
 

 

  
Direct Line: 01892 724805 

www.horsmondenkindergarten.com Email: info@horsmondenkindergarten.com 

Registered Charity Number: 1034663 

Ofsted Registration Number: 127261 
1 

 

 

 

 

Policies 2010 
 

The policies are split into the following sections: 

- Documentation 

- Organisation 

- Safeguarding Children 

- Suitable People 

- Suitable Premises 
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HORSMONDEN KINDERGARTEN 

DOCUMENTATION 

_____________________________________________ 
 

This folder contains the following policies: 

 
• Admissions policy 

 

• Complaints policy 

 

• Confidentiality policy 

 

• Behaviour management policy 

 

• Equality, inclusion and valuing diversity policy 

 

• Record keeping 
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Admissions Policy 

__________________________________________________________ 
 

It is the intention of the Committee and staff to make Horsmonden Kindergarten genuinely 

accessible to children and families from all sections of the local community.  In order to accomplish 

this we will: 

 

• Ensure that the existence of Horsmonden Kindergarten is widely known in all local 

communities.  We will place notices advertising the Kindergarten in places where all sections 

of the community can see them, in more than one language if necessary. 

 

• Arrange our waiting list in order of date of birth. (Priority will be given to 3 and 4 year olds.) 

 

• Keep a place vacant, if financially viable, in order to accommodate emergency admissions. 

 

• Describe the Kindergarten and its practices in terms which make it clear that it welcomes 

both fathers and mothers, other relations and other carers, including childminders, and 

people from all cultural, ethnic, religious and social groups, with and without disabilities. 

 

• Monitor the gender and ethnic background of children joining the group to ensure that no 

accidental discrimination is taking place. 

 

• Make our equal opportunities policy widely known to ensure that no-one in the community is 

excluded. 

 

• Remain flexible about attendance patterns so as to accommodate the needs of individual 

children and families 

 

• Fees are paid at the start of each term and every endeavour will be made to assist in 

payment terms.  However if payment terms are not adhered to the Kindergarten cannot 

guarantee a place being kept open. 
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Complaints Policy 

_________________________________________________________ 
 

As a member of the pre-school Learning Alliance we aim to provide the highest quality education and 

care for all of our children. We aim to offer a welcome to each individual child and family and to 

provide a warm and caring environment within which all children can learn and develop as they play. 

 

We believe children and parent/s or carers are entitled to expect courtesy and prompt, careful 

attention to their needs and wishes. Our intention is to work in partnership with parent/s or carers 

and the community generally and we welcome suggestions on how to improve our group at any time. 

 

Making concerns known  

 

Parents/Guardians who may have concerns about any aspect of the group provision are advised to 

approach Tina Walker or Sarah Russell (Co-Supervisors) or Lynn Gadsby who is the Chairperson of 

the Management Committee. 

 

Following on from verbal communications if a parent/carer would like to put their complaint in writing 

they may do so either by emailing comments@horsmondenkindergarten.com  or by completing a 

complaint form which can be obtained from the administrator or downloaded off the website.   

 

All findings and recommendations from further investigations will be fed back in writing within 28 

days of the complaint being received.  

  

If after receiving the feedback you are not satisfied with our response to your concern or 

complaint, please contact us and we will try to deal with your unease.  

 

Any discussions or action points arising will remain confidential at all times. 

 

Parents are able to review a summary of all complaints made on request to the administrator. 

 

Horsmonden Kindergarten are required to provide Ofsted, on request, with a written record of all 

complaints made during any specified period and the action that was taken as a result of each 

complaint.  
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Parents may wish to approach Ofsted directly at any stage of the complaints procedure.  

 

 The address and telephone number of our Ofsted regional centre are: 

 

 The National Business Unit 

 Ofsted 

 The Royal Exchange Buildings 

 St Ann’s Square 

 Manchester  M2 7LA 
   

 Tel:  0300 123 1231 

 Website: www.ofsted.gov.uk/parents 

 

We believe that most complaints are made constructively and can be sorted out at an early stage. 

We also believe that it is in the best interests of Horsmonden Kindergarten and parent/s or carer 

that complaints are taken seriously and dealt with fairly and in a way which respects confidentiality. 
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Confidentiality Policy 

__________________________________________________________ 
 

It is a key issue of Horsmonden Kindergarten to respect the privacy and confidential information of 

all children and parents/carers at all times. 

 

• Parents will have ready access to the files and records of their own children but will not have 

access to information about any other child. 

 

• Staff will not discuss individual children, other than for purposes of curriculum planning and 

group management, with people other than the parents/carers of that child. 

 

• Information given by parents/carers to the Horsmonden Kindergarten Leader or Keyworker will 

not be passed on to other adults without permission. 

 

• Issues to do with the employment of staff, whether paid or unpaid will remain confidential to 

the people directly involved with making personnel decisions. 

 

• Any anxieties or evidence relating to a child’s personal safety will be kept in a confidential file 

and will not be shared with the group except with the child’s Keyworker, Leader or Chairperson. 

 

• Students on PSLA or other recognised courses observing in the pre-school, volunteers and 

helpers, will be advised of our confidentiality policy and required to respect it. 
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Behaviour Management Policy 

_________________________________________________________ 
 

The staff and Committee of Horsmonden Kindergarten believe that children and adults flourish best 

in an ordered environment in which everyone knows what is expected of them.  We also believe that 

children should be free to develop their play and learning without fear of being hurt or hindered by 

others.  We aim to work towards a situation in which children can develop self-discipline and self-

esteem in an atmosphere of mutual respect and encouragement. 

 

In order to achieve this: 

 

• Rules governing the conduct of the group and the behaviour of the children will be discussed and 

agreed with Horsmonden Kindergarten and explained to all newcomers, both children and adults. 

• All adults within Horsmonden Kindergarten will ensure that the rules are applied consistently so 

that children have the security of knowing what to expect and can build up useful habits of 

behaviour. 

• All adults will provide a positive model for the children with regard to friendliness, care and 

courtesy. 

• Adults within Horsmonden Kindergarten will praise and endorse desirable behaviour such as 

kindness and willingness to share. 

• We will take positive steps to avoid a situation in which children receive adult attention only in 

return for undesirable behaviour. 

 

When children behave in unacceptable ways: 

 

• Physical punishment, such as smacking or shaking, will neither be used nor threatened. 

• Children will never be sent out of the room by themselves. 

• Techniques intended to single out and humiliate individual children will not be used. 

• Children who misbehave in unacceptable ways, will be helped by a member of staff to identify 

what was wrong and how to deal with the issue more appropriately. 

• In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of the 

behaviour and attitudes will be made clear immediately, by means of explanation rather than 

personal blame. 

 

When children behave in unacceptable ways/contd: 

 

• In any case of misbehaviour, it will always be made clear to the child or children in question that 

it is the behaviour and not the child that is unwelcome. 

• Adults will not shout or raise their voices in a threatening way. 

• Adults within Horsmonden Kindergarten will make themselves aware of and respect a range of 

cultural expectations regarding interactions between people. 
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• Any behavioural problems will be handled in a developmentally appropriate fashion respecting 

individual children’s level of understanding and maturity for example by distraction, discussion, 

or by withdrawing the child from the situation. 

• Reoccurring problems will be tackled by the child’s keyworker in partnership with the child’s 

parents, using objective observation records to establish an understanding of the cause and to 

decide jointly the course of action to be taken. 

• Adults will be aware that some kinds of behaviour may arise from a child’s special needs. 

• Bullying is taken very seriously at Horsmonden Kindergarten.  If any child is involved in an 

incident their parents will be informed immediately.     

• If a child is bullied a member of staff will intervene and reassurance will be given.  We will 

explain to the child doing the bullying why their behaviour is inappropriate and help them to 

apologise. 
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Equality, Inclusion and Valuing Diversity Policy 

_________________________________________________________ 
 

• The Pre-School Learning Alliance is committed to helping pre-schools provide equality of 

opportunity and anti-discriminatory practice for all children and families. As a member of the 

alliance Horsmonden Kindergarten works in accordance with all relevant legislation including: 

 

− Race Relations Act 1976 

− Race Relations Amendment Act 2000 

− Sex Discrimination Act 1986 

− Children Act 1989 

− Special Educational Needs and Disability Act 2001 

 

• We believe that the group's activities should be open to all children and families and to all 

adults committed to their welfare. We aim to ensure that all who wish to work in, or volunteer 

to help with, Horsmonden Kindergarten have an equal chance to do so. 

 

• Horsmonden Kindergarten is open to every family in the community. The waiting list is not 

operated on a first come first served basis, but on a fairer system. We arrange our waiting list 

by date of birth, which is detailed in the Admissions Policy. 

 

• We advertise our Kindergarten In local papers and magazines also on display boards in the 

community. 

 

• Families joining Horsmonden Kindergarten are made aware of its equal opportunities policy. 

Horsmonden Kindergarten offers a flexible payment system for families with differing means. 

 

• Horsmonden Kindergarten will appoint the best person for each job and will treat fairly all 

applicants for jobs and all those appointed. 

 

• Commitment to implementing the group's Equal Opportunities Policy will form part of the job 

description for all workers. 

 

• Staff are encouraged to participate in training courses to enable them to develop practices 

which enable all children to flourish. 

 

• All children will be respected and their individuality and potential recognised, valued and 

nurtured. 

 

• Children are encouraged to develop positive attitudes to people who are different from 

themselves. 
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• Activities and the use of play equipment offer children opportunities to develop in an 

environment free from prejudice and discrimination. 

 

• Appropriate opportunities will be given to children to explore, acknowledge and value similarities 

and differences between themselves and others. 

 

• Materials will be selected to help children develop their self-respect and to respect other 

people by avoiding stereotypes and derogatory pictures or messages about any group of people. 

 

• Children will be encouraged to welcome and participate in a wide range of festivals, together 

with the stories, celebrations and special food and clothing they involve. 

 

• We encourage parent/s or carers to come into Kindergarten to talk about different festivals 

and experiences. 

 

• We encourage children to talk about their home life, different experiences and cultures. 

 

• Information, written and spoken, will be clearly communicated in as many languages as 

necessary. 

 

• We help children understand that discriminatory remarks and behaviour is unacceptable. The 

response will aim to be sensitive to the feelings of the child/adult who has been upset and to 

help those responsible to understand and overcome their prejudices. 

 

• We work in partnership with parents to ensure that all medical, cultural and dietary needs of 

children are met. 

 

• The time, place and conduct of meetings will ensure that all families have an equal opportunity to 

be involved in the running of the Horsmonden Kindergarten. 

 

• Planning for Horsmonden Kindergarten meetings and events will take into account the needs of 

people with disabilities. 
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Record Keeping Policy 
 

 

Children’s progress and achievements are observed and recorded and the reports are shared with 

parents.  Parents are encouraged to contribute to their child’s records and have access to them at 

all times. 

 

Why do we keep records? 

 

• To show what the child can do 

• To ensure that each child is developing in a recognised way 

• To identify any significantly different aspects of development 

• To enable adults to plan appropriately 

 

What sort of records do we keep? 

 

• Each child has a learning journal in which achievements are noted and dated 

• These journals are regularly given to parents to read and update should they so wish 

• Each Keyworker makes a variety of observations and keeps notes which will be used to complete 

records 

• Folders of dated examples of children’s work are kept 

• As the time for the child to enter school approaches, a record related to our desired learning 

outcomes will be completed. 

Things to remember 

 

• All records are the property of the parents 

• All records are confidential 

• Parents are encouraged to contribute to their children’s records.  It is important that you share 

your child’s achievements as well  as any concerns you may have with the Kindergarten 
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HORSMONDEN KINDERGARTEN 

ORGANISATION 

_____________________________________________ 
 

 
This folder contains the following policies: 

 

 

• Key person policy 

 

• Our aims and mission statement 

 

• Learning outcomes 

 

• Curriculum 

 

• Delivery the curriculum 

 

• Examples of learning in each area of learning 
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Key Person Policy 
___________________________________________________________________________ 

 

At Horsmonden Kindergarten, we believe that children settle best when they have a key person to 

relate to, who knows them and their parents well, and who can meet their individual needs. (Research 

shows that a key person approach benefits the child, the parents, the staff and the setting by 

providing secure relationships in which children thrive, parents have confidence, staff are 

committed and the setting is a happy and dedicated place to attend or work in.) 

 

At Horsmonden Kindergarten, we want children to feel safe, stimulated and happy in the setting and 

to feel secure and comfortable with staff. We also want parents to have confidence in both their 

children's well-being and their role as active partners with the setting.  

 

We aim to make the setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of children and their 

families. 

 

What is a Key Person? 

 

• A Key person has special responsibility for a small group of children 

• A Key person is allocated to each child and his or her family  

• A Key person ensures that the needs of each child are recognised within  

 the preschool 

- Use different cleaning cloths for the kitchen, play and toilet areas. 

- Prepare raw and cooked food in separate areas and on separate colour coded chopping 

boards. 

- Keep food covered and refrigerated where necessary. 

- Ensure that all fresh fruit and vegetables are washed thoroughly before use 

- Ensure that tea towels are kept scrupulously clean and washed between each session. 

- Ensure that all utensils are kept clean and stored in a dust-free place  

- Ensure waste is disposed of properly and out of reach of children. A lid is kept shut on 

the dustbin and hands are washed after using it. 

- Never carry hot drinks through the play area(s) and do not place hot drinks within reach 

of children.  

- Supervise snack and meal times appropriately and ensure that children do not walk about 

with food and drinks. 

- Make fresh drinking water available to the children at all times. 

- Operate systems to ensure that children do not have access to food/drinks to which they 

are allergic. 
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The Role of a Key Person 

 

(The key person is hereafter referred to as “they”) 

 

• The key person (they) is responsible for the induction of the family and for settling the child 

at Horsmonden Kindergarten. 

• They offer unconditional regard for the child and is non-judgemental. 

• They work with the parent to plan and deliver a personalised plan for the child’s well-being, 

care and leaning. 

• They act 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. 

• They are 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 setting and at home. 

• They encourage positive relationships between children in her/his key group, spending time 

with them as a group each day. 

• They provide a balance of adult led and free- chosen or child initiated, delivered through 

indoor and outdoor play  

• They plan and provide experiences which are appropriate to each child's stage of 

development as they progress towards the Early Years Goals.  

• They value linguistic diversity and provides opportunities for children to develop and use 

their home language in their play and learning.  

• They respect each child's cultural background  

• They record each child's key person on the daily register 

• Horsmonden Kindergarten provides a back-up (“buddy”) key person so the child and the 

parents have a contact in the absence of the child’s key person. 
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Our Aims and Mission Statement Policy 

_________________________________________________________ 
 

“A special kind of place where we play and learn together” 
Aims 

• To create a safe, secure and stimulating environment 

• To encourage children to grow in confidence and self-esteem 

• To create an environment where children can express choices, make decisions and grow in 

independence 

• To plan activities that ensure each individual reaches their maximum potential in all areas of 

the foundation stage curriculum 

• To encourage children to co-operate with and respect each other 

• To support parents and carers in their role as educator and value their contribution 

• To promote a brighter future for us all by developing the potential of the whole school 

community, children, parents and staff 

 

At Horsmonden Kindergarten we are committed to providing a relaxed, friendly, caring and safe 

environment where learning is fun. 

 

We believe children learn most effectively by using all their senses and through their own activity 

and first hand experiences.  The learning environment is carefully planned so that children grow in 

independence and take increasing responsibility for themselves and it is expected that all will have 

the opportunity to achieve their full potential. 

 

Each child is an individual and has needs that should be met in an atmosphere that celebrates 

diversity.  Children need acceptance and approval in order to develop a positive concept of self and 

grow in confidence and self-esteem. By working in close partnership with Parents we nurture the 

development of trust, respect, confidence, self-esteem and the desire to learn. 
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Learning Outcomes Policy 

_________________________________________________________ 
 

These outcomes relate to the areas of learning and development set out in the Early Years 

Foundation Stage, working towards the early learning goals which all our children will be working 

towards. They represent achievements which are desirable for children to have attained by the time 

they enter compulsory education. 

 

It is recognised that: 

 

• The majority of our children will leave Horsmonden Kindergarten before compulsory age to be 

educated. 

• Children progress will be at different rates and individual achievement will vary. 

• Children whose achievements exceed the desirable outcomes should be provided with 

opportunities to extend their knowledge. 

• Some children e.g. with special needs, will require additional support. 

 

Communication Language and Literacy 
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 

 

• Listen with enjoyment and respond to stories and other music, rhymes and poems and make up 

their own stories, songs, rhymes and poems. 

• Speak clearly and audibly with confidence and control and show awareness of the listener. 

• Use language to imagine and recreate roles and experiences. 

• Link sounds to letters, naming and sounding the letters of the alphabet. 

• Use their phonic knowledge to write simple regular words and make phonetically plausible 

attempts at more complex words. 

• Retell narratives in the correct sequence, drawing on language patterns of stories. 

• Understand that print and pictures carry meaning and in English it is read from left to right 

and top to bottom. 

•  Use a pencil and hold it effectively to form recognisable letters, most of which are correctly 

formed. 

•  

Personal, Social, Emotional Development 
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 

 

• Be confident to try new activities, initiate ideas and speak in a familiar group. 

• Have a developing awareness of their own needs, views and feelings and be sensitive to the 

needs, views and feelings of others. 
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• Have a developing respect for their own cultures and beliefs and those of other people.  

• Form good relationships with adults and peers. 

 

 

• Consider the consequences of their words and actions for themselves and others. 

• Dress and undress independently and manage their own personal hygiene. 

• Understood that people have different needs, views, cultures and beliefs and needs to be 

treated with respect. 

 

Problems Solving, Reasoning and Numeracy 
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 

 

• Say and use number names in order in familiar contexts. 

• Use developing numeral 1 to 9. 

• Use developing mathematical ideas and methods to solve practical problems. 

• In practical activities and discussions, begin to use the vocabulary involved in adding and 

subtracting. 

• Use language such as ‘more’ or ‘less’ to compare two numbers. 

• Talk about, recognise and recreate simple patterns. 

• Use developing mathematical ideas and methods to solve practical problems. 

 

Knowledge Understanding of the World 
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 

 

• Investigate objects and materials by using all of their senses as appropriate. 

• Find out about and identify some features of living things, objects and events they observe. 

• Build and construct with a wide range of objects, selecting appropriate resources and adapting 

their work where necessary. 

• Find out about and identify the uses of everyday technology and programmable toys to support 

their learning. 

• Find out about past and present events in their own lives and in those of their families and 

other people they know. 

• Find out about their environment and talk about those features they like and dislike. 

• Begin to know about their own cultures and beliefs and those of other people. 

 

Physical Development 
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 
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• Move with confidence imagination and in safety. 

• Show awareness of space of themselves and of others. 

• Recognise the importance of keeping healthy and those things which contribute to this. 

• Handle tools, objects, construction and malleable materials safely and with increasing control. 

 

 

Creative Development  
 

Children leaving Horsmonden Kindergarten for compulsory schooling will be able to or be working 

towards The Early Years Foundation Stage Goals set out below: 

 

• Respond in a variety of ways to what they see, hear, smell, touch and feel. 

• Express and communicate their ideas, thoughts and feelings by using a widening range of 

materials, suitable tools, imaginative and role play, movement, designing and making, and a 

variety of song and musical instruments. 

• Explore colour, texture, shape form and space in two or three dimensions. 

• Recognise and explore how sounds can be changed, sing simple songs from memory, recognise 

repeated sounds and sound patterns and match movements to music. 

• Use their imagination in art and design, music, dance, imaginative and role play and stories. 
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Curriculum 

_________________________________________________________ 
 

Personal, Social and Emotional Development 

Within a nurturing environment, children are individually supported in developing confidence and 

self-respect. 

The children are encouraged to form good relationships with both adults and their peers. 

Encouragement is sought to work as part of a group, learning to share and take turns, whilst also 

being able to choose activities and resources independently. 

Through activities, conversation and practical example, they learn acceptable ways to express their 

" own” feelings and to have respect for the feelings of others. 

 

Communication, Language and Literacy 

Children are given the opportunity to interact with others, discuss topics of interest and take turns 

in conversation. 

In both small and large groups, children are encouraged to extend their vocabulary and fluency by 

talking and listening and by hearing and responding to stories, songs and rhymes. Children have 

opportunities to describe thinking, feelings and experiences, to use language to imagine. 

 

A well-stocked book corner gives every child the opportunity and encouragement to enjoy books, 

handle them and become aware of their uses. 

 

Children are helped to become aware of the purpose of writing and learn to recognise letters of the 

alphabet by shape and sound. They are encouraged, when ready, to use written symbols in a variety 

of situations. 

 

Problem Solving, Reasoning and Numeracy 

By means of adult-supported practical experience, children become familiar with the sorting, 

matching, ordering, sequencing and counting activities, which form the basis for early mathematics. 

 

As they use their developing mathematical understanding to solve practical problems, children are 

assisted to learn and use the vocabulary of mathematics, identifying objects by shape, position, size, 

volume and number. 

 

Songs, games and picture books help children become aware of recognition of numbers and 

sequences and, when ready, to use simple mathematical operations such as adding.  

 

Knowledge and Understanding of the World 

A safe and stimulating environment allows children to explore and experiment with a range of 

natural and manufactured materials using all of their senses. 

 

They learn to observe the features of living things, objects and substances, recognising  
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differences, patterns and similarities, and to share and record their findings. There is plenty of 

opportunity to question why things happen and how things work. 

 

Children are assisted in exploring and understanding their environment, both within the group and 

also in the wider community. 

 

A range of safe and well maintained equipment enables children to extend their technological 

understanding, using simple tools and techniques as appropriate and constructing with a wide range 

of resources. 

 

Different festivals are celebrated to establish an understanding of our own and different cultures. 

 

Physical Development 

A range of equipment and opportunities, both indoor and outdoor, allows children to develop 

confidence and enjoyment in the use and development of their own bodily skills. 

High levels of adult supervision enable children to create and meet physical challenges safely. This 

allows children to continually develop new skills and control in movement, climbing and balancing as 

well as showing awareness of space. 

 

Children are encouraged to recognise the importance of keeping healthy and the changes that occur 

to their bodies when they are active. 

 

Children are supported in the development of the fine motor skills required to use tools, including 

pens and pencils, and to handle small objects with increasing control and precision. 

 

Creative Development 

Children are encouraged to use a wide range of resources in order to express then- own ideas in two 

and three dimension. 

 

Art equipment, including paint, glue, crayons and pencils as well as natural and discarded resources, 

provides for open-ended exploration of colour, shape and texture and the development of skills in 

painting, drawing and collage. 

 

Children join in with and respond to music and movement and there are many opportunities for 

imaginative role-play, both individually and as part of a group. 
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Delivering the Curriculum 

_________________________________________________________ 
 

Individual Needs 
 

Curriculum planning reflects the Equal Opportunities and Special Needs policies employed by the 

Kindergarten. 

 

The Key person, observation and record keeping systems allow the curriculum to be tailored to suit 

children's individual needs. 

 

Planning 
 

Within a structured framework set out by the government (Early Years Foundation Stage) there 

should be a balance of planned adult led and child initiated activities delivered through indoor and 

outdoor play. 

 

These experiences need to be appropriate to each child's stage of development, and provide 

opportunities and encourage both continuity and progression. 

 

All planning starts with observing children, this is done in order to understand and consider their 

current interests, development and learning. 

 

Ongoing observations and assessments are needed to inform planning for each child's continuing 

development through play- based activities. 

 

The curriculum needs to be delivered in an environment which supports every child's learning 

through planned experiences and activities that are challenging but achievable and give children 

open-ended experiences. 

 

Adult Roles 
 

The role of the adult within the Kindergarten includes: 
 

• Observation • Development of Language 

• Planning • Initiating new ideas and concepts 

• Support • Listening and encouraging 

• Interaction • Providing a safe and stimulating environment 
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Examples of Learning in each Area of Learning 
 

 
(THIS IS NOT INTENDED TO BE A COMPREHENSIVE LIST) 

 

Personal, Social and Emotional Development 
 

• Adventure play 

• Celebrations - e.g. new baby, birthdays 

• Festivals 

• Stories 

• Role play 

• Planning, choosing, tidying 

• Self management e.g. washing hands, getting dressed 

• Handling animals 

• Opportunities to play in large or small groups or individually 

• Safety issues 

 

Communication, Language and Literacy 
 

• Listening and responding to stories, music and rhymes 

• Games 

• Planning and discussing activities 

• Interest table - news 

• Sand and water play 

• Play dough, modelling clay, etc. 

• Small scale imaginative play i.e.: dolls house 

• Home corner and other role play — opportunities for writing e.g. messages, shopping lists 

• Book corner 

• Sharing books 

• Making books 

• Using labels 

• Practical letter activities 

• Games 

• Puzzles 

• Adventure play - spatial awareness 

• Sequencing 

• Pattern making 

• Construction 

• Gluing, mixing 

• Cooking 

• Domestic play 

• Beads, peg boards, mosaics 
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• Role play e.g. shop, cafe 

• Sand and Water 

 

Knowledge and Understanding of the World 
 

• Cooking 

• Growing 

• Music 

• Magnets, mirrors and magnifying glasses 

• Access to natural and man-made materials 

• Sand and water play 

• Play Dough 

• Computer, tape recorders 

• Construction 

• Interest tables 

• Visitors 

• Planning, predicting and reviewing 

• Festivals 

• Junk modelling 

 

Physical Development 
 

• Large play equipment 

− climbing frame 

− slide 

− trampoline 

• Balancing 

• Mats 

• Trikes 

• Small Play equipment 

− Balls 

− bean bags  

− stilts 

• Imaginative play 

• Sand and water play 

• Play Dough 

• Use of tools 

• Construction 

• Threading 

 

Creative Development 
 

• Painting, drawing, printing 

• Cutting, gluing 
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• Collage 

• Junk modelling 

• Music and movement 

• Musical instruments 

• Dough, modelling clay 

• Imaginative play 

• Puppets 

• Books  

• Songs and rhymes 

• Role Play 

• Interest tables 
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HORSMONDEN KINDERGARTEN 

SAFEGUARDING AND PROMOTING CHILDREN’S WELFARE 

_____________________________________________ 
 

This folder contains the following policies: 

 

• Safeguarding children/child protection 

 

• Food and drink policy 

 

• Smoking policy 

 

• Outings policy 

 

• Equal opportunities policy 

 

• Special educational needs policy 

 

• Illness/sickness policy 

 

• Non-collection of children and lost children policy 

 

• Nappy changing policy 

 

• Safety policy 

 

• Drop off and collection policy  

 

• Settling in policy       

 

February 2010 
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Safeguarding Children/Child Protection 

_________________________________________________________ 
 

At Horsmonden Kindergarten we intend to create an environment in which children feel safe and 

secure.   In order to achieve this we will: 

 

• Encourage children to develop a sense of autonomy and independence through adult support, in 

making choices and finding names for their own feelings and acceptable ways to express them. 

This will enable children to have the self-confidence and the vocabulary to resist inappropriate 

approaches. 

 

• We aim to provide an environment that encourages children to develop a positive self image and 

for children to establish satisfying relationships within their families, with other adults and 

with their peers. 

 

• Two adults will be present in each classroom at all times. The layout of the classrooms will 

permit constant supervision of all children. The curriculum planning will introduce key elements 

to develop an understanding of why and how to keep safe. 

 

• We will incorporate elements of child protection within the curriculum so that children can 

develop an understanding of why and how to keep safe. We will ensure that this is carried out in 

a way that is appropriate for the ages and stages of the children in our care. 

 

• Working together with parents will enhance understanding and commitment to the welfare of 

the children. 

 

• Adults who have not been police checked will not take children unaccompanied to the  toilet or 

be left unsupervised in a classroom. This includes parents other than the child's own and 

volunteers or helpers. 

 

The Legal framework for this work is: 

 

• The Children Act 1989 

• The Human Rights 1998 

• Data Protection Act 1984 

• The Protection of Children Act 1999 

 

 

Exclude known abusers 

 

• It will be made clear to applicants for posts within Horsmonden Kindergarten that the position 

is exempt from the provisions of the Rehabilitation of Offenders Act 1974. 
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• All applicants, whether voluntary or paid, will be interviewed before an appointment is made and 

will be asked to provide at least one reference. All such references will be followed up. In the 

case of applicants with unexplained gaps in their employment history, or who have moved rapidly 

from one job to another, explanations will be sought. 

 

• All appointments, both paid and voluntary, will be subject to a probationary period and will not 

be confirmed unless Horsmonden Kindergarten is confident that the applicant can be safely 

entrusted with the children. 

 

Staffing and Volunteers 

 
• Our named person who co-ordinates child protection is Tina Walker 

 

• We abide by Ofsted requirements in respect of police checks and references for staff and 

volunteers. 

 

• Volunteers do not work unsupervised and a visitors book is maintained at Horsmonden 

Kindergarten. Unauthorised persons are asked for identification before entering the setting. 

 

Seek and supply training 
 

• We will seek out training opportunities for all adults involved in the group to ensure that they 

recognise the symptoms or signs of possible physical abuse, neglect, emotional abuse or sexual 

abuse. 
 

Disciplinary Action 
 

• Where a member of staff or a volunteer is dismissed from this setting or disciplined because of 

misconduct, we will notify the Department of Health administrators so that their name may be 

included on the List for the Protection of Children and Vulnerable Adults. 
 

Respond appropriately to suspicions of abuse 
 

• If we note changes in children's behaviour, their appearance (including any unexplained bruising, 

marks or signs of possible abuse), or if their play gives cause for concern, or if the child makes 

a comment which give cause for concern, an investigation will take place. 
 

• If a child shows signs and symptoms of 'failure to thrive' or neglect, or any deterioration in 

their general well-being  we will make appropriate referrals. 
 

• Parents will normally be the first point of reference, though suspicions will also be referred if 

appropriate to the Social Services Department. 
 

• All such suspicions and investigations will be kept confidential, shared only with those who need 

to know. The people most commonly involved will be the member of staff or keyworker, the 

Supervisor and the Committee Chairperson. 
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• Investigations will be carried out with sensitivity. Staff will not influence the outcome either 

through the way they speak to children or by asking questions. 

 

• Please refer to our separate Allegations Against a Member of Staff Policy which is detailed 

within the SUITABLE PEOPLE POLICY DOCUMENTATION. 

 

Disclosures 

 

• Where a child makes a disclosure to a member of staff, that member of staff will offer and 

give reassurance and listen to the child. 

 

 

Record keeping 

 

• Whenever worrying changes are observed in a child's behaviour, physical condition or 

appearance, a specific and confidential record will be set up. This is separate from the usual on-

going records of children's progress and development. 

 

• This record will include, in addition to the name, address and age of the child, timed and dated 

observations, describing objectively the child's behaviour and/or appearance. This record will 

be made without comment or interpretation. Where possible the exact words spoken by the 

child will be recorded and finally the date, name and signature of the recorder. 

 

• Such records will be kept in an incident book or a separate confidential file and will not be 

accessible to people in Horsmonden Kindergarten other than the particular person/people 

involved. 

 

Liaise with other bodies 

 

• Horsmonden Kindergarten operates in accordance with local authority guidelines. Confidential 

records are kept on children about whom Horsmonden Kindergarten feels anxious. These 

records will be shared with the Social Services Department if Horsmonden Kindergarten feels 

that adequate explanations for changes in the child's condition have not been provided. 

 

• Horsmonden Kindergarten has ongoing contact with the registered authorities, including names, 

addresses and telephone numbers of individual social workers, This is to ensure that in any 

emergency Horsmonden Kindergarten and the Social Services Department can work together 

effectively. 

 

• In accordance with the legal requirements, Horsmonden Kindergarten will notify the Child 

Protection Agency previously identified by the Local Safeguarding Children Board (LSCB) of any 

allegations of abuse. Horsmonden Kindergarten’s contact is Claire Ray.  
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• In addition, Horsmonden Kindergarten would inform Ofsted of any allegations of serious harm 

or abuse by any person working or looking after the children at the premises (whether the 

allegation relates to harm or abuse committed on the premises or elsewhere), or any  

 

other abuse which is alleged to have taken place on the premises, and of the action taken in 

respect of these allegations. Horsmonden Kindergarten would inform Ofsted within 14 days of 

the allegations being made. 

 

• If a report on a child is to be made to the authorities, the child's parents will be informed at 

the same time as the report is made, other than in exceptional circumstances. 

• Records will also be kept of the local NSPCC contact or other contacts as appropriate.  

 

Support families 

 

• Horsmonden Kindergarten will take every step in its power to build up trusting and supportive 

relationships between families, staff and volunteers in the group. 

• Where abuse at home is suspected, Horsmonden Kindergarten will continue to welcome the child 

and family while investigations proceed. 

• Confidential records kept on a child will be shared with the child's parents. 

• With the proviso that the care and safety of the child must always be paramount, Horsmonden 

Kindergarten will do all in its power to support and work with the child's family. 
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Food and Drink Policy 

_________________________________________________________ 
 

The sharing of refreshments can play an important part in the social life of Horsmonden 

Kindergarten as well as reinforcing children’s understanding of the importance of healthy eating. 

Horsmonden Kindergarten will ensure that: 

 

• Before a child starts at Horsmonden Kindergarten, we find out from parent/s or carers their 

children’s dietary needs, including any allergies. This information is kept on file. 

 

• We display information about children’s dietary requirements so that all staff are informed of 

them. 

 

• Staff are required to show sensitivity in providing for children’s diets and allergies and it is not 

used as a label to make a child feel singled out 

 

• We use snack times to help children to develop independence through making choices, serving 

food and drink and feeding themselves. 

 

• All meals and snacks provided are nutritious, avoiding large quantities of fat, sugar salt, 

additives, preservatives and colourings. 

 

• Menus are planned in advance and food offered is fresh, wholesome and balanced. 

 

• A multicultural diet is offered to ensure that children from all backgrounds encounter familiar 

tastes and that all children have the opportunity also to try new foods. 

 

• The dietary rules of religious groups and also of vegetarians/vegans are known and met in 

appropriate ways. 

 

• Milk provided for children is whole and pasteurised. 
 

Food and drink 

 

• Staff who prepare and handle food receive appropriate training and understand and comply with 

food safety and hygiene regulations. (Regulation (EC) 852/2004 of the European Parliament and 

of the Council on the Hygiene of Foodstuffs. In particular each adult will: 

- Always wash hands in a separate area to where food is being prepared. 

- Always wash hands under running water before handling food and after using the toilet. 

- Not be involved with the preparation of food if they are suffering from any 

infectious/contagious illness or skin problems. 
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- Never cough or sneeze over food 

- Use different cleaning cloths for the kitchen, play and toilet areas. 

- Prepare raw and cooked food in separate areas and on separate colour coded chopping 

boards. 

- Keep food covered and refrigerated where necessary. 

- Ensure that all fresh fruit and vegetables are washed thoroughly before use 

- Ensure that tea towels are kept scrupulously clean and washed between each session. 

- Ensure that all utensils are kept clean and stored in a dust-free place  

- Ensure waste is disposed of properly and out of reach of children. A lid is kept shut on 

the dustbin and hands are washed after using it. 

- Never carry hot drinks through the play area(s) and do not place hot drinks within reach 

of children.  

- Supervise snack and meal times appropriately and ensure that children do not walk about 

with food and drinks. 

- Make fresh drinking water available to the children at all times. 

- Operate systems to ensure that children do not have access to food/drinks to which they 

are allergic. 

 

Healthy Eating 

 

• Horsmonden Kindergarten promote healthy eating at all times. As a minimum, children are 

offered: one item of fruit/raw vegetable (e.g. apple, pear, banana, satsuma), one protein (e.g. 

cheese or meat, such as ham – a vegetarian alternative is always provided), one item of 

carbohydrate (e.g. bread, breadsticks, crackers). In addition, we always offer water or milk 

to the children. 
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Smoking Policy 

_________________________________________________________ 
 
Under no circumstances are staff, parents or visitors, allowed to smoke on the premises. This 

applies to outside play areas also. 

 

For further explanation, please see our detailed Health and safety policy. This document can be 

found in folder number 3, Suitable premises, environment and equipment. 

 

Outings Policy 

_________________________________________________________ 
 

• Children will be kept safe whilst on outings. 

 

• For each specific outing, a risk assessment will be carried out. The assessment will determine 

if it is necessary to exceed the required adult:child ratios. 

 

• Written permission will be obtained from parents, giving permission for their children to take 

part in the outing. 

 

• All necessary equipment will be taken on the outing. This consists of a mobile phone, contact 

telephone numbers. A first aid kit will also be taken. 

 

• If vehicles are used in the outing. We will ensure that all relevant documentation is available, 

eg. Insurance documents of all named drivers. 

 

• For a detailed outings policy please refer to folder 3, Suitable premises, environment and 

equipment. 

 

Equal Opportunities Policy 

_________________________________________________________ 
 

• At Horsmonden Kindergarten we have and implemented an effective policy ensuring equality 

of opportunities and for supporting children with learning difficulties and disabilities. Please 

refer to our detailed Equal opportunities policy which can be found in folder 5, 

Documentation. 
 

• We are committed to working with parents and other agencies. 
 

• We have a SEN code of practice. Please refer to our Special Needs Policy which can be found 

within this folder. The named SENCO coordinator is named within this policy. 
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Special Educational Needs Policy 

_________________________________________________________ 
 
Horsmonden Kindergarten has regard for the DfES Code of practice on the identification and 

Assessment of Special Educational Needs.  We aim to provide a warm welcome and appropriate 

learning opportunities for all children. 

 

• Children with special needs, like all children, start Horsmonden Kindergarten after 

consultation between parent/s or carers and the staff. 

 

• We have a designated member of staff who is our Special Educational Needs Co-ordinator 

(SENCO) Sarah Russell.  

 

• We provide a broad and balanced curriculum for all children with SEN/disabilities.  

 

• Our system of observation and record keeping, which operates in conjunction with parents, 

enables us to monitor children’s needs and progress on an individual basis. 

 

• Our keyworker system ensures that each adult is responsible for and close to a small, group of 

children, so each child receives plenty of adult time and attention. 

 

• We work in liaison with staff outside the group including  therapists, health visitors 

psychologists, social workers, paediatricians and portage workers, to meet children’s specific 

needs. 

 

• Whenever possible, our staff attend in-service training on special needs arranged by the pre-

school Learning Alliance and other professional bodies. 
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Illness/Sickness Policy 

_________________________________________________________ 
 

Horsmonden Kindergarten inform the parents and carers of children via the following letter, which 

is distributed at the beginning of each term. 

 

Letter to Parents and Carers 

 

Recently we have had a series of sickness bugs in the Kindergarten, with children, parents and staff 

all being affected. 

 

Obviously this is extremely unfortunate for those concerned and we have a duty to do everything in 

our powers to minimise the spread of these bugs. 

 

The Government has stated recently that the MINIMUM time that must elapse before a child or 

adult with an illness can re-enter a setting (i.e. the Kindergarten) is 48 hours after the symptoms 

have ceased. This includes all staff and children. 

 

We are aware that this can cause problems for parents who work with regard to finding care for 

your child, however, this is something that the Kindergarten cannot and will not take responsibility 

for. 

 

We rely heavily on the honesty of parents and carers to tell us about your situation. Please take 

your responsibilities seriously, in not doing so, you will be doing nothing to stop another child or 

member of staff from becoming seriously ill. 

 

Recently, we have been under enormous staffing pressures due to sickness and ill health and have 

had to rely on the goodwill of other parents to stand in for sick staff members. We will shortly be 

putting up a parent rota in the Kindergarten asking for volunteers at short notice to cover for staff 

so that we adhere to our Ofsted staff :children ratios. If we are unable to reach our staffing ratios 

in the future, unfortunately we will have to close the Kindergarten on the affected days. This 

clearly is of no benefit to anyone. 

 
So please, do not bring your child to The Kindergarten until 48 hours after the symptoms have 

ceased. 

 

We would also like to ask you out of courtesy to call the Kindergarten if your child is not attending 

his or her session on a given day. 

 

It is extremely important for Fire and Safety reasons that every child is accounted for at every 

moment of the day. The number to call is 01892 724 805. 
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Non Collection of Children and Lost Children Policy 

_________________________________________________________ 
 

If a child is not collected at the end of a session by an authorised adult, Horsmonden Kindergarten 

will ensure that the child is well looked after in order to cause as little distress as possible. Two 

members of staff will remain with the child at all times. Nobody other than an authorised adult will 

be able to leave the premises with a child. 

 

Parent/s or carers of children starting Horsmonden Kindergarten are asked to provide information, 

which is then kept on file on the premises. This includes: 

 

• Home address and telephone number, including mobiles. 

 

• Place of work, work addresses and telephone numbers (if applicable) 

 

• Names, addresses and numbers of adults authorised by the parent/s or carer to collect their 

child from the Kindergarten. 

 

On occasion when parents or the persons normally authorised to collect the child are not able to 

collect the child, they record the name, address and telephone number of the person who will be 

collecting their child in our Collection Book. 

 

If a parent or carer is going to be late collecting their child we ask that they telephone the 

Kindergarten staff as soon as possible. 

 

If a child is not collected, a member of staff will try to contact a parent or carer. If this is 

unsuccessful one of the authorised adults will be contacted. 

 

All reasonable attempts will be made to contact the parent/s or carer. The child will stay at pre-

school with two members of staff. 

 

In the event that no one collects the child and the staff can no longer care for the child, 

Horsmonden Kindergarten staff will contact the local authority social services department. 

 

Lost Children 

 

Should a child become lost the following action should be taken: 

 

• Alert the supervisor who will make enquires of relevant members of staff as to when the 

child was last seen and where. 

• Remember the safety of the other children, with regard to supervision and security. 
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• Ensuring that the remaining children are sufficiently supervised and secure one or preferably 

two members of staff should search the building, garden and immediate vicinity. 

• If the child cannot be found within five minute then the security office and parents must be 

informed. 

• Continue to search, opening up the area, keeping in touch with mobile phone if available. 

 

When the situation has been resolved members of staff should review the reasons for it happening 

and ensure measures are taken to ensure that it does not happen again. 
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Nappy Changing Policy 

_________________________________________________________ 
 

 

• All children must be changed on the changing mat. 

 

• The wheels to the changing mat should be locked at all times and the member of staff 

changing the child should ensure that this is the case before placing the child on the mat. 

 

• Staff should wear an apron and gloves at all times. 

 

• Nappies and wipes should be placed in a double bag.   

 

• Staff should then clean the mat with antiseptic wipes. These should then be placed in the 

bag with the soiled nappy and any wipes used on the child.  

 

• The bag should then be tied and placed in the outside bin. 

 

• Staff should then wash their hands with antiseptic soap. 

 

• Staff should ensure that the changing area is left clean and that there is adequate 

equipment for the next change. 

 

• If further wipes or nappies are needed please inform the appropriate person. 
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Safety Policy 

_________________________________________________________ 

• All children are supervised by adults at all times and will always be within sight of an adult. 

• Children will leave the group only with authorised adults. 

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

• A book is available at each session for the reporting of any 

accident or incident. This is then sighed by the parent/s or carer at the end of the session. All 

members of staff know how to use it 

• Regular safety monitoring will include checking of the accident and 

incident record. 

• All adults are aware of the system(s) in operation for children's arrivals and departures and an 

adult will be at the door during these periods. 

• After  daily registration the number of children and staff are recorded on the blackboard in the 

entrance hall 

• Safety checks on premises, both outdoors and indoors, are made before 

every day/session. 

• If the main entrance has to be locked, there is a key close by at adults' 

level. 

• Low level glass will be covered with safety film. 

• Equipment is checked regularly and any dangerous items repaired/discarded. 

• The layout and space ratios allow children and adults to move safely and freely between 

activities. 

• Fire doors are never obstructed. 

 

• Fires/heaters/electric points/wires and leads are adequately guarded. 

• All dangerous materials, including medicines and cleaning materials, are 

stored out of reach of children. 
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• Children do not have unsupervised access to kitchens, cookers or any 

cupboards storing hazardous materials including matches. 

 

• A register of both adults and children is completed as people arrive so that 

a complete record of all those present is available in any emergency. 

• Fire drills are held at least twice a term. 

• Smoke detectors are fitted in all rooms. 

• Fire extinguishers are checked annually and staff know how to use them. 

• Large equipment is erected with care and checked regularly. 

• Activities such as cooking, woodwork and energetic play receive close and 

constant supervision. 

• On outings, the adult/child ratio is high 

• If a small group goes out, there will be sufficient adults to maintain 

appropriate ratios for staff and children remaining on the premises. 

• Children who are sleeping are checked regularly 

• Internal safety gates/barriers are used as necessary. 

• The premises are checked before locking up at the end of the 

day/session. 
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Drop Off and Collection Policy 

_________________________________________________________ 
 

• Each age group, Caterpillars and Butterflies have their own separate entrances into the 

building. Caterpillars to the right of the building (as you are looking at the building) and 

Butterflies to the left (as you look at the building). This is to maintain our high standards of 

safety, ensuring they are no large groups of parents and children waiting in one area. 

 

• Once arriving in the building, the parent will leave coats and bags on their child's peg. The 

children will be asked to change into their indoor shoes.  Parents will be asked to remove 

their shoes before entering the classroom. 

 

• Once the door is opened at 9.00am, the parent can take the child into their room and settle 

the child. 

 

• Once the parent is happy the child has settled, they will leave through the same door and 

exit the building. 

 

• A member of staff will be present at the door to the Caterpillar and Butterfly room to 

welcome the children in, and to ensure the parents are happy when they leave. 

 

• Once all the parents have left the building, the main doors will be shut. We have in place a 

buzzer entry system. 
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Settling-in Policy 

_________________________________________________________ 

Statement of intent 

We want children to feel safe, stimulated and happy in the setting and to feel secure and 

comfortable with staff. We also want parents to have confidence in both their children's well being 

and their role as active partners with the setting. 

Aim 

We aim to make the setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of children and their 

families.  

Methods 

• Before a child starts to attend the setting, we use a variety of ways to provide his/her parents 

with information. These include written information (including our prospectus and policies), 

displays about activities available within the setting, information days  and individual meetings 

with parents. 

• Before a child is enrolled, we provide opportunities for the child and his/her parents to visit the 

setting. 

• We allocate a key person to each child and his/her family before she/he starts to attend; the 

key person welcomes and looks after the child and his/her parents at the child's first session 

and during the settling-in process. 

• We use pre-start visits and the first session at which a child attends to explain and complete 

with his/her parents the child's registration records.  

• When a child starts to attend, we explain the process of settling-in with his/her parents and 

jointly decide on the best way to help the child to settle into the setting.  

• We have an expectation that the parent, carer or close relative, will stay for most of the session 

during the first week, gradually taking time away from their child, increasing this as and when 

the child is able to cope. 

• Younger children will take longer to settle in, as will children who have not previously spent time 

away from home. Children who have had a period of absence may also need their parent to be on 

hand to re-settle them. 

• We judge a child to be settled when they have formed a relationship with their key person; for 

example the child looks for the key person when he/she arrives, goes to them for comfort, and 

seems pleased to be with them. The child is also familiar with where things are and is pleased to 

see other children and participate in activities. 

• When parents leave, we ask them to say goodbye to their child and explain that they will be 

coming back, and when. 
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• We recognise that some children will settle more readily than others but that some children who 

appear to settle rapidly are not ready to be left, so we expect that the parent will honour the 

commitment to stay for at least the first week. 

• We do not believe that leaving a child to cry will help them to settle any quicker. We believe that 

a child's distress will prevent them from learning and gaining the best from setting. 

• We reserve the right not to accept a child into the setting without a parent or carer if the child 

finds it distressing to be left. This is especially the case with very young children. 

• Within the first four to six weeks of starting we discuss and work with the child's parents to 

create their child's record of achievement. 
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HORSMONDEN KINDERGARTEN 

SUITABLE PEOPLE 

_____________________________________________ 
 
 

This folder contains the following policies: 

 

 

• Allegations against a member of staff policy 

 

• Staffing and employment policy 

 

• Recruitment 

 

• Alcohol, drugs, medication and other substances 

 

• Student placement policy 

 

• Parental involvement policy 

 

• Training and qualifications policy 

 

 

 

February 2010 
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Allegations Against a Member of Staff Policy 

_________________________________________________________ 
  

Horsmonden Kindergarten expects the highest standards of behaviour from our staff, both within 

the Kindergarten and outside it.  It is paramount that the children are safe and secure. 

 

Aims: 

  

• To create a safe environment at the Kindergarten 

• To respect and protect adults and children’s rights 

• To ensure that all staff are suitable to work in the Kindergarten 

• To protect staff against malicious allegations 

  

Method: 

  

The Kindergarten Committee and Supervisor will check and monitor its staff by: 

  

• Taking and checking references 

• Vetting and clearance by the CRB 

• Monitoring of staff by the supervisor during sessions 

  

Suspicions or allegations of child abuse against a member of staff will be made by the Supervisor or 

Child Protection Officer to The Social Services Department (01732 525000) or The Early Years 

Children’s Officer within the Children’s Safeguards Service (Claire Ray 01622 696677) after a 

consultation Ofsted will be notified. 

  

Allegations of child abuse against a member of staff will be treated in strict confidence.  People 

who are authorised to know of the allegations in the Kindergarten will be the Supervisor, Child 

Protection Officer and the Chairperson of the Committee. 

  

The Kindergarten will suspend the staff member during the period of 

Investigation, the reasons for the suspension will remain confidential and the confidential policy will 

apply to all staff and committee members should they become aware of the circumstances. 

  

When the investigation is completed, the Kindergarten will implement the disciplinary proceedings to 

determine the future of the member of staff at the Kindergarten. 
 

This document has been extracted and adapted from the Children’s Families and Education 

(Children’s Safeguards Unit) documentation, September 2008. 
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What happens if an allegation of abuse is made against a member of Horsmonden Kindergarten? 

 

Unfortunately, child abuse does occasionally take place in day care settings, so we have incorporated 

this separate policy to remind staff of the measures that can be taken to reduce the risk of any 

allegations being made against them or another member of staff. It also contains the procedure, 

which will be undertaken if an allegation is made against a member of staff. This complies with Kent 

& Medway Safeguarding Children Procedures (2007), the Early Years Foundation Stage (EYFS) and 

Working Together to Safeguard Children (2006). 

 

How we can protect ourselves? 
 

• If a child sustains an injury whilst in our care, we will record it in the accident book as soon 

as possible. When the child is collected, we will inform whoever picks the child up about the 

injury and ensure that they also sign the accident book. 

• If a child arrives with an injury sustained elsewhere we will ask for an explanation and again 

record this in the accident book and ask whoever has brought in the child to sign the record. 

• We will ensure that all staff undertake regular child protection training. 

• We will ensure that all parents understand our role and responsibility in child protection. 

Within the nursery this will be to parents in writing within the prospectus before the child 

begins to attend Horsmonden Kindergarten. 

• Our behavioural management policy states that no physical sanctions will be used and we will 

ensure that everyone complies with it in all rooms within the setting. 

• We will avoid situations where an adult is left alone in a room with a child. If this does occur, 

we will make sure that the door is left open and there are other people around. 

• We will avoid engaging in rough physical play with children- as this may be misconstrued and 

could cause accidental injury to a child. 

• We will avoid doing things of a personal nature for children that they can do for themselves. 

• We will take up references, including one from the candidate’s last employer, and will always 

question any gaps in employment history.  

• We will encourage an open door ethos, to enable staff to talk to senior managers if they have 

concerns about the conduct of any of their colleagues.   

 

What happens if an allegation of abuse is made against a member of staff in the setting? 

 

• If anyone makes an allegation of abuse against a member of our staff,  Tina Walker (Co-

Supervisor) will be informed immediately and she will contact: 

 

o The Area Children’s Officer (Early Years),Claire Ray, 01732 525381 or 07920 108828   
  



Frances Austin Memorial Hall, Back Lane, Horsmonden. Kent TN12 8NJ 

 
Direct Line: 01892 724805 

www.horsmondenkindergarten.com Email: info@horsmondenkindergarten.com 
Registered Charity Number: 1034663 

Ofsted Registration Number: 127261 
 

 

46 

• They will assess whether the allegation reaches the threshold for referral to 

Police/Children’s Social Services and advise accordingly regarding further action to be taken 

in respect of the child and the member of staff. Tina Walker will complete the attached 

form for recording allegations or complaints made against staff. 

• Tina Walker will not discuss the allegation with the member of staff concerned, unless 

advised to do so by Children’s Social Services. 

• All staff need to be aware that it is a disciplinary offence not to report concerns about the 

conduct of a colleague that could place a child at risk.  

• If Children’s Social Services and/or the police decide to carry out an investigation, it may be 

possible that we will be advised to suspend the member of staff, whilst enquiries are carried 

out. Horsmonden Kindergarten will then invoke their disciplinary procedure.  As is stated in 

the Kent & Medway Safeguarding Children procedures, suspension will not be automatic but 

will be considered in each case to ensure the safety of both children and staff. 

• We will not carry out an investigation ourselves unless Children’s Social Services and the 

Police decide it is not appropriate for them to do so. We understand that Ofsted may wish to 

undertake further investigations. 

 

Guidance for managers completing Checklist for handling and recording allegations or complaints of 

abuse made against a member of staff regarding a child/children in their care. 
 

• Our first action, after ensuring the child is safe, is to contact your Area Children’s Officer 

(EY) without delay. - Claire Ray 01732 525381 

• Record the name and position of member of staff against whom the allegation or complaint 

has been made. 

• Verbal complaints will be backed up in writing by the complainant if appropriate; some may 

require immediate action that does not allow time for this to happen. 

• It is important to identify who made the complaint and whether it was received first hand or 

is a concern that is passed on from somebody else.  If a parent, carer or a member of staff 

at Horsmonden Kindergarten makes a complaint against you it will be passed immediately to 

your line manager. 

• Record the full name, age and date of birth of the child. 

• The address recorded will be the address at which the child lives with the main carer. 

• If there are one or more alleged incidents, we will be as specific as possible about the dates 

that they are alleged to have happened. 

• Check the attendance register/ diary of work to see if the child was present/seen on that 

day and the shift patterns of the staff member involved to see if they were working at that 

time. This will confirm the likelihood of the incident having taken place. 

• If you have received the complaint in writing it will be attached to the checklist and 

summarised it on the form. 

• Any other information will be factual. We will confirm the level of contact that the staff 

member has with the child and any other minor concerns that may have been raised 

previously. We will not attempt to investigate the complaint ourselves. 
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• If an allegation of abuse is made against a member of our staff we will inform  Tina Walker 

who will contact the Children’s Safeguards Unit for further advice. 

• Ofsted will be informed if an allegation is made against a member of our staff, even if the 

Children’s Safeguards Unit decides no further action is required.  

• Make a note of any actions the Children’s Safeguards Unit or Ofsted advise us to take and 

the dates or times at which we implement them. 

• If the allegation is against Tina Walker then we will  speak to Lynn Gadsby (Committee Chair) 

and Cath Davis (Human Resources) who will follow the procedures above. 
 

Checklist for handling and recording allegations or complaints of abuse made against a member of 

staff regarding a child/children in their care 
 

1.  Name and position of staff who is the subject of allegations/complaint:  

2.  Is the complaint  Written/verbal? (Delete as necessary) 

3.  Complaint made by: 

4.  Relationship to child: 

5.  Name of child: 

6.  Age and date of birth: 

7.  Parent’s/carers name(s) and address: 

8.  Date of alleged incident/s: 

9.  Did the child attend on this/these date/s Yes/No (Delete as necessary) 

10. Nature of complaint (if received in writing see guidance): 

11. Other relevant information (continue on a separate sheet if needed):  

12. Area Children’s Officer contacted (time and date): 

13. Children’s Social Services contacted Yes/No (time and date): 

14. Ofsted contacted (time and date): 

15. Further actions advised Area Children’s Officer or Children’s Social Services (continue on 

separate sheet if necessary): 

16. Your name and position: 

17. Signature: 

18. Today’s date and time: 
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Staffing and Employment Policy 

 
 

• We comply with the Ofsted recommended staff to pupil ratios which are: 

 

Children aged 2 years old: 1 adult: 4 children 

Children over 3 years old: 1 adult: 8 children 

 

• There is always a minimum of two staff/adults on duty in a room at any time.  At least one 

member of staff holds a full and relevant level 3 qualification in each room. 

• Our key person system ensures each child and family has one particular member of staff for 

discussion and consultation. 

• Regular staff meetings provide opportunities for staff to undertake curriculum planning and 

to discuss the children’s progress and difficulties. 

• We work towards an equal opportunities employment policy.  We seek to offer job 

opportunities equally to both women and men, with or without disabilities, from all religious, 

social, ethnic and cultural groups. 

• We support our staff in improving their qualification levels.  In obtaining at a minimum of a 

full and relevant level 2 qualification and following on to a level 3 if possible. 

• All staff and committee members are checked for criminal records through the Criminal 

Records Bureau. 

• Regular training is available to all staff through the Pre-school Learning Alliance and Advisory 

Service Kent. 

• Induction training is provided for new staff to gain an understanding of how our provision 

operates and their role within it.  This includes evacuation procedures, Health and safety 

issues and Child protection. 

• All staff have a clear understanding of their roles and responsibilities and work as part of a 

team. 

• We support the work of our staff by means of regular monitoring/appraisals.  
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Recruitment Policy 

_________________________________________________________ 
  

Horsmonden Kindergarten will take all reasonable steps to ensure unsuitable people are prevented 

from working, or volunteering, with children. Further, we have a legal duty to ensure that individuals 

have an enhanced CRB check. 

 

This recruitment and selection procedure has two functions. It: 

 

1. Provides the Kindergarten with an opportunity to assess the suitability of the individual to 

work/volunteer with children. 

2. Provides the prospective employee or volunteer with an opportunity to assess the organisation 

and the opportunities available. 

The Position 

It is the Kindergarten's policy that the Supervisor/Deputy Supervisor and a nominated member of 

the management committee are jointly responsible for recruitment. The Supervisor must first obtain 

approval from the Chairperson. Where recruitment is planned to fill a vacancy created by a leaver, 

consideration should firstly be given to the projected number of children in following terms attending 

Kindergarten and whether an existing member of staff wishes to increase the number of hours they 

work. If the Supervisor wishes to upgrade a post, or create a new post, justification for this must be 

presented. 

The Kindergarten aims at all times to recruit the person who is most suited to the particular job. 

Recruitment will be solely on the basis of the applicant's abilities and individual merit as measured 

against the criteria for the job. Qualifications, experience and skills will be assessed at the level that 

is relevant to the job. 

Before embarking on the process of recruitment, the Supervisor must ensure that there is an up-to-

date job description for the post and a clearly drafted employee specification. The job description 

will describe the duties, responsibilities and level of seniority associated with the post, whilst the 

employee specification will describe the type of qualification(s), training, knowledge, experience, 

skills, aptitudes and competencies required for effective performance of the job. 

Advertising 

It is the Kindergarten's policy that all vacancies will be posted on the staff notice-board at the 

Kindergarten. Existing employees are to be encouraged to apply for vacant posts if they have the 

appropriate qualifications, experience and skills. 
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Where the job is to be advertised externally, the proposed advertisement must be submitted to  

the Chairperson for approval. The job will then be advertised through appropriate recruitment 

channels such as local paper and job sites. 

Diversity 

The Kindergarten is committed to applying its equal opportunities policy at all stages of recruitment 

and selection. Short-listing, interviewing and selection will always be carried out without regard to 

gender, sexual orientation, marital status, colour, race, nationality, ethnic or national origins, religion 

or belief, age or trade union membership. 

Furthermore, any candidate with a disability will not be excluded unless it is clear that the candidate 

does not meet the minimum criteria outlined in the employee specification. Reasonable adjustments to 

the recruitment process will be made to ensure that no applicant is disadvantaged because of his/her 

disability. 

Interviews 

Supervisors and a nominated committee member will usually jointly conduct the interviews. The 

interview panel should ensure that all questions they ask job applicants are not in any way 

discriminatory or unnecessarily intrusive. The interview will focus on the needs of the job and skills 

needed to perform it effectively. A record of every recruitment interview must be made and passed 

to the Chairperson where it will be retained for a suitable period of time. On no account should any 

job offer be made during or at the end of an interview. 

References and CRB check 

We use Ofsted guidance on obtaining references and enhanced criminal record checks through the 

Criminal Records Bureau for staff who have unsupervised access to children. This is in accordance 

under the Safeguarding Vulnerable Acts Group Act 2006 for the vetting and barring scheme. Any 

offer of employment will be conditional on these being satisfactory to the Kindergarten. 
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Staff Policy – Alcohol, drugs, medication and other substances   

_________________________________________________________ 
 

It is paramount that Horsmonden Kindergarten is a safe and secure place for all staff, children and 

their families.  

 

• It is strictly forbidden for any employee to attend work under the influence of alcohol, drugs 

(including cannabis) or any other substance which may affect their ability to care for 

children. 
 

• It is strictly forbidden for any employee to consume alcohol, drugs (including cannabis) or any 

other substance on Kindergarten premises. 
 

• Any staff members taking medication which they believe may affect their ability to care for 

children should seek medical advice and only work directly with children if that advice is that 

the medication is unlikely to impair their ability to look after children. 

Any breach of the above rules will render the employee liable to disciplinary action under the 

Kindergarten's disciplinary procedure, up to and including summary dismissal. 

 

Student Placement Policy 

_________________________________________________________ 

 

• We recognise that the quality and variety of work which occurs in Horsmonden Kindergarten 

makes it an ideal place for students on work placement from school or college childcare 

courses. 
 

• Students are welcomed into Horsmonden Kindergarten on the following conditions: 
 

• The needs of the children are paramount.  Students will not be included in staff ratios unless 

they are on a long term placement, over 17 years of age and show a high level of competency 

and responsibility to work with children.  Otherwise students under 17 years of age will be 

supervised at all times.  
 

• Students must be confirmed by their tutor as being engaged in a childcare course or relevant 

work experience, which provides necessary background understanding of children’s 

development and activities. 
 

• Students required to observe children will obtain written permission from the 

parents/carers of the child to be studied. 
 

• Any information gained by the students about the children, families or other adults in 

Horsmonden Kindergarten must remain confidential.  A confidentiality form will be signed by 

students when necessary. 
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Parental Involvement Policy 

_________________________________________________________ 

 

Parents/Carers are the first educators of their young children.  The aim of Horsmonden 

Kindergarten is to support their essential work and expand and develop on this.  We will: 

 

• Make all new parents/carers aware of Horsmonden Kindergarten’s systems, policies and 

procedures. 
 

• Encourage parents/carers, on an individual basis, to play an active part in the management, 

fundraising and every day activities of Horsmonden Kindergarten. 
 

• Encourage involvement of parents/carers to help with staff sickness cover when necessary.  
 

• Ensure that parents/carers are informed on a regular basis about their child’s progress. 
 

• Ensure that all parents/carers have opportunities to contribute from their own skills, 

knowledge and interests to the activities of Horsmonden Kindergarten. 
 

• Involve parents/carers in shared record keeping about their own child, either formally or 

informally. 
 

• Ensure that all parents/carers are fully informed about meetings, conferences, workshops 

and training. 
 

• Consult with families about the times of meetings to avoid excluding anyone. 
 

• Hold meetings in venues, which are accessible and appropriate for all. 
 

• Welcome the contributions of parents/carers, whatever form these may take. 
 

• Make known to all parents the systems for registering queries, complaints or suggestions. 
 

• Provide opportunities for parents/carers to learn about the Early Years Foundation Stage 

curriculum and about young children’s learning, in Horsmonden Kindergarten and at home. 
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Training and Qualifications Policy 

_________________________________________________________ 

 

• We support our staff in improving their qualification levels.  In obtaining at a minimum of a 

full and relevant level 2 qualification and following on to a level 3 if possible. 

 

• We offer an ongoing programme of training through the Preschool Learning Alliance and 

Advisory Service Kent.  To enable staff to improve their skills and abilities and to keep up to 

date with current initiatives.  Evidence of additional training and qualifications are held in 

the Self Evaluation Folder. 

 

• We use a staff appraisal system so that staff have regular opportunities to discuss their 

training needs with the supervisor. 

 

• We offer a period of induction to all new staff, students and volunteers. 

 

• A qualified, experienced member of staff acts as a supervisor and mentor to all students and 

volunteers. 
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SUITABLE PREMISES, ENVIRONMENT  

AND EQUIPMENT 

_____________________________________________ 
 

This folder contains the following policies: 

 

 

• Risk Assessment – maintain a record of particular aspects, when and by 

whom they have been checked 

 

• Health and safety policy 

 

• Fire safety and emergency evacuation policy 

 

• Equipment and resources policy 

 

• Safety and security of the premises 
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Risk Assessment 

_________________________________________________________ 
 

Please refer to the additional Risk Assessment Policy Document for a more details of Horsmonden 

Kindergarten’s policy. 
 

 Our risk assessment process covers adults and children and includes: 
 

• checking for and noting hazards and risks indoors and outside, and in our premises and 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 

• keeping a record of the risk assessment, stating when it was carried out, by whom, the date of 

review and any action taken following an incident or review. 
 

This risk assessment is written and is reviewed regularly. 
 

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

• daily before the session begins 

• weekly 

• termly (when a full risk assessment is carried out) 
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Health and Safety Policy 

 
 

Horsmonden Kindergarten believes that the health and safety of children is of paramount 

importance.  We make our setting a safe and healthy place for children, parents, staff and 

volunteers.   
 

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. 
 

In order to achieve these aims we adhere to the following procedure 
 

• Our designated member of staff responsible for health and safety is Sarah Russell. 

• 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 main foyer area. 
 

Insurance cover 
 

We have public liability insurance and employers’ liability insurance.  The certificate for public 

liability insurance is displayed in the main foyer area. 
 

Raising Awareness 
 

• 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 procedures as they 

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 played by these issues in the daily life of the Horsmonden Kindergarten.   

• 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 operate a no smoking policy within the Frances Austen Memorial Hall and in the outside 

area that the children have access to during the sessional care. 

• Children are made aware of health and safety issues through discussions, planned activities 

and routines. 
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Space Requirements 
 

• Horsmonden Kindergarten meet the necessary space requirements of 3.5m2 for children 

under two years of age and 2.5m2 for children aged two years old and 2.3m2 for children 

aged three to five years of age. 
 

Outdoor Play 
 

• Children have the opportunity to play in the fresh air throughout the year. 

• Our outdoor space is securely fenced and checked regularly and cleared of any rubbish 

before it is used. 

• Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides. 

• Where water can form a pool on equipment, it is emptied before children start playing 

outside. 

• All outdoor activities are supervised at all times. 

 

Hygiene 
 

• We keep up to date with the recommendations set out from the Environmental Health 

Department and the Health Authority and follow their guidelines. 

• Our daily routines encourage the children to learn about personal hygiene. 

• We have a daily cleaning routine which includes play rooms, kitchen, toilets and the nappy 

changing area. 

• 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 appropriate, hygienic disposal of nappies. 

• Hygienic rules, related to bodily fluids, are followed with particular care and all staff and 

volunteers are aware of how infections, including HIV can be transmitted. 

• We implement good hygiene practices by: 

- cleaning tables between activities 

- cleaning toilets regularly 

- wearing protective clothing, such as aprons and disposable gloves as appropriate 

- providing sets of clean cloths 

- providing tissues and the appropriate, hygienic disposal 

- ensuring individual use of towels and the appropriate, hygienic disposal 

- encouraging the children to shield their mouths when coughing 

- ensuring that children with pierced ears do not try on or share one another’s earrings. 
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Cleaning and Clearing 
 

• Any spills of blood, vomit or excrement are wiped up and flushed away down the toilet. 

• Rubber gloves are always used when cleaning up spills of bodily fluids. Floors and other 

affected surfaces are disinfected using chlorine or iodine bleach diluted according to the 

manufacturer’s instructions. 

• Fabrics contaminated with body fluids are thoroughly washed in hot water. 

• Spare laundered pants and other clothing are available in case of accidents and polythene 

bags are made available in which to wrap soiled garments. 

• All surfaces are cleaned daily and in between activities with an appropriate cleaner. 

 

Activities 
 

• 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 Horsmonden Kindergarten.  

• 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 daily routines we follow.  

 

Food and drink 
 

• Staff who prepare and handle food receive appropriate training and understand and comply with 

food safety and hygiene regulations. (Regulation (EC) 852/2004 of the European Parliament and 

of the Council on the Hygiene of Foodstuffs. In particular each adult will: 

 

- Always wash hands in a separate area to where food is being prepared. 

- Always wash hands under running water before handling food and after using the toilet. 

- Not be involved with the preparation of food if they are suffering from any 

infectious/contagious illness or skin problems. 

- Never cough or sneeze over food 
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- Use different cleaning cloths for the kitchen, play and toilet areas. 

- Prepare raw and cooked food in separate areas and on separate colour coded chopping 

boards. 

- Keep food covered and refrigerated where necessary. 

- Ensure that all fresh fruit and vegetables are washed thoroughly before use 

- Ensure that all utensils are kept clean and stored in a dust-free place  

- Ensure waste is disposed of properly and out of reach of children. A lid is kept shut on 

the dustbin and hands are washed after using it. 

- Never carry hot drinks through the play area(s) and do not place hot drinks within reach 

of children.  

- Supervise snack and meal times appropriately and ensure that children do not walk about 

with food and drinks. 

- Make fresh drinking water available to the children at all times. 

- Operate systems to ensure that children do not have access to food/drinks to which they 

are allergic. 

 

Healthy Eating 
 

• Horsmonden Kindergarten promote healthy eating at all times. As a minimum, children are 

offered: one item of fruit/raw vegetable (e.g. apple, pear, banana, satsuma), one protein (e.g. 

cheese or meat, such as ham – a vegetarian alternative is always provided), one item of 

carbohydrate (e.g. bread, breadsticks, crackers). In addition, we always offer water or milk 

to the children. 
 

Outings and visits 
 

• We have agreed procedures for the safe conduct of outings.  

• Parents sign a general consent on registration for their children to be taken out as a part of the 

daily activities of the setting.  

• Parents always sign consent forms before major outings. 

• A risk assessment on the proposed venue is carried out before an outing takes place. 

• Our adult to child ratio for outings is high, normally one adult to two children. 

• Named children are assigned to individual staff to ensure each child is individually supervised 

and to ensure no child gets lost and that there is no unauthorised access to children. 

• Outings are recorded in an outings record book stating: 

- the date and item of outing 

- the venue and mode of transport 

- names of staff assigned to named children 
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- time of return 

• Staff take a mobile phone on outings, and supplies of tissues, wipes, pants etc as well as a mini 

first aid pack, a snack and water. The amount of equipment will vary and be consistent with the 

venue and the number of children as well as how long they will be out for. 

• Records are kept of the vehicles used to transport children, with named drivers and appropriate 

insurance cover. 

• A minimum of two staff should accompany children on outings even where parent volunteers are 

assisting and a minimum of two staff should remain behind with the rest of the children. 

  

Missing child 
 

If a child goes missing from Horsmonden Kindergarten: 

• The person in charge will carry out a thorough search of the building and garden. 

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

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

wander out. 

• The person in charge talks to staff to establish what happened.  

• If the child is not found, the parent is contacted and the missing child is reported to the police. 

 

If a child goes missing from an outing where parents are not attending and responsible for their own 

child, the setting ensures that there is a procedure that is followed. 

 

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

their designated person and carry out a headcount to ensure that no other child has gone astray. 

One staff searches the immediate vicinity but does not search beyond that. 

• The person in charge is informed, if s/he is not on the outing and makes their way to the venue 

to aid the search and be the point of contact for the police as well as support staff. 

• Staff take the remaining children back to the Frances Austen Memorial Hall. 

• The person in charge of the setting contacts the child's parent who makes their way to the 

setting or outing venue as agreed with the person in charge.  

• The staff contact the police using the mobile phone and report the child as missing. 

• In an indoor venue, the staff contact the venue's security who will handle the search and 

contact the police if the child is not found. 

• The person in charge contacts the chairperson of the management committee who comes down to 

the setting as soon as possible. 

 

The investigation 
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• The management committee chairperson carries out a full investigation taking written 

statements from all the staff present at the time, or who were on the outing. 

• The key person/staff writes an incident report detailing:  

 

- the date and time of the incident 

- what staff/children were in the group/outing 

- when the child was last seen in the group/outing 

- what has taken place in the group/outing since then 

- the time it is estimated that the child went missing 

 

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

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

will handle all aspects of the investigation, including interviewing staff.  

• The incident is reported under RIDDOR arrangements and is recorded in the incident book. 

Ofsted is informed. 

• The Insurance department at the Pre-school Learning Alliance is informed. 

 

Animals  
 

• Animals visiting the setting are free from disease and safe to be with children, and do not pose a 

health risk. 

• Children wash their hands after contact with animals. 

• Outdoor footwear worn to visit farms are cleaned of mud and debris and are not  worn indoors. 

 

First aid and medication 
 

At least one member of staff with current first aid training is on the premises or on an outing at 

any one time. The first aid qualification they hold, includes first aid training for infants and young 

children.  
 

Our first aid kit complies with the Health and Safety (First Aid) Regulations 1981 and contains the 

following items ONLY: 
 

• Triangular bandages (ideally at least one should be sterile) - x 4 

• Sterile dressings: 
 

 a) Small (formerly Medium No 8) - x 3 

 b) Medium (formerly Large No 9) – HSE 1 - x 3 
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 c) Large (formerly Extra Large No 3) – HSE 2 - x 3 
 

• Composite pack containing 20 assorted (individually-wrapped) plasters   

• Sterile eye pads (with bandage or attachment)  

• Container or 6 safety pins 1 

• Guidance card as recommended by HSE 1 
 

In addition to the first aid equipment, each box is supplied with:  
 

 a) 2 pairs of disposable plastic (PVC) gloves 

 b) 1 plastic disposable apron  

 c) a children’s forehead ‘strip’ thermometer 
 

• The first aid box is easily accessible to adults and is kept out of the reach of children. 

• No un-prescribed medication is given to children, parents or staff.  

At the time of admission to the setting, parents' written permission for emergency medical advice 

or treatment is sought.  Parents sign and date their written approval. 

 

Parents sign a consent form at registration allowing staff to: apply a dressing if necessary (e.g. 

plaster); administer any prescribed medicine (see separate note on prescribed medicine); take their 

child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary 

on the understanding that parents have been informed and are on their way to the hospital. 

 

Our Accident Book 
 

• is kept safely and accessibly 

• all staff and volunteers know where it is kept and how to complete it 

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

 

Ofsted is notified of any injury requiring treatment by a general practitioner or hospital doctor, or 

the death of a child or adult. 

 

When there is any injury requiring general practitioner or hospital treatment to a child, parent, 

volunteer or visitor or where there is a death of a child or adult on the premises, we make a report 

to the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and 

Dangerous Occurrences. 

 

Dealing with incidents 
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We meet our legal requirements for the safety of our employees by complying with RIDDOR (the 

Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and 

Safety Executive: 

• Any accident to a member of staff requiring treatment by a general practitioner or hospital. 

• Any dangerous occurrences. This may be an event that causes injury or fatalities or an event 

that does not cause an accident but could have done, such as a gas leak. 

• Any dangerous occurrence is recorded in our Incident Book. See below. 

 

Information for reporting the incident to Health and Safety Officer is detailed in the Pre-school 

Learning Alliance's publication, Accident Record. 
 

Our Incident Book 
 

• We have ready access to telephone numbers for emergency services, including local police. 

Where we are responsible for the premises we have contact numbers for gas and electricity 

emergency services, carpenter and plumber. Where we rent premises we ensure we have access 

to the person responsible and that there is a shared procedure for dealing with emergencies. 

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

Health and Safety Executive as above. 

• These incidents include: 

- break in, burglary, theft of personal or the setting's property 

- an intruder gaining unauthorised access to the premises 

- fire, flood, gas leak or electrical failure 

- attack on member of staff or parent on the premises or near by 

- any racist incident involving a staff or family on the centre's premises 

- death of a child 

- a terrorist attack, or threat of one 

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

affected, what was done about it - or if it was reported to the police, and if so a crime number. 

Any follow up, or insurance claim made, should also be recorded. 

 

In the unlikely event of a terrorist attack we follow the advice of the emergency services with 

regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety Policy 

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

threat is averted. 

 

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

of a baby, or any other means involving an older child, the emergency services are called, and the 

advice of these services are followed. 
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Administration of medication 
 

• Only prescribed medication may be administered. It must be in-date and prescribed for the 

current condition.  

• Children taking prescribed medication must be well enough to attend the setting. 

• 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.  This states the name 

of the child, name/s of parent(s), date the medication starts, the name of the medication and 

prescribing doctor, the dose and times, or how and when the medication is to be administered. 

• Medicines are stored strictly in accordance with product instructions and in the original 

container in which dispensed.  

• The administration is recorded accurately each time it is given and is signed by staff. 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. 

• We use the Pre-school Learning Alliance’s publication “Medication Record “ for recording 

administration of medicine and comply with the detailed procedures set out in that document. 

Illness 
 

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 while in the 

setting. 

 

• We do not provide care for children who are unwell, have a temperature, or sickness and 

diarrhea, or who have an infectious disease. 

• Children with head lice are not excluded, but must be treated to remedy the condition.  

• Parents are notified if there is a case of head lice in the setting. 

• Parents are notified if there is an infectious disease, such as chicken pox. 

• HIV (Human Immunodeficiency Virus) may affect children or families attending the setting. 

Staff may or may not be informed about it.  

• Children or families are not excluded because of HIV.  

• Good hygiene practice concerning the clearing of any spilled bodily fluids is carried out at all 

times. 

• Staff suffering from sickness and diarrhoea do not handle food. 

• The local authority's medical officer for environmental health is notified of any infectious 

diseases that a qualified medical person considers notifiable. (Infectious Disease (Notification) 

Act 1889). Ofsted is also informed where this is the case. measles.  
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• The sickness of staff and their involvement in accidents is recorded.  The records are reviewed 

termly to identify any issues that need to be addressed.  

 

Safety of adults 
 

• 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. 

 

Records 
 

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

a)  Adults 

• the names and addresses of all staff on the premises, including temporary staff who work 

with the children or who have substantial access to them 

• the names and addresses of the owners or of all members of the management committee 

• all records relating to the staff's employment with the setting, including application forms, 

references, results of checks undertaken etc. 

 

b) Children 

• the full names, date of birth of the children. 

• the addresses and telephone numbers of every parent or carer known to Horsmonden 

Kindergarten, together with those adults who are authorised to collect children from setting 

• details of which of these parents or carers the child normally lives with 

• 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 

• the names of the children’s key workers 

• accidents and medicine administration records 

• consents for outings, administration of medication, emergency treatment 

• incidents 
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b) children/contd. 
 

Horsmonden Kindergarten also record and submit the following information to our local authority 

about individual children receiving the free entitlement to Early Years Provision, as part of the Early 

Years Census: 
 

• the full names, date of birth, address, gender, ethnicity (collected on a voluntary basis only), 

special educational needs status, the number of funded hours taken up during the census 

week, the total number of hours, both funded and unfunded, taken up at the setting during 

the census week. 
 

In addition, Horsmonden Kindergarten, displays the certificate of registration in the main foyer. 
 

Horsmonden Kindergarten keep a record of the risk assessment, stating when it was carried out, by 

whom, the date of review and any action taken following an incident or review. 
 

In addition, the following procedures and documentation in relation to health and safety are in place: 
 

Safety 

• Risk assessment. 

• Record of visitors. 

• Fire safety procedures. 

• Fire safety records and certificates. 

• Operational procedures for outings. 

• Vehicle records including insurance. 

• List of named drivers. 

 

Health 

• Administration of medication. 

• Prior parental consent to administer medicine. 

• Record of the administration of medicines. 

• Prior parental consent for emergency treatment. 

• Accident record. 

• Sick children. 

• No smoking. 

 

General 

• All children are supervised by adults at all times and will always be within sight of an adult. 

• Children will leave the group only with authorised adults. 
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• All adults are aware of the system(s) in operation for children’s arrivals and departures and 

an adult will be at the door during these periods. (Please refer to the separate, specific 

policy document for further details) 

• Low level glass will be covered with safety film 

• Equipment is checked regularly and any dangerous items repaired/discarded. 

• The layout and space ratios at the Frances Austen Memorial Hall allow children and adults to 

move safely and freely between the activities. 

• Internal safety gates/barriers are used as necessary. 

• Large equipment is erected with care and checked regularly. 

• The premises are checked before locking up at the end of the day/session. 

• We ensure that, so far as is reasonable, the facilities, equipment and access to the premises 

are suitable for children with disabilities. 

• The premises are for the sole use of Horsmonden Kindergarten during the hours of 

operation. 

• The Frances Austen Memorial Hall has appropriate fire detection and control equipment (i.e. 

Fire alarms, smoke detectors, fire extinguishers and fire blankets) which are checked 

regularly. (Please refer to the separate, specific Fire Evacuation Policy for further details) 
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Fire Safety and Emergency Evacuation Policy 

_________________________________________________________ 

 

• Tina Walker (Co-Supervisor/Leader), Sarah Russell (Co-Supervisor) and all members of staff are 

familiar with the requirements of the Regulatory Reform (Fire Safety) Order 2005 which came 

into force in October 2006 and replaced any previous fire safety regulations.  

 

• Horsmonden Kindergarten are familiar with the guidance that applies to early years settings as 

detailed in the “Fire Safety Risk Assessment - Educational Premises” publication 

 

• Horsmonden Kindergarten understand that the basis of the new regulations is risk assessment. 

Managers carry out a written fire evacuation risk assessment. This will follow the guidance as 

set out as above. 

 

• The Frances Austen Memorial Hall continually reviews and updates the risk assessment policy 

document. 

 

• Fire doors are clearly marked, never obstructed and easily opened from inside. 

 

• Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, and are fitted 

in appropriate high risk areas of the building and are checked as specified by the manufacturer. 

 

• Our emergency evacuation procedures are approved by the Fire Safety Officer and are: 

- clearly displayed in the premises 

- explained to new members of staff, volunteers and parents 

- practised regularly, at least once every six weeks 

 

• Records are kept of fire drills and the servicing of fire safety equipment. 
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Fire Evacuation Procedure 

 

The following process will be followed should it be necessary to evacuate the building: 

 

• Once alarm sounds members of staff will line children up in front of the emergency exits in each 

classroom.  All other visitors etc to leave from nearest available exit. 

 

• The children will be led out of the classrooms and taken out through the fire exit gate (which opens 

automatically when the fire alarm goes off) where the children and staff will line up in the  

designated area on Locket Green (grass playing field behind the building – a safe distance away from 

the building).   
 

 

• If the classroom exits are unavailable then the children will be evacuated using both/either of the 

front entrance doors and will be led through the playground and through the gate into the playing 

field. 
 

 

• A member of staff / fire marshal will collect the register, a mobile phone and fire manual.  They will 

then complete a head count and a register of children and staff 
 

 

• Whilst the children are exiting the building a staff member will thoroughly check all classrooms, 

outside play area washrooms, and disabled toilet, entrance hall, office, kitchen, storage cupboards. 
 

 

• Once the building has been evacuated the emergency services will be called 
 

 

• Fire extinguishers are located by both front entrances and in the kitchen where there is also a fire 

blanket.  Stop cock and fuse box can be located in the boiler cupboard in the kitchen. 
 

 

• The drill will be logged each time it is carried out 
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Plan of the Building 

 

FOR FURTHER DETAILS RELATING TO FIRE AND EMERGENCY EVACUATION, 

PLEASE REFER TO THE RED FOLDER MARKED “FIRE”. 
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Equipment and Resources Policy 

_________________________________________________________ 

 

Horsmonden Kindergarten believes that high quality early years care and education are promoted by 

providing children with safe, clean, attractive, developmentally appropriate resources, toys and 

equipment.  
 

We provide children with resources and equipment that help to consolidate and extend their 

knowledge, skills, interests and aptitudes. 
 

In order to achieve this we: 
 

• provide play equipment and resources that are safe and - where applicable - conform to the 

BSEN safety standards or Toys (Safety) Regulation (1995) 
 

• provide a sufficient quantity of equipment and resources for the number of children 
 

• provide resources that  promote all areas of children's learning and development, which may be 

child or adult led 
 

• select books, equipment and resources that promote positive images of people of all colours, 

cultures and abilities, are non-discriminatory and avoid racial and gender stereotyping 
 

• provide play equipment and resources that promote continuity and progression, provide 

sufficient challenge and meet the needs and interests of all children 
 

• provide made, natural and recycled materials that are clean, in good condition and safe for the 

children to use 
 

• provide furniture that is suitable for children and furniture that is suitable for adults 
 

• store and display resources and equipment where children can independently choose and select 

them 
 

• regularly check all resources and equipment that are available at each session and ensure they 

are put away at the end of each session. We repair and clean, or replace, any unsafe, worn out, 

dirty or damaged equipment 
 

• keep an inventory of resources and equipment recording the date on which each item was 

purchased and the price paid 
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• use the inventory to:  
 

- review the balance of resources and equipment so that they can support a range of activities 

across all areas of play, learning and development 

- record the dates and results of checking the resources and equipment 

- record the date when any item is discarded due to being worn out, damaged or unsafe 

- provide adequate insurance cover for the setting's resources and equipment 
 

• where possible, we use resources from other facilities (eg. the library) to introduce new books 

and a variety of resources to support children's interests 
 

• plan the provision of activities and appropriate resources so that a balance of familiar equipment 

and resources and new exciting challenges is offered 
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Safety and Security of the Premises Policy 

________________________________________________________ 
 

Children's safety 
 

• We ensure all staff employed have been checked for criminal records by an enhanced disclosure 

from the Criminal Records Bureau (CRB) 

• Staff cannot start work until a satisfactory CRB check has been received. 

• 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. 
 

Security 
 

• Systems are in place for the safe arrival and departure of children. The times of the children's 

arrivals and departures are recorded. 

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

• Doors are locked at all times and prevent unauthorised access to our premises. 

• Doors are locked at all times to prevent children from leaving the premises unnoticed. 

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

Windows 
 

• Low level windows are made from materials that prevent accidental breakage or are made safe. 

• Windows are protected from accidental breakage or vandalism from people outside the building. 

• Windows above the ground floor are secured so that children cannot climb through them. 
 

Doors 
 

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

 

Floors 
 

• All floor surfaces are checked daily to ensure they are clean and not uneven, wet or damaged. 

 

Kitchen 
 

• Children do not have unsupervised access to the kitchen. 

• At least one member of staff has an in-date Food Hygiene Certificate. 

• All staff follow the guidelines of “Safer Food Better Business”. 
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• Tina Walker and Sarah Russell and those members of staff responsible for food preparation 

understand the principles of Hazard Analysis and Critical Control Point (HACCP) as it applies to 

the business.  

• The member of staff who is responsible for food preparation and serving, caries out daily 

opening and closing checks on the kitchen to ensure standards are met consistently. 

• 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 

- do not have unsupervised access to electrical equipment 
 

Electrical/gas equipment 
 

• All electrical/gas equipment conforms to safety requirements and is checked regularly.  

• Our boiler/electrical switch gear/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. 

• Storage heaters are checked daily to make sure they are not covered. 

• 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. 

 

Storage 
 

• All resources and materials from which children select are stored safely.  

• All equipment and resources are stored or stacked safely to prevent them accidentally falling or 

collapsing. 

 


