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1. No Smoking Policy 
 

 

Little Acorns Pre-school operates a strict no smoking policy in-line with current 

legislation with public buildings.  This includes E-cigarettes. 
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2. Mobile Phone Policy 

 
Little Acorns Pre-school do not allow any children to bring mobile phones on the 

premises.  

 

 There is a nominated mobile number for parents to contact the pre-school.  This 

phone is kept out of reach of children (usually on the high window sill) and only 

used for pre-school business. 

 

Staff phones will also be kept out of reach of children (usually on the high window 

sill or in the kitchen with their personal belongings). They are only permitted to 

use them in emergencies. They will be taken by staff on outings but only as an 

emergency back-up to the designated pre-school phone. 

 

Other adults on the premises will be asked to respect our mobile phone policy. 

 

 

                                                                                             Amended 09/09/2020 
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3. Exclusion Policy 
 

At Little Acorns Pre-school we do not exclude any child unless they display 

behaviour that may seriously harm themselves or another person.  In the event of 

such behaviour a parent will be contacted immediately. 

 

A child will be excluded in the case of childhood illnesses as listed below with the 

exclusion time: 

 

· Chicken Pox – 5 days from onset of rash 
· German Measles – 6 days from onset of rash 
· Measles – 4 days from onset of rash 
· Scarlet Fever – 24 hours after commencing antibiotic treatment 
· Mumps – 5 days after onset of swelling 
· Whooping cough – 5 days after commencement of antibiotics 
· Diarrhoea and vomiting – 48 hours after last episode of diarrhoea and/or 

vomiting 
· Impetigo – 28 hours after commencing antibiotic treatment 
· Conjunctivitis – this is very catching and small children cannot help rubbing 

their eyes, so for this reason it is advisable for the child to stay at home 

until clear. 
· Hand, foot and mouth – to be kept away from pre-school until symptoms 

have passed. 
 

If any of these illnesses occur, Registrations and Inspections will be notified. 
 

 

 

 

 

 

 

 

 

 

 

 

 

5 



 

 
4. Missing Child Policy 

 

 

Children’s safety is maintained as the highest priority at all times both on and off 

the premises. Every attempt is made to ensure the security of children is 

maintained at all times. In the unlikely event of a child going missing, our missing 

child procedure is as follows: 

 
Procedures  
Child going missing on the premises  

· As soon as it is noticed that a child is missing the staff member must alert 

the person in charge.  
· The person in charge will carry out a thorough search of the building.  
· A designated member of staff must check all doors and gates to see if 

there has been a breach of security whereby a child could wander out.  
· If the child is not found following a thorough search of the premises the 

person in charge must immediately contact the parents and report the 

missing child to the police.  
· The person in charge will then establish where the child was seen last and 

at what time, all of this information will be recorded.  
 

After the incident a full written report must be produced detailing:  

a) Who was responsible for the child?  

b) When the child was last seen  

c) Future actions as a result of this incident  

d) Any other conclusions  

 

Child going missing on an outing  

· As soon as it is noticed that a child is missing, staff on the outing must 

gather all of the children together and they must conduct a roll call and 

head count.  
· A staff member will search the vicinity for no longer than 10 minutes. 
· If the child is not found, the staff member will then contact the police to 

report the incident.  
· The staff member will then contact the child’s parents and ask them to 

make their way to the venue.  
· The staff member will then establish where the child was seen last and at 

what time all of this information will be recorded.   
·  
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·  

· A designated member of staff must remain at the venue and wait for the 

police and the rest of the staff must take the remaining children back to 

the premises as is appropriate.  
 

After the incident a full written report must be produced detailing:  

e) Who was responsible for the child?  

f) When the child was last seen  

g) Future actions as a result of this incident  

h) Any other conclusions. 

 

Registration and inspection must be informed as soon as possible of any missing 

child. 
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5. Confidentiality Policy 
 

 

Definition: ‘Confidential information is information of some sensitivity, which is 

not already lawfully in the public domain or readily available from another public 

source, and which has been shared in a relationship where the person giving the 

information understood it would not be shared with others.’ (Information Sharing: 

Practitioners’ Guide) 

 

In our pre-school, staff can be said to have a ‘confidential relationship’ with 

families. It is our intention to respect the privacy of children and their parents 

and carers, while ensuring that they access high quality early years care and 

education in our setting. We aim to ensure that all parents and carers can share 

their information in the confidence that it will only be used to enhance the 

welfare of their children. There are record keeping systems in place that meet 

legal requirements. 

 

▪ We check when appropriate whether parents regard the information they 

share with us to be confidential or not. 
▪ 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. 
▪ We keep all records securely. 

▪ Any records to aid in transition from pre-school to school will be shared with 

the child’s next school in a confidential manner. 

 

All the undertakings above are subject to the paramount commitment of the 

setting, which is to the safety and well-being of the child.  Please also see our 

policy on child protection. 
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6. Uncollected Child Policy 
 

In the event that a child is not collected by an authorised adult at the end of a 

session/day, we will put into practice agreed procedures.  These ensure the child 

is cared for safely by an experienced and qualified practitioner who is known to 

the child.  We will ensure that the child receives a high standard of care in order 

to cause as little distress as possible. 

 

We inform parents/carers of our procedures so that, if they are unavoidably 

delayed, they will be reassured that their children will be properly cared for. 

 

Parents of children starting at Little Acorns are asked to provide the following 

specific information which is recorded on our Registration Form: 

· Home address and telephone number - if the parents do not have a 

telephone, an alternative number must be given, perhaps a neighbour or 

close relative. 
· Mobile telephone number. 
· Who has parental responsibility for the child. 
· Information about any person who does not have legal access to the 

child if appropriate. 
 

On occasions when parents or the persons normally authorised to collect the child 

are not able to collect the child, they provide us with details of the name of the 

person who will be collecting their child.  We agree with parents how to verify the 

identity of the person who is to collect their child and use the agreed password 

(on their registration form). 

 

If a child is not collected by 15 minutes after the end of the session we follow 

the following procedures:  

· the person in charge should phone the home number or mobile number 

of principal carer. 
· 2 members of staff to stay with the child until he/she is collected. 
· The child does not leave the premises with anyone other than those 

named on the Registration Form or agreed by the parents. 
· Under no circumstances do staff go to look for the parent, nor do they 

take the child home with them. 
· The late arrival will be recorded. 

                                                                                          Amended 18/08/2020  
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7. Accident/incident procedure 
 
 

It is the responsibility of members of staff to ensure that accidents and injuries 

are dealt with in a timely manner.  There is at least one member of staff who has 

a valid first aid certificate working at any time.  It is the responsibility of the 

member of staff who has administered the first aid to write in the accident book 

and ensure that parents are informed. All members of staff have a responsibility 

to ensure that the person in charge is informed when items from the first aid 

box are used which is restocked on a regular basis.  

 

The person in charge is responsible for making sure that all medical information 

and emergency contact details on the children's registration documents are up to 

date and accurate. 

When an accident occurs it is the responsibility of the first aider to determine 

whether the injury can be dealt with in the setting or if medical assistance is 

required.   

 

Advice and procedures in RIDDOR will be followed. 

 
Minor Injuries 
If the injury is minor and does not require medical assistance the first aider 

should address the injury and enter details on an accident form. Parents will be 

informed using the same accident form.   

 

Serious Accidents and Injuries 
If the injury is serious (including head injuries), either: 

1. Parents/carers will be alerted and asked to collect the child.  They may be 

advised to take the child for a medical check-up. 

2. A member of staff will call an ambulance and the child’s emergency contact 

immediately.  If possible, a member of staff will accompany the child to 

hospital with the child's registration form containing medical information. 

If a staff member is not available (ie if only 2 staff on-site) the parents 

will be notified so they can either meet the ambulance at hospital, or at 

pre-school before it leaves.  
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Recording Accidents 
All accidents and injuries, however minor must be recorded on an accident form. 

The accident record should include the following: 

· Name of the child  
· Date and time of accident 
· How the accident occurred  
· What treatment if any was given  
· Signed by person who dealt with it and the parent. 

 
Parents will be given a leaflet outlining what to look for when they have had a 

head injury. 
 

Any accident occurring off-site will be handled in the same way. 

 

Should the need arise to evacuate the building in an emergency, we will either 

take the children to the other part of the church building (The Alpha Centre) or 

to The Villa Marina.  The person in charge, must take the children’s contact 

details and phone with them. Parents will then be notified to collect their child. 
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8. Complaints policy 
 

 
We believe that children and parents are entitled to expect courtesy and prompt, 

careful attention to their needs and wishes. We welcome suggestions on how to 

improve our setting and will give prompt and serious attention to any concerns 

about the running of the pre-school. We anticipate that most concerns will be 

resolved quickly by an informal approach to the appropriate member of staff. If 

this does not achieve the desired result, we have a set of procedures for dealing 

with concerns. We aim to bring all concerns about the running of our pre-school to 

a satisfactory conclusion for all of the parties involved. 

Stage 1 

· Any parent who has a concern about an aspect of our provision talks over, 

first of all, his/her concerns with the person in charge. 

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

Stage 2 

· If this does not have a satisfactory outcome, or if the problem recurs, the 

parent moves to this stage of the procedure by putting the concerns or 

complaint in writing to the person in charge initially.  

· We will keep any written complaints from parents on file.  

· A meeting will be arranged to discuss the complaint and the way forward. 

· When the complaint is resolved at this stage, the summative points are 

logged. 

Stage 3 

· If the parent is not satisfied with the outcome of stage 2, he or she must 

put their concerns in writing to the Little Acorns Pre-school committee 

(Leadership of Broadway Baptist Church). 

· The committee will determine what action is appropriate and notify the 

parents. 

Stage 4 

· Most complaints are made constructively and can be resolved at an early 

stage.  However, in some circumstances it may be necessary to contact 
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Registration and Inspection who have a duty to ensure that registered 

child day care facilities are adhering to standards and requirements. 

Therefore, if a child appears to be at risk or where there seems appears to 

be a breach of registration requirements, Registration and Inspection 

should be involved.   

 

Registration & Inspection Unit 

 

Ground Floor 

 

St Georges Court 

 

Hill Street 

 

Douglas 

 

IM1 1EF 

 

  

Tel:  642422 

 

Email: randi@gov.im 
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9.Safeguarding Policy 

Little Acorns Pre-school wants to work with children, parents, the Church and the 

Community to ensure the safety of children and to give them the very best start 

in life. 

We aim to: 

· Promote children's right to be strong, resilient and listened to by 

creating an environment in our setting that encourages children to 

develop a positive self image 

· Promote children's right to be strong, resilient and listened to by 

encouraging children to develop a sense of autonomy and independence. 

· Promote children's right to be strong, resilient and listened to by 

enabling children to have the self-confidence and the vocabulary to 

express themselves appropriately. 

· Help children to establish and sustain satisfying relationships within 

their families, with peers, and with other adults. 
To be Strong means: 

· To feel secure, safe and valued 

· Developing a strong sense of belonging which promotes self-confidence 

and assurance and a positive sense of self. 

· To have an environment which enables all children to reach their full 

potential and where personal achievements are celebrated.  
To be Resilient means: 

· To recognise their self worth and dignity as uniquely created individuals. 

· To have the confidence and perseverance to overcome and cope with 
challenge and change. 

· To have a sense of fairness and justice towards self and others 

· To understand that rights and responsibilities come hand in hand. 

 

To be listened to means: 

· To recognise the children’s freedom to express and communicate, 

verbally and non-verbally, their thoughts, feelings and ideas. 

· To know that others will respond appropriately and, when required, act 

upon their understanding. 
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Safeguarding Policy 

  

Part 1 

  

Responding to Concern 

  

1) Understanding, Recognising and Responding to Abuse 

  

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or 

neglect a child by inflicting harm, 

  

or by failing to act to prevent harm. Children may be abused in a family or in an 

institutional or community setting; 

  

by those known to them or, more rarely, by a stranger. They may be abused by an 

adult or adults or another child or 

  

2) How to respond when someone wants to talk about harm or abuse 

  

• Avoid passing judgement on what you are told 

  

• Never promise confidentiality 

  

• Explain what you intend to do and don’t delay in taking action 

  

• Contact the Designated Person for Safeguarding (Debbie Carcas) If This person 

is not contactable within a reasonable time, take action yourself . Write down 

what is said – details below 

 

3) What to do when a child or adult talks about harm or abuse 
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You need to make a careful written record of what has been observed as follows: 

• Make notes as soon as possible (preferably within one hour of the child talking) 

including a description of any injury, its size and a drawing of its location and 

shape on the child's body. 

  

• Write down exactly what the child has said and when s/he said it, what was said 

in reply and what was happening immediately beforehand (eg. a description of the 

activity). 

  

• Write down dates and times of these events and when the record was made. 

  

• Write down any action taken and keep all hand written notes even if 

subsequently typed up. 

  

These notes will be passed on to the designated person for safeguarding to assist 

them should the matter need to be referred to Children & Families Social Care 

Team. All documents including copies of everything sent to Children & Families 

Social Care Team, will be signed by you, dated and kept securely at Little Acorns. 

  

4) Responding to concerns for an allegation of abuse 

  

Where possible, concerns will be passed to the Designated Person for 

Safeguarding but difficulty in contacting these individuals should not delay action 

being taken.  (See phone numbers below.) 

  

If there is a concern that a child may have been harmed or abused, the 

Designated Person for Safeguarding will act 
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4.i) Where a child has a physical injury or symptom of neglect: 

  

• Contact Children & Families Social Care Team if there are concerns that a child 

may have been deliberately hurt, is at risk of 'significant harm' or is afraid to 

return home. Do not tell the parents, or other people involved. 

  

• If a child needs urgent medical attention an ambulance will be called or they will 

be taken to hospital, informing the parents/carers afterwards of the action that 

was taken. 

  

• The hospital staff will be informed of any child protection concerns. 

  

4.ii) Where there are allegations or concerns of sexual abuse: 

  

• The designated person for safeguarding will contact Children & Families Social 

Care Team. DO NOT try to investigate the matter. 

  

• In the case of very severe sexual assault (such as rape), which may have 

occurred over the last few days, and where it has not been possible to get an 

immediate response from Children & Families Social Care Team, contact the 

police. 

  

• Do not touch or tamper with any evidence, such as stained clothing. 

  

• DO NOT tell other people including the parents / carers; they could be involved. 

  

• Keep information on a need-to-know basis so that any alleged perpetrator is not 

‘tipped off’. 
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Should the Designated Person for Safeguarding not feel it necessary to refer a 

matter to Children & Families Social Care Team but you (or anyone else) have 

serious concerns for the child's safety, then you will contact the relevant 

authorities directly. The safety of the child over-rides all other considerations 

and it is important to remember that sexual abuse of children is a serious crime. 

  

If the allegation is against the designated person who has responsibility for 

implementing the Policy, you will refer it directly to Children & Families Social 

Care Team or seek appropriate advice through the designated safeguarding 

officers at Broadway Baptist Church. 

  

Third Party Allegations and Referrals 

  

Where a third party alleges abuse towards a child, your role is to gather as much 

information as possible from this person. The third party will be advised that the 

information they have provided will be shared with the Designated Person for 

Safeguarding and may result in a referral to the Children & Families Social Care 

Team with their details. 

This is so that Children & Families Social Care Team can contact them if 

necessary. 

  

Allegations against Workers 

  

• The advice of Children & Families Social Care Team and the police will be sought 

before taking any action such as suspension of employment. 

  

• During an enquiry, the worker will be supervised as closely as possible without 

raising suspicion during the period between the matter coming to our attention, 

the authorities being informed and the appropriate action being taken. 

  

• The suspension of a worker following an allegation is by definition a neutral act 

but may be necessary because the priority is to protect children from possible 

further abuse or from being influenced in any way by the alleged perpetrator. 
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False Allegations 

  

False allegations are possible: all allegations will be properly investigated in an 

endeavour to establish the truth. 

   

Part 2- 

  

Safe Recruitment, Support and Supervision 

  

It will be made clear in job advertisements, at interview and on application forms 

that all those having contact with children or young people will be asked to agree 

to an enhanced Disclosure and Barring Service (DBS) check being carried out 

before the position is confirmed. This applies to both paid and voluntary positions. 

Any potential voluntary appointment must be discussed with the Designated 

Person for Safeguarding, who will have a right of veto on the appointment. 

Formal references will be requested for all paid and volunteer worker positions. 

Where applicable an applicant’s IOM residency status and/or right to work in the 

IOM will be checked. 

All prospective workers, both paid and voluntary, will have an interview. 

There will be regular team meetings to review procedures to ensure a common 

approach, sharing of concerns and identifying other matters that may need 

clarification and guidance.  

It is important that all workers understand the agreed procedures for protecting 

children. 

Child protection training must be attended at least once every 3 years. 

 Designated person – Rosie Allen (437386) 

 Children & Families Social Care Team (686179) 

 Police: (631212)  

  

 See Risk assessment form and Incident report form in pink staff folder. 
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10. Safe arrival and departure of children 

 

It is the parent’s responsibility to find safe and legal parking for drop-off and 

collection. 

Start time is 9am, however children may arrive from 8.45am. 

The front door will always be locked. Parents must ring the doorbell to gain 

access with their child. They will be met by a member of staff who will unlock the 

door and invite them in. Parents will be seen off the premises by the same 

member of staff who will ensure that the door remains locked. 

Parents/carers must accompany the child into the room through the internal 

safety gate which must be closed after they enter and depart, and help him/her 

to self-register on arrival.   The Staff member will welcome parents and children 

and register their arrival time and any special information given eg  if someone 

else will be collecting the child at the end of the session. This information will be 

noted on a white board for all staff to see. 

The outside door will remain locked until 11.45am. 

Parents will wait outside the room and children will be let out one at a time to the 

authorised person collecting them at 11.45am. 

See uncollected child policy for procedure if needed. 

 

 

 

                                                                                            Amended 09/09/2020 
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11. Equal Opportunities Policy 

 

 

To create an environment that is welcoming to all and free from discrimination.  

Staff are to act as positive role models to children by displaying and promoting 

respectful behaviour, language and attitudes and challenging any discriminatory 

incident. 

 

We aim to promote the unique identity of everyone whilst acknowledging diversity 

and individuality. 

 

Staff are employed by Broadway Baptist Church. 

 

Admissions 
Our admissions policy will ensure equal opportunities are upheld and places will be 

granted strictly on a first come/first served basis regardless of  

▪ Disability 
▪ Gender 
▪ Ethnicity 
▪ Religion or Belief 
 

 

 

 

 

 

 

 

 
 
 
 
 

 
21 



 

 

12. Behavioural Management Policy 

 

We aim to provide a caring environment that positively reinforces and promotes                       

appropriate behaviour and to encourage self-discipline and consideration for                 

others by exercising positive behaviour management. 

 

We will continually encourage and reinforce good behaviour in the following ways: 

· By providing children with the strategies to defend and stand up for                       

themselves in a positive way e.g. no thank you, I don’t like that. 
· Adult led examples, displaying positive behaviour  
· By establishing routines for certain activities i.e. snack time, story time                     

etc. 
· By rewarding positive attitudes with praise. 
· By discussions during carpet time and with stories 

 

Strategies for dealing with unacceptable behaviour: 
· Initial verbal reminder of ‘Golden Rule’ 
· Use appropriate sanctions relevant to the incident.  Ie  apologise, clean up 

mess, five minutes of time-out 
· Give time to discuss behaviour as appropriate 
· Calming down time when relevant 
· Talking to parents. 
· As a last resort, physically remove the child for his or her own or others 

safety by holding hand or gently guiding from behind to another area. 
 

Behaviour that causes continued concern will be logged and managed in 

conjunction with parents and other professional bodies where deemed 

appropriate. 

 

The policy also stresses the importance of respect for all – both staff and                           

parents/carers. Bullying in the form of abusive language or menacing behaviour is                       

not acceptable, both staff and parents/carers have a responsibility to support                     

this policy through positive examples of their own behaviour.  

 

Any staff disciplinary procedure will be referred to the employer, as outlined in                         

the staff handbook. 

 

We do not consider corporal punishment acceptable practice and it will not be                         

used on pre-school premises. 
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13. Fire Policy 
 
 
As we will be working on the site of Broadway Baptist church, we will adopt their 

Fire safety policy (see attached).   

 

In the event of the fire alarm sounding, we will meet down the hill (on the same 

side of the road).   

 

One member of staff will lead the children out, and the other will:  

● check the room and toilets are empty. 

● Pick up a phone and purple folder with parent contact details in 

● Close the door. 

 

When doing activities upstairs, it is important to take keys, phone and purple 

folder in case of an evacuation. 

 

Little Acorns’ fire warden (Jackie Hewins) will organise a fire drill in conjunction 

with Danie Shallcross (church administrator/fire warden) during a session every 

term.  

 

Jackie will also review all fire safety procedures with staff once a term to ensure 

everyone is fully versed in all procedures and up to date on any changes, or new 

equipment. This training will be recorded in the minutes of each termly staff 

meeting. 

 

 

 

                                                                                            Amended 09/09/2020 
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14. Additional Needs Policy 

 

 

We recognise the importance of early identification of children with additional                     

needs. We will develop practices and procedures, which will aim to ensure that all                           

children’s additional needs are identified and assessed and that the curriculum                     

will be planned and help accommodate and where possible meet their needs. 

 

The staff will: 

· initiate informal monitoring of a child who may show evidence of having                       

specific needs. 
· keep an observation sheet of child’s needs and records where appropriate 
· ensure wide curriculum to address the needs of a child 
· support other staff on strategies with AN children 
· liaise with parents or carer 
· liaise with outside agencies when necessary 
· review strategies once a term. 

 

We do not expect to have different admission arrangements, but we would ask                         

parents to consider the suitability of our premises, for a child with some                         

additional needs. 

 

We recognise the early signs of a child having additional needs as: 

· making little or no progress even when teaching is specially devised to                       

improve an area of weakness 
· continuing to work at levels significantly lower than children of a similar age                         

and background 
· demonstrating persistent emotional and/or behavioural difficulties 
· having sensory or physical problems and continues to make little progress                     

despite special aids or equipment 
· having communication and/or interaction difficulties (this may be due to a                     

child who has English as an additional language and strategies for extra                       

support need to be devised)  
 

 

 

 

 

24 



 

 

Emotional needs 

 

At Little Acorns we firmly believe that working in partnership with parents                       

produces the best possible outcomes for each individual child. Within this                     

culture, we are very happy to have parents/carers help support their child’s                       

transition and integration into our setting. This could be 5 or 10 minutes helping                           

their child to get ready for the session, playing alongside them in the role-play                           

area or simply accompanying them to the toilet at the start of the morning. 

 

If a child finds it particularly difficult to separate/settle, we are happy to                         

discuss a more gradual integration on the basis of the child’s specific needs.                         

Over the first few weeks it could be that a parent stays with their child for part                                 

of a session or that we temporarily identify a key worker to ease the child                             

through the integration process. 

 

We respectfully suggest that these aforementioned solutions are temporary and                   

cannot go on for more than a few weeks. If the parent/child is still very anxious                               

about leaving/being left, then perhaps postponing the child’s start may be                     

advisable. 

 

We will liaise with schools to aid the transition between Little Acorns and school.                           

This may mean meetings with specific schools or it may involve schools visiting the                           

pre-school to meet the child and see him/her in a familiar setting.   
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15. Health and Safety Policy 

 

The purpose of this policy is to ensure that we properly protect the children and 

adults who use Little Acorns pre-school. 

We aim to keep children and adults safe by ensuring we display high standards 

and take all reasonable steps to protect them from harm. 

 

At Little Acorns pre-school the health and safety of all children and adults is our 

key priority. Parents send their children to pre-school with the expectation that 

we provide a secure environment in which their children can flourish.  

Our health and safety policy includes the following areas: 

Safety 

Children are to be supervised at all times whilst at the pre-school.  We use three 

levels of supervision dependent upon the activities that are taking place: 

Constant Supervision: Being with the children at all times, actively supporting 

them using a physical presence or playing with them directly. This level of 

supervision is most often required when the children are playing high-risk games 

or using equipment or materials that have a high-risk assessment. 

General Supervision: Being in vicinity of the children but not having an active part 

in their play, being on hand to support if the children require your help or 

guidance. Being on hand to respond to play cues and observant of the behaviour of 

the children. This is the most common form of supervision and allows for an 

overview of the play setting, most commonly used with play activities that have a 

medium level of risk. 

Low Supervision: Keeping a watchful eye on the children from a distance and 

making sure that they are playing safely but freely. Keeping an overview of what 

the children are doing whist not interfering. This is most commonly used with low 

risk activities. 

 

To ensure our indoor and large play areas are safe and secure, a risk assessment 

will be in place and updated at regular intervals.  All outings will be risk assessed 

and this will be shared with any helpers. 
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Equipment and Materials 

Little Acorns Pre-school has a variety of equipment and materials that are used 

by the children in the course of their learning. All equipment is well maintained, 

checked and cleaned on a regular basis to ensure that it presents no risk to the 

health and safety of the children.  The person in charge will check the areas 

before each session to ensure that there are no risks or hazards that would 

compromise the health and safety of the children, parents and carers or staff. 

At the end of the session members of staff will ensure that the areas are left 

clean, safe and tidy.  

Safety and Security  

A secure entry system is in place to ensure that only persons with a legitimate 

reason for being on the premises have access. Visitors, other than parents and 

carers collecting their children must pre-arrange their visits and carry 

identification; all visitors must make themselves known to the person in charge. 

Visitors are required to sign themselves in and out of the building and must not 

be left unaccompanied with children at any time. 

Should the premises be considered unsafe to use for any reason or staff be 

unable to get to the premises, then parents will be notified as soon as possible.  

Restricted areas 

Broadway Baptist Church is a large building with members of the public having 

access to some parts of it.  These areas will have a locked door between them and 

the pre-school at all times with members of staff having keys in case of 

emergency evacuation.  The kitchen will also be a restricted area, where children 

are not allowed.  Any children moving between floors will do so with a member of 

staff. 

Safe control of pets and animals 

Animals will not normally be allowed on site.  However, from time to time they may 

come on the premises as part of the topic being covered.  The risks will be 

assessed beforehand in order to keep the children safe.  Children will be taught 

about hygiene after handling any pets or animals 

During trips off the premises, children will be kept away, as much as possible, 

from any unknown pets.   
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Personal Hygiene  

All members of staff and children are encouraged to maintain a high level of 

personal hygiene at all times. 

Hazardous substances 

All bottles and products containing hazardous contents will be kept out of reach 

to children in the gated kitchen area.  In case of accidental contact, please see 

advice notice in the kitchen. 

Dealing with bodily fluids (Also see intimate care policy) 

If children soil themselves they will be offered the opportunity to clean 

themselves up and given a fresh set of clothing (parents will be informed). In 

some cases a member of staff will need to help a child with this. 

If a child is sick or has an “accident”, other children will be removed from the 

area and kept away until it can be cleaned up and all traces removed.   

Staff must wear gloves at all times when dealing with bodily fluids. 

Preparation and storage of food 

No meals will be prepared for children at the pre-school.  However, a snack will be 

prepared and stored for the children to eat mid-morning.  This will be kept in the 

fridge if necessary and prepared in-line with food hygiene regulations.  The 

children may be involved with the preparation of a snack or other food.  This will 

take place in the main area and moved to the kitchen/fridge for safe storage. 

Only knives suitable for children will be used by them, under careful supervision. 

Other sharp kitchen implements will be kept out of reach and the child gate kept 

closed at all times. 

Medicines 

Medicines are not permitted in the pre-school, except in special circumstances. 

Parents should notify the person in charge if the child needs an inhaler or epipen 

and fill in a care plan outlining when medication should be given.  The medicines 

and care plans will be kept in a cupboard in the kitchen and taken on outings.  If 

medication is given, the staff member must complete the notification and get a 

parent/carer’s signature.  Children requiring other medicines should take them 

before and after the session. 
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Staff medicines 

Staff must keep any personal medication in their own possessions (in safe storage 

ie in the kitchen behind a locked gate where children are not permitted) Any 

member of staff with a serious or life-threatening condition/reaction eg 

anaphylaxis, must inform work colleagues (including supply cover) of their 

condition, where their medication can be located, and how to treat them in an 

emergency. 

 

Appointments of staff  

 

All staff that are appointed to work in the pre-school have passed through the 

Disclosure and Barring Service and have the relevant certification. This search 

highlights people who have a criminal record or if previous allegations have been 

made them.  Please also see staff induction and training policy. 

 

Volunteers and Visitors 

 

Volunteers must also have DBS clearance.  Visitors who do not yet have clearance 

will under no circumstance be left alone with a child or group of children.  It is 

assumed that visitors with a professional role i.e. a nurse or members of the 

police already have relevant clearance. 

 

 

Photographing and videoing 

 

There has been controversy about adults photographing and filming young people. 

The concerns are genuine, however we have taken a balanced approach, which 

allows photographs and filming within the following guidelines: 

 

· Parents consent to Little Acorns pre-school staff taking photographs by 

signing a permission slip.  

· Pre-school photographs that are for use externally, are used to celebrate 

successes and permission is sought from each parent in writing that they 

are happy that images of their child can be used from time to time in this 

way, eg printing in newspapers. 

·  
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·  

· Any photo posted on social media by Little Acorns should not show the face 

of the child.  The photos will be taken in such a way that only those who 

know the child well, may be able to identify him or her.  No names of 

children will be used by staff. 

Other policies linked to this: 

Safe arrival and departure of children policy  

Accident procedure and first aid policy 

Broadway Baptist Church fire policy and procedure (separate document) 

No smoking policy 

Safeguarding policy   

 

 

                                                                                          Amended 09/09/2020 
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16. Lone Working Policy 

 
 
Working alone will be avoided as much as possible.  If a staff member needs to 

accompany a child into the toilet, the other staff member will be made aware of 

this.  If a child needs regular help with toileting, the staff member to accompany, 

should be alternated (also see intimate and personal care policy).   

 

Staff toilet facilities are located upstairs. Should a member of staff need to use 

these facilities urgently, the other member of staff will gather all the children 

together into a seated group and read a story or watch a brief video with them 

until the other member of staff has returned to the room. This ensures the safe 

supervision of all the children whilst being in sole responsibility. When the other 

member of staff returns to the room they will enter the date and time of their 

"comfort break" in the Care Book and sign it as evidence of following correct 

procedure. 

 

 

If there is an emergency where a staff member needs to leave the premises, 

then another member of staff will be called in the first instance.  If they are 

unable to come straight away, then a volunteer from within the church staff, that 

holds a DBS certificate will be called upon, whilst parents are contacted to 

collect their children early. 

 

                                                                                        Amended 09/09/2020 
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17. Intimate and Personal Care Policy 

 

 

Any intimate care, such as nappy changing and toilet training, will be carried out 

with respect and regard to the child’s right to dignity and privacy.   

 

Staff will have regard to hygiene procedures by wearing disposable gloves and 

using appropriate cleaning equipment (see health and safety policy).   

 

Children wearing nappies should have their bottoms thoroughly cleaned from 

front to back and any soiled clothes should be changed.  Soiled nappies must be 

placed in a nappy sack before disposing of.  Children should not be allowed to take 

toys into the bathroom. 

 

Children who are toilet trained will be encouraged to use self-help skills with 

regard to toileting but staff should be aware of their abilities in this area and be 

available to offer help if necessary. 

 

Before going into the toilet with a child, staff should notify each other.  Should a 

child need his/her clothes removing (ie nappy change or change of clothes), staff 

will record it in the intimate care book and notify parents.  For general toilet 

assistance, staff will make a note on the record sheet. 
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18. Whistle Blowing Policy 

 

We take the wellbeing of staff very seriously.  If a staff member has a concern, 

then we will act and support that member as appropriate. 

 

They will be given an opportunity to speak to another member of staff from the 

church and support and action taken as appropriate. 

 

(Also see safeguarding policy) 
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19. Care, Learning and Play Policy 

 

 

As the Christian faith is at our core, this will be reflected in many areas of our 

care, learning and in play.  

   

Care 

 
Food – Little Acorns will provide children with the opportunity to experience a 

well-balanced, nutritional and varied snack.  Drinking water, juice and milk will also 

be available at snack time and other times by request. 

 

Well being – We will support, enhance and promote the wellbeing of all the 

children in our care.  Good personal hygiene is encouraged to prevent cross 

contamination, spread of disease and to encourage good habits.  

 

Environment – Staff at Little Acorns will endeavour to provide an environment 

that is stimulating, exciting and well organised, both at Broadway and through 

trips, whilst safeguarding the security and safety of the children.   

 

Spiritual, Moral and Social Development – We understand, support and promote 

the spiritual, moral and social development of children in our care.   

Through daily routine, encouragement, reward and the provision of positive role 

models, children should develop a well-balanced, confident and happy disposition. 

Children will be encouraged, whenever possible, to set their own ground rules, 

correct inappropriate behaviour and express feelings with the support and 

empathy of the staff deployed as they progress through the natural changes of 

their pre-school years.  Children will be encouraged to build positive relationships 

with each other, as well as with staff.   

  

Learning 

 

Planning – Staff at Little Acorns meet regularly to plan activities specifically 

suitable to the children under their care.  These will follow guidelines provided in 

the Early Years Foundation Stage.  

 

Observation and Assessment -  On-going individual observation takes place for 

each child for specific achievements, such as colour recognition, number use etc, 

as well as recording the specific and prime areas the child has achieved in their 
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personal record.  These personal records will be passed on to schools.  The 

children also have learning journals that have work added throughout their time 

at Little Acorns to show progression.  This will be presented to them when they 

leave. 

 

Parents as Partners – Little Acorns understands and promotes the statement 

“Parents are children’s first and most enduring educators.” and ensures that 

parent’s involvement is part of the shared learning process. 

 

Play 

 

Free Play - Free play provides a period of time when the children have an open 

choice for what they wish to play with.  They can move freely from table to table 

or around the floor without restriction.  

A range of equipment available for free play may include; duplo, stickle bricks, car 

mat cars and garage, train set, bricks, books, lego, small world toys, animals, sand 

water, drawing, play dough, natural materials etc.  

  

Child initiated – As children advance through the Early Years Foundation Stage 

opportunities for child initiation is encouraged.  Children may become involved in 

setting-up activities, may request changes to the setup or may independently 

clear away and choose other resources.  Children will be encouraged to take turns, 

self-select, clear away, maintain aspects of health and safety or take lead 

depending on their individual development stage.   

 

Teacher led group activities - The daily routine will include sessions of teacher 

led group activity where activities are planned specifically to enhance 

development on an individual or group basis.   

 

‘Outside’ play – Children have the opportunity each day to use the large indoor 

area in the main church for outdoor type play.  This includes bikes, balls, hoops, 

parachute, games and dance.  They also have walking trips to the beach and Villa 

Marina gardens to enhance their outdoor play. 

 

This Policy follows the guidelines of good practice as detailed in the Early Years 

Foundation Stage and is supported by all other policies.  
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20. Outings and Visits Policy and Procedure 

 

As part of our curriculum we aim to undertake a range of local outings including 

walks and visits off the premises.  Permission will be sought for children to be 

included in such outings on a child’s registration form. For local trips, the general 

permission given on the child’s registration form will suffice. For trips further 

afield parents will be notified before a child is included on such a trip. Outings 

will be carefully planned and the following procedures will be followed on all 

outings from the pre-school, however local or frequently they may occur. For the 

purposes of this policy and procedure ‘local’ is defined as within walking distance 

of the pre-school. 

Procedures 

• A member of staff will always carry out a risk assessment identifying any 

potential hazards on the journey or at the location prior to the outing. 

• Written permission will have been obtained from parents before taking 

children on trips, either general or specific depending on the location of the trip. 

• Staffing levels for outings will depend on how the safety and the individual 

needs of the children can be assured. Additional volunteers or staff will be used 

if necessary. 

• A first aid bag will be taken on all outings along with any special medication 

or equipment required. 

• A list of parent/staff contact numbers and a photo of each child will be 

taken on all outings. 

• Regular head counts will be carried out throughout the outing. 

• All staff and children will wear high visibility jackets whilst on the outing. 

• At least one qualified first aider will always be a member of the group. 

• A minimum of two mobile phones will be taken as a means of emergency 

contact. 
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• In the event of an accident, staff will assess the situation. If required, the 

group will return to pre-school immediately and parents will be contacted to 

collect their child. In the event of a serious accident an ambulance will be called 

at the scene, as well as parents being contacted. One member of staff will 

accompany the child to the hospital, and the rest of the group will return to the 

pre-school. 

Use of vehicles for outings 

When planning a trip or outing using private vehicles, records of vehicles and 

drivers including licenses, business use insurance are checked at least annually. 

If a vehicle is used for outings the following procedures will be followed: 

• appropriate child seats will be used 

• Parents are requested to provide their own seat for their child. If this is 

not possible, we will assess which type of seat is best suited for each child and 

provide it. 

• the maximum seating capacity of the vehicle will not be exceeded 

• a registered member of staff will always accompany the children 

• children will never be left in a vehicle unattended 

• extra care will be taken when getting into or out of a vehicle 

 

   

                                                                                             Amended 09/09/2020 
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21. Parents Access to Records 
 
 
Parents are welcome to view any information written about their child on request.  

 

Parents will be requested to update records as the need arises. 

 

All records will be stored securely and retained for 10 years.  After this they will 

be disposed of in a suitable way (eg shredded). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

38 



 

 

 

 

22. Staff Induction and Training Policy 

  

At Little Acorns pre-school we recognise that our staff are one of our most 

valuable assets and as such we realise the importance of following an effective 

and comprehensive induction plan with new employees and volunteers. Induction is 

the process of familiarising new employees and volunteers with their job roles and 

responsibilities to help them to settle in and to provide them with the necessary 

information that they need to work effectively within our team and understand 

the expectations of the management. 

Continuous professional development will be encouraged to ensure that all our staff 

grow personally and develop their skill base. It is the manager’s responsibility to 

make staff aware of any training courses and also to ensure that all staff attend 

certain compulsory courses such as first aid, safeguarding etc.  Any training needs 

the staff feel they have will be discussed during our staff meeting or on a 

one-to-one basis with the manager. 

  

In order to ensure we maintain our standards we offer all new employees one month 

of induction training that informs new members of staff about: 

  

·      The areas used by the pre-school and how they are used 

·      How we operate on a day to day basis 

·      General background information about Little Acorns and our values 

·      Health and safety information including food hygiene 

·      Safeguarding procedures 

·      Fire evacuation procedures 

·      An outline of what the job involves and what is expected of them 

·      Policy information 

  

This training will be recorded on their staff record sheet. 

 

There will be regular opportunities at the end of LA sessions to ask questions and 

familiarise themselves with all of the above, as well as gain support and advice from 

the members of staff they have worked alongside. Since we are a small setting, all 

other staff will be aware of the need to mentor them and will advise them in any 

area in which they feel they need extra support or explanation. 
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At the end of the one month induction period, they will participate in a 1:1 

supervision with the manager, where they will have the opportunity to comment on 

any aspects of their job role (positives as well as any perceived difficulties) discuss 

any areas where they feel they require further support or mentoring, comment on 

any staff issues/concerns as well as an opportunity to discuss any further training or 

CPD they would like to undertake.  They will be invited to sign this document as a 

record of their induction period. 

 

Please note more information is available in the Broadway Staff Handbook. 

 

   

 

                                                                                            Amended 09/09/2020 
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