included – including fathers or parents
who live or work apart from their children. 
We welcome breast feeding mothers. The pre-school will make available a private area whenever
needed to offer space and privacy to feeding mothers. 
Maintaining regular contact with parents/carers helps us to build a secure and beneficial working
relationship for their children. 
Operating a key person system enables parents to establish a close working relationship with a
named practitioner and to support two-way information sharing. 
We ensure ongoing dialogue with all parents to improve our knowledge of the needs of their
children and to support their families. 
We ensure pre-school documentation and communications are provided in different formats to
suit each parent’s needs if necessary. 
We ensure that all parents/carers are aware of the pre-school’s policies and procedures. A brief
introduction to policies is provided and our full policy documents will be available to
parents/carers at all times in the conservatory. 

We inform parents/carers on a regular basis about their children's progress and daily contact is
made with parents/carers. 
We involve parents/carers in the shared record keeping about their children and ensure parents
have access to their children's written developmental records. 
We actively encourage parents/carers to contribute to children’s learning through sharing
observations, interests and experiences from home. This may be verbally, sharing photographs or
in written form. 
We inform parents/carers about the range and type of activities and experiences provided for
children, the daily routines of the setting, the types of food and drinks provided for children and
events through newsletters. 
We respect the family’s religious and cultural backgrounds and beliefs and accommodate any
special requirements wherever possible and practical to do so.
We provide opportunities for parents/carers to contribute their own skills, knowledge and interests
to the activities. 
We provide information about opportunities for being involved in the pre-school. 
We inform parents/carers how the pre-school supports children with special educational needs
and disabilities. 
We welcome the contributions of parents/carers, in whatever form these may take. 
We give parents/carers and their child a questionnaire to complete on leaving Butterflies Pre-
School.

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 the setting. Some parents are less well represented
in early year’s settings; these include fathers, parents/carers who live apart from their children but
who still play a part in their lives as well as working parents/carers. In carrying out the following
procedures, we will ensure all parents/carers are included. 

Procedures 

     - We check to ensure parents/carers understand the information which is given to them. 
    - We inform parents/carers how and why we use their information within our setting. 
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Parents / Carers as Partners 
We consider and discuss all suggestions from parents/carers concerning the care and early
learning of their child and pre-school operation. 
We share information about the Early Years Foundation Stage, young children's learning in the
pre-school, how parents can further support learning at home and where they can access further
information. 
We inform parents/carers of the systems for registering queries, complaints or suggestions. 
We provide opportunities for parents/carers to learn about the pre-school curriculum and about
young children's learning, in the pre-school and at home. 
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Payment 
We aim to ensure that all sections of the community have access to Butterflies Pre-School and that
cost should not be a barrier to anyone’s inclusion. The owner is always available to talk to
parent/carer(s) who have concerns in regards to this.  
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Record Keeping  

Records pertaining to our registration. 
Contractual documentation pertaining to amenities, services and goods. 
Financial records pertaining to income and expenditure. 
Risk assessments. 
Employment records of staff. 

These include observations of children in the setting, photographs and samples of their work and
summary developmental reports. 
These are usually kept in the classrooms and can be freely accessed, and contributed to, by
staff, the child and the child’s parents/carers. 
Developmental records are destroyed once the child leaves the setting. 

These include registration and admission forms, signed consent forms, correspondence
concerning the child or family, reports or minutes from meetings concerning the child from other
agencies, an ongoing record of relevant contact with parents and observations by staff on any
confidential matter involving the child, such as developmental concerns or child protection
matters. 
These confidential records are stored in a lockable cabinet and are kept secure by the Data
Protection Lead. 
Parents have access, in accordance with our Access to Records Policy, to the files and records of
their own children but do not have access to information about any other child. ▪  Staff will not
discuss personal information given by parents with other members, except where it affects
planning for the other child’s needs. 
We retain children’s essential records until the child reaches the age of 24. These are kept in a
locked metal filing cabinet in the setting. 

All records are the responsibility of the Data Protection Lead, who ensures they are kept
securely. 
All records are kept in an orderly way in files and filing is kept up-to-date. 
Financial records are kept up-to-date for audit purposes. 
Health and safety records are maintained; 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

Butterflies Pre-School is registered with the Information Commissioner’s Office and our certificate is
displayed in the conservatory. 

We keep records for the purpose of maintaining our business. These include: 

Our records are regarded as confidential on the basis of sensitivity of information, such as with
regard to employment records and these are maintained with regard to the framework of the General
Data Protection Regulation and the Human Rights Act. 

Our Data Protection Lead is Jennifer Utting. 

Procedures 

Developmental Records 

Personal Records 

Provider Records 
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Record Keeping  
All our employment and staff records are kept securely and confidentially. 

Employment records of staff are kept securely in the pre-school office and are the responsibility
of the Data Protection Lead. 
Staff may request to see their own file but may not see records pertaining to any other staff
member. 
Staff records are kept archived once employment has ended and destroyed after 6 years. 
Records of students working within the pre-school are kept within the staff records 
Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the
people directly involved with making personnel decisions. 
Students on recognised qualifications or training, when they are observing in the setting, are
advised of our confidentiality policy and are required to respect it. 

Staff Records 
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Risk Assessment   

Identifying the risk: where is it and what is it? 
Who is at risk: childcare staff, children, parents etc? 
Assessment as to the level of risk as high, medium or low. This is both the risk of the likelihood of
happening, as well as the possible impact if it did. 
Control measures to reduce/eliminate the risk: what will you do, or ensure others will do, in order
to reduce the risk? 
Monitoring and review: How do you know if what you have said is working, or is thorough
enough? If it is not working, it will need to be amended, or maybe there is a better solution. 

Checking for and noting hazards and risk indoors and outside, and in our premises and for
activities 
Assessing the level of risk and who might be affected 
Deciding which areas need attention 
Developing an action plan that specifies the action required, the time scales for action, the
person responsible for the action and any funding required 
The risk assessment is written and reviewed regularly 

Butterflies Pre-School carries out written risk assessments. These are regularly reviewed and cover
potential risks to children, staff and visitors at the setting. When circumstances change in the pre-
school, e.g. a significant piece of equipment is introduced; we review our current risk assessment or
conduct a new risk assessment dependent on the nature of this change. 

The basis of this policy is risk assessment and adheres to the following five steps: 

Procedures
Our risk assessment process covers adults and children and includes: 

We maintain lists of health and safety issues, which are checked by staff daily before the pre-school
day begins as well as those that are checked on an annual basis when a full risk assessment is
carried out. 

See Health and Safety Policy for details of regular checks within Butterflies Pre-School and the
setting Risk Assessments which cover all aspects of pre-school routine.
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Safeguarding and Child Protection  

Managing all child protection 
The DSL or DDSL are always available during opening hours. 
Keep secure all child protection plans, write records and reports. 
Take responsibility of the safeguarding policy and procedures, including evaluating, updating and
cascading changes to staff. 
Ensure all staff, volunteers and students are aware of the safeguarding policy and procedures
and are adequately trained in these areas. 
Provide advice and support to all staff members surrounding safeguarding. 
Understand and participate in early help assessments and the process for early help. 
Liaise with the local authority.
Work in partnership with other agencies. 
Ensure a culture of listening to children and taking account of their wishes and feelings. The key
safeguarding responsibilities within each of the roles above are set out in Keeping Children Safe
in Education (2021)

The Statutory Framework for the Early Years Foundation stage (2021) 
Working together to safeguard children (2018) 
Keeping children Safe in Education (2021) 
The procedures of the Safeguarding Vulnerable People Partnership (formerly WSCB) 
Information sharing-Advice for practitioners providing safeguarding services to children, young
people, parents and carers (2018) 

all our children are safe and protected from harm 
Safeguarding procedures are in place to help children feel safe 
Adults in the setting are aware of the expected behaviours and their responsibilities in relation to
safeguarding and child protection.

Butterflies Pre-school fully recognises its responsibilities for Safeguarding and child protection.

The responsibilities of the DSL and the DDSL are: 

Children’s Social Care referrals: 
Multi-Agency Safeguarding Hub (MASH) (SPOC): 0208 726 6464

If you believe a child is at immediate risk of significant harm or injury, you must call the police on
999.

The Statutory Framework for the Early Years Foundation Stage 2021 sets the foundation of
safeguarding and welfare measures for us to follow. The framework states that: 

“Children learn best when they are healthy, safe and secure, when their individual needs are met and
when they have positive relationships with adults caring for them”. 

Introduction 

Butterflies pre-school is committed to safeguarding and promoting the welfare of children and will do
this by putting children’s right to be ‘strong, resilient and listened to’ at the heart of all our activities.
We fulfil our local and national responsibilities as laid out in the following key documents: 

The aim of this policy is to ensure: 
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Safeguarding and Child Protection  

ensuring that children grow up with the provision of safe and effective care 
acting to enable all children to have the best life chances 
preventing impairment of children's mental and physical health or development and 
protecting children from maltreatment. 

familiar with this safeguarding policy and have an opportunity to contribute to its review. 
alert to signs and indicators of possible abuse and wider safeguarding issues. 
able to record and report concerns as set out in this policy. 
able to deal with a disclosure of abuse from a child. 
involved in the implementation of individual education programmes, integrated support plans,
child in need plans and interagency child protection plans as required. 

all staff (including standby/cover staff and volunteers) who work at the school.

Scope 

Safeguarding children is defined as: 

The term ‘safeguarding children’ covers a range of measures including child protection procedures. It
encompasses a whole setting preventative approach to keeping children safe, including online that
incorporates children’s well-being, health and safety; pre-school behaviour management and
preventing peer on peer abuse; supporting children with medical conditions; Personal, Social,
emotional development, providing first aid and site security. 

Any safeguarding concerns or disclosures of abuse relating to a child at Pre-school, outside
of Pre-school and online are within the scope of this policy. Expectations 

All staff are: 

Monitoring and review 
The Manager ensures that safeguarding is an agenda item for every staff meeting. 

This policy is reviewed annually or earlier as required by changes to legislation or statutory
guidance. 

The DSL and DDSL’s continuously monitor the effectiveness of this policy. 

Mandatory procedures – Staff and adults at Pre-school 

Safer recruitment 

All staff are subject to safer recruitment processes and checks and we follow the guidance set out in
Part 3 of KCSiE (2021). 

At Butterflies Pre-school, we scrutinise all applications for paid or voluntary posts. We undertake
interviews and make appropriate checks through the Disclosure and Barring Service (DBS). We
maintain a single central record (SCR) of the essential checks as set out in KCSiE that have been
carried out and certificates obtained. The SCR applies to: 
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Safeguarding and Child Protection  

Physical abuse 
Emotional abuse 
Sexual abuse 
Neglect 

Failure to thrive and meet developmental milestones 
Fearful or withdrawn tendencies 
Aggressive behaviour 
Unexplained injuries to a child or conflicting reports from parents or staff
Repeated injuries 
Unaddressed illnesses or injuries 
Significant changes to behaviour patterns. 

take photographs of any injuries. 
postpone or delay the opportunity for the child to talk. 
take notes while the child is speaking or ask the child to write an account. 
try to investigate the allegation. 
promise confidentiality e.g. say they will keep ‘the secret’. 
approach or inform the alleged abuser. 

Staff Behaviour Policy (for safer working practice) 

Butterflies Pre-school is committed to positive outcomes for our children underpinned by a strong
safeguarding ethos. We are equally committed to the protection and welfare of our staff, who are
expected to adhere to the highest standards of professional behaviour. 

The Staff Behaviour Policy sets out staff behaviours that should be avoided as well as those that
constitute safe practice and supports our commitment to safeguarding children. 

Identifying the signs 
All staff know how to recognise and are alert to the signs of neglect and abuse and wider
safeguarding issues, including but not limited to peer on peer abuse and exploitation. Definitions of
abuse, set out in 'What to do if you’re worried a child is being abused - Advice for practitioners’
(2015) and 'Keeping Children Safe in Education' (2021) along with notes from safeguarding training,
are important reference documents for all staff. 

Keeping Children Safe in Education (2021) describes four types of abuse: 

Somebody may abuse or neglect a child by harming them or by failing to act to prevent harm.
Children may be abused within a family, institution or community setting by those known to them or a
stranger. 

The signs and indicators listed below may not necessarily indicate that a child has been abused, but
will help us to recognise that something may be wrong, especially if a child shows a number of these
symptoms or any of them to a marked degree. 

Responding to concerns/disclosures of abuse 

Flowcharts provided by the SVPP that set out the required procedure for staff to follow when they
have a safeguarding concern about a child are displayed in the meeting room for easy reference.

Staff adhere to the organisation’s safeguarding training requirements when concerned about abuse
or when responding to a disclosure of abuse. Staff understand that they must NOT: 
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Safeguarding and Child Protection  
All staff record any concern about or disclosure by a child of abuse or neglect and report this to the
D/DSL using the standard form. It is the responsibility of each adult in pre-school to ensure that the
D/DSL receives the record of concern without delay. In the absence of the D/DSL, staff members
know to speak directly to the MASH. In some circumstances, the D/DSL or member of staff seeks
advice by ringing the MASH for advice. 

The D/DSL will liaise with safeguarding partners and work with other agencies in line with Working
Together (2018) 

The D/DSL will provide as much information as possible as part of the referral process. This will
allow any assessment to consider all the available evidence and enable a contextual approach to
address such harm. 

During term time, the DSL and/or a DDSL is always available during school hours for staff to discuss
any safeguarding concerns. 

Online safety 

Please also refer to our E-safety Policy 

At Butterflies Pre-school we acknowledge the fact that many children have access to the internet via
devices at home and will provide information to parents to support them in keeping their children safe
online. https://www.internetmatters.org/advice/0-5/ 

Managing concerns and allegations against staff (including cover/bank staff, volunteers and
contractors) 

Butterflies Pre-school follows the procedure set out by the SVPP ‘Allegations against adults’
flowchart which is displayed in the meeting room for easy reference. 

Where anyone in the pre-school has a concern about the behaviour of an adult who works or
volunteers at the Pre-school, including cover/bank staff, volunteers and contractors, they must
immediately consult the Manager who will refer to the local authority Designated Officer for
Allegations (DOFA). 

Any concern or allegation against the Manager will be reported to the Owner without informing the
Manager.

All staff must remember that the welfare of a child is paramount and must not delay raising concerns
for fear a report could jeopardise their colleague’s career. Butterflies Pre-school promotes an open
and transparent culture in which all concerns about adults working in or on behalf of the Pre-school
(including bank/cover staff and volunteers) are dealt with promptly and appropriately. 

Any allegation of abuse will be dealt with in a fair and consistent way that provides effective
protection for the child and at the same time supports the person who is the subject of the allegation.

In addition to the concern/allegation management process, the Pre-school’s DSL will also refer
suspected abuse to the MASH as described in ‘responding to a concern.’
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Safeguarding and Child Protection  

ensure all staff are clear about what appropriate behaviour is (as set out in the Staff Behaviour
Policy), and are confident in distinguishing expected and appropriate behaviour from concerning,
problematic or inappropriate behaviour, in themselves and others; 
empower staff to share any low-level safeguarding concerns; 
provide a responsive, sensitive and proportionate handling of such concerns when they are
raised, for both the child/ren and the adult; and, 
respond to reports of low-level concerns in accordance with our conduct procedures by
addressing unprofessional behaviour and support the individual to correct it at an early stage. If
the concern has been raised via a third party, the Manager will collect as much evidence as
possible by speaking: 

All members of staff and volunteers have read and signed to confirm they have understood the
school’s Staff Behaviour Policy (for safer working practice). 

Concerns and allegations reported relating to outside professionals and contractors will be notified to
their employers for investigation and potential referral to DOFA. 

Butterflies Pre-school will appoint a ‘case manager’ to lead any investigation where the reported
allegation does not meet the allegations threshold to consider a referral to the DOFA. This is the
Manager or where the Manager is the subject of an allegation, the Owner. 

Managing low-level concerns about adults 

Butterflies Pre-school operates a ‘low-level’ concerns policy in accordance with KCSIE. ‘Low-level’
refers to behaviour that is: inconsistent with expectations set out in the Staff Behaviour Policy,
including inappropriate conduct outside of work, and/or does not meet the allegations threshold, or is
otherwise not considered serious enough to consider a referral to the DOfA. 

All low-level concerns will be reported to the Manager; low-level concerns about the Manager will be
reported to the Owner. 

Butterflies Pre-school will: 

    - directly to the person who raised the concern, unless it has been raised anonymously; 
    - to the individual involved and any witnesses. 

Reporting low-level concerns helps to create and embed a culture of openness, trust and
transparency in which the school’s values and expected behaviour are constantly lived, monitored
and reinforced by all staff. 

Staff are encouraged to self-refer where they have found themselves in a situation which could be
misinterpreted, might appear compromising to others, and/or on reflection they believe they have
behaved in such a way that they consider falls below the expected professional standards. 

All low-level concerns will be recorded in writing, retained and reviewed to help recognise any
weakness in the school safeguarding system so that potential patterns of concerning, problematic or
inappropriate behaviour can be identified. 
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Safeguarding and Child Protection  

The NSPCC whistleblowing helpline Staff can call: 0800 028 0285 from 08:00 to 20:00, Monday to
Friday, or email help@nspcc.org.uk. 
The Owner: Jennifer Utting

by the setting previously attended by the child. 
by our DSL when the child leaves our school.

keeps clear and comprehensive written records of all children’s safeguarding and child protection
concerns using a standard recording form, with a body map, including how the concern was
followed up and resolved as well as a note of any action taken, decisions reached and the
outcome. 
ensures all children’s safeguarding and child protection records are kept securely in a locked
location. 
ensures the records incorporate the child’s voice. 

Whistleblowing 

All staff, parents/carers can raise concerns about poor or unsafe practice and potential failures in the
Pre-school safeguarding regime. Our whistleblowing procedures, which are reflected in staff training
and our Staff Behaviour Policy, are in place for such concerns to be raised with the Manager. 

If a staff member feels unable to raise an issue with the Manager or feels that their genuine concerns
are not being addressed, other whistleblowing channels are open to them: 

Escalation of concerns 
Effective working together depends on an open approach and honest relationships between
colleagues and between agencies. 

Staff must be confident and able to professionally disagree and challenge decision-making as an
entirely legitimate activity; a part of our professional responsibility to promote the best safeguarding
practice. Staff are encouraged to press for re-consideration if they believe a decision to act/not act in
response to a concern raised about a child is wrong. In such cases the SVPP Case Resolution
Protocol is used if necessary. 

If we are on the receiving end of a professional challenge, we see this as an opportunity to reflect on
our decision making. 

Record keeping and information sharing 

The Pre-school: 
Liaises with partner organisations to ensure any safeguarding records for learners are shared on
transition: 

For any child dual-registered with another setting, the Pre-school continues to be responsible for the
safeguarding of the placed pupil thus the DSL will regularly liaise with the DSL at that base to ensure
information is shared in the child’s best interests. 

The D/DSL acts in accordance with Information Sharing – Department for Education (DfE) (2018) and
in line with the County Council Record Keeping Guidance which includes details about file retention.
Information about children at risk of harm is shared with members of staff in keeping with the seven
golden rules to sharing information in the DfE guidance. 
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Safeguarding and Child Protection  

place a child at increased risk of significant harm 
place an adult at increased risk of serious harm 
prejudice the prevention, detection or prosecution of a serious crime 
lead to unjustified delay in making enquiries about allegations of significant harm to a child, or
serious harm to an adult. 

We are committed to work in partnership with parents and carers. In most situations, we will discuss
initial concerns with them. However, the D/DSL will not share information where there are concerns
that if so doing would: 

When we become aware that a child is being privately fostered, we remind the carer/parent of their
legal duty to notify Wiltshire Children’s Social Care. We follow this up by contacting Children’s Social
Care directly. 

Visitors 
All visitors complete a signing in/out process, wear a Pre-school ID badge and are provided with key
safeguarding information including the contact details of safeguarding personnel in school. 

Scheduled visitors in a professional role (e.g. Ofsted inspector, Nurse, Health visitor, Speech &
language Therapist) are asked to provide evidence of their role and employment details (usually an
identity badge) upon arrival at pre-school. Careful consideration is given to the suitability of any
external organisations. 

If the visit is unscheduled and the visitor is unknown to the pre-school, we will contact the relevant
organisation to verify the individual’s identity, if necessary. 

Off site visits and exchange visits 
We carry out a risk assessment prior to any off-site visit and designate the specific roles and
responsibilities of each adult, whether employed or volunteers. 

Where there are safeguarding concerns or allegations that happen offsite, staff will follow the
procedures described above and in the SVPP flowcharts as appropriate. 

Mandatory procedures – Supporting children 

A culture of listening to children 
We have a whole school approach to listening to children and create an environment where children
feel safe to share their concerns and worries and know they will be taken seriously. These systems
operate with the best interests of the child at their heart. 

Curriculum 
Our children access a broad and balanced curriculum that enable children to be strong, resilient and
listened to. 

Remote learning 
If the school is required to change the way provision to children is offered due to exceptional
circumstances e.g. during a pandemic lockdown, self-isolation, staff responsibilities to remain alert to
the signs and risks of abuse to children will continue to apply. In such circumstances:
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Safeguarding and Child Protection  

work closely with social care and partner agencies to support children in these circumstances and
to identify children who may be at risk for the first time and/or benefit from additional support 
use specific local and national guidance about safeguarding in such circumstances to inform
practice and will ensure staff, children, and families are provided with written: 

The Digital Assessment and Referral Tool as appropriate as part of a holistic assessment of the
child’s needs. 
The Multi-Agency Thresholds guidance for Safeguarding Children on the Safeguarding Vulnerable
People Partnership (SVPP) website about suitable action to take when a pupil has been identified
as making inadequate progress or having an unmet need. 
Liaises with Wiltshire SEND service 

The DSL will: 

     - amended DSL arrangements as required (names, location and contact details) 
     - amended procedures for reporting concerns 
     - safeguarding training arrangements 
    - timescales for such changes so that all families and staff understand when such arrangements
will end, and arrangements revert to those in place prior to the events leading to the need for the
temporary changes. 

We will continue to support parents/carers offer during such circumstances, to promote children’s
personal, social emotional and physical development. 

Early help 
At Butterflies Pre-school, all our staff can identify children who may benefit from early help as a
problem emerges and discuss this with the D/DSL. 

The D/DSL uses: 

Children with Special Education Needs and Disabilities (SEND) or physical health issues 

Children with additional needs or certain health conditions face an increased risk of abuse and
neglect. Staff take extra care to interpret correctly apparent signs of abuse or neglect. We never
assume that behaviour, mood or injury relates to the children’s additional needs without further
exploration. Staff understand that additional challenges can exist when recognising abuse and
neglect in children with SEND, including communication barriers. Staff recognise that children with
SEND are also at a higher risk of peer group isolation and can be disproportionately affected by
bullying (including prejudiced-based bullying). 

The use of ‘reasonable force’ in Pre-school 

There are circumstances when it is appropriate for staff to use reasonable force to safeguard
children. The term ‘reasonable force’ covers the broad range of actions used by staff that involve a
degree of physical contact to control or restrain children. This can range from guiding a child to
safety by the arm, to be restrained to prevent injury to themselves or others. ‘Reasonable’ in these
circumstances means ‘using no more force than is needed’. The use of force may involve either
passive physical contact, such as standing between children or blocking a child’s path, or active
physical contact such as leading a child to a safe place by the arm to a quiet/safe place. If
‘reasonable’ force has been used for any of the reasons above, parents/carers are to be informed on
the same day that it occurs. The intervention will be recorded as soon as possible, which states
clearly when and how parents were informed. 
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Safeguarding and Child Protection  

Definition and indicators of abuse and neglect 

Children with frequent injuries of any form 
Children with unexplained or unusual fractures or broken bones 
Children with unexplained 

Any bruising, fractures, bleeding or other injuries such as burns should be a cause for concern 

Patterns of bruising suggestive of physical abuse include; 

All staff will follow our Promoting Positive behaviour policy and support children to manage emotions,
develop a positive sense of self and begin to learn how to co-operate and resolve conflicts peacefully
to reduce the need for ‘use of reasonable force.’ Staff will work in collaboration with parents/carers to
plan positive, proactive behaviour support which may include support plans and referral to specialist
agencies to support the child. 

Mandatory procedures – Specific forms of abuse and safeguarding issues 

What to do if you are worried a child is being abused (2015) defines the different types of abuse and
describes signs that may be indicators of abuse or neglect. 

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

Indicators of physical abuse: 

    - Bruises/cuts 
    - Burns/scalds 
    - Bite marks 

Although bruising is the most common presenting feature of physical abuse, especially to non-mobile
children, we understand that the pattern and location of bruising may be a better indicator to use.
Bruises should never been interpreted in isolation but must always be recorded to form a wider
picture. 

     - Accidental bruising is generally found on bony prominences and on the front of the body.  
    - Accidental bruising is rarely found on the back, buttocks, abdomen, upper limbs and soft tissue
areas such as cheeks, ears and palms and soles of the feet 

     - Bruising or injuries in babies or non-mobile children 
     - Bruises in soft tissue areas away from bony prominences 
     - Bruises to the face, back, abdomen, arms, buttocks, ears or hands 
     - Multiple or clustered bruising 
     - Imprinting of petechiae (small red or purple spots caused by broken blood vessels)
     - Symmetrical bruising (i.e. finger marks on both arms) 

Emotional abuse 
The persistent emotional maltreatment of a child thus causing severe/adverse effects on the child’s
emotional development. This may involve conveying to the child that they are worthless/unloved,
inadequate, or valued only so far as they meet the needs of another person. It may include not giving
the child opportunities to express their views, deliberately silencing them or making fun of what they
say or how they communicate. It may feature age or developmentally inappropriate expectations
being imposed on children. These may include interactions that are beyond a child’s developmental 
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Safeguarding and Child Protection  

Children who are excessively withdrawn, fearful or anxious about doing something wrong 
Parents/carers who withdraw their attention from their child 
Parents/carers blaming their problems on a child 
Parents/carers who humiliate their child e.g. name calling 

Children who display knowledge or interest in sexual acts inappropriate to their age 
Children who use sexual language or have sexual knowledge you wouldn’t expect them to have 
Children who ask others to behave sexually or play sexual games 
Children with physical sexual health problems, including soreness, sexually transmitted
infections/urinary tract infections and pregnancy 

Children who appear with unexplained gifts or new possessions 
Children who associate with other young people involved in exploitation 
Children who have older boyfriends or girlfriends 
Children who suffer from sexually transmitted infections or become pregnant 
Children who suffer from changes in emotional well-being 
Children who misuse drugs and alcohol 
Children who go missing for periods of time 
Children who regularly miss school or education or don’t take part in education

capability as well as overprotection and limitation of exploring and learning, or preventing the child
participating in normal social interaction. It may involve seeing or hearing the ill treatment of another
and it may involve serious bullying (including cyber-bullying), causing children to feel frightened or in
danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all
types of maltreatment of a child, although it may occur alone. 

Indicators of emotional abuse: 

Sexual abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not
necessarily involving a high level of violence, whether or not the child is aware of what is happening.
The activities may involve physical contact, including assault by penetration, and non-penetrative
such as kissing, rubbing or touching. It may also include non-contact activities such as involving
children in looking at, or in the production of, sexual images, watching sexual activities, encouraging
children to act in sexually inappropriate ways or grooming a child in preparation for abuse. Sexual
abuse is not solely performed by adult males, women can also commit acts of sexual abuse, as can
other children. 

Indicators of sexual abuse: 

Child sexual exploitation (CSE) 
CSE is a form of sexual abuse where children are sexually exploited for money, power or status. In
some cases, young people are persuaded or forced into exchanging sexual activity for money, drugs,
gifts, affection or status. Consent cannot be given, even where a child may believe they are
voluntarily engaging in sexual activity with the person who is exploiting them. Child sexual
exploitation doesn't always involve physical contact and can happen online. 

Indicators of CSE: 
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Safeguarding and Child Protection  

Knowing that the family belongs to a community in which FGM is practised and is making
preparations for the child to take a holiday, arranging vaccinations or planning absence from
school 
The child may also talk about a special procedure/ceremony that is going to take place or a
special occasion to 'become a woman'. 

Prolonged absence from school or other activities with noticeable behaviour change on return,
possibly with bladder or menstrual problems 
Difficulty walking, sitting or standing, and look uncomfortable 
Spend longer than normal in the bathroom or toilet 
May complain about pain between their legs, or talk of something somebody did to them that they
are not allowed to talk about 

Children who are living in a home that is indisputably dirty or unsafe 
Children who are left hungry or dirty 
Children who are left without adequate clothing, e.g. not having a winter coat 
Children who are living in dangerous conditions, i.e. around drugs, alcohol or violence 
Children who are often angry, aggressive or self-harm 
Children who fail to receive basic health care 
Parents who fail to seek medical treatment when their children are ill or are injured

Female genital mutilation (FGM) and forced marriage 
FGM is illegal in the UK and a form of child abuse with long-lasting harmful consequences. Staff will
inform the D/DSL immediately if they suspect a girl is at risk of FGM. We will report to the police any
‘known’ cases of FGM to the police as required by law. 

Professionals need to be alert to the possibility of a girl being at risk of FGM, or already having
suffered FGM. We are vigilant towards young mums, older sisters and other female family members
as well as the children in our care. 

There is a range of potential indicators that a child or young person may be at risk of FGM: 

    - Professionals should note that girls at risk of FGM may not yet be aware of the practice or that it
may be conducted on them, so sensitivity should always be shown when approaching the subject. 

Indicators that FGM may already have occurred: 

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

Indicators of neglect: 

Butterflies Pre-School recognises other safeguarding issues which may occur including child sexual
exploitation, child abuse linked to spirit possession, breast-ironing, bullying, cyber crime and cyber
bullying, prejudice-based bullying, peer on peer abuse, domestic violence, drugs, fabricated or
induced illness, faith abuse, forced marriage, gangs and youth violence, gender based violence/
violence against women and girls, mental health, extra-familial abuse and threats, abuse of disabled 
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Safeguarding and Child Protection  

Missing – whereabouts unknown or 
Missing education –where a child has 10 days or more of continuous absence from pre-school or
has left suddenly with an unknown destination. 

after reasonable attempts have been made to contact the family without success, the DSL follows
the SVPP procedure and consults/refers to the MASH team as appropriate. 
there are no known welfare concerns about a pupil, we follow our procedures for unauthorised
absence and report concerns to the Education Welfare Service. 

abuse and neglect, or other potentially traumatic adverse childhood experiences can have a
lasting impact throughout childhood, adolescence and into adulthood. Staff are aware of how 
these experiences can impact on children’s emotional well-being, behaviour and development.
they have a duty to observe children day-to-day and identify those whose behaviour suggests that
they may be experiencing emotional difficulties. 
if staff have an emotional well-being concern about a child that is also a safeguarding concern,
they will report this concern using the agreed reporting mechanisms.

children, homophobic/biphobic/transphobic bullying, radicalisation and trafficking. The impact of new
technologies on sexual behaviour, for example ‘sexting’, and accessing pornography, substance
misuse and poor parenting, particularly in relation to babies and young children. Butterflies Pre-
School will endeavour to identify and act upon any forms of abuse according to our procedures. 

Serious violence 
Our curriculum includes promoting conflict resolution skills and understanding risky situations to help
our children develop the social and emotional skills they need to thrive. 

Staff are trained to recognise both the early warning signs of contextual risks and that children and
their families may be vulnerable to exploitation and getting involved in gangs as well as indicators
that children and their families are involved in serious violent crime. They are also aware of the
associated risks and know the measures put in place to minimise such risks. 

Missing children and children missing education 

Staff report immediately to the D/DSL, if they know of any child who may be: 

The DSL shares any unexplained absence of children who have an allocated social worker within 24
hours. 

Children who do not attend settings regularly can be at increased risk of abuse and neglect. Where
there is unexplained absence, and 

Emotional wellbeing 
All staff are aware that any changes in children’s, emotions or behaviour can be an indicator that a
child has suffered or is at risk of suffering abuse, neglect or exploitation. 

Staff understand that: 

Domestic abuse 
Staff understand that domestic abuse is any incident or pattern of incidents of controlling, coercive,
threatening behaviour, violence or abuse between those aged 16 or over who are, or have been,
intimate partners or family members regardless of gender or sexuality. The abuse can encompass
but is not limited to: psychological; physical; sexual; financial; and emotional harm. 
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Safeguarding and Child Protection  

Showing sympathy for extremist causes 
Glorifying violence ▪ Social isolation 
Being quick to condemn those who disagree and ignoring views that contradict their own ▪
Evidence of possessing illegal or extremist literature 
Advocating messages similar to illegal organisations 
Out of character changes in dress, behaviour and peer relationships 

ANY member of staff who deems there to be as serious threat to the pre-school will raise the
alarm. This can be done: using the panic alarm in the office or conservatory, using a walkie talkie
or shouting the safe word (not stated in this document for security). 
Members of staff will calmly move their children into the main pre-school building, into their usual
classroom and get them to sit down quietly. 

The registers should be checked to ensure that all children are accounted for. 
All exterior doors and windows should be closed and locked. The manager (or deputy if the
manager is not at the setting) is responsible for ensuring all doors are secured. 
The most senior member of the management team will phone the police via 999. The phone line
will then be kept clear. 
All staff to keep calm and support the children. All pre-school staff will follow direction from the
police. No staff member will attempt to communicate with any person posing a threat to the pre-
school. 
Positioning of the children will be individual to the scenario – but children will be kept away from
windows and doors. The office, meeting room, sunshine room and conservatory are not
appropriate areas. 
Once the police and the manager agree that the pre-school is safe all parents will be informed of
the situation. 
Support will be offered to all staff and children if necessary after such an event.

When police are called to an incident of domestic abuse, where there are children in the household
who have experienced the domestic incident, the DSL ensures the organisation receives up to date
relevant information about the child’s circumstances and will ensure key staff provide emotional and
practical support to the child according to their needs. 

Preventing radicalisation 
Protecting children from the risk of radicalisation is part of’ wider safeguarding duties, and is similar
in nature to protecting children from other forms of harm and abuse. 

Staff use their judgement in identifying pupils who might be at risk of radicalisation and speak to the
D/DSL if they are concerned about a child. The D/DSL will always act proportionately and this may
include making a Prevent referral to the MASH. 

Recognising Extremism - early indicators may include: 

Lock down/terrorist threat procedures 
In the event of a serious threat to the school or in the nearby vicinity the school will follow the
procedure below: 

     - Staff who are out of the main playgrounds (in the park, in the fields, on the plant nursery or by
the chickens) will be informed using the safe word via walkie talkie. These staff members should
gather their children and find a sheltered position and keep quiet awaiting further instructions. 
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Confirmation of the conduct expected of staff within the Pre-school – our Staff Behaviour Policy 
Opportunities for a new member of staff to discuss any issues or concerns about their role or
responsibilities 
Confirmation of the line management/mentor process whereby any general concerns or issues
about the person’s ability or suitability will be addressed. 

Staff training 

Induction 
The welfare of all our children is of paramount importance. All staff including regular volunteers are
informed of our safeguarding policy and procedures including online safety, at induction. 

Our induction for staff also includes: 

Safeguarding training 
This training is for all staff and is updated every 3 years as a minimum to ensure staff understand
their role in safeguarding. In addition, all staff members receive safeguarding and child protection
updates (for example, via email and staff meetings) as necessary and at least annually. 

Advanced training 
The D/DSL has additional multi agency training which is updated every two years as a minimum.
Their knowledge and skills are refreshed at least annually e.g. via e-bulletins or safeguarding
networking events with other D/DSLs. 

At least one person on any appointment panel has undertaken Safer Recruitment Training. This
training is updated every five years as a minimum. 

Preventing Radicalisation 
All staff undertake Prevent awareness training. 

Staff support 
Due to the demanding, often distressing nature of child protection work, we support staff by providing
an opportunity to talk through the challenges of this aspect of their role with the Manager/Deputy
Manager and to seek further support as appropriate. 
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Safer Recruitment  

We use reputable newspapers and websites to advertise for any vacancies. 
We ensure that recruitment literature includes details of our equal opportunities policy and our
safe recruitment procedures; including an enhanced DBS check and independent references for
every new employee. 

Staff are expected to disclose convictions, cautions, court order, reprimand and warnings which
may affect their suitability to work with children. 
We follow the requirements of the Early Yeas Foundation Stage and Ofsted guidance on checking
suitability of all staff and volunteers. 

We shortlist all suitable candidates and ensure all applicants receive correspondence regardless
of whether they are successful in reaching the interview stage or not. 
All shortlisted candidates will receive a job description, a person specification, an equal
opportunities monitoring form and a request for identification prior to the interview 
The manager will decide the most appropriate people for the interview panel. There will be at
least two people involved are both are involved in the overall decision making (usually the
manager and owner) 
All candidates reaching the interview stage are questioned using the same set criteria and
questions. 

Candidates will be given a score for their answers including a score for their individual
experience and qualifications. 
The owner, manager and deputy will then select the most suitable person for this position based
on these scores and their knowledge and understanding of the early years framework as well as
the needs of the setting. 
Every candidate will receive communication from the nursery stating whether they have been
successful or not. Unsuccessful candidates are offered feedback. 

The owner and manager are Safer Recruitment trained staff members, and one of them is always
on the interview panel. 

We use Ofsted guidance on obtaining references, identity checks and enhanced criminal record
checks through the Data Barring Service for staff and volunteers who will have unsupervised
access to the children. This is in accordance with requirements under the Safeguarding
Vulnerable Groups Act 2006 for the vetting and barring scheme. 

Advertising 

Vetting and staff selection 

      - This includes Data Barring Services checks and references. 
     - Where an individual is subscribed to the DBS Update Service, we will carry out a status check
on their certificate and check their identity. 
      - We obtain verbal consent to carry out on going checks to the certificate is up to date. 
    - We keep records relating to employment of staff and volunteers, in particular those
demonstrating suitability checks have been completed. 

Interviewing 

   - These cover specific areas of childcare, including safeguarding the children in their care,
planning suitable activities to enhance the child’s development and their understanding of the legal
frameworks applied to childcare and used in the nursery. 
    - The questions will be value based and will ensure the candidate has the same values as the
setting with regards to the safety and welfare of the children in their care. 

Staff checks and references 

   - We practice safer recruitment in checking the suitability of staff and volunteers to work with
children.
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Safer Recruitment  
Prospective staff are given the opportunity to disclose any previous convictions which may affect
their employability.
All prospective staff members must provide two written references from previous employers or
college tutor; these are both followed by a phone call from the manager/deputy to confirm details. 
Every job offer will be subject to suitable checks and references. 
Potential staff will provide Butterflies Pre-School with proof of their identity and proof of their
eligibility to work in the UK if necessary. 
All staff will have an enhanced DBS check prior to starting their employment. 

New starters are required to sign to state that they have no criminal convictions, court orders or
any other reasons that disqualify them from working with children or unsuitable to do so. 
Staff qualifications will be checked prior to employment and copies taken. 

Prior to starting work the staff member receives their job description so they have an idea of what
their role entails. 
If possible, the staff member will attend the setting prior to starting to work. 
All new members of staff will undergo an induction period. 
New staff will not be part of the adult to child ratios until both the staff member and manager
agree that they are ready. 
All staff have a probationary period of up to 3 months – this may be extended at the manager’s
discretion. 

We have an induction plan for all new staff, students and volunteers which includes the following: 

Every staff member has a job description which clearly set out their responsibilities, the induction
period will allow the staff member to familiarise him/herself with all aspects of their job
description. 
The induction period lasts for at least 4 weeks. 

The new member of staff will have regular informal meetings with the manager and to discuss
their progress. 
During the induction period, the individual must demonstrate understanding of and compliance
with policies, procedures, tasks and routines. 
All staff complete safeguarding, manual handling and food hygiene training as part of their
induction. 
Successful completion of the induction forms part of the 3 month probationary period.

   - We keep all records relating to employment of staff and volunteers, in particular those
demonstrating that checks have been done, including the date and number of the enhanced DBS
check. 

Starting Work 

Induction 

     - Introductions to all staff, volunteers and managers. 
     - Familiarising with the building, health and safety and fire procedures. 
     - Ensuring our policies and procedures have been read and are carried out. 
     - Introduction to parents, especially parents of allocated key children, where appropriate. 
     - Familiarising them with confidential information where applicable in relation to any key children. 
     - Details of the tasks and daily routines to be completed. 

     - The deputy/manager supervises and inducts new staff and volunteers.
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We provide regular in-service training to all staff - whether paid staff or volunteers - through
Croydon Council 
We support the work of our staff by daily liaison and by holding annual appraisals. 
We offer opportunity and support for staff to achieve a high level of morale and motivation to
further their learning. 
We seek out training opportunities for staff and volunteers to enable them to develop anti-
discriminatory and inclusive practices, which enable children to flourish 
The owner and manager have an open-door policy and staff are welcome to speak to them at any
time. 
We provide opportunity for delegation based on skills, experience and expertise to offer
recognition and empower staff. 
Staff are encouraged to contribute ideas for change during regular staff meetings. 
Staff are always encouraged to further their own learning and attend training courses. 

We have an open door policy so that staff feel they can approach the owner, manager or deputy
at any time to discuss questions or queries and can request an informal or formal meeting at any
point. 
It is the responsibility of the manager to plan time to ensure that all staff have the appropriate
reviews and supervisions. 
Staff have a responsibility to ensure that they are available for supervision meetings and that the
necessary paperwork is completed. 
Information shared in supervision sessions is confidential. 
Each half term staff have an informal supervision meeting with the manager 

Every year all staff members will have a formal appraisal with the manager 

Supervision meetings also offer regular opportunities for members of staff to raise any changes in
their personal circumstances that may affect their suitability to work with children. 

Training and staff development 

     - Once completed, the staff are encouraged to cascade their learning to other staff members to
aid team work and spread new ideas around the setting. 

Appraisals and Supervision 

    - A peer review session is undertaken and the staff member is asked to think about their
performance 
    - A informal meeting is then held with the manager and aims to encourage staff to identify
strengths and weakness which could be improved upon. 
      - Staff are asked to think of the termly performance prior to the review and 
      - Long and short term targets are set during the review. 

      - An appraisal template is followed for consistency across all staff. 
     - Prior to the appraisal meeting staff are asked to complete a self-appraisal and reflect on their
practice for the year. 
     - A meeting with the manager will then follow to discuss strengths, areas to be developed and any
training to be undertaken. 
     - A plan will be developed and will set out who is responsible for what and the time frame. 

    - This should include any incidents resulting in a reprimand, caution or prosecution by the police,
any court orders, changes to their health. 
    - These changes are recorded as a declaration on the individual member of staff’s supervision
form and appropriate action is taken, where applicable.
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The supervision process will be evaluated through staff feedback and is used as part of the
overall performance monitoring system. 
If staff do not meet the targets agreed in the term after which they were set the manager reserves
the right to start the disciplinary process.
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Safety Checks 
Daily Checks 
Staff complete daily checks of all playground areas and all rooms prior to the children arriving at the
setting. This ensures that all surfaces, equipment, toys and resources are fit for purpose and safe for
the children. Daily check sheets are used so that staff are aware of certain areas that they need to
pay close attention to. Staff in each room are responsible for checking the area they are working in
and the toys/resources they use throughout the day. All staff are responsible for reporting any issues
to the manager. 

Security 
Staff check that the pre-school boundary is secure before the pre-school opens and that gates are
secured by bolt and keypad (if applicable). Fences are checked termly for rotting wood, broken slats
and weak areas which may cause an insecure perimeter. No unauthorised adults are allowed access
to the pre-school grounds during opening hours. Authorised visitors must sign in and visibly wear the
visitor’s lanyard. Visitors must be accompanied by a member of staff at all times. 

Electrical equipment 
All electrical cables are kept out of the reach of children wherever possible and shielded by furniture
where they need to be at floor level. Electrical sockets are all risk assessed and socket covers are in
place to ensure the safety of the children. All electrical equipment is tested annually by a qualified
electrician. 

Dangerous substances 
All dangerous substances including chemicals are kept in areas out of children’s reach. Chemicals
kept in the kitchen are in high cupboards out of reach. All substances are be kept in their original
containers with their original labels attached. Safety Data Sheets (Control of Substances Hazardous
to Health (COSHH)) and risk assessments must be kept for all substances and the appropriate
personal protection taken and used e.g. gloves, apron and goggles. 

Hot drinks 
Hot drinks may be consumed near the children but they must be placed in a safe location eg. on
window sills out of reach of the children and lidded thermal cups must be used at all times. 

Water supply 
Fresh drinking water is always available and accessible to all children, staff and visitors. Parents are
also advised to provide a water bottle for children to have with them at all times. All hot water taps
are thermostatically controlled to ensure that the temperature of the water does not exceed 40C. 
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Seperated Families 

Providing a home for the child. 
Having contact with and living with the child. 
Protecting and maintaining the child. 
Choosing and providing for the child's education. 
Determining the religion of the child. ▪ Agreeing to the child's medical treatment. 
Naming the child and agreeing to any change of the child's name. 
Accompanying the child outside the UK and agreeing to the child's emigration, should the issue
arise. 
Being responsible for the child's property. 
Appointing a guardian for the child, if necessary. 
Allowing confidential information about the child to be disclosed. 

By jointly registering the birth of the child with the mother. 
By a parental responsibility agreement with the mother. 
By a parental responsibility order, made by a court. 

At Butterflies Pre-School we recognise that when parents separate it can be a difficult situation for all
concerned. We understand that emotions may run high and this policy sets out how we will support
all parties including our staff team. The key person will work closely with the parents to build close
relationships which will support the child’s/children’s emotional wellbeing and report any significant
changes in behaviour to the parent. Parents will be signposted to relevant services and organisation
for support for the whole family. 

Parental responsibility 
While the law does not define in detail what parental responsibility is, the following list sets out some
of the key features of someone holding parental responsibility. These include:

If the parents of a child are married to each other at the time of the birth, or if they have jointly
adopted a child, then they both have parental responsibility. Parents do not lose parental
responsibility if they divorce, and this applies to both the resident and the non-resident parent. 

This is not automatically the case for unmarried parents. According to current law, a mother always
has parental responsibility for her child. However, a father has this responsibility only if he is married
to the mother when the child is born or has acquired legal responsibility for his child through one of
these three routes: 

Pre-School registration 
During the registration process we collect details about both parents including who has parental
responsibility and who the child normally lives with, as this will avoid any future difficult situations. It
is also important that we have information about other important people in the child’s life such as
step-parents and partners of mummy/daddy. 

We request these details on the child registration form. If a parent does not have parental
responsibility, or has a court order in place to prevent this, we must have a copy of this
documentation for the child’s records.  

If a child is registered by one parent of a separated family, we request disclosure of all relevant
details relating to the child and other parent such as court orders or injunctions. This will make sure
we can support the child and family fully in accordance with the policy set out below.
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Seperated Families 

Ensure the child’s welfare is paramount at all times they are in the pre-school. 
Comply with any details of a court order where applicable to the child’s attendance at the pre-
school where we have a copy attached to the child’s file. 
We will provide information on the child’s progress, e.g. learning journeys, progress checks within
the pre-school, to both parents (if requested) where both hold parental responsibility. 
Ensure any incident or accident within the nursery relating to the child is reported to the person
collecting the child. 
Ensure that all matters known by the staff pertaining to the family and the parent’s separation
remain confidential. 
Ensure that no member of staff takes sides regarding the separation and treats both parents
equally and with due respect. 
Comply with any details of a court order where they are applicable to the pre-school’s situation,
provided the setting has a copy attached to the child’s file 
The setting cannot restrict any parent with responsibility unless a formal court order is in place,
we respectfully ask that parents do not put us in this position 

Provide us with all information relating to parental responsibilities, court orders and injunctions. 
Update information that changes any of the above as soon as practicably possible. 
Work with us to ensure continuity of care and support for your child. 
Not involve pre-school staff in any family disputes, unless this directly impacts on the care we
provide for the child. 
Talk to the manager/key person away from the child when this relates to family separation in
order to avoid the child becoming upset. This can be arranged as a more formal meeting or as an
informal chat. 
Not ask the pre-school to take sides in any dispute. We will only take the side of your child and
this will require us to be neutral at all times. 
Ensure the pre-school has up to date telephone contact details 
Ensure that your child is signed in each session with details of who will be collecting each day. 

We will: 

We ask parents/carers to: 
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Settling in to the Pre-School 
It is essential that every child attending our pre-school is made to feel welcome and secure. Our pre-
school environment will be a new experience for each child, it may be your child’s first time attending
pre-school or your child may have attended a pre-school previously. Whatever the circumstances
each child will adjust and settle at a different pace. Our aim is to make this process as reassuring
and comfortable as possible to meet each child’s needs.

Parents can usually predict how they think their child is going to react to starting pre-school. It can
often be the information provided by the parent’s that can help us to settle a child into pre-school in a
way that is least upsetting to the child. We like to speak to all our parents before their child starts
pre-school so that we can ascertain what we think will be the best way to settle them with the parents
help.

A major part of making a child feel secure when starting pre-school is to see a familiar face; we
recommend that when your child starts pre-school you stay with them for a while at the first session
to see how they settle. Many children will not settle on their first visit so you may need to repeat this
process on several occasions until your child seems happy to leave you. 

Some children take longer to settle than others so after you have attended a few sessions with your
child a member of staff will suggest you try leaving them for a short period of time. This will allows us
to see how your child reacts to you leaving them, however it is essential the child knows you are
leaving and that you say goodbye. If the child becomes upset once you have left we will try to
reassure the child and encourage them to play, we will not allow your child to be upset for too long. If
we are not able to settle them in a short space of time we will contact you to come back. Once you
have returned and your child has settled we will ask you to stay and play with them as this enables
them to understand that you will return and allows them to leave pre-school happy, if you take your
child home when they are upset they associate pre-school as something that upsets them and can
make the settling in process much more difficult for both parent and child. 

However your child reacts to their first pre-school sessions our staff will be supportive and allow the
child to settle at their own pace. They will be appointed a key worker within the first couple of
sessions in order they have one person to care for their needs and your point of contact.
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Sick or Infectious Children 

Parents are asked to keep their children at home if they have a temperature, sickness, diarrhoea
or pains, particularly in the head or stomach. They are asked to inform the school as to the nature
of the infection, so that the school can alert other parents/carers if necessary, and make careful
observations of any child who is unwell. 
Parents/carers are requested not to bring into the Pre-school any child who has been vomiting or
had diarrhoea until at least 48 hours has elapsed since the last episode. 
The pre-school can refuse admittance to children who have a temperature, sickness and
diarrhoea or a contagious infection or disease. 
If children appear unwell during the day – a parent will be called and asked to collect the child, or
send a known carer to collect on their behalf. 

If the child has a temperature they will be kept cool be removing top clothing and plenty of water
will be available to avoid dehydration. 
In extreme cases of emergency the child should be taken to the nearest hospital and the parent
informed. All parents are requested to complete a ‘Removal by Ambulance’ form in the case of an
emergency. 
The setting has a list of excludable diseases and current exclusion times. 
If the children of pre-school staff are unwell, the child/ren will not accompany their parents/carers
to work in the pre-school. 
Single use vinyl gloves are worn when cleaning any cuts or open sores and, whether on adults or
children, they are covered with a dressing. 
Spills of blood, urine, faeces or vomit are cleared using granules and/or a mild disinfectant
solution and mops. Single use gloves will be used. 
The owner will ensure that the first aid kit is kept clean, replenished and replaced as necessary
and includes a fever scan. 

If a child or adult is diagnosed suffering from a notifiable disease under the Public Health
(Infectious Diseases) Regulations 1988, the GP will report this to the Health Protection Agency. 
When the setting becomes aware, or is formally informed of the notifiable disease, the manager
informs Ofsted and acts on any advice given by the Health Protection Agency. 
Parents will be informed via notices in the conservatory. 

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. 
All staff will be made aware of any children with a blood born infection using the Medical
Information

Children who are sick or infectious 

   - While waiting to be collected the child will wait in a quiet, calm area with a staff member. 
   - Parents/carers are reminded to keep the school informed of all contact numbers and emergency
contact numbers and to remember to update them regularly. 

Reporting of ‘notifiable diseases’ 

HIV/AIDS/Hepatitis procedure 
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Sick or Infectious Children 

Nits and head lice are not an excludable condition, although in exceptional cases a parent may
be asked to keep the child away until the infestation has cleared. 
On identifying cases of head lice, parents are asked to inform a staff member so that all parents
can be informed and asked to treat their child and all the family if they are found to have head
lice. 

In case of a child being unwell and requiring hospital admission the pre-school manager/staff
member will: 
Call for an ambulance immediately if the sickness is severe. DO NOT attempt to transport the
child in a personal vehicle. 
Inform the manager immediately. 
Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital. 
Ensure there is adequate staff deployment to care for the remaining children. This may mean
temporarily grouping the children together. 
Arrange for the most appropriate member of staff to accompany the child taking with them any
relevant information such as registration forms, relevant medication sheets, medication and the
child’s comforter. 
Remain calm at all times. Children who witness an incident may well be affected by it and may
need lots of cuddles and reassurance. 
Staff may also require additional support following the accident, the manager will offer this as
necessary.

Nits and head lice 

Unwell children who need to attend hospital 

87



Smoking, Drugs and Alcohol 

Smoking is not permitted anywhere on the premises. This rule applies equally to staff, students,
volunteers, children, parents/carers or any other visitors. 
All staff, parents and volunteers are made aware of our no-smoking policy. 
Staff who smoke do not do so during working hours. If any staff member is found smoking the
disciplinary process will be started. 
Staff who smoke should not smoke anywhere if they are wearing their uniform as they should be
positive role models in and out of the setting. 

Any prescribed or non-prescribed drugs (such as paracetamol or insulin) required by staff must
be kept well out of reach of the children at all times. 

See the Medication Policy for further details. 

Alcohol will not be consumed on the premises during pre-school hours. 
Any abuse of drugs, alcohol or solvents will not be tolerated. If illegal drugs are found in staff
possession, serious disciplinary action will follow, usually dismissal. 
If a member of staff, student or volunteer arrive at Pre-School under the influence of alcohol or
non prescribed drugs and in the opinion of the manager or deputy is unfit for work s/he will be
asked to leave the premises immediately. 

If any parent/carer arrives to pick up a child who appears to be under the influence of alcohol or
drugs, Butterflies Pre-School staff will not release the child into their care. 

There is to be no alarm caused to the children and at no time should the unfit person be
responsible for any child(ren). 

Smoking 

Medication 

   - Ideally kept in the medicine cabinet in the kitchen. 
   - Staff must inform the manager or deputy, if they are taking medication, especially if it may affect
their ability to function effectively at work. 

Alcohol/drugs 

    - The person will be considered unfit for work and the missed session will be recorded as sick
leave.
   - Before returning to work there will be a meeting involving the manager, deputy and the person
concerned. 
  - The purpose of the meeting will be to discuss the events leading up to the incident, determining
any additional support necessary and consequently following the appropriate disciplinary procedures. 

    - In this event, we will follow our Non-Collection Procedures to ascertain if a responsible adult can
be contacted to collect the child. 
   - Where an illegal act is suspected to have taken place, the police and Ofsted will be contacted
(Ofsted: 0300 123 1231). 

88



Supporting Children with Special Educational Needs Or Disabilities 

Liaising with the child’s parents and, where appropriate, the child. 
Liaising with any professional agencies. 
Reading any reports that have been prepared. 
Attending any review meetings with the local authority/professionals. 
Observing each child’s development and monitoring such observations regularly. 

We have regard for the Department of Education 0-25 SEND Code of Practice, 2015 ▪ We have a
SEND Report available on our website and in the setting, detailing our provision at Butterflies
Pre-school. 
We ensure our provision is inclusive to all children with SEND and remove any barriers to
learning. 
We support parents and children with SEND and enable them to take part in decision making. 
We identify the specific needs of children with SEND and meet those needs through a range of
strategies. 
We collaborate with parents and partners in education, health and social care to meet individual
children’s needs. ▪ We take into account the views of children and their families.
We monitor and review our policy, practice and provision and, if necessary, make adjustments. 
We help children to prepare for the future and achieve their full potential. 

We believe that all children have a right to experience and develop alongside their peers no matter
what their individual needs. Each child’s needs are unique, therefore any attempt to categorise
children is inappropriate. We are committed to working alongside parents to enable us to help the
child to develop to their full potential. 

We are committed to working with any child who has a specific need and/or disability and making
reasonable adjustments to enable every child to make full use of the pre-school’s facilities. 

Where we believe a child may have additional needs that have previously been unacknowledged, we
will work closely with the child’s parents and any relevant professionals to establish if any additional
action is required. 

Where a child has additional needs, we feel it is paramount to find out as much as possible about
those needs; any way that this may affect his/her learning or care needs and any additional help
he/she may need by: 

At Butterflies Pre-School: 

Jennifer Utting is our designated Special Educational Needs Co-Ordinator (SENCO). 

The role of the SENCO is to take the lead in further assessment of the child’s particular strengths
and weaknesses; in planning future support for the child in discussion with other staff members; and
in monitoring and subsequently reviewing the action taken. The SENCO should also ensure that
appropriate records are kept including a record of children’s SEN support and those with education,
health and care plans. The practitioner usually responsible for the child should remain responsible
for working with the child on a daily basis and for planning and delivering an individualised
programme. Parents should always be consulted and kept informed of the action taken to help the
child, and of the outcome of this action.

Jennifer Utting works closely with all staff to make sure there are systems in place to plan,
implement, monitor, review and evaluate the special educational needs practice and policy of the
nursery, always making sure plans and records are shared with parents.
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Supporting Children with Special Educational Needs Or Disabilities 

We ensure that the provision for the children with special educational needs is the responsibility
of all members of the setting. 
We ensure that our inclusive admissions practice ensures equality of access and opportunity. ▪
We use the graduated response system for identifying, assessing and responding to the
children’s special educational needs. 
We work closely with the parents of children with special educational needs to create and
maintain a positive partnership. 
We ensure that parents are informed at all stages of the assessment, planning, provision and
review of their children’s education. 
We provide parents with information on sources of independent advice and support. 
We liaise with other professionals involved with children with special educational needs and their
families, including transfer arrangements to other settings and schools. 
We provide a broad, balanced and differentiated curriculum for all children with special education
needs. 
We use a system of planning, implementing, monitoring, evaluating and reviewing individual
educational plans (IEPs) for children with special educational needs. 
We ensure that children with special educational needs are appropriately involved at all stages of
the graduated response, taking into account their levels of ability. 
We have systems in place for supporting children such as My Support Plan and My Plan Process
▪  We use a system for keeping records of the assessment, planning, provision and review for
children with special educational needs. 
We provide resources (human and financial) to implement our Special Educational Needs Policy.
We provide in-service training for parents, practitioners and volunteers. 
We provide a special room for 1:1 work/attention. 
We ensure the privacy of children with SEN/disabilities when intimate care is being provided. 
We ensure the effectiveness of our special educational needs provision by collecting information
from a range of resources eg IEP reviews, staff and management meetings, parental and external
agency’s views, inspections and complaints. This information is collated, evaluated and reviewed.
We provide a complaints procedure. 
We monitor and review our policy annually.

Special Educational Needs and Disability Code of Practice 
Butterflies Pre-School has regard for the statutory guidance set out in the SEND Code of Practice
(Department of Education 2015) to identify, assess and make provision for children’s special
educational needs. 

In accordance with the Code of Practice, Butterflies Pre-School staff will undertake a Progress Check
of all children at age two. The child’s key person will also undertake an assessment at the end of the
Early Years Foundation Stage (in the final term of the year in which a child turns 5) to prepare an
EYFS Profile of the child. 

The Code of Practice recommends that, in addition to the formal checks above, the pre-school
should adopt a graduated approach to assessment and planning, led and coordinated by a SENCO.
Good practice of working together with parents, and the observation and monitoring of children’s
individual progress, will help identify any child with special educational needs or disability. As
mentioned above Jennifer Utting is our setting’s SENCO and she will work alongside parents to
assess the child’s strengths and plan for future support. The SENCO will always ensure that
appropriate records are kept according to the Code of Practice. 

Procedures 
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Staff Babysitting / Nannying for Children at the Pre-School 

The staff member will immediately declare to the manager, and prior to the arrangement starting.
- The manager retains the right to prohibit the private arrangement if s/he feels it is inappropriate,
or may negatively impact the Pre-School, staff member or child. 
Both the staff member and the child’s parent(s) will sign a copy of this policy and this will be kept
in the staff member’s file and with the child’s registration form. 
Butterflies Pre-School is in no way responsible for these private arrangements. 
Confidentiality of employment must be adhered to and respected at all times. 

Parents should be aware that other adults associated with the staff member may not have
Disclosure and Barring Service (DBS) clearance, and it may not be appropriate for them to care
for children. It is for parents to satisfy themselves of the staff member’s suitability to look after
their children. 

Staff do, however, have a duty to report any safeguarding concerns in or outside of Butterflies
Pre-School and the same safeguarding procedures should be followed. 
Butterflies Pre-School is not responsible for any health and safety, or other, issues that may arise
from these private arrangements. 
Butterflies Pre-School insurance does not cover staff members once they have left the premises.
Any babysitting/nannying work must not interfere with staff members’ working hours or affect their
relationship with any children attending Butterflies Pre-School. 
Allegations made against a babysitter would have no implication for the Preschool. 

It will be the staff member’s responsibility to ensure they have the appropriate insurance covering
the use of their car for babysitting/nannying services, MOT and child restraints or child safety
seats if they are transporting them in a car. 

The manager should be aware of the arrangement well before the staff member is due to collect
the child from pre-school. 
The staff member should be named on the signing in/out sheet.
The child should be booked into pre-school until the time that the staff member is due to finish
working – this may mean extending the child’s pre-school sessions. 

If the staff member and child remain in the pre-school building, it is the staff member who is
responsible for the child’s wellbeing, including health and safety. 

At Butterflies Pre-School we pride ourselves on being a family run business, with many parents
returning to us with subsequent children. Due to the strong links we build with parents they may,
from time to time, ask staff members to babysit/nanny for their children out of pre-school hours.
These will remain private arrangements between the individual staff member and the parents. 

In this situation, the following policy and procedures will be adopted: 

    - Any breach of confidentiality by a member of staff regarding Butterflies Pre-school, other staff
members, parents or other children will be treated as a disciplinary offence. 

    - We have a rigorous recruitment procedure to ensure that we employ competent and professional
members of staff. Additionally, all staff members have a supervisory meeting each term and have
ongoing supervision, observation and assessment, to ensure that standards of work and behaviour
are maintained. Although staff should maintain these standards outside of work, we have no control
over their conduct outside of Butterflies Pre-School, and consequently our duty to safeguard children
does not extend to private arrangements between staff and parents outside of pre-school hours. 

    - Staff should be aware that an incident whilst babysitting/nannying could have an impact on their
suitability to work at the pre-school 

When the staff member is due to collect a child from the pre-school: 

    - Parents are liable for the extra payment incurred. 
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Staff Babysitting / Nannying for Children at the Pre-School 

The parent(s) and staff member should ensure that the appropriate car safety equipment in place.
If the staff member is not working but due to collect the child, they should remain in the
conservatory and pick up the child as any other parent/guardian. 
If the child is unwell and the staff member is working, the parent(s) will need to collect their child
from pre-school. 

The manager will consider moving the staff member and not the child. This will enable the child to
be in the appropriate age group and to continue to forge consistent relationships with other
children in this group. 
Where the staff member is in another room, there will be an agreement between the staff member
and manager about contact with the child during the pre-school day. 

Where the manager assesses that the agreement is not working and/or there is an impact on the
care of the children due to the staff member’s relationship with the child the care for out of pre-
school hours: 
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Staff Behaviour 

Working Together to Safeguard Children (2018) 
Keeping Children Safe in Education (2021) 
The procedures of Safeguarding Vulnerable People Partnership (SVPP) 

are familiar with this policy and have an opportunity to contribute to its review. 
understand their responsibilities to safeguard and promote the welfare of children. 
are aware that failure to meet the standards of behaviour and conduct in this policy may result in
disciplinary action. This includes dismissal, criminal action and/or other proceedings including
barring by the Disclosure & Barring Service (DBS) from working in regulated activity. 

Introduction 

Butterflies Pre-school is committed to providing positive academic, social and emotional outcomes
for our children, underpinned by a strong safeguarding ethos. We are equally committed to the
welfare of our staff, who are expected to adhere to the highest standards of professional behaviour
to maintain confidence and respect of the general public and colleagues. 

We will fulfil our local and national responsibilities as laid out in the following key documents: 

This policy applies to all staff and volunteers working at our school. 

Expectations 

All staff: 

Mandatory Procedures

Confidentiality 
The sorting and processing of personal information is governed by GDPR (General Data Protection
Regulations 2018) - see Data Protection Policy 

Child records are shared with those who have a professional need to see them. When staff have
access to confidential information about colleagues, children or their parents/carers, the staff must
treat such information in a sensitive and confidential way, sharing it only in the interests of a child
and when legally permitted to do so. 

Staff will not use their position to gain access to information for their own advantage and/or a child’s
or family's detriment. Staff will not take any school documents/memory sticks away from school
premises. 

If a member of staff is concerned that a child is being abused, is at risk of being abused or may have
been abused in the past, they will follow the agreed procedure set out in the flowchart ‘What to do if
you are worried about a child’, displayed in the meeting room . See Safeguarding and Child
Protection Policy. 

If a member of staff is ever in any doubt about whether to share information or not, they should get
advice from the designated safeguarding lead (DSL). 
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Staff Behaviour 

They are in positions of trust in relation to all children and families on roll. 
They ensure that the power imbalance is never used for personal advantage or gratification. 
They avoid behaviour which might be interpreted by others as an abuse of the position of trust,
and report any incident with this potential to the manager. 

They must not establish or seek to establish social contact with children to secure a friendship or
to pursue or strengthen a relationship. 
They must inform the manager of any pre-existing (prior to the member of staff or child starting at
the school) or new relationship with a child or close family member, which they feel, might
compromise the school or their own professional standing. 
They should disclose any relationship or association (in the real world or online) that may impact
on the Pre-school’s ability to safeguard pupils. 

Harassment or discrimination based on any characteristic protected by the Equality Act 2010 
Loss of personal civility including, personal attacks or insults, displays of temper (such as
throwing objects), unwanted physical contact (pushing, shoving, hitting) or the threat of the same. 
Staff must not swear, blaspheme or use offensive language in front of children, nor use language
which is discriminatory and demeaning in any way. 

Staff relationships with children and parents/carers 

All staff know that: 

     - This includes sharing personal contact details with children or families. ▪ They have a legal duty
to protect the interests of children and accept the obligations inherent in that responsibility. 

Certain behaviours are at odds with a position of trust. These include, but are not limited to: 

Such behaviours are disciplinary offences and may be referred MASH and/or the police. 

Communication with children and parents, including outside of the workplace 

We acknowledge that staff may have friendships and social contact with parents of children outside
of the setting. Staff will not engage in conduct outside work that could damage their professional
reputation or the reputation of the Pre-school community. 

Any contact between staff and children and/or parents that is deemed to bring the pre-school into
disrepute, or that might lead a reasonable person to question the staff member’s motivation or
intentions, will be investigated and could lead to disciplinary action. 

Staff must not make sexual innuendos or any comments of a sexual nature to any pupil, nor make
any comments trivialising alcohol or drug abuse. 

Staff must inform the manager of any proposed or pre-existing arrangements between them and the
families of children on roll that take place outside school. See Staff Babysitting Policy. 
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Staff Behaviour 

declare any gift they receive form a parent or child. 

not give gifts to individual children. 
advise the manager about the offer of any gift or hospitality, from outside or inside the pre-
school, which might be interpreted as an attempt to influence staff conduct towards children,
parents or other employees. 

on a daily basis, it may be entirely appropriate and proper for staff to have physical contact with
children and that they do so in ways appropriate to their professional role and in relation to the
child’s individual needs. 
some children are more comfortable with touch than others and/or may be more comfortable with
touch from some adults than others. 

they have a responsibility to ensure the way they offer comfort to a distressed child is age
appropriate. 
they must never touch a child in a way which may represent a misuse of authority or considered
indecent. 
physical contact must never be secretive, or for the gratification of the adult. 
they should be aware of cultural or religious views about touching and be sensitive to the issues
of gender. 

Gifts, rewards, favouritism and exclusion Staff must: 

    - This does not include small tokens of appreciation such as end of term gifts. 

Physical contact – See Promoting Positive Behaviour, Nappy Changing and Intimate Care,
Safeguarding and Child Protection, Accidents and Incidents and Manual Handling Policies 

Any physical contact will be in response to the child’s needs, of limited duration and appropriate to
their age, stage of development, gender, background and any agreed support or care plan. 

The use of physical intervention including the use of reasonable force will always be in line with the
following policies (Special Needs policy, Promoting Positive Behaviour policy) 

Staff understand that: 

   - Whenever possible, adults seek the child’s permission before initiating contact and are sensitive
to any signs that the child may be uncomfortable or embarrassed. 

If a member of staff believes that an action by them or a colleague could be misinterpreted, or if an
action is observed which is possibly abusive, the incident and circumstances will be immediately
reported to the Designated Safeguarding Lead (DSL) and recorded in writing. If appropriate, the
manager will consult with the LADO. 

Staff understand that a child who has suffered previous abuse or neglect may associate physical
contact with such experiences. They recognise that such a child may seek out inappropriate physical
contact and know to deter the child sensitively to help them to understand the importance of personal
boundaries. Staff know that they must never indulge in play that involves rough-and-tumble or fun
fights. 

Children with disabilities may require more physical contact to assist their everyday learning. The
arrangements are understood and agreed by all concerned, justified in terms of the child’s needs,
consistently applied and open to scrutiny. Staff always allow/encourage children, where able, to
undertake self-care tasks independently.  

95



Staff Behaviour 
If a child’s behaviour presents a serious risk to themselves or others, a robust risk assessment and,
where relevant, a physical intervention plan is always put in place and reviewed regularly. In all
cases where physical intervention takes place, staff record the incident and subsequent actions and
report these to the manager, DSL and the child’s parents. 

First Aid – See Accidents and Incidents and Medication Policies 

One to One Situations 

Staff carefully consider the welfare needs of children when with them in a one to one situation. 

All spaces in the setting are set up to allow any activity to be easily observed by other staff in the
school. Windows and doors are kept partially clear from display materials to allow rooms to be
overlooked. Internal doors remain open when practicable. 

Staff will record any time a child has appeared upset/angry during a 1-1 session and will report this
to the manager. 

Educational Visits and After-School Activities – See Outings and Visits Policy 

Staff remain in a position of trust during pre-school activities that take place off the school site or out
of school hours and so, they will ensure that their behaviour cannot be interpreted as seeking to
establish an inappropriate relationship or friendship. 

Organisers will conduct risk assessments and adhere to Health and Safety guidelines. Staff/child
ratios will be specified, and the composition of groups of children and the supervising staff will be
carefully planned to keep all children and staff safe. 

Staff will always have another adult present in out of school activities, unless otherwise agreed with
senior staff in the school. 

Staff appearance – See Code of Conduct and Employment Policy 
Staff must dress smartly, in clothing appropriate to the role, compliant with professional standards
and not likely to be viewed as offensive, revealing or sexually provocative. It should not distract,
cause embarrassment or give rise to misunderstanding. Political slogans must be avoided. 

Any staff with tattoos that might be viewed as offensive, provocative or likely to give rise to
misunderstanding must ensure those tattoos always remain covered when that adult is working for
the Pre-school. 

The acceptable use of technologies- see E-safety Policy 
Staff must not engage in inappropriate use of social network sites which may bring themselves, or
employer into disrepute. Staff should ensure that they adopt suitably high security settings on any
personal profiles they may have.

Staff must be circumspect in their use of all social media or any other web-based presence that they
may have, including written content, videos or photographs, and views expressed directly or by
association with websites/pages or posts established by others (e.g. ‘liking’, reposting or forwarding).
This includes the use of dating websites where staff could encounter parents either with their own
profile or acting covertly. 96



Staff Behaviour 

on their reputation as an individual working in an education setting 
their ability to maintain good professional boundaries with parents and with children 
on the reputation of the Pre-school. 

take images of a child’s injury, bruising or similar (e.g. following a disclosure of abuse) 
make audio recordings of a child’s disclosure. 

being over friendly with children; 
having favourites; 
taking photographs of children on their mobile phone; 
engaging with a child on a one-to-one basis in a secluded area or behind a 
closed door; or, 
using inappropriate sexualised, intimidating or offensive language.



They must consider the long-term implications of any content published by them online, specifically
how it might ever have an adverse effect: 

Staff must not access any content from the internet on personal device during school hours, on the
school site, or on a school computer or device at any time that could bring the Pre-school into
disrepute or that might lead a reasonable person to question the staff member’s motivation or
intentions. 

Photography and recording – See E-Safety and Record Keeping Policies 
Staff are not permitted to use their phones, cameras, smart technology, or any device that can be
used for photographing or recording children, when on duty for any purpose. Phones are kept in the
designated area. Any pictures taken of children by the school will be in accordance to the school
Mobile phone and camera procedures (E-safety Policy) Staff will not: 

Concerns and allegations against staff (including volunteers and contractors)-see
Safeguarding and Child Protection Policy 

If a member of staff is concerned about the behaviour of a person working or volunteering at the
school (including contractors), they will follow the agreed procedure set out in the flowchart
‘Allegation against adults’, displayed in the meeting room See Safeguarding and Child Protection
Policy (04/10/2021). 

Butterflies Pre-school operates a ‘low-level’ concerns policy in accordance with KCSIE. ‘Low-level’
refers to behaviour that is: inconsistent with expectations set out in this policy, including
inappropriate conduct outside of work, and/or does not meet the allegations threshold, or is
otherwise not considered serious enough to consider a referral to the DOfA. 

All concerns, no matter how small, will be shared responsibly and with the right person, recorded and
dealt with promptly and appropriately. This will serve our commitment to create and embed a culture
of openness, trust and transparency in which the pre-school’s values and expected behaviour set out
in this policy are constantly lived, monitored and reinforced by all staff. 

‘Low-level' concerns could include, but are not limited to: 

We also encourage all staff to self-refer to the DSL where they have found themselves in a situation
which could be misinterpreted, might appear compromising to others, and/or on reflection they
believe they have behaved in such a way that they consider falls below the expected professional
standards.
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Staff Behaviour 

The Owner: (Jennifer Utting) 
Ofsted is available for staff who do not feel able to raise concerns regarding child protection
failures internally. Staff can call LADO: 0208 239 4343 or email: whistleblowing@ofsted.gov.uk if: 

Whistleblowing – See Whistleblowing Policy 
All staff and volunteers are expected and encouraged to raise concerns about poor or unsafe
practice and potential failures in the pre-school safeguarding regime. All staff within the pre�school
who wish to raise an issue relating to the organisation with someone in confidence can use the
following whistleblowing procedures: 

In the first instance, concerns about poor or unsafe practice within must be raised with: Jennifer
Utting 

Where a staff member feels unable to raise an issue with Jennifer Utting or feels that their genuine
concerns are not being addressed, other whistleblowing channels may be open to them: 

      - they think the concern will not be dealt with properly or 
      - may be covered up or 
    - if they raised a concern but it has not been acted upon or if they are worried they are being
treated unfairly. 

Training 
All members of staff and volunteers have read and signed to confirm they understand this Staff
Behaviour Policy. 

Induction 
The welfare of all children attending the pre-school is of paramount importance. All staff including
volunteers are informed of this policy at induction and given the chance to question and discuss the
expectations set out. 

Staff support 
Work in pre-schools is both rewarding and demanding. We support staff by prioritising time in regular
supervisions to discuss the challenges of their role linked to any aspect of this Staff Behaviour Policy
with their manager and seek further support as appropriate
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Staff Working with Their Own Children / Close Relation  

Where staff work in the same room as their child or close relation, there is an agreed set of
guidelines between the pre-school and the member of staff. 
The child is in another staff member’s key group. 
During their time at Butterflies Pre-School the child is in the care of the pre-school and it is the
pre-school that retains responsibility for the child and their care. 
Where this agreement is not working or is impacting on the care of the child or other children in
the room, the manager and member of staff will reassess the situation. 
Staff caring for another staff member’s child will treat them as they would any other parent/child. 

The manager will consider moving the staff member and not the child. 

Where the staff member is in another room, there will be an agreement between the staff member
and manager about contact with the child during the pre-school day. 

If there are staff shortages resulting in the movement of staff, the staff member will be placed in a
different room to that of their child or close relation, wherever possible. 

We wish to support all employees in this position and request the member of staff meet with the
manager to discuss the needs of all parties. It is generally not appropriate for staff to care for their
own children or those of a close relative whilst working in the pre-school. 

However, we recognise that this may not always be possible. We try to accommodate the wishes of
any staff member with a child or close relative in the pre-school and come to an agreement which
suits us all. This agreement is based on the following principles: 

    - No special treatment will be offered to any child or parent who has connections with the pre-
school. 

Where the manager assesses that the agreement is not working and/or there is an impact on the
care of the children in the room because of the staff member’s relationship with their child or close
relation: 

   - This will enable the child to be in the appropriate age group and to continue to forge consistent
relationships with other children in this group. 

    - Although we do not want to restrict a parent seeing their child, we must consider the room
routine, staff to child ratios and the upset a visit may cause the child when their parent leaves the
room again, or the other children in the room. 
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Student and Volunteer Placement 

We supervise all students and volunteers at all times and do not allow them to have unsupervised
access to children, or for them to provide intimate care. 
We take out employers' liability insurance and public liability insurance which covers both
trainees and voluntary helpers. 
We require students and volunteers to keep to our all our pre-school policies. 
All students and volunteers must adhere to the Code of Conduct. 
We provide students & volunteers, at the first session of their placement, with a short induction
on how our pre-school is managed, how our sessions are organised and our policies and
procedures. ▪  We communicate a positive message to students & volunteers about the value of
qualifications and training. 

We require students to meet the 'suitable person' requirements of Ofsted and enhanced Data
Barring Service checks. 
We require schools placing students under the age of 17 years with the pre-school to vouch for
their good character. 
The setting will only have one student on placement at a time. 
To maintain parent partnerships, parents will be informed when students are present in the
setting for an extended period (more than two weeks). 

All students will be allocated a staff member to work with, usually the deputy manager. 

Students who are placed in our pre-school are not counted in our staffing ratios. 

We co-operate with students' tutors in order to help students to fulfil the requirements of their
course of study. 
We ensure that students & volunteers placed with us are engaged in bona fide early years'
training which provides the necessary background understanding of children's development and
activities. 

All volunteers will be DBS checked prior to starting. 
All volunteers will complete basic Safeguarding training. 
All new volunteers will be allocated a staff member to work with, usually the deputy manager, with
whom they will discuss the school day, the EYFS, record keeping, the policies and procedures
and all expectations of their time at Butterflies Pre-School. 
All students are encouraged to contribute fully to the pre-school routine and to spend some time
in every area. 

We welcome students to join our staff team and gain work experience within our setting. 

Students 

     - Wherever possible a photograph of the student will be put up on the staff board.

    - They will discuss the expectations of their time at Butterflies Pre-School and support them on
their learning journey. 

    - Students who are placed for long periods - for example, a year - and trainee staff may be
counted in our staffing ratios provided we consider them to be competent and they are DBS cleared. 

Volunteers 

     - This will allow them to experience all areas of the setting 
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Sun Protection 
We provide various shaded areas under purpose built all weather canopies outside all classrooms
and in the summer extra sun shades are available. 
Children spend no more than 20 minutes outside during the hottest part of the day. 
Children are only allowed outside to play when they are wearing a hat during the summer months.
The Pre-School has a stock of sun hats and will provide one when a child does not have their
own. 
We follow individual care plans for specific children with additional needs. 
Parents are asked to send children to the pre-school in sensible clothing ie avoid vest tops or
strappy dresses, especially when the child has fair skin or is prone to burning. 
At the beginning of the summer term we send a newsletter home, asking the parents/carers to put
sun cream on their child prior to bringing them in to school. 

Children are encouraged to drink cooled water more frequently throughout sunny or warm days
and this will be accessible both indoors and out. 

Children are made aware of the need for sun hats, sun cream and the need to drink more fluids
during their time in the sun.

     - Preferably using the long-lasting sun creams that are readily available from shops. 
   - The school does not have a stock of sun cream, as some children and staff may have skin
allergies, therefore parents/carers must provide and apply for their own child. 

     - Parents are asked to provide a separate water bottle so that children always have ready access
to water. 
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Transfer of Records to School

Using the EYFS assessment of development and learning ensure the key person prepares a
summary of achievements in the seven areas of learning. 
This record refers to any additional language spoken by the child. 
The record also refers to any additional needs that have been identified or addressed by the
setting. 
The record also refers to any special needs or disability and whether a Common Assessment
Framework was raised in respect of special needs or disability, whether there is a Statement of
Special Educational Needs and gives the name of the lead professional. 
The record contains a summary by the key person and a summary of the parent’s view of the
child. 
The document may be accompanied by other evidence such as photos or drawings that the child
has made. 
For transfer to school, most local authorities provide an assessment summary format or a
transition record for the setting to follow. 

The receiving school or setting will need to have a record of concerns (if applicable) that were
raised in the setting and what was done about them. 
A summary of the concerns will be made to send to the receiving setting or school along with the
date of the last professional meeting or case conference. 
Where a Common Assessment Framework (CAF) has been raised in respect of any welfare
concerns the name and contact details of the lead professional will be passed on to the receiving
setting or school. 
Where there has been a s47 investigation regarding a child protection concern the name and
contact details of the child’s social worker will be passed on to the receiving setting or school –
regardless of the outcome of the investigation. 
This information is posted or taken to the school or setting, addressed to the setting or school’s
designated person for child protection and marked confidential. 

We prepare records about a child’s development and learning in the EYFS in our setting; in order to
enable smooth transitions we share appropriate information with the receiving setting or school at
transfer. Confidential records are also shared where there have been child protection concerns
according to the process required by the Safeguarding Vulnerable People Partnership. Prior to
transferring we will establish the lawful basis for doing so. 

Transfer of development records for a child moving to another early years setting or school 

Transfer of confidential information 
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Visitors

The doors to the setting are locked so visitors cannot gain access unaccompanied. 
Parents, visitors and students are reminded not to hold doors open or allow entry to any person,
whether they know this person or not. 
The pre-school will under no circumstances tolerate any form of harassment from third parties,
including visitors, towards others, including children, staff members and parents. The police may
be called in these circumstances. 

Security 
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Visitors
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Whistleblowing

Staff must disclose the information in good faith. 
Staff must believe it to be substantially true. 
Staff must not act maliciously or make false allegations. 
Staff must not seek any personal gain. 

What is whistleblowing? 
Whistleblowing is a term used when someone wishes to raise concerns about malpractice in their
organisation, and the cover up of any of these. This is different from a complaint or grievance. It only
applies when you have no vested interest and you are acting as a witness to misconduct or
malpractice that you have observed. 

What to do if you have a concern 
All concerns will be treated sensitively and with due regard to confidentiality and, where possible,
every effort will be made to protect your identity if you so wish. Nevertheless, this information will
need to be passed on to those with a legitimate need to have this information and it may be
necessary for you to provide a written statement or act as a witness in any subsequent disciplinary
proceedings or enquiry. This will always be discussed with you first. 

This policy encourages you to put your name to your concern whenever possible. Please note that: 

You must make a disclosure “in the public interest”; and in the circumstances it must be reasonable
for you to make the disclosure. If there is an issue of an exceptionally serious nature which you
believe to be substantially true, then you may disclose the issue to someone other organisation such
as police. 

Step 1 
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Whistleblowing
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Working in Partnership with Other Agencies

We work in partnership with local and national agencies to promote the well-being of children. 
Procedures are in place for sharing of information about children and families with other relevant
agencies. 
Information shared by other agencies with us is regarded as third party information. 

When working in partnership with staff from other agencies, we make those individuals welcome
in the setting and their professional roles are respected. 
We follow the protocols for working with agencies, for example on child protection. 
Staff from other agencies do not have unsupervised access to the child they are visiting in the
setting and do not have access to any other child(ren) during their visit. 
Our staff do not casually share information or seek informal advice about any named child/family. 
When necessary we consult with local and national agencies who offer a wealth of advice and
information that help us develop understanding of issues facing us and who can provide support
and information for parents. 

We work in partnership with local and national agencies to promote the well-being of all children at
Butterflies Pre-School. We will never share any data with any organisation to use for their own
purposes. 

    - This is also kept in confidence and not shared without consent from that agency. 

See Information Sharing Policy, Safeguarding and Child Protection Policy and Record Keeping
Policies
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Scout Hut, Parsons Pightle, Coulsdon Road,
Coulsdon, Surrey, CR5 1EE 



Contact: Principal Jennifer Utting
Email: jeni_utting@hotmail.com

Tel: 01737 555608
Mobile: 07429 099608

www.butterfliespreschool.com

Welcome to Butterflies!


