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Forest school 
 
At My First Word we believe experiences of the natural world are essential in helping 
children explore all of their senses whilst learning to be curious about their environment. 
Our forest school is led by level 3 forest school trained practitioners. 

Outdoor play gives a firm foundation to the use of tools, investigation of materials, 
knowledge and understanding of weather, seasons and living things in the world around 
them.  

We are committed to the importance of daily outdoor play, inspiring risk in a controlled 
environment, which also promotes better psychological wellbeing, sleep and mood. 
Providing children are suitably dressed we feel they can be outside in all weathers, whilst 
respecting their freedom of choice, children can move freely from indoors to out. 

Our outdoor vision and ethos with regards to learning is play based and as far as possible, 
child initiated, and child led. Sessions are planned, in that the children have next steps that 
we target but generally the children follow their own agendas with the adults offering 
support and ideas as required. This allows children to take managed risks, supported by 
their teachers, who encourage self-belief and resilience. 

Outdoor play is so different form indoors; children are encouraged to be louder and bigger. 
To run, jump and make noise whilst learning about the awe and wonder of the great 
outdoors. Children’s imaginations run wild, using resources that they have created 
themselves. When the gates to a child’s imagination are opened, anything is possible. 

Because forest school is child-directed, the scope of the activities that can take place 
outdoors are enormous. Typical activities include: Games like hide and seek, shelter 
building, mini beast hunting, sensory play, construction, growing vegetables and flowers. 
Covering all the seven areas of learning. 

Our forest school sessions begin at 9.30 daily, together as a team we risk assess the 
environment. We then have circle time where we introduce ourselves through song, discuss 
the weather and anything important. We play until 10.30 when we stop for snack and 
refreshments. 11.30 we all enjoy a game of hide and seek. Our session finishes with a story 
at 11.45 between 12 and 12.30 we go up to nursery for a home cooked lunch. 

 

Updated February 2022 
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The Setting 

The setting is in a community centre located in Portslade on Church Road. We are situated 
just a few minutes’ walk from the seafront and Vale Park. We have sole use of the preschool 
rooms during the hours of 7am-6pm. One large room called the Star room for 2–5-year-olds, 
a toddler room called the Sun room and a baby room called the Moon room. A kitchen 
where all meals are prepared, children and staff toilets and an office. The children have 
access to both of our garden and forest school. 

We are governed by Ofsted and therefore follow the Early Years Foundation Stage. We 
provide fun educational activities in a stimulating spacious environment. We risk assess 
each morning and provide the children with the 7 areas of learning both indoors and out. 
The children have a role play area and a book corner. We have circle time, singing time and 
story time every day and the children are encouraged to take risks in a controlled, safe 
environment. The children are able to engage in sand play and water play and are provided 
with lots of opportunities to develop their writing and language skills. Whilst in our care the 
children will also have the opportunity to engage in imaginative play and construction 
activities. They are able to enjoy baking, arts and crafts and are able to develop their gross 
motor and fine motor skills and cognitive development in a fun and stimulating 
environment. We enjoy weekly Yoga; Gymnastics and the Music bus comes every Friday. 
Your child will join in with lots of group activities and will be given one to one support when 
needed. Every child is treated as an individual with equal concern and will learn through 
play, preparing them for the transition from nursery to primary school.  

We are open Monday to Friday 7am to 6pm, 51 weeks of the year, closing on bank holidays. 
You will be charged for bank holidays if they happen to fall on your child’s contracted 
days/hours. Our hourly rate is: £6.00 per hour all year and £6.50 per hour term time only, 
add on 50p per hour for under 3’s. We also have an ad hoc rate of £8 per hour. This includes 
snacks, water, milk, nappies, wipes, and sun hats in hot weather. You will be given a 
MFW...grows up bag to be used for a change of clothes for your child and a wet suit for 
outdoors. We provide home cooked meals prepared daily at an additional cost of lunch £2 
and tea £2, breakfast and morning/afternoon snacks are provided by the setting free of 
charge.  

The term after your child turns two/three years you will be entitled to 15/30 hours a week 
term time government funding or if you prefer you can split your hours to cover all year 
care. We will deduct your funded hours from your invoice each month. We will need a copy 
of your child’s birth certificate to keep on file. You will be invoiced in advance for your core 
days/hours. Any additional care you require will be added to your next invoice. You are 
required to pay a non-refundable admin fee of £40 on registration along with a refundable 
deposit of £100, which will come off your child’s last invoice.  Updated September 2022 
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Our Ethos 

• All children deserve to have an equal chance of success 
• We will welcome all children into our setting and work with parents to ensure that 

they settle well. 
• We will provide a safe, happy environment in which all children will have fun, grow 

in confidence and become more independent. 
• We will create a place where children are treated as important individuals, where all 

their needs are met. This helps them develop and widen their knowledge and 
experience. 

• We will provide an atmosphere of trust and understanding in which children will 
enjoy a sense of security, where they will learn good manners and consideration for 
others. 

• We will provide a home from home environment where children will make friends 
and enjoy themselves. 

• We follow The Early Years Foundation Stage. 
• We offer a menu which consists of a wide variety of home cooked wholesome and 

healthy snacks and meals, taking into consideration a child’s dietary requirements. 
• We will incorporate any festivals or religious holidays that parents celebrate into our 

routine and help educate the children in our care about different cultural 
backgrounds. 

• We promote anti-discriminatory practice and equality of opportunities at all times. 
• We reinforce positive behaviour by praising good behaviour and ignoring the 

unwanted behaviour. 
• We aim to give each child individual attention so that they feel valued and respected 

within the setting. 

 
 
 
 
 
 
 
 
 
 
 
 

Updated September 2022 
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A Typical Week at My First Word... grows up 

Breakfast is served between 7-9am. After breakfast we have free flow play. At 10am we 
have circle time/registration, where the children learn about the days of the week, the 
weather and find out about each other. We have snack at 10.15am, then get ready to go to 
forest school, the children have story time and singing before lunch which is served 
between at 12-12.30pm.  

Tea is between 4-4.30 and after tea; The children will be given the opportunity to take part 
in messy play and baking several times a week too. The children love dancing and singing 
along to music, which we do daily and enjoy being creative with lots of different media’s 
such as paint, glue and sensory, messy play. 

All children are provided with age-appropriate stimulating and challenging activities that 
encourage their development. We plan weekly around the children’s interests and their 
next steps in order to make sure learning is at its optimum. 

We encourage independence by providing the children with a self-care area where they 
pour themselves their water, wash their hands and blow their noses. The children clear 
away after themselves and are asked to help reset the setting throughout the day.  

We encourage good manners by reminding the children to say please and thank you and 
being good role models. Children are encouraged to think about how their actions affect 
other people and their feelings.  

The children are able to enjoy sensory activities e.g. treasure baskets, holistic play and we 
provide lots of resources that encourage the children to be tactile and engage in critical 
thinking. We also enjoy making dens with the children where they can explore lights and 
find that children will engage in more conversations/language-based development as these 
are hot spots for speech to take place.  

Updated September 2022 
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Routine 

• 7.00-9.00am - Breakfast 
• 9.00am - Free play 
• 9.30 – Tidy up time 
• 9.45 – Morning nappies  
• 10.00 – Circle time 
• 10.10-10.30 – Snack time 
• 10.30am – Tidy up from snack/Forest School 
• 11.50 - Book, Song and Makaton sign of the week 
• 11.50 – Nappy changes 
• 12.00-12.30pm - Lunch time 
• 12.30pm - Rest time – sit on the ABC mat and read stories 
• 1.00pm - Adult led activity and focus planned activities 
• 1.45pm - Tidy up time 
• 2.00pm – Group games and group songs 
• 2.15pm-2.30pm - Snack time 
• 2.15pm – 2.30pm - Nappy changes 
• 2.30pm - Get ready for forest school  
• 2.45pm – Forest school 
• 4.00pm – Nappy changes 
• 4.10-4.30pm - Teatime 
• 4.30pm - Free play 
• 5.00-6.00pm - Home time 

 
 

 

 

 

 

 

 

Updated September 2022 
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As Ofsted registered Childcare providers we are restricted to the number and ages of 
children that we can care for at any one time. This is calculated by dividing the amount of 
space in each room for each child depending on their age. For example, a baby is considered 
to need more space than a toddler because they are not as mobile whereas a toddler can 
weave in and out of spaces. We are therefore allowed to care for 56 children. We must not 
provide overnight care. Our Ofsted registration certificate is displayed on our parent board. 

We are happy to take on any child within our registered numbers and will not discriminate 
against children or their families for reasons such as race, religion, sex or ability. 

We are happy to take on children with special needs providing we are able to cater for 
them. We are also happy to make changes to the setting where possible to enable us to 
provide for such needs. 

We allocate places on a first comes first served basis if we are able to cater for you and your 
child, we will arrange for you to come and visit us at a time that suits you. It is on this initial 
meeting that all your questions can be answered. We will discuss: 

• Fees 
• Times 
• Staffing 
• Policies 
• Daily routines 
• Settling in process  

 
If, however we are unable to offer you a place we are able to place you on a waiting list. 
From here we will contact you when a space becomes available. You will also find all this 
information in these policies which can be downloaded on our website. We will show you 
around the setting so you can see where the children play, sleep and eat and are happy to 
discuss these policies with you.  

 

 

 

Updated September 2022 
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Early Years Foundation Stage (explained) 

 
The Early Years Foundation Stage (EYFS) is a statutory framework, which sets out legal 
duties on all childcare providers.  It is the Curriculum guidelines of learning for children aged 
birth to five.  
Children learn when they are in a safe and caring environment where they are stimulated 
through play. 
 
The new Early Years Foundation Stage Framework has been recently published and all 
settings are now working from this revised document. The new EYFS framework makes a 
number of improvements: 

• Reducing bureaucracy for professionals, simplifying the statutory assessment of 
children’s development at age five. 

• Simplifying the learning and development requirements by reducing the number of 
early learning goals from 69 to 17. 

• Stronger emphasis on the three prime areas, which are most essential for children’s 
healthy development. These three areas are: communication and language; physical 
development; personal, social and emotional development. 

• Beneath these should be four areas of learning where these skills are applied: 
literacy, mathematics, expressive arts and design and understanding the world. 

• For parents, a new progress check at age two on their child’s development. This links 
with the Healthy Child review carried out by health visitors, so that children get any 
additional support they need before they start school. 

• Freeing the workforce from unnecessary bureaucracy so they can spend more time 
interacting with children – including scrapping written risk assessments for nursery 
trips and outings. 

• Strengthening partnerships between professionals and parents, ensuring that the 
new framework uses clear language. 

• Ofsted to be clearer on what is required of settings when they are inspected to help 
reduce high levels of paperwork. 

 
Within the new EYFS one of the new changes that has come about is the two-year-old 
progress check. The check has been introduced to identify problems in any of the three 
prime areas of learning and development so these may be supported early on. The aim is 
that the check will be completed on every child who is in an early years setting between the 
ages of 24 months and 36 months.  
The check will identify any significant steps for the child and if they are not progressing in 
any of the areas as expected. The check will be shared with parents/carers at a mutually 
convenient time. The parent then will have the option to share the information with their 
health visitor when they carry out their two-year-old health and development review. The 
check should be recognised as supportive and interesting and should not be seen as 
intrusive or testing/labelling of the child.  
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Below is a description of all the areas of development: 
Prime Areas:  
Personal Social and Emotional Development. 
 
Involves helping children to develop a positive sense of themselves, and others; to form 
positive relationships and develop respect for others; to develop social skills and learn how 
to manage their feelings; to understand appropriate behavior in groups; and to have 
confidence in their own abilities. 
This area develops children’s positive sense of themselves. It teaches about having respect 
for oneself and others, developing social skills and a good attitude to learning. To give 
children the best opportunities through Positive Relationships, adults form caring 
relationships with all children. By Enabling Environments where opportunities for play and 
learning are created that help children embrace differences between themselves and 
others. Learning and Development experiences are planned to promote all round 
development. 
PSE is made up of these aspects: 

• Self-Confidence and Self-Awareness 
• Managing Feelings and Behaviour 
• Making Relationships 

 
Communication and Language 

 
CL Involves giving children opportunities to experience a rich language environment; to 
develop their confidence and skills; Expressing themselves by speaking and listening in a 
range of situations. 
This area provides children with opportunities for speaking and listening and ignites 
children’s interest in reading and writing. Giving children the best opportunities for 
developing ‘Communication, ‘Language and Positive Relationships.’ Supporting children 
when communicating their ideas and thoughts with each other and with adults. ‘Enabling 
Environments’ contain signs, symbols, words, songs and notices. Children also have books 
and pictures that take into account interests, backgrounds and cultures. 
 
CL is made up of these aspects: 

• Listening and attention 
• Understanding 
• Speaking 
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Physical Development 
 

Involves providing opportunities for young children to be active and interactive; and to 
develop their co-ordination, control, and movement. Children must also be helped to 
understand the importance of physical activity, and to make healthy choices in relation to 
food. 
This area provides opportunities for children to be active and develop their co-ordination, 
manipulation and movement. It develops understanding of the importance of being 
physically active and eating healthily. To give children the best opportunities through 
Positive Relationships children are supported in their understanding of exercise, sleep and 
eating to promote health. Activities in ‘Enabling Environments’ both indoors and outdoors 
encourage energetic physical play. In ‘Learning and Development’ snack times promote 
social skills and the importance of making healthy food choices. 
PD is made up of these aspects: 

• Moving and Handling 
• Health and Self-Care 

 
Specific Areas: 
Literacy Development 

 
Literacy development involves encouraging children to link sounds and letters and to begin 
to read and write. Children must be given access to a wide range of reading materials 
(books, poems and other written materials) to ignite their interest. 
LD is made up of these aspects 

• Reading 
• Writing 

 
Mathematics 

 
Involves providing children with opportunities to develop and improve their skills in 
counting. By understanding and using numbers, calculating simple addition and subtraction 
problems and describing shapes, spaces and measures. 
This area supports children’s understanding in different situations by providing 
opportunities to explore, practice, learn and talk. They practice skills and gain confidence 
and competence. To give children the best opportunities through Positive Relationships 
children use mathematical words and ideas in their play. Enabling Environments have 
resources for counting, calculating and shape available indoors and outdoors. In Learning 
and Development, stories, songs and imaginative play help with mathematical 
understanding. 
Mathematics is made up of these aspects: 

• Numbers 
• Shape, Space and Measures 
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Understanding the world 
 

Involves guiding children to make sense of their physical world and their community 
through opportunities to explore, observe and find out about people, places, technology 
and the environment. 
This area offers children opportunities to explore and observe the environment, living things 
and objects. To give children the best opportunities through Positive Relationships, parents’ 
and carers’ knowledge extend children’s experiences of the world. In Enabling 
Environments, open-ended questions like, “How can we..?” and “What would happen if…?” 
are used. Learning and Development is based on first-hand experiences to observe, predict, 
make decisions and discuss. 
UW is made up of these aspects: 

• People and Communities 
• The World 
• Technology 

 
Expressive Arts and Design 

 
Involves enabling children to explore and play with a wide range of media and materials, as 
well as providing opportunities and encouragement for sharing their thoughts, ideas and 
feelings through a variety of activities in art, music, movement, dance, role-play, and design 
and technology. 
This area supports children’s curiosity and play. They explore and share their thinking, ideas 
and feelings using music, art, movement, dance, role-play and technology. To give children 
the best opportunities through Positive Relationships children value their own unique ideas 
and those of others rather than reproducing those of someone else. Enabling Environments 
are stimulating, and originality and expressiveness are valued. Learning and Development 
experiences allow children to express themselves through various types of representation. 
EAD is made up of these aspects: 

• Exploring and Using Media and Materials 
• Being Imaginative 

 
 
 
 
 
 
 
 
 
 
 

Updated September 2022  
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Settling in policy 

 
We understand how difficult it is for parents/carers to leave their child in someone else’s 
care and return to work. We will therefore work with you to ensure the transition is as 
smooth as possible and you are happy with the level of care provided.  
 
We offer 6 hours free settling in sessions, but if your child needs more, we will work with 
you until you are happy to leave your child. Most parents come and fill in forms whilst the 
child finds their feet. 
 
In our experience we have found that it is best to settle children gradually by slowly 
increasing the number of hours they spend with us.  
 
We understand that this is a time that can be stressful for both child and parent and 
therefore recommend that you call for your own peace of mind. It is important to us that 
you and your child are happy in our care. 
 
We would appreciate it if you could let us know information about your child in the morning 
such as…if they had a disturbed night’s sleep, or if you have given any medication. This is 
very important as this will help enable us to care for your child’s new additional needs for 
that day. 
 
 
 
 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Parents as Partners 

Working in Partnership with parents enables continuity of care for the child. As parents you 
are the main adult and educator in your child’s life, and we will work closely with you to 
make sure your child’s routine is maintained and your wishes are met.  

It is important we have an excellent communication system. We appreciate that as working 
parents it may not always be convenient to stop and chat. We have an information board 
displayed in the nursery, which our staff will go through with you when you collect your 
child at the end of the day. This will give information on sleep times, the food that your child 
has eaten that day, nappy changes, etc. 

Staff are happy to talk at any time and you can always contact us during the day, via text or 
email or call if you would like to tell us something about your child. We would appreciate it 
if you could let us know information about your child in the morning such as if they had had 
a disturbed night’s sleep, or if you have given any medication, this is very important, as this 
will help enable us to care for your child’s new specific needs for that day. 

We are happy to discuss your child and their care with you at any time that is convenient to 
us both, whether in person or over the phone. We know how important it is to work 
together and in partnership to ensure your child’s needs are met.                                                                                       

We will also keep you informed about what’s happening each fortnight by sending out an 
email and in return ask for your feedback when handing out questionnaires termly. We 
communicate via email every week to keep you informed of any relevant news and share 
our planning for the following week with you. 

We aim to have a parents evening once a term.  It is at these gatherings you will have the 
opportunity to read your child’s progress update and long observation and talk about your 
child’s development. If you are unable to attend, we can arrange a time convenient with you 
and your child’s key person to go through your child’s development together. 

We would also appreciate, if you could inform us about any changes to contact numbers for 
yourselves, including work and mobile numbers and those of your emergency contacts. We 
do however send out updating record forms termly to help establish this. 

As your child grows and develops, there may be changes that are very important for us to 
discuss in order for us to work together and have your wishes incorporated into the care 
routine for your child.  

We will incorporate any festivals or religious holidays that parents celebrate into our routine 
and help educate the children in our care about different cultural backgrounds.  
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If we have any concerns about your child’s behaviour, development, eating etc we will share 
them with you and where possible work with you and if necessary, seek support from 
outside agencies. 

If you feel that you are not receiving adequate care, we encourage you to come and express 
your concerns with us in hope that we can meet your needs, however if you feel you have 
been unfairly treated, we do have a complaints policy that you are able to use – this is 
included in the policies for your own convenience. 

All records that we hold are confidential and only parents and guardians have access to their 
own child’s records. In your individual case you would have access to your child’s contract, 
address, names and numbers. 

We will also help to prepare your child for the transition they will go through from our 
setting to another; this could be a new nursery or primary school.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Updated September 2022 
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Fees and Late Payment Policy 
 
A £100 refundable deposit is required before your child begins their settling in sessions with 
us. This will allow us to keep your space open.  Following on a £40 non-refundable admin 
fee is also required. Your deposit will be returned with your final childcare payment. 
 
 Payments need to be paid in full by the 15th of each month to avoid a late payment fee of 
£5 per day where the invoice remains outstanding.  
 

Our hourly fee is £6.50 per hour for all year care for under 3’s or £7 per hour for term time 
care, breakfast is complimentary. 

Our hourly fee is £6 per hour for all year care, for 3–5-year-olds or £6.50 per hour for term 
time only care, breakfast is complimentary. 

 

 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Safeguarding Children Policy and Procedures 
 
My First Word works within the Brighton and Hove Safeguarding Children Partnership 
guidelines and procedures https://www.bhscp.org.uk. ‘What to do if you’re worried a child 
is being abused’ HMG 2015 and The Children Act 2004. Everyone has a duty to safeguard 
and promote the welfare of children. We have regard to ‘Working together to safeguard 
children’ HMG 2018 and Keeping children safe in Education 2021 and inspecting 
safeguarding in Early Years, Education and Skills settings 2021. 
 
Lisa Southon is the designated Safeguarding Officer (DSL) in her absence Tara Clark/Hayley 
Ireland resumes her role as deputy safeguarding lead. As a setting, we adhere to the 
Children Act 1989, Safeguarding Vulnerable Groups Act 2006 and the legal requirements 
outlined in Section 3: The welfare and safeguarding requirements of the EYFS Statutory 
Framework 2017 to create an environment to ensure the safety of all children. We follow 
the information sharing: Advice for practitioners providing safeguarding services DfE 2018 
protocol to ensure information is shared to the correct agencies on a need-to-know basis 
and Domestic Abuse Act 2021. We ensure that the safeguarding lead liaises with the local 
statutory children’s services and with the BHSCP and that support, advice and guidance are 
given to any other staff on an ongoing basis on any specific safeguarding issue as required. 
 
We make sure that we: 
 

• Follow safe recruitment practice to check identity, references and qualification of                    
applicants. Applicants for posts are informed that the position is exempt from the 
Rehabilitation of Offenders Act 1974. Practitioners are required to have enhanced 
DBS checks, these are checked regularly on an on-going basis. Practitioners receive 
safeguarding training (covering the Prevent Duty Act 2015 and female genital 
mutilation amongst other issues) this is updated appropriately. Designated people 
have training every 2 years. 

 
• Agency, Volunteers, including students, do not work unsupervised and also receive 

thorough checks. 
 

• Upon joining the setting all practitioners are required to read and understand our 
safeguarding policy to familiarise themselves with our procedures. Receiving clear 
job descriptions and a code of conduct. This policy is regularly reviewed and 
updated. Advice is given for practitioners providing Safeguarding Services DfE 2018 
and a top tips highlighting important things to know, along with questions to answer. 
 

• We carry out ongoing checks to ensure suitability and regular staff supervisions 
which include the discussion and impact of any safeguarding concerns. 

 
• We work within the legal requirements for adult: child ratios. A register is kept on 

the premises of all children and staff. This also holds information about children that 
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are persistently absent. If a child is persistently absent, we will call parents to check 
everything is ok, if the child is on a plan, we call their social workers. This information 
is then transferred to a book in our filing cabinet and is closely monitored as we 
know this can be another increase in vulnerabilities.  

 
• We have procedures for recording visitors to the nursery, to ensure that no 

unauthorised person has unsupervised access/contact to the children. We have a 
password system for anyone new that may be picking up a child. Our gate has a code 
that only relevant people know. Our rooms are laid out in a way so that we can 
constantly supervise all the children and we always have at least two members of 
staff in, staff never work alone. 

 
• We introduce key elements of keeping children safe into our programme to promote 

the personal, social and emotional development of all children, so that they may 
grow to be strong, resilient and listened to and so that they develop an 
understanding of why and how to keep safe. We ensure staff identify, minimise and 
manage risks while caring for children. 

 
All members of staff must be vigilant and have a responsibility in the following duties: 
 

1. Identification of potential areas of concern 
a. Recognising signs and symptoms 

• We promote the welfare of children both inside and outside of our setting and 
protect them from harm. The children will spend many hours in the care of our staff, 
and it is for this reason the staff will often be the first people who sense that there is 
a problem. 

• Physical abuse – Causing actual physical harm to a child or young person may 
involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating, or otherwise causing physical harm to a child.  It also includes when a 
parent or carer fabricates the symptoms of, or deliberately induces illness in a child. 
This is fabricated or induced illness or FII. This also includes the cultural practice of 
FGM which we have a statutory duty to report any known or suspected cases in the 
same way as any other referral for physical abuse. In England, the domestic Abuse 
Act 2021 recognises in law, for the first time, that children are victims if they see, 
hear or otherwise experience the effects of domestic abuse. 

• Sexual abuse – Forcing or enticing a child or young person to take part in sexual 
activities, whether or not the child is aware of what is happening.  Includes 
involvement in or exposure to pornography, involving children in watching sexual 
activities, sexualised language, grooming a child for abuse as well as more direct 
forms of sexual activity. 
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• Emotional abuse – Persistent emotional ill-treatment of a child such as to cause 
severe and persistent adverse effects on the child’s emotional development. May 
involve making children feel worthless, or unloved, interactions that are 
inappropriate to the child’s development capacity or over-protection.  It also 
includes serious peer on peer abuse, bullying, including cyber bullying, or the 
exploitation or corruption of children. 

• Neglect – Persistent failure to meet a child’s basic physical and psychological needs, 
likely to result in the serious impairment of the child’s health or development. This 
could include not providing adequate food or clothing, supervision, access to 
medical treatment, or protection from physical and emotional harm or danger.   

 
A concern may arise about a child in our setting because the child has: 
 
• Significant changes in children’s behaviour, including inappropriate behaviour in a way 
that could suggest abuse has occurred.  
• Deterioration in their general wellbeing. 
• Unexplained bruising, marks or signs of possible abuse, 
• Evidence of neglect 
 
During their induction process all staff are made aware of the signs and symptoms that are 
connected with child abuse and know that it is their responsibility to identify and report any 
possible signs of abuse or neglect in a timely manner. 
 
When identifying any potential instances of abuse, practitioners are aware that the children 
may demonstrate signs or symptoms that may not be the subject of abuse. However, 
practitioners will always remain vigilant and must not ignore warning signs. 
 
We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol 
problems and consider other factors affecting parental capacity and risk, such as social 
exclusion, domestic violence, children with family members in prison, homeless or housing 
issues, radicalisation, FGM, involvement with county lines, mental or physical illness or 
parent’s learning disability.  

We are aware that children’s vulnerability is potentially increased when they are privately 
fostered and when we know that a child is being cared for under a private fostering 
arrangement, we inform our local authority children’s social care team.  Children may be 
more vulnerable to child sexual exploitation and criminal exploitation from lower income 
households or children that are in care. We are also aware additional vulnerabilities may 
increase for children with SEN. 
 
b. Responding to a child’s disclosure of abuse or neglect 
A member of staff may also be the first people in whom children confide in. Where a child 
makes a disclosure to a member of staff that member of staff will offer the child 
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reassurance, listen to the child; and explain that they will take action. The member of staff 
will not ask leading questions of the child or make promises they cannot keep. The child will 
be treated with dignity and respect and will be listened to whatever their level of 
communication/development. A written record with the date, time, exact words spoken, 
name of person disclosed to and any witnesses. It will then be signed and kept securely in 
the safeguarding file. If the child is in immediate danger an instant referral to Front door for 
families will be made. 
 
c.Noticing inappropriate behaviour by adults or others working with children 
Examples of this may include inappropriate sexual comments; excessive one-to-one 
attention beyond the requirements of their usual role and responsibilities; or inappropriate 
sharing of images. We also take peer on peer abuse very seriously and take the appropriate 
actions to deal with this. 
 
2. The reporting procedure 
 
The member of staff will act on concerns by recording a report of suspicion of abuse 
(Record of concern form). On being alerted to suspicions of abuse all staff and volunteers 
must: 

• Report concerns to Lisa Southon or Tara Clark/Hayley Ireland in her absence without 
delay and certainly on the same day. Record accurately, separating third party 
information, professional opinion, personal view and fact. These records are signed 
and dated and kept in a separate confidential file. Where appropriate these would 
be shared or discussed with the parent or carer. 

• The designated person will make a decision whether it requires a referral to Front 
Door for Families. This service is made up of professionals with different areas of expertise 
who work together to assess, decide and coordinate how best to support children, young 
people and their families where there are concerns. 

• We also record all accidents that occur on the premises and record existing injuries 
that the children arrive with. 

• If it is considered that the child is or may be a child in need the designated person 
will refer to Front Door for Families.  

• If we have concerns about a child but the concerns do not quite meet the threshold, 
we log the information and use it to discuss with parents. 

• If a child is in immediate danger, an immediate referral will be made to Front Door 
for Families.  

•  Contact details are FrontDoorforFamilies@brighton-hove.gcsx.gov.uk  Tel. 01273 
290400  

• The Threshold document link: http://www.bhscp.org.uk/documents/brighton-hove-
helpin-choldren-and-families-threshold-document/  

• We are also to confirm in writing to FDFF within 48 hours. Where appropriate the 
child’s allocated social worker will be informed of concerns.  
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Practitioners will work as part of a multi-agency team where needed in the best interest of 
the child. Practitioners are aware of our confidentiality policy and will remain professional at 
all times. Parents and families will be treated with respect in a non-judgemental manner 
whilst investigations by the appropriate authorities are being carried out in the best 
interests on the child.   
Partnership with parents 
Parents/carers will be listened to, and all concerns taken seriously as we aim to work openly 
and honestly in partnership, always remembering the welfare of the child is paramount. 
Parents/carers are normally the first point of contact. If a suspicion of abuse is recorded, 
parent/carers are informed at the same time as the report is made. In exceptional 
circumstances, when informing parents/carers would put the child at risk or compromise 
criminal evidence, staff will consult with Front Door for Families about when and how to 
discuss concerns with parents/carers.  
 
Information sharing, consent and confidentiality 
We always get the parent’s permission before we refer them to any services or outside 
agencies such as for Early help services and all information is only shared on a need-to-know 
basis. We keep a record of any decisions to share information with any information with any 
outside agencies, with or without consent, and our reasons why.   
 
Record keeping 
We keep up to date records on the children that are dated, factual, signed, and shared with 
parents. This could be a child in need plan or early help plan as agreed or a multiagency 
meeting. We ask parents to keep us informed of any existing injuries that the children have 
done outside of the nursery setting. All records are kept in a secure room that is locked. 
Records are retained for a certain period of time. 
 
All staff receive regular supervision where safeguarding is a standing item. The 
development and wellbeing of all children is discussed at every staff meeting. Support is 
available to staff to help them manage the emotional impact of their work. 
 
Allegations against a member of staff including staff complaints 
 
Any allegations that may be made against a member of staff are taken seriously.  
An ‘allegation’ refers to any information or concern which suggests an adult who works with 
children has: 

• Behaved in a way that has harmed, or may have harmed, a child. 
• Possibly committed a criminal offence against, or related to, a child; or 
• Behaved in a way that indicates s/he is unsuitable to work with children. 

 
Lisa or Tara/Hayley will contact the Local Authority Designated Officer (LADO) immediately 
for advice – 01273 295643. If the concerns are around the manager/DSL, our staff know to 
contact the LADO. We will cooperate with any investigation by the social care team and the 
police. The member of staff will be suspended whilst a full investigation is carried out and 
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given as much support as possible, if necessary, with individual and/or group counselling 
being made available to all members of staff as required. We will keep a clear and 
comprehensive summary of any allegations made, details of how the allegation was 
followed up and resolved, and any details of any action taken, and decisions reached.  
Parents/carers will be kept informed in an unbiased, sympathetic and confidential manner 
by the child protection designated officer. If the allegation is substantiated and on 
conclusion the employer dismisses the person or ceases to use the person’s services, or the 
person ceases to provide his/her services, the employer should consult the LADO about 
whether a referral to DBS and Ofsted is required. If a referral is appropriate the report 
should be made within 14 days.  
 
All suspicions and investigations are kept confidential and shared only with those who need 
to know. Any information is shared under the guidance of BHSCB procedures. 
 
The setting takes every step in its power to build up trusting and supportive relationships 
among families, staff and volunteers in the group. 

• We will continue to welcome the child and family whilst investigations are being 
made in relation to abuse in the home situation. 

• Confidential records kept on a child are shared with the child’s parents/carers who 
have parental responsibility for the child, only if appropriate under the guidance of 
the local advice, contact and assessment service.  

• We support and work with children’s families, with the provision that the care and 
safety of the child must always be paramount. 

 
Peer on peer allegations 
We take peer on peer allegations very seriously and take the appropriate actions according 
to the accusation. Any peer-on-peer bullying, abuse, or cyber bullying is logged in the 
incident book and taken very seriously. We maintain confidentiality and protect the dignity 
of the members of staff involved and use the guidance of the whistle blowing policy if the 
person wants to remain anonymous. 
 
Useful numbers: 
Manager-Lisa Southon -07789812020 
 
Deputy Manager-   -07887521077  
 
Local Police 01273 665502 or 08456070999 or 101. 
 
Front Door for Families email FrontDoorforFamilies@brighton-hove.gov.uk 
Telephone 01273 290400 during working hours (9am to 5pm, Monday to Thursday and 9.00am to 
4.30pm on Fridays).  

Outside of our working hours please contact the Emergency Duty Service on 01273 335905 or 01273 
335906. 
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Prevent coordinator- Nahida Shaikh, Partnership  community safety team: 01273 290584, Mobile: 
07717303292. Email: Nahida.Shaikh@brighton-hove.gcsx.gov.uk 

 

 

Ofsted:- Telephone 0300 123 1231 
https://online.ofsted.gov.uk/OnlineOfsted/public/ContactUs.aspx 
 
Providers with any concerns should contact the local Channel team via Channel.Prevent@brighton-
hove.gov.uk for multiagency support and signposting. The prevent national referral form National 
Prevent Referral Form | Safe in the City  which has standardised the Channel Referral Form 
Nationally. Completed Channel Referral forms should be sent 
to PreventReferralbrightonandhove@sussex.pnn.police.uk   

 
NSPCC Whistle blowing 0800 0280285 

A generic email address ladoenquiries@brighton-hove.gov.uk has been set up and a referral form for 
referrals produced to aid the requests coming in and the team are now in a position where they are 
starting to scope longer term plans and support. This will be for the Safeguarding and Reviewing 
Service to manage the LADO referrals as a team, so we avoid the current situation of needing cover 
arrangements. They are expecting the responses to be significantly improved from February. You 
should continue using the LADO referral form and email address 

 

 
 
Updated September 2022 
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The Prevent Duty 

My First Word…grows up has regard to the Prevent Duty, which came into law as part of the 
Counter Terrorism and Security Act 2015. The Prevent Duty aims to stop people becoming 
drawn into terrorism. Terrorism is understood to mean the use and threat of intimidation 
against the public or government to advance a cause. Radicalisation is understood as the 
process by which a person comes to support terrorism and forms of extremism leading to 
terrorism.  

Radicalisation is a form of harm. The process may involve: 

• Being groomed online or in person 
• Exploitation, including sexual exploitation 
• Psychological manipulation 
• Exposure to violent material and other inappropriate information 
• The risk of physical harm or death through extremist acts. 

Alongside this we will be alert to any early signs in children and families who may be at risk 
of radicalisation, on which we will act, and document all concerns when reporting further. 

The NSPCC states that signs of radicalisation may be: 

• Isolating themselves from family and friends 
• Talking as if from a scripted speech 
• Unwillingness or inability to discuss their views 
• A sudden disrespectful attitude towards others  
• Increased levels of anger 
• Increased secretiveness, especially around internet use. 

We understand extremism as vocal or active opposition to fundamental British values. 
Extremism is also understood as including calling for the death of British soldiers. 

We are trained in recognising Female Genital Mutilation (FGM) and know that it is our duty 
to report any concerns to Front door for families. 

The Prevent Duty works alongside other safeguarding policy and practice as required by 
Working Together to Safeguard Children (DfE 2015).  
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Designated Safeguarding Leaders 

Lisa Southon or Tara Clark/Hayley Ireland 

All staff are to report any concerns to these designated, safeguarding team leaders. 

The designated lead for safeguarding has an excellent oversight of the Prevent Duty at our 
setting.   

Risk assessment 
If staff have concerns for the welfare of a child they should contact Front Door for Families 
01273 290400 or FrontDoorforFamilies@brighton-hove.gcsx.gov.uk  (referral process and 
link 
A risk assessment will be made in relation to engagement with a group, cause or ideology as 
well as intent and capability to cause harm. 

Working in partnership 
Our policy and practice meet the requirements and recommendations of the Brighton & 
Hove Local Safeguarding Children Board https://www.bhscp.org.uk/ 

Staff training 
We will support our staff to feel confident to recognise signs of people at risk of being 
recruited by terrorist or extremist groups through accessing advice via the BHSCP. Key staff 
are encouraged to access the Channel awareness course: 
http://course.ncalt.com/Channel_General_Awareness/01/index.html 

There is also face to face and virtual training workshops through the online home office 
website which all our current staff have completed in May 2021. This keeps us regularly 
updated and gives us a better understanding of the Prevent Duty and any changes or 
updates. Please see the link Online home office E-Prevent training. 

IT policies 
Internet safety will be maintained at all times, alongside our social media policy to ensure 
that the staff, parents and children are protected from online radicalisation. 

References: 

• The Prevent duty: departmental advice for schools and childcare providers 
https://www.gov.uk/government/publications/protecting-children-from-
radicalisation-the-prevent-duty 

• Brighton and Hove BHSCB https://www.bhscp.org.uk/  
• Working Together to Safeguard Children (DfE March 2015) 
• Preventing Extremism and Countering terrorism: Prevent information for schools 

(Brighton and Hove City Council).           Updated September 2022 
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We have embedded the Fundamental British Values into our setting, documents and the 
EYFS to ensure that we are all aware of Democracy, Rule of law, Individual Liberty and our 
rights to mutual respect and tolerance as part of the Prevent Duty. 

 

British Values 

Democracy – We at MFW support children in Personal, Social and Emotional development 
(PSED) by giving them opportunities to develop their self-confidence and self-awareness, to 
make choices and decisions about what they want to explore and how they’re going to use 
the resources we’ve made accessible to them. By taking turns, sharing, collaborating and 
making decisions together, these skills are essential to get on in the adult world. 

Rule of law 

At MFW we help the children learn how to manage their feelings and behaviour; about 
learning right from wrong; about behaving within agreed and clearly defined boundaries; 
about dealing with consequences. We have 5 golden rules. 

Individual Liberty 

For individual liberty we at MFW focus on children’s self-confidence, self-awareness and 
people and communities. We help children develop a positive sense of themselves. Every 
time we provide opportunities for children to gather wild flowers, mix their own colours for 
leaf painting we are helping them develop their self-knowledge, self-esteem and increase 
their confidence in their own abilities. Every time we share a favourite book with a child, we 
are giving them time and space to explore the language of feelings and responsibility, this 
reflects on their differences and helps them to understand that we are all free to have 
different opinions. 

Mutual respect and tolerance 

At MFW we teach children to treat others as we want to be treated. How to be part of a 
community, manage our feelings and behaviour and form relationships with others. We 
value all views, faith, cultures and races. It is our job to help children to appreciate and 
respect their own culture and the cultures of others. We can help explore similarities and 
differences between themselves and others. 

 

Updated September 2022 
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Inclusion and Equality 

Statement of intent 
At My First Word we take great care to treat each individual as a person in their own right, 
with equal rights and responsibilities to any other individual, whether they are an adult or a 
child. We are committed to providing equality of opportunity and anti-discriminatory 
practice for all staff, children and families according to their individual needs. Discrimination 
on the grounds of age, disability, gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race, religion or belief, sex and sexual orientation has no place 
within our nursery.  

A commitment to implementing our inclusion and equality policy is part of each employee’s 
job description. Should anyone believe that this policy is not being upheld, it is their duty to 
report the matter to the attention of the Lisa Southon at the earliest opportunity.  

Appropriate steps will then be taken to investigate the matter and if such concerns are well-
founded, the nursery’s disciplinary policy will be followed. 

The legal framework for this policy is based on: 
• Special Education Needs and Disabilities Code of Practice 2015 
• Children and Families Act 2014 
• Equality Act 2010 
• Childcare Act 2006 
• Children Act 2004 
• Care Standards Act 2002 
• Special Educational Needs and Disability Act 2001. 

 
The nursery and staff are committed to: 

• Recruiting, selecting, training and promoting individuals on the basis of occupational 
skills requirements. In this respect, the nursery will ensure that no job applicant or 
employee will receive less favourable treatment because of age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 
or belief, sex and sexual orientation  

• Creating a working environment free of bullying, harassment, victimisation and 
unlawful discrimination, promoting dignity and respect for all, and where individual 
differences and the contributions of all staff are recognised and valued 

• Providing a childcare place, wherever possible, for children who may have special 
educational needs and/or disabilities or are deemed disadvantaged according to their 
individual circumstances 

• Making reasonable adjustments for children with special educational needs and 
disabilities to remove barriers and improve access for all  

• Striving to promote equal access to services and projects by taking practical steps 
(wherever possible and reasonable), such as ensuring access to people with additional 
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needs and by producing materials in relevant languages and media for all children and 
their families 

• Providing a secure environment in which all our families are listened to, children can 
flourish, and all contributions are valued 

• Including and valuing the contribution of all families to our understanding of equality, 
inclusion and diversity 

• Providing positive non-stereotypical information  
• Continually improving our knowledge and understanding of issues of equality, 

inclusion and diversity and training all staff about their rights and responsibilities 
under the inclusion and equality policy. 

• Regularly reviewing, monitoring and evaluating the effectiveness of inclusive practices 
to ensure they promote, and value diversity and difference and that the policy is 
effective, and practices are non-discriminatory 

• Making inclusion a thread which runs through the entirety of the nursery, for example, 
by encouraging positive role models through the use of resources, imaginary play and 
activities, promoting non-stereotypical images and language and challenging all 
discriminatory behaviour (see dealing with discriminatory behaviour policy). 

 

Admissions/service provision 
The nursery is accessible to all children and families in the local community and further 
afield through a comprehensive and inclusive admissions policy.   

The nursery will strive to ensure that all services and projects are accessible and relevant to 
all groups and individuals in the community within targeted age groups. 

Recruitment 
Recruitment, promotion and other selection exercises such as redundancy selection will be 
conducted on the basis of merit, against objective criteria that avoids discrimination. 
Shortlisting will be done by more than one person, where possible. 

All members of the selection group are committed to the inclusive practice set out in this 
policy and will have received appropriate training in this regard.  

Application forms are sent out along with a copy of the equal opportunities monitoring 
form. Application forms do not include questions that potentially discriminate on the 
grounds specified in the statement of intent. 

Vacancies are generally advertised to a diverse section of the labour market. 
Advertisements avoid stereotyping or using wording that may discourage particular groups 
from applying.  
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At interview, no questions are posed which potentially discriminate on the grounds 
specified in the statement of intent. All candidates are asked the same questions and 
members of the selection group will not introduce nor use any personal knowledge of 
candidates acquired outside the selection process. Candidates are given the opportunity to 
receive feedback on the reasons why they were not successful. 

 

We may ask questions (Under the Equality Act 2010) prior to offering someone employment 
in the following circumstances: 

• To establish whether the applicant will be able to comply with a requirement to 
undergo an assessment (i.e. an interview or selection test) 

• To establish whether the applicant will be able to carry out a function that is intrinsic 
to the work concerned 

• To monitor diversity in the range of people applying for work 
• To take positive action towards a particular group – for example offering a guaranteed 

interview scheme 
• You require someone with a particular disability because of an occupational 

requirement for the job. 
 

Staff 
It is our policy not to discriminate in the treatment of individuals. All staff are expected to 
co-operate with the implementation, monitoring and improvement of this and other 
policies. They are expected to challenge language, actions, behaviours and attitudes which 
are oppressive or discriminatory on the grounds specified in this policy and recognise and 
celebrate other cultures and traditions. All staff are expected to participate in equality and 
inclusion training. 

Staff will follow the ‘Dealing with Discriminatory Behaviour’ policy where applicable to 
report any discriminatory behaviours observed.  

 

Training 
The nursery recognises the importance of training as a key factor in the implementation of 
an effective inclusion and equality policy. All new staff receive induction training including 
specific reference to the inclusion and equality policy.  
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Early learning framework 
We follow the Early Years Foundation Stage and ensure that all learning opportunities 
offered in the nursery encourage children to develop positive attitudes to people who are 
different from them. Our curriculum encourages children to empathise with others and to 
begin to develop the skills of critical thinking. 

 

We do this by: 
• Identifying a key person to each child who will ensure that each child’s care is tailored 

to meet their individual needs and continuously observe, assess and plan for their 
learning and development 

• Listening to children (verbally and non-verbally) and making children feel included, 
valued and good about themselves 

• Ensuring that we know what each child knows and “can do” and have equal access to 
tailored early learning and play opportunities 

• Reflecting the widest possible range of communities in the choice of resources 
• Avoiding stereotypical or derogatory images in the selection of materials 
• Acknowledging and celebrating a wide range of religions, beliefs and festivals 
• Creating an environment of mutual respect  
• Supporting children to talk about their feelings and those of others, manage emotions 

and develop empathy 
• Helping children to understand that discriminatory behaviour and remarks are 

unacceptable 
• Knowing children well, being able to meet their needs and know when they require 

further support  
• Ensuring that all early learning opportunities offered are inclusive of children with 

special educational needs and/or disabilities and children from disadvantaged 
backgrounds  

• Ensuring that children whose first language is not English have full access to our early 
learning opportunities and are supported in their learning 

• Working in partnership with all families to ensure they understand the policy and 
challenge any discriminatory comments made 

• Ensuring the medical, cultural and dietary needs of all children are met and help 
• Children to learn about a range of food and cultural approaches to meal times and to 

respect the differences among them. 
 

Parent/carer information and meetings 
Information about the nursery, its activities, experiences, resources are shared with 
parents/carers as well as information about their child’s development. This is given in a 
variety of ways according to individual needs (written, verbal and translated), to ensure that 
all parents can access the information they need.   
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Wherever possible, meetings are arranged to give all families opportunities to attend and 
share information about their child. We also consult with parents/carers regularly about the 
running of the nursery and ask them to contribute their ideas.  

 

Updated September 2022 
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Special Educational Needs and Disability (SEND) Policy 

 
This policy complies with the statutory requirements laid out in the SEND Code of Practice 0-
25 (September 2021) and has been written with reference to the following guidance and 
documents:  

• Equality Act 2010: Advice for Schools DfE Feb 13  
• SEND Code of Practice 0-25 (Sept 2014)  
• Statuary Framework for the Early Years Foundation Stage (Sept 2014)  

 
Aims and Values  
At My First Word...grows up we are guided in our policy and provision for children with 
Special Educational Needs and Disability (SEND) by the same principles which underpin our 
objectives for all children in the preschool.  

• We believe that all children are unique young individuals, whose varying needs 
are best met in a structured social setting, giving a degree of individual attention 
in a range of groups and where a team of qualified staff celebrate successes as 
part of their positive view of children.  

• We aim to ensure that difficulties are identified early so that we can address 
concerns at the earliest opportunity.  

• We work in partnership with parents, carers and children, the Local Authority 
and other outside agencies. 

• Every teacher is a teacher of every child or young person including those with 
SEN  

 
In order to best achieve this management and staff are familiarised with the SEND Code of 
Practice 0-25 (2014) We support the professional development of all staff to enable them to 
identify, support, assess, do, review and provide for the needs of all children with SEND.  
 
Definition of Special Educational Needs 
A child is considered to have special education needs ‘if they have a learning difficulty or 
disability that calls for special educational provision to be made for him or her’ 
Learning difficulty or disability is defined for children of compulsory pre-school age as having 
‘significantly greater difficulty in learning than the majority of others of the same age, or 
having a disability preventing them making use of facilities of a kind generally provided for 
others of the same age’. 
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Name of the person responsible for co-ordination: Tara Clark 
My First Word...grows up preschool special educational needs and disability co-ordinator 
(SENCo) is Tara Clark the SENCo can be contacted on 07887521077. 
 
Aims  
The aims of the Special Educational Needs and Disability are:  

• To make reasonable adjustments for those with a disability by taking action to 
increase access to the curriculum, the environment and to printed information  

• To ensure that children with SEN engage in the activities in the preschool 
alongside children who do not have SEN.  

• To reduce barriers to progress by embedding the principles in the Statuary 
Framework for the Early Years Foundation Stage (Sept 2014) relating to Special 
Educational Needs  

• To use our best endeavours to secure special educational provision for children 
for whom this is required, that is “additional to and different from” that provided 
within the differentiated curriculum, to better respond to the four broad areas of 
need:  

1. Communication and interaction  
2. Cognition and learning  
3. Social, mental and emotional health  
4. Sensory/physical  

• To request, monitor and respond to parent/carers’ and children’s views in order 
to evidence high levels of confidence and partnership.  

• Staff to have undergone training to best enable them to meet children’s needs. 
• To support children with medical conditions to achieve full inclusion in all 

preschool activities.  
• To work in partnership with the Local Authority and other outside agencies, to 

ensure there is a multi-professional approach to meeting the needs of the 
children. 
  

Identifying Special Educational Needs  
Parent/Carers or other agencies may inform us about a child’s development. Staff may also 
become aware that a child is experiencing difficulties through their observations and 
monitoring. Many early concerns respond to the general strategies that we use to help 
children with their learning. If a child does not make progress despite this support, further 
action is indicated. 
 
The SEND Code of Practice 0-25 (2014) states that children’s special educational needs are 
generally thought of in the following broad areas of need and support:  

• Communication and interaction  
• Cognition and learning  
• Social, emotional and mental health  
• Sensory and/ or physical needs  
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• These four broad areas give an overview of the range of needs that should be 
planned for. The purpose of identification is to work out what action the setting 
needs to take, not to fit the child into a category. At My First Word...grows up we 
identify the needs of the child by taking into consideration the whole needs of 
the child and although the following are not Special Educational Needs, they may 
have an impact on children’s progress and attainment:  

• Disability (the Code of Practice outlines the ‘reasonable adjustment’ duty for all 
settings and schools provided under current Disability Equality legislation- these 
alone do not constitute SEN)  

• Attendance and Punctuality  
• Health and Welfare  
• EAL  
• Being in receipt of Pupil Premium Grant  
• Being a Looked after Child  
• Being a child of Serviceman/woman  

 
Graduated Approach to SEN Support 

• We use the Graduated Approach to guide our actions and help assess the level of 
children’s need.  

• Staff use their professional skills of observation and their understanding of child 
development to monitor all children within the setting, in order to begin to 
identify children who may have SEN.  

• Relationships are built with parent/carers to promote trust, so they feel more 
comfortable in disclosing and discussing sensitive issues.  

• We will listen to parent/carer concerns about a child’s behaviour in their home 
environment. We will refer children to the appropriate service, for assessment or 
support, if a parent/carer has significant concerns.  

• Concerns about children are always discussed initially with other team members 
in the knowledge that skilled observation and assessment will follow. These 
discussions may be informal or organised by the SENCo, but always with 
sensitivity to matters of confidentiality.  

• Providing and organising a broad curriculum flexible enough to meet the differing 
needs of all children. This should be informed by management, SENCo, and SEN 
support plans as appropriate.  

• We use observations to monitor individual children’s progress. We analyse the 
information from observations each term, looking for children who have made 
little or no progress.  

• We carry out a 2-year progress check on our 2-3 year old children and we discuss 
any concerns with parents and health visitors.  

• Additional or different provision required to help children make adequate 
progress will be arranged and a SEN support plan devised with clear targets and a  

                    date for review. The key person and SENCo make appropriate arrangements for  
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                   differentiating the curriculum and providing additional support for the child. If          
there is inadequate progress a referral to an outside agency may be considered.  

• Observations and assessments are kept on all children  
• Staff/key persons consult with parent/carers and are party to reviews, supported 

or guided by the SENCo.  
• SEN are discussed at every staff meeting with the team. The SENCo will brief staff 

on SEN support plan targets, assessment dates etc. Staff should contribute any 
current issues. Timescales will be reviewed every 6-8 weeks. 

• Outside agencies and other professionals will be contacted if a higher level of 
need is identified. These outside agencies could include BHISS and speech 
therapists etc.  

• The children will be entered on the SEN register if they have a SEN support plan. 
Children will exit the SEN register if it is decided by parents/carers/ the SENCo 
and outside agencies (if applicable) and that child has achieved their targets and 
are no longer being given additional support.  

 
 
Supporting Children and Families  

• Parent/carers can find out more information about Special Educational Needs 
and Disability via the Local Authority Local Offer - http://www.brighton-
hove.gov.uk/content/children-and-education/brighton-hoves-local-offer  
 

 
• Transitions from My First Word...grows up to primary school will be carefully 

planned with parents and children to ensure smooth transitions. A transition 
document/report of the child’s overall development upon leaving preschool will 
be completed and sent to their primary school in order to best assist your child’s 
new teachers in complete on-going assessments and help settle your child 
quickly.  

 
 
Key persons are available to talk to at the end of each day/week and parents can ring in at 
any point to make an appointment with their child’s key person. Additionally, we have 
termly parents, evenings where all children’s parent/carers are given the opportunity to 
meet with key persons and discuss their child’s development/developmental needs. 
Parent/carers of children with SEN will have the opportunity to meet with key persons and 
the SENCo 6 weekly to update on going plans or support.  

 
 
Supporting Children at the setting with Medical Conditions  
The preschool has a statutory duty under the Children and Families Act 2014 to support 
children with medical conditions in school so that they have full access to education 
including outings and physical development. This is referenced in our Health and Safety 
policy. 
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• Children with complex medical needs such as those at risk of allergic reactions, 
epilepsy, diabetes etc. will have a detailed Health Care Plan drawn up by the 
parents and preschool.  

• Some children may have SEN and may have an EHC plan, which brings together 
health and social care needs, as well as their special educational provision and 
the SEND code of practice (2014) is followed. 

• Children who require inhalers or other regular medication will be required to 
complete the necessary paperwork when starting preschool. It will be the 
parent/carer’s responsibility to ensure we are kept up to date with any changes 
and staff will monitor the expiry date of medications kept in the setting.  

• Children on antibiotics are allowed to attend preschool as long as they are well 
enough to do so and are not contagious. Only paediatric first aid trained staff are 
permitted to administer medicines. 

• All medicine administration procedures adhere to the LA policy and Department 
of Education (DfE) guidelines included within ‘Supporting pupils at school with 
medical conditions (DfE) 2014  

• All staff members are First Aid trained and this training is updated regularly. 
There are always qualified first aiders in the preschool.  

 
 
Monitoring and Evaluation of SEND  
The SENCo and management are responsible for updating and implementing this policy in 
line with new practices and procedures  
 
 
Training and Resources  

• Staff are all encouraged to undertake training and development specific to their 
role. 

• Additional staff, equipment and training will be funded as and when required. 
• All staff are made aware of the SEND policy and must comply with it.  
• The SENCo regularly attends local SENCo network meetings and any other 

training offered with regards to special Educational Needs in order to keep up to 
date. They are expected to cascade SEN info to staff in a staff meeting. 

• All staff members are trained regularly on Safeguarding to ensure the safety and 
protection of children in our care  
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Roles and Responsibilities  
The SENCo is: Tara Clark 
 

• Has responsibility for the day-to-day operation of the SEND policy.  
• Is the first point of reference for enquires by parent/carers, staff, external 

agencies, etc  
• Liaises with staff, parent/carers and children, and outside agencies etc. in 

relation to SEND  
• Monitors the implementation of SEND policy.  
• Organises Pre-school-based sessions for staff members e.g. on the Code of 

Practice, completing IEPs SEN Support Plans  
• The SENCo is responsible for the maintenance of SEND information, and 

overseeing of individual records of children with SEN.  
 
Storing and Managing Information  
 
The designated safeguarding officer is Lisa Southon in her absence is: Tara Clark or Hayley 
Ireland 

• The storage of SEN information is kept in a locked cupboard within the 
preschool.  

• Computer Information is stored on the preschool computer which is password 
protected and kept in a locked cupboard.  

• Documents regarding individual children will be shredded once they are not 
needed  

 
Accessibility  

 
• My First Word...grows up has a lift to reach the setting.  
• There is access to a disabled toilet and low level toilets and hand basins  
• We have a pushchair park for parents to leave pushchairs when bringing their 

children to preschool. (Refer to equality policy). 
• Visual Timetables are in place. 
• We are always happy to discuss individual access requirements when necessary 
• We seek support from the local authority for translation purposes for families 

with English as an additional language who may require this service.  
 
Dealing with Complaints  

• Through prompt action in enlisting parent/carers partnership in addressing the 
needs of children with special educational needs, it is hoped to minimise cause 
for complaint.  

• In any such cases the staff should normally refer a parent to the SENDCo, or refer 
to management if that seems more appropriate.  

• Complaints are dealt with in line with our complaints policy.  
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• If a parent has a concern about the Education and Health Care Plan process, the 
SENCo will liaise with the Assessment and Monitoring Team in collaboration with 
the parents.  

 
Bullying  
 
At My First Word...grows up any incident of bullying (physical or verbal) is considered a 
serious matter and are dealt with using our Anti-bullying and harassment policy. The 
member of staff seeing or hearing an incident should be the person to deal with the 
incident, and ensure the child’s key person is informed. 

The key person should arrange support from and involvement by management where 
appropriate. Discussion with the parent/carers should be conducted by and agreed with the 
management, and a record is then kept in the child’s file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Toileting Policy 

We are happy to help support you with potty training your child and will work with you for 
continuity of care. We ask that you provide lots of spare clothes and under wear as lots of 
accidents are to be expected. 

Please let us know if you are beginning to toilet/potty train at home and we will follow on 
with your lead. Please do remember home and preschool settings are very different, and 
although your child may be doing well at home, it does not always follow on at nursery! 
Children get distracted very easily in a larger busier environment and sometimes may 
appear not to do so well.  

Staff will wear gloves and protective aprons when helping clean and change a child. We will 
never humiliate a child and professionally and privately help support the child through this 
stage. 

Wet or soiled clothing will be put into a plastic bag. We will remove as much of the 
excrement as possible, but you will need to understand that sometimes this will not work 
and on occasions the best option will be to dispose of the underwear. If you would prefer us 
not to throw underwear away, please let us know and this will of course be put in a bag for 
you to take home in whatever condition.  

 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Positive Behaviour Policy 

At My First Word We believe that children who know and understand what rules and 
boundaries are for, will feel more secure, safe and happy in their environment and are 
therefore less likely to engage in negative behaviours. We treat our nursery as a community 
where we make a point of living by the values of kindness, co-operation and tolerance. We 
put these values in to practice daily by being positive role models for the children to learn 
from. We help children develop an understanding of the range of feelings and state of mind 
they experience such as sadness, fear, anger, happiness and jealously. We help them, learn 
the names of these feelings, this then helps reassure a child and gives them permission to 
express and practice them in nursery. The children are therefore given opportunities for 
social learning and to learn self- regulation techniques. 

We believe that a shared approach to dealing with behavioural difficulties is essential, so we 
always involve parents/carers in developing and implementing appropriate plans for dealing 
with challenging behaviour. We role model positive behaviour experiences and encourage 
the children to learn to speak nicely to each other, as this helps them realise when they are 
upset and have hurt their friends how to apologise in a meaningful way, rather than saying 
sorry. 

Our golden rules at My First Word are: 

• We are always gentle 
• We always listen 
• We walk inside the nursery 
• We share and look after our toys 
• We are always kind and helpful 

These ‘rules’ will be introduced in a positive way to encourage the children to be respectful. 
We will use positive behaviour management by using the following approaches: 

• Reward positive behaviour 
• Encourage self-discipline and respect for others  
• Set realistic boundaries according to the child’s age and stage of development 
• Encouragement instead of orders and instructions  
• A consistent approach used by all 
• Build children’s self-esteem through praise, appreciation and attention  
• Discuss with a child if they are able to understand 
• Support children in learning self-regulation techniques. 
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At My First Word we will deal with challenging behaviour by creating a calm, caring 
environment where children are treated with respect. We will:  

• Provide structure within the environment where the children can be free to choose 
and experiment. 

• Focus on the positive behaviour and not the undesirable behaviours. 
• Ignore undesirable behaviours, redirect the child to a more positive behaviours and 

give plenty of praise. 
• Deal with any physically challenging behaviour by getting down to the child’s level 

and saying “STOP” as well as using the Makaton stop sign, whilst giving attention to 
the child that is hurt. 

• Find out the ‘triggers’ or causes of the behaviour by using the ABC observation tool. 
A- Antecedent 
B- Behaviour 
C- Consequence. 

• Adults will be positive role models in promoting positive behaviours, modelling at all 
times in a calm and controlled manner. 

• Support the child by listening to them and helping them express their frustration, 
help them to put their feelings into words. 

• Consider what the child feels, needs and wants. 
• To give the child a safe, quiet place to calm down. 
• Distract where possible to a positive alternative, such as swapping a hard toy for 

bean bags and a hop if the child is throwing toys or equipment. 
• To support children in learning about emotions and how to self-regulate them. 
• If a behaviour is linked to a sensory need, offer alternatives such as chewy toys if a 

child is prone to biting. 
• Send a clear message of appropriate behaviour, by teaching clear, consistent 

boundaries 
 

We will always take into account the reasons behind unacceptable behaviour and will help 
the child through this the best we can. We will never result in physical punishment or 
humiliate your child! 

Unwanted behaviour could be the result of tiredness, hunger or frustration at a child’s 
inability to express their needs appropriately, due to age, SEN or EAL, which might result in 
biting, snatching or lashing out.  
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We always take into account the age and stage of development of your child when 
managing behaviour this allows for each strategy, we put into place to work to its best 
potential.  

We always try to anticipate potential areas where conflict can arise by having multiples of 
popular resources and the use of a sand timer to encourage sharing and turn taking. This 
helps younger children that may have difficulties sharing. 

If physical intervention is used to stop children becoming a danger to themselves or others it 
shall be recorded in the Accident, Incident and Medication Folder and parents will be 
informed at the end of the day when they come and collect their child or phoned 
immediately if thought to be a serious incident. This will only be used as a last resort. 

We do not use physical punishment in any form and will not restrain (except in the case of 
danger), isolate or humiliate any child in our care.  If behaviour becomes an issue, we are 
aware that a consistent approach by the parent and ourselves is required. We will therefore 
arrange a mutually agreed time to discuss and agree on an approach, without the child 
being present. If necessary, advice from outside agencies will be sort with agreement from 
the parent.  

If any problems arise regarding your child’s behaviour, then we will arrange a time to discuss 
this with you. If appropriate at the end of each session, we will inform you of any issues that 
have occurred during the day and how we have dealt with them. If we are unable to do this 
because of the presence of other people, we will contact you later in the day.  

If you have any concerns regarding the managing of your child’s behaviour, please do not 
hesitate to contact us. It is important that we work together on managing behaviour to 
ensure continuity of care. 
 
Our named behaviour practitioner is ???????? who has attended behaviour training and will 
feedback to staff any new information or practices that would be useful for us to 
implement. 

 

UPDATED September 2022 
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Whistle Blowing Policy 
 
WELFARE REQUIREMENTS 
 
SAFEGUARDING AND PROMOTING CHILDREN’S WELFARE. 
 
TAKE NECESSARY STEPS TO SAFEGUARD AND PROMOTE THE WELFARE OF CHILDREN IN THE 
SETTING. 
 
SUITABLE PEOPLE. 
 
ADULTS LOOKING AFTER CHILDREN, OR HAVING UNSUPERVISED ACCESS TO THEM, MUST 
BE SUITABLE TO DO SO. 
 
ADULTS LOOKING AFTER CHILDREN MUST HAVE APPROPRIATE QUALIFICATIONS, TRAINING, 
SKILLS AND KNOWLEDGE. 
 
STAFFING MUST BE ORGANISED TO ENSURE SAFETY AND TO MEET THE NEEDS OF THE 
CHILDREN. 
 
My First Word... grows up provides a place of safety and security for the children. All staff 
must feel confident and able to share any concerns regarding any of the children in their 
care, the parents or other staff members. We have an open and honest environment and an 
“open door” ethos. If any member of staff has a concern, they should feel a genuine 
freedom to be able to discuss it with a senior member of staff. 
All adults working within the setting should be observant at all times to ensure high 
standards of care to all children. Whilst we expect all our colleagues, both internal and 
external, to be professional at all times and hold the welfare and safety of every child as 
their paramount objective, there may be occasions where this may not be happening. 
It is vital that all team members talk through any concerns they may have with management 
at the earliest opportunity to enable problems to be ironed out as soon as possible. 
 
Disclosure of information  
 
If at any point you become aware of information that you reasonably believe tends to show 
one or more of the following, you MUST use the preschool disclosure procedure set out 
below 

• That a criminal offence has been or is likely to be committed 
• That a person has failed is failing or is likely to fail to comply with any obligation to 

which they are subject e.g. EYFS, My First Word policy or procedure, Ofsted 
• That a miscarriage of justice that has occurred, is occurring, or is likely to occur. 
• That the health and safety of any individual has been, is being, or is likely to be 

endangered. 
• That the environment has been is being or is likely to be damaged 
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• That information tending to show any of the above, is being, or is likely to be, 
deliberately concealed. 

 
Disclosure procedure  
 

• If this information relates to safeguarding then the safeguarding policy should be 
followed, and concerns must be reported to management and the LADO local 
authority designated officer (Darrel Clews) immediately. 

• Where you reasonably believe one or more of the above circumstances listed above 
has occurred you must promptly disclose this to management. 

• Employees will suffer no detriment of any sort for making such a disclosure. 
• Any disclosure or concerns raised will be treated seriously and dealt with in a 

consistent and confidential manner. 
• Any employee who is involved in victimizing employees who make a disclosure or 

takes any action to deter disclosure or who makes a malicious allegation or 
disclosure in bad faith will be subject to disciplinary action which may result in 
dismissal. 

• Failure to report serious matters will be investigated and will also lead to disciplinary 
action, which may result in dismissal. 

• Any management employee who inappropriately deals with a whistle blowing issue 
may be deemed to have engaged in gross misconduct, which could lead to dismissal. 

 
My First Word prides itself on its caring and safe environment and has high standards in 
relation to all aspects of the care of children. This includes safe handling, positive and kind 
communication, and caring attitudes. All staff have a responsibility to maintain these values 
and to follow nursery policies and procedures at all times. If you believe any colleague is in 
any way not upholding this ethos, it is your responsibility to disclose your concerns to a 
leader/manager and you MUST do so promptly. Failure to do so may result in disciplinary 
action, which may lead to dismissal. Leaders and Managers have a responsibility to address 
all disclosures appropriately. 
 

 
 
 
 
 
 

Updated September 2022 
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ACCEPTABLE USE (of cameras, smart watches & mobile phones) POLICY 
 
It is our intention to provide an environment in which children, parents and staff are safe 
from images being recorded and inappropriately used in turn eliminating the following 
concerns:  
1) Staff being distracted from their work with children  
2) The inappropriate use of mobile phone cameras around children  
 
Aim  
Our aim is to:  

• Have a clear policy on the acceptable use of mobile phones and cameras that is 
understood and adhered to by all parties concerned without exception.  

 
In order to achieve this aim, we operate the following Acceptable Use Policy:  
Mobile Phones  

• The nursery allows staff to bring in personal mobile telephones and devices for their 
own use.  

• Users bringing personal devices into pre-school must ensure there is no 
inappropriate or illegal content on the device.  

• All staff must ensure that their mobile telephones/devices are left in a mobile phone 
box located in the Hallway, and switched off, and must never come into contact with 
children. Staff bags should be placed in the hall unless requested by the Manager or 
Deputy to move them to another appropriate location. Please sign your mobile in 
and out when you leave.  

• Mobile phone calls may only be taken at staff breaks or in staff members’ own time 
and not in front of the children.  

• If staff have a personal emergency, they are free to use the setting’s phone or make 
a personal call from their mobile if agreed first by management  

• If any staff member has a family emergency or similar and required to keep their 
mobile phone to hand, prior permission must be sought from the Manager and the 
phone must remain in the phone box (which is kept with management)  

• Staff (will need to) ensure that the Manager has up to date contact information and 
that staff make their families, children’s schools etc. Aware of emergency work 
telephone numbers. This is the responsibility of the individual staff member.  

• Parents are asked not to use their mobile phones in the presence of the children at 
the nursery. In the case of an emergency, they would need to go to the kitchen to 
make or receive a call.  

• If parents wish to use their phone to take a photo of their child (or a camera), they 
must ask the permission of a member of nursery staff and ensure only their child is 
in the photo. 

• During group outings nominated staff will have access to the setting’s nominated     
mobile phone, which is to be used for emergency purposes only and to contact 
management.  
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• The setting’s phones that have cameras must carry branding to easily identify them 
as distinct from staff members’ personal devices. 

• A phone belonging to the setting must be carried on school drop-offs or pick-ups. A 
member of staff must not carry their own mobile phones on such journeys. 

• It is the responsibility of all members of staff to be vigilant and report any concerns 
to management 

• Concerns will be taken seriously, logged and investigated appropriately (see 
allegations against a member of staff policy).  

• Management reserves the right to check the image contents of a member of staff’s 
mobile phone should there be any cause for concern over the appropriate use of it.  

• Should inappropriate material be found then our Local Authority Designated Officer 
(LADO) will be contacted immediately. We will follow the guidance of the LADO as 
to the appropriate measures for the staff member’s dismissal.  

 
Cameras  
 
Photographs taken for the purpose of recording a child or group of children participating in 
activities or celebrating their achievements is an effective form or recording their 
progression in the Early Years Foundation Stage. However, it is essential that photographs 
are taken and stored appropriately to safeguard the children in our care.  

• Only the designated pre-school camera is to be used to take any photo within the 
setting or on outings.  

• Images taken on this camera must be deemed suitable without putting the 
child/children in any compromising positions that could cause embarrassment or 
distress.  

• All staff are responsible for the location of the camera; Images taken and stored on 
the camera must be downloaded as soon as possible, ideally once a week.                      

• Images will first be approved by management before being used. 
• Images should be downloaded on-site.  
• Photographs should then be distributed to members of staff (key workers) to record 

in children’s achievement files.  
• If photographs need to be taken in a bathroom, i.e. photographs of the children 

washing their hands, then management must be asked first, and staff be supervised 
whilst carrying out this kind of activity. At all times the camera must be placed in a 
prominent place where it can be seen.  

• Orders for prints of photos must use the setting as the delivery address.  
• Learning journals with children’s photos must not be taken home by members of 

staff. 
Failure to adhere to the contents of this policy will lead to disciplinary procedures being 
followed and possible instant dismissal.   
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Smart Watch Policy 

Smart watches may only be worn into the nursery rooms/gardens, kitchen and Forest 
School if Bluetooth and internet connectivity is switched OFF, via airplane mode or turning 
the functions off manually. Staff are not permitted to receive text, phone calls, what’s app 
or any messages whilst working. Staff are also to be vigilant of others checking their watches 
or hearing their watches ring and are expected to report any personal use to management.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Transition Policy  

Aim of the Policy  

This policy aims to ensure that My First Word makes any transition as easy and enjoyable as 
possible for parents and children.  

Children experience many transitions in their early years and our nursery team are sensitive 
to the difficulties children may have whilst going through these transitions.  

Some examples of transitions that young children and babies may experience are:  

•  Starting nursery (see Settling In Policy)  

•  Moving between rooms at nursery  

•  Starting school or moving nurseries  

•  Changes in home environment such as family breakdowns, new siblings, moving 
home, death of a family member or a pet.  

Supporting Transitions in the Nursery  

The nursery will support all children in the nursery with any transitions they may be 
encountering. The nursery team will be sensitive to any changes in their key 
children’s behaviour and personality. We respectfully ask that parents inform us of 
any changes in the home environment that may impact on their child so the team 
can be aware of the reasons behind any potential changes in the child’s character.  

If the transition relates to the child starting at the nursery we will follow our Settling 
In Policy. If the transition is due to occur whilst the child is at nursery, e.g. moving 
rooms or starting school, the nursery will fully support the child through this process 
in the following ways:  

Transition between Rooms  

My First Word Rooms and the age ranges for these rooms are as follows:  

Baby to Toddler Moon Room 

Toddler to 2 Sun Room 

2-5 Stars Room 
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Please note that these are only guidelines – if the team feel it is appropriate to move a child 
up before or after these recommended ages, the Room Leader will discuss with the Nursery 
Manager and the parents before any decision is made.  

Things we consider when planning room moves:  

•  Age – this is the most common way we decide which child is ‘moving up’ next  

•  Availability – Children can only move to a new room if there is a place available. 
This means that sometimes a younger child may move before an older child if their 
registered sessions are available before the sessions of the older child.  

•  Ability – we often have requests from parents to advance a child to the next room. 
However, ability only gets taken into account if in the view of the team that child’s 
behaviour is being affected by needing the ‘challenge’ of the next room. Very gifted 
children are often more than happy in their room. It is unusual that a child’s 
behaviour will start to become an issue because they need more challenge, but 
when this happens, we will endeavour to move them up as quickly as possible.  

•  Friendship Groups – we are often asked to keep ‘friends’ together and we will do 
our best to accommodate this. However, this can often mean the older child waiting 
for the younger friend rather than the younger friend being accelerated up.  

Communicating room moves with Parents  

The Room Leaders hold a meeting each month to discuss room moves and agree which 
children will be moving to a new room the following month. After this meeting, Room 
Leaders will communicate these suggestions with parents (no forward commitments can be 
made more than a month in advance).  

Once a room move is agreed, parents will be taken to visit the new room and introduced to 
the child’s new Key Person. They will also be asked to review their Registration Forms, 
Permission Forms and read and sign the ‘All About Me’ document.  

Please note that the nursery’s computer system will automatically move children on their 
birthday, however this is not in practice what we do – adjustments to the computer 
programme will be made after each monthly Room Leader meeting.  

Settling In Visits  

Settling in sessions will be arranged for the child to go on visits to their new room to 
familiarise them with the routine, other children and team members. The nature and 
personality of the child will dictate how many visits are needed – each child is different.  
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A new Key Person will be agreed and the existing Key Person will complete the ‘All About 
Me’ document and will share with the new Key Person information relating to the child’s 
individual achievements, needs and requirements. This will happen before any settling in 
sessions.  

When a child goes on a visit, a ‘transition pack’ containing the following will go with the 
child;  

•  Coat and bag  

•  Learning Journey  

•  Dietary Card  

•  Comforter  

•  Favourite toy/book from room  

Starting school  

• Starting school is a huge transition and the nursery will do all it can to facilitate a 
smooth move. We have a variety of methods that support this:  

•     The nursery will provide a variety of resources that relate to the school, e.g. 
uniform to dress up in, a role play area set up as a school classroom, photographs of 
all the schools the children may attend. This will help the children to become familiar 
with this new concept of school.  

•    The nursery will invite school representatives into the nursery to introduce them 
to the children.  

•    The key person will initiate conversations with their key children, who are due to 
move to school, about the school and discuss what they think may be different and 
what may be the same. They will talk through any concerns the child may have and 
initiate activities or group discussions relating to any issues enabling these to be 
overcome.  

•    There will be a trip to the Sealife centre and a framed graduation photo for 
school leavers to celebrate their time and achievements at My First Word  

•    We will provide each school with a school transfer form, to enable teachers to 
have a good understanding of each child received. This will include their interests, 
strengths and level of understanding and development in key areas. This will support 
continuity of care and early learning.     Updated September 2022 
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Anti-Bullying and Harassment Policy  

Bullying, in any form, is considered unacceptable by My First Word...grows up. This relates 
to instances involving children, staff or parents/careers. Any behaviour that is considered to 
amount to bullying will be recorded and addressed with the individual concerned. 

In the case of a child, this will be within the framework and procedures of the settings 
Behaviour Policy. Persistent bullying, which cannot be resolved, may eventually result in the 
child being excluded from the setting. 

Allegations of bullying involving members of staff will be dealt with through the framework 
and procedures of the settings discipline and grievance policy and must be reported to 
management. 

Repeated instances of behaviour that amount to bullying of staff by users of the setting’s 
services will result in the family being excluded from the setting. 

We define bullying as the deliberate repeated harassment of others through emotional, 
physical, psychological or verbal abuse. 

Aims 

• To promote the good health of the children in our care, in line with the 
safeguarding and welfare requirements of the statutory Framework for the 
Early Years Foundation Stage 

• To provide a supportive, caring and safe environment without fear of being 
bullied 

Procedures 

Preventing bullying behaviour 

The settings staff will promote an anti-bullying ethos and environment in the following 
ways: 

• Encouraging caring and nurturing behaviour 

• Playing and working for a caring and co-operative ethos 

• Discussing friendships and encouraging paired, group and team play 

• Encouraging children to report bullying without fear/close supervision 
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• Staff will discuss the issues surrounding bullying including why bullying 
behaviour will not be tolerated where age appropriate 

• Staff will discuss the consequences of bullying behaviour where age 
appropriate 

 

Responding to bullying behaviour  

We acknowledge that despite all efforts to prevent it, bullying behaviour can occur on 
occasion. Should such incidents occur, the staff will respond in accordance with the 
following principles: 

• We will always listen and act upon concerns 

• We address incidents thoroughly and sensitively. 

• We intervene to stop the child who is bullying from harming the other child 
or children; 

• We explain to the child doing the bullying why her/his behaviour is not 
acceptable; 

• We give reassurance to the child or children who have been bullied;  

• We reassured them that what they say will be taken seriously and handled 
sympathetically; 

• We help the child who has done the bullying to recognise the impact of their 
actions; 

• We make sure that children who bully receive positive feedback for 
considerate behaviour and are given opportunities to practice and reflect on 
considerate behaviour; 

• Will support the individual who has been bullied, keeping them under close 
supervision, and checking their welfare regularly; 

• We do not label children who bully as bullies 

• We recognise that children who bully may be experience bullying themselves, 
or be subject to abuse or other circumstance causing them to express their 
anger in negative ways towards others; 
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• 9We recognise that children who bully are often unable to empathise with 
others and for this reason we do not insist that they say sorry unless it is clear 
that they have done. Empty apologies are just as hurtful to the bullied child 
as the original behaviour; 

• We discuss what has happened with the parents of the child who did the 
bullying and work out with them a plan for handling the child’s behaviour; 
and 

• We share what has happened with the parents of the child who has been 
bullied, explaining that the child who did the bullying is being helped to adopt 
more acceptable ways of behaving; 

• All incidents of bullying will be recorded, logged and addressed. 

• Management will review the pre-school’s procedures in respect of bullying, 
to ensure that practices are relevant and effective. 
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DISCIPLINARY & GRIEVANCE PROCEDURE 

 
Disciplinary Procedure 
The following stages apply where My First Word...grows up has a complaint about the work 
or inappropriate behaviour of a staff member: 
The statutory procedure which is set out in full in schedule 2 of the Employment Act 2002 
can be summarised as below: 
An attempt should first be made to resolve the problem informally 
 
Step 1 
An oral warning will be given. 
 
Step 2  
The employee will be notified in writing of the alleged complaint – in terms of performance 
or conduct: and the basis for the allegations will be set out. The employee will be invited to 
a meeting to discuss the matter. 
 
Step 3 
A meeting will be held to discuss the basis of the complaint – the employee has the right to 
be accompanied by a work colleague or union representative. The employee will be advised 
of the decision and the right to appeal. 
 
Step 4 
An appeal meeting will be held (if the employee wishes to appeal) at which the employee 
has the right to be accompanied as above – the employee will be advised of the final 
decision. 
Where a letter of complaint is given, you are entitled to 7 day’s notice of any disciplinary 
hearing. You will have the right to attend the hearing and to reply to the complaint. 
Unless the complaint is dismissed My First Word...grows up will give you written notice as 
detailed above. 
  
Instant dismissal is possible only in extreme circumstances of gross misconduct.  Examples 
of such misconduct would be: 

• Theft or Fraud. 
• Ill- treatment of children. 
• Assault. 
• Malicious damage. 
• Gross carelessness, which threatens the health and safety of others.  
• Being unfit through abuse of drugs or alcohol. 
• Breaking confidentiality depending on the severity. 

Otherwise, the employee will not be dismissed without the appropriate warnings. 
A friend or trade union official may accompany the employee at each stage if s/he wishes, 
and that person may speak on her/his behalf. 
• If an oral warning is to be given: 
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• The employee should be interviewed by management who will explain the 
complaint. 

•  The employee will be given full opportunity to state his/her case. 
•  If the warning is still considered to be appropriate, the employee will be told.      
• What action should be taken to correct the conduct. 

• That he/she will be given reasonable time to rectify matters. 
• That if he/she fails to improve then further action will be taken. 
• That a record of the warning will be kept. 
• That he/she may appeal against the decision. 
•  If the employee fails to correct his/her conduct and further action is 

necessary. 
• The employee will be interviewed and given the opportunity to state 

his/her case. 
• If a further formal warning is considered to be appropriate, this will be 

explained to the employee and a letter confirming this decision will be 
sent to the employee. 

(iii)      The letter will: 
                        a.      Contain a clear reprimand and give the reason for it. 
                        b.         Explain what corrective action is required and what reasonable time will 
be given for improvement.                                                    
                        c.         Warn that failure to improve will result in further disciplinary action, 
which could result in dismissal. 
                        d.         Explain that he/she has the right to appeal against the decision. 
  
3.         If the employee still fails to correct his/her conduct, then:  
(i)        The employee will again be interviewed and given the opportunity to state 
his/             her case as before. 
(ii)      If the decision is to dismiss, the employee will be given notice of dismissal, stating the 
reasons for the dismissal and giving details of the right to appeal. If progress is satisfactory 
within the time given to rectify matters, the record of warnings on the individual’s file will 
be destroyed. 
 
Appeals 
An appeal against decisions made at any stage in the proceedings must be in writing to 
management within five days of a disciplinary interview.  The appeal hearing will be held, if 
possible, within ten days of receipt of the appeal. Procedures will be informal, and the 
employee may take a friend or trade union official to speak for him/her. 

• The employee will explain why he/she is dissatisfied and may be asked   
questions 

            (b)       The Manager will be asked to put their point of view and may be asked 
questions. 
            (c)       Witnesses may be heard and may be questioned by the appeals committee. 
            (d)       The committee will consider the matter and make known its decision. 
A written record of the meeting will be kept. 
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Suspension 
If the circumstances appear to warrant instant dismissal, an employee may be suspended on 
full pay while investigations are made. 
 
 
Grievance Procedure 
The following procedure applies should a member of staff/management have a grievance 
with a colleague. There is no definition for a grievance and only an individual can determine 
whether or not they feel aggrieved. 
My First Word...grows up encourages in the first instance to try to resolve the problem 
informally with the person with whom you have the grievance. Should that not be possible 
or successful the following stages apply: 
 
Stage One: 
If the matter is not resolved informally, the matter should be raised in writing with your 
supervisor. (If the grievance is with the supervisor you should refer to stage two of the 
grievance procedure). 
The supervisor will deal with your grievance as quickly as possible and normally you should 
expect to receive a verbal and written response within 7 days. 
 
Stage Two: 
If the matter is not resolved at stage one or the grievance is about the supervisor, the 
matter should be raised in writing with management. You should expect to receive a written 
and verbal response within 7 days. 
A full meeting of the committee will then take place within 28 days of receiving your written 
request. The grievance will be considered along with any supporting documentation 
submitted and any other relevant information/evidence brought to the attention of 
management during the course of stage one and two. You will be given the opportunity to 
present your grievance at this meeting and you the right to be supported at the meeting by 
a work colleague or union representative, although you will not be able to remain during 
any deliberations that may take place following your presentation. You should expect to 
receive a written response within 7 days.   
It is hoped that these procedures will settle any grievances fairly and as near as possible to 
the point of origin.  It is intended to be simple and rapid in operation. 
 

 

 

Updated September 2022 
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Lost Child Policy 

In the unlikely event of a child becoming lost in our care we would firstly make sure all 
the other children were safe and then follow this procedure: 
 

• All staff present will be informed and the person in charge will organise an 
immediate thorough search of the setting, ensuring that all other children 
remain supervised throughout. Practitioners would use a code word to alert 
all other staff of a lost child. This is ‘CODE RED’. 

• We will quickly check the settings security and search the surrounding area 
of the setting in the unlikely event of a child leaving the building. 

• We would provide photographs to help assist all appropriate parties if 
needed. 

• We would then alert the police.  
• We would then alert the parents of the situation. 
• At least one member of staff will remain in the room the child was last seen 

and continue searching for the child.  
• Management will meet the police and parents/carers when they arrive. 
• Afterwards we would detail the incident in the Accident, Incident and 

Medication book and inform Ofsted. 
• We would also evaluate the incident to see if any policies and/or procedures 

need updating. 
We take precautions to avoid situations like this happening by implementing the 
following measures: 

• Ensuring staff are always in ratio. 
• Ensuring each child is accounted for by performing regular head counts and 

continually checking children who are in the sleeping area.  
• Catches are fitted to stop children getting through doors. 
• Front doors and garden gates are locked. 
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Lost Child on Outings Policy 

In the unlikely event of a child becoming lost in our care we would firstly make sure all 
the other children were safe and then follow this procedure: (EYFS 3.73) 
 

• All staff present will be informed and the person in charge will organise an 
immediate thorough search of the area, ensuring that all other children 
remain supervised throughout. Nursery staff would use a code word to alert 
all other staff of a lost child. This is ‘CODE RED’  

• A head count would be taken of all remaining children and staff from the 
nursery would go and help assist the safe return of the other children. 

• We will quickly alert the security staff so they can seal off any exits and 
monitor the situation on any CCTV if relevant  

• We would provide photographs to help assist all appropriate parties  
• We would then alert the police and provide a full description 
• We would then alert the parents of the situation 
• At least one member of staff will remain at the scene and continue 

searching for the child  
• The remaining member of staff will meet the police and parents/carers 

when they arrive at a designated point 
• We would notify the LADO within 24 hours of the incident. 
• We would detail the incident in the Accident, Incident and Medication book 

and inform Ofsted 
• We would also evaluate the incident to see if any policies and/or procedures 

need updating, undertake to investigate the incident, to identify learning 
opportunities and to collate a subsequent action plan 

• The investigation should consider whether there was negligent care, professional 
misconduct and/or whether organisational and operational practices were at fault 

• We take precautions to avoid situations like this happening by implementing 
the following measures: 

• Ensuring that the children wear hi-viz jackets, are strapped into buggies, 
wear reins and hold an adult’s hands when on outings 

• We teach all the children about the dangers of wandering off and of talking 
to strangers. 

 

 

  

 

 

Updated September 2022 
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Intruders Policy 

It is our aim to maintain the highest possible security of our premises to ensure that each of 
our children is cared for safely at all times. The main doors will be supervised at all times, 
the doorbell will be rung by anyone wanting permission to enter and identification will need 
to be checked. 
 
Security measures in place  
 

• We have systems in place for the safe arrival and departure of children.  
• The times of the children’s arrival and departure are recorded.  
• The arrival and departure times of all adults (staff, volunteers and visitors are 

recorded.  
• Photographs of staff are displayed at the entrances.  
• A member of staff will greet parents/carers at the main doors when they arrive and 

depart.  
• The garden has locks and bolts on the gates and doors with codes. 
• Children are only allowed to go home with the named person on their registration 

document, unless prior notification is given from a parent/carer and a password 
must be given when the person arrives before we allow the child to leave.  

• If staff cannot identify a person coming to collect a child, the child’s parents will be 
contacted for clarification.  

• We have systems in place for intruders. Staff and students are aware of the 
codeword ‘CODE BLUE’ which is used should we have an intruder.  

 
Procedures for:  
 
Intruders posing a safety hazard  
 

• Politely approach the intruder, identify yourself and ask the purpose of their visit. 
Having a member of staff close by to secure the door and for support if needed.  

• Explain that all visitors must sign in.  
• It the intruder becomes agitated and refuses to leave the building peacefully 

endeavour to calm the person whilst trying to gain the attention of your staff 
member to call the police.  

• If the caller persists, the children and staff will assemble together and will be 
distracted by staff, register and telephone will be taken with them, and they will stay 
there until the police arrive.  

• If the person leaves before the police arrive do not attempt to detain them.  
• If the person does not leave before the police arrive. Explain to the officers what has 

happened, so they can deal with the intruder and find a cause for arrest.  
• Remember to log the incident and review security measures.  
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If the Intruder is armed  
 

• All staff will be alerted, and the police contacted immediately.  
• Staff will remain calm diverting the intruder as far away from the children as 

possible.  
• The children and staff will assemble together and will be distracted by staff, register 

and telephone will be taken with them, and they will stay there until the police will 
arrive.  

• If the intruder shows a weapon try to remain calm do not try to disarm them, 
reassure them that it is not necessary for them to use it.  

• Once the police arrive, make them aware of where the intruder is and any weapon 
you may have seen describing the intruder and reporting anything relevant the 
intruder may have said.  

• All staff and children should remain where they are unless directed otherwise by the 
police.  

• Incidents should be recorded, and security procedures reviewed and updated.  
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Safer Recruitment of Staff Policy 

At My First Word we are vigilant in our recruitment procedures aiming to ensure that all 
people working looking after children are suitable to fulfil the requirements of their role. We 
have effective systems in place to ensure that practitioners and any other person who may 
have regular contact with children are suitable. 

We follow this procedure each and every time we recruit a new member of staff to join our 
team.  

Legal requirements  
• We abide by all legal requirements relating to safe recruitment set out in the Statutory 

Framework for the Early Years Foundation Stage (EYFS) and accompanying regulations 
including our legal responsibilities under the Equality Act 2010  

• We also follow any requirements or guidance given by the Disclosure and Barring 
Service (DBS) in relation to carrying out checks; and abide by the employer’s 
responsibilities relating to informing the DBS of any changes to the suitability of their 
staff, whether this member of staff has left the nursery or is still under investigation. 
Please refer to the child protection/safeguarding policy for further information. 

 
Advertising  

• We use Brighton and Hove council to advertise for any vacancies  
• We ensure that all recruitment literature includes details of our equal opportunities 

policy and our safe recruitment procedures; including an enhanced DBS check and at 
least two independent references for every new employee. We also include the 
requirement for an additional criminal records check (or checks if more than one 
country) for anyone who has lived or worked abroad.  

 

Interview stage 
• We shortlist all suitable candidates against a pre-set specification and ensure all 

applicants receive correspondence regardless of whether they are successful in 
reaching the interview stage or not 

• All shortlisted candidates receive a job description, a person specification, an equal 
opportunity monitoring form and a request for identification prior to the interview 

• The manager decides the most appropriate people for the interview panel. There will 
be at least two people involved are both are involved in the overall decision making 

• At the start of each interview all candidates’ identities are checked using, for example, 
their passport and/or photo card driving licence. All candidates are required to prove 
they are eligible to work in the UK. The interview will also cover any gaps in the 
candidate’s employment history 

• All candidates reaching the interview stage are questioned using the same set criteria 
and questions. These cover specific areas of childcare, including safeguarding the 
children in their care, planning suitable activities to enhance the child’s development 
and their understanding of the legal frameworks applied to childcare and used in the 
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nursery. The questions are value based and will ensure the candidate has the same 
values as the nursery with regards to the safety and welfare of the children in their 
care 

• Candidates will be given a score for their answers including a score for their individual 
experience and qualifications  

• Every shortlisted candidate will be asked to take part in a supervised practical exercise 
which will involve spending time in a particular age group in the nursery interacting 
with the children, staff and where appropriate parents  

• The manager and deputy will then select the most suitable person for this position 
based on these scores and their knowledge and understanding of the early year’s 
framework as well as the needs of the nursery 

• Every candidate will receive communication from the nursery stating whether they 
have been successful or not. Unsuccessful candidates are offered feedback.  
 

Starting work 
• The successful candidate will be offered the position subject to at least two references 

from previous employment or, in the case of a newly qualified student, their tutor and 
a personal or professional reference. These references will be taken up BEFORE 
employment commences. This may be verbal initially and then followed up with a 
written reference which will form part of their personnel file  

• The successful candidate will be asked to provide proof of their qualifications, where 
applicable. All qualifications will be checked, and copies taken for their personnel files 
where applicable  

• Prior to employment but after the job has been offered a health check questionnaire 
will be given to the employee and its results will be considered in making an overall 
decision about suitability. The nursery reserves the right to take any further advice 
necessary in relation to a person’s physical and mental fitness to carry out their role.  

• All new starters, other than those who have registered for the continuous updating 
service (see below), will be subject to an enhanced Disclosure and Barring Service 
(DBS) check. This will be initiated before the member of staff commences work in the 
nursery and they will not have unsupervised access to any child or their records before 
this check comes back clear. Further to this, the new starter will not be allowed to take 
photographs of any child, look at their learning and development log or change the 
nappy of any child without an up-to-date enhanced DBS check (whether supervised or 
not) 

• An additional criminal records check (or checks if more than one country) should also 
be made for anyone who has lived or worked abroad 

• The nursery will record and retain details about the individual including staff 
qualifications, identity checks carried out and the vetting process completed. This will 
include the disclosure and barring service reference number, the date the disclosure 
was obtained and details of who obtained it. The nursery will not retain copies of the 
disclosure itself once the employment decision is taken 
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• There may be occasions when a DBS check is not clear, but the individual is still suitable 
to work with children. This will be treated on an individual case basis and at the 
manager’s/owner’s discretion taking into account the following:  

o seriousness of the offence or other information 
o accuracy of the person’s self-disclosure on the application form 
o nature of the appointment including levels of supervision 
o age of the individual at the time of the offence or other information 
o the length of time that has elapsed since the offence or other information 
o relevance of the offence or information to working or being in regular contact 

with children. 
• If the individual has registered on the DBS system since 17 July 2013, managers may 

use the update service with the candidate’s permission instead of carrying out an 
enhanced DBS check 

• New starters are required to sign (either application form, contract or separate form) 
to state that they have no criminal convictions, court orders or any other reasons that 
disqualify them from working with children or unsuitable to do so 

• All new members of staff will undergo an intensive induction period during which time 
they will read and discuss the nursery policies and procedures and be assigned a 
‘mentor/ buddy’ who will introduce them to the way in which the nursery operates 

• During their induction period all new staff will receive training on how to safeguard 
children in their care and follow the Safeguarding Children/Child Protection policy and 
procedure, emergency evacuation procedures, equality policy and health and safety 
issues  

• The new member of staff will have regular meetings with the manager and their 
‘mentor/buddy’ during their induction period to discuss their progress, support 
required and/or further training and professional development opportunities.  

  

Ongoing support and checks 
• All staff are responsible for notifying the manager in person if any there are any 

changes to their circumstances that may affect their suitability to work with children 
(staff suitability status will also be checked through an annual ‘staff suitability 
questionnaire’). This includes any incidents occurring outside the nursery. Staff will 
face disciplinary action should they fail to notify the manager immediately 

• All members of staff will update a health questionnaire on an annual basis to ensure 
management have a good knowledge of any changes that may require support or 
additional resources to aid them to carry out their day-to-day duties. This will also be 
discussed at staff supervisions/review meetings. Management may require this more 
regularly where health circumstances change. There are more details about how the 
nursery deals with any health problems in the absence management policy 

• The nursery manager will review any significant changes to an individual’s 
circumstances that may suggest they are no longer suitable to work with children and 
take appropriate action to ensure any unsuitable or potentially unsuitable employee 
does not have unsupervised contact with children until the matter is resolved. Please 
see the Disciplinary Policy for further details 
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• Every member of staff will have two meetings a year with the manager: a formal 
appraisal and a more informal review. This will provide an opportunity for the 
manager and member of staff to discuss training needs for the following six months 
as well as evaluate and discuss their performance in the previous six months 

• The manager, deputy and room leaders will be responsible for any support the staff 
team may have between these reviews. This includes mentor support, one-to-one 
training sessions, ongoing supervision, work-based observations and constructive 
feedback 

• The nursery will provide appropriate opportunities for all staff to undertake 
professional development and training to help improve the quality of experiences 
provided for children. 

 

 

 

Updated September 2022 
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Supervision of Staff Policy  
 

Purpose of Policy 
This policy sets out how My First Word...grows up will ensure the safety and welfare of 
children in our care by providing effective supervision of staff in our employment as well as 
students, and volunteers.  
 

Policy Objectives  
For My First Word...grows up preschool to ensure that there is an accountable process in 
place through an effective supervision and an appraisal system, which supports, assures and 
develops the knowledge, skills and values of each individual member of the team and 
actively promotes anti-discriminatory practice. The duty of the management team is to 
ensure that preschool policies and procedures are embedded in all practice and there is a 
culture that enables issues about safeguarding and promoting the welfare of children to be 
addressed.  
 

Introduction 
For many practitioners involved in day-to-day work with children and families, effective 
supervision is important to promote good standards of practice and to support individual 
members of staff who have responsibilities for the safeguarding and protection of children. 
Supervision will enable both supervisor and supervisee to reflect on, scrutinise and evaluate 
the work carried out, assessing the strengths and weaknesses of the practitioner. 
Supervision will be both educative, supportive and encourage anti-discriminatory practice. 
Opportunities will be created to explore values, assumptions and attitudes in relation to 
issues of gender, race, age, sexual orientation, disability, class, religion or nationality and 
challenge discriminatory attitudes and behaviours. 
 

Key Principles 
The guidance on supervision of staff should:  

• Help to ensure that practice is soundly based and consistent with LSCB and 
organisational procedures.  

• Ensure that practitioners fully understand their roles, responsibilities and the scope 
of their professional discretion and authority.  

• Help identify the training and development needs of practitioners, so that each has 
the skills to provide an effective service.  

 
Staff Training Needs 

My First Word...grows up will ensure staff receive continuous support, training and 
supervision from management in order to provide a safe, secure and healthy environment 
for all children in the preschool. The management team will regularly conduct observations 
and 1:1 mentoring on all aspects of preschool operations, to ensure that procedures are 
working in practice and all children are supported fully by the staff. This includes assessing 
the staffs’ knowledge and understanding of intimate care routines and safeguarding 
procedures. The management team are responsible for:  
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• The induction of all new staff  
• The mentoring of staff  
• Staff appraisals  
• The continuing professional development of staff  
• Ensuring staff undertake all relevant training  
• Ensuring preschool staff are informed which staff are awaiting enhanced DBS 

clearances  
Staff Induction 

The Management team will conduct thorough inductions for all new staff so they have an 
understanding of their roles and responsibilities, operational procedures, health and safety 
as well as intimate care routines, safeguarding procedures and anti-discriminatory practice. 
New employees will be helped to settle into their new job by familiarising them with:  

• The job, the work environment and operational procedures.  
• The people they will be working with.  
• Essential information regarding policies, which they will read, discuss and sign.  
• The staff handbook.  
• Their conditions of employment.  
• Information about the children they will care for and their parents.  
• How to safeguard children in their care and follow the Safeguarding Children policy 

and Intimate care routines.  
• The awareness of the importance of confidentiality.  
• Over the induction period an induction checklist will be filled out by management 

and the new staff member.  
 

Supervisions 
Supervisions are a formal and recorded process through which the professional actions of 
staff are examined and regularly reviewed. It provides a recorded system of decision-making 
that is audited to improve practice and to improve the service provided to children and 
parents. During supervision meetings members of staff are able to discuss any concerns 
they have about their key children and families or inappropriate behaviour displayed by 
colleagues, management or support staff. Supervision acts as a means for ensuring that 
Practitioners have access to the support, training and procedures they require for 
professional growth and development. It enables them to reflect on the quality of their 
practice and thus facilitate discussions.  
 
Before each supervision staff will be expected to:  

• Prepare for each supervision meeting by reviewing notes from the previous meeting 
and think about things you want to raise and discuss.  

• Check you have a clear understanding of the observation focus.  
• During consultation time, My First Word...grows up would like to encourage 

reflective practice in the preschool so be open about what has gone well and what 
have you found difficult.  

• Be ready to set targets and undertake training and other development activities as 
agreed with your manager.  
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• Make sure you follow through and complete any actions as agreed.  
 

Probationary Period 
My First Word...grows up will use the probationary period to assess the suitability of a new 
employee for the post. The manager will assess the new employee’s performance and 
competence to ensure they meet the required standards and areas for personal 
development highlighted.  
 

Appraisals 
Appraisals occur annually for an employee who has completed their probationary period. 
They are led by management. The appraisal process is a two-way meeting, with the 
opportunity to give as well as receive feedback. Individuals are given a 2 weeks’ notice of a 
meeting date and time, allowing them a period in which to reflect and prepare.  

 
Student Supervision 

All students will also receive an interview to ensure they are suitable for the nursery, an 
induction process to ensure they fully understand and are able to implement the preschool 
procedures, working practices and values. All students will be fully supervised to ensure 
they receive the appropriate support, training and information they may require.  
 

Accountability 
Whilst it is assumed that all preschool staff will embrace the opportunity for Professional 
Development Reviews (Supervisions) and confidential meetings with their manager, it is also 
a mandatory requirement of the Early Years Foundation Stage (EYFS) and therefore crucial 
that individuals understand the importance of a commitment to regular meetings.  
 

Reporting Concerns 
It is important to provide a safe environment so staff can air concerns. The nursery operates 
a Whistle-blowing Policy as a means for staff to raise concerns relating to their peers. The 
management will support this by ensuring staff feel confident in raising worries as they arise 
in order to safeguard the children in the setting. 
 
 

 

 

Updated September 2022 
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Health and Safety Policy 

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

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

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

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

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

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

 

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

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

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

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

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

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

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

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

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

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

• Provide a safe environment for students or trainees to learn in 
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• Encourage all staff, visitors and parents to report any unsafe working practices or areas to 
ensure immediate response by the management.  

 

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

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

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

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

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

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

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

• Ensures there are suitable hygienic changing facilities  
• Prohibits smoking/vaping on the nursery premises 
• Encourages children to manage risks safely and prohibits running inside the premises unless 

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

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

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

nursery 
• Follows the EU Food Information for Food Consumers Regulations (EU FIC) by identifying the 

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

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

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

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

• Provides appropriately stocked first aid boxes and check their contents regularly 
• Ensures children are supervised at all times 
• Takes all reasonable steps to prevent unauthorised persons entering the premises and have 

an agreed procedure for checking the identity of visitors 
• Ensures staff paediatric first aid certificates or a list of staff who hold a current PFA certificate 

are on display (and/or made available to parents). 
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Responsibilities  
The designated Health and Safety Officer in the nursery is Lisa Southon 

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

My First Word, South Portslade Community Centre, Church Road BN41 1LB 

The Tara Clark will be responsible in her absence. 

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

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

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

Health and safety training 
Person responsible for monitoring staff training is Lisa Southon and Tara Clark 

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

Training table (example):    
Area Training required Who 

Paediatric First aid Course All staff  

Dealing with blood In house training/course All staff and students 

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

Care of babies In house training/course 
At least half of the staff 
working with under 2’s 

Risk assessment In house training/course All staff  

Fire safety procedures  In house training All staff and students 

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

 

Anyone involved in 
preparing and handling 
food 

Allergy awareness In house training/course All staff and students 

Manual handling  In house training/course All staff and students 

Stress awareness and management  In house training/course All staff  

Changing of nappies In house training All staff  

Fire warden duties External course Fire Warden 

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

External course As required 

SENCO External course SENCO 

Supervision and appraisal External course 
Manager, deputy and 
room supervisors 

 

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

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

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

All trained first aiders must be listed in the first aid policy. Our trained first aiders are All staff 
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Health and safety arrangements 

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

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

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

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

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

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

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

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

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

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

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

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

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

At MFW we define minor injuries as: 

• Sprains, strains and bruising 
• Cuts and grazes 
• Wound infections 
• Minor burns and scalds 
• Minor head injuries 
• Insect and animal bites 
• Minor eye injuries 
• Minor injuries to the back, shoulder and chest 

At MFW we define serious injuries as: 

• Broken bones or fractures 
• Loss of consciousness 
• Pain that is not relieved with simple pain killers 
• Acute confused state 
• Persistent, severe chest pain or breathing difficulties 
• Amputation 
• Dislocation of any major joint including shoulder, hip, knee, elbow or spine 
• Loss of sight (temporary or permanent) 
• Chemical or hot metal burn to the eye or any penetrating injury tot the eye 
• Injury resulting from an electric shock or electrical burn leading to unconsciousness; 

or requiring resuscitation; or requiring admittance to hospital for more than 24 
hours 

• Any other injury leading to hypothermia, heat-induced illness or unconsciousness; or 
requiring resuscitation; or requiring admittance to hospital for more than 24 hours 

• Unconsciousness caused by asphyxia or exposure to harmful substance or biological 
agent 

• Medical treatment or loss of consciousness arising from absorption of any substance 
by inhalation, ingestion or through the skin 

Medical treatment where there is reason to believe that this resulted from exposure to a 
biological agent, or its toxins, or infested material.                 

 

 

 Updated September 2022 
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Intimate care policy 

 
It is essential that every child is treated as an individual and that care is given as gently and 
as sensitively as possible. As far as possible, the child should be allowed to exercise choice 
and should be encouraged to care for themselves. It is important for staff to bear in mind 
how they would feel in the child's position. Parents and staff should be aware that matters 
concerning intimate care will be dealt with confidentially and sensitively and that the child’s 
privacy and dignity is maintained at all times. 
 
Children may seek physical comfort from staff. Where children require physical support, 
staff need to be aware that physical contact must be kept to a minimum and be child 
initiated. When comforting a child or giving reassurance, the member of staff should do this 
in an open way that does not make the child feel uncomfortable. If physical contact is 
deemed to be appropriate staff must provide care, which is suitable to the age, gender and 
situation of the child. 
 
If a child needs to be cleaned, staff will make sure that: 
• Protective gloves are worn 
• The procedure is discussed in a friendly and reassuring way with the child throughout the 
process 
• The child is encouraged to care for him/herself as far as possible 
• Physical contact is kept to the minimum possible to carry out the necessary cleaning. 
• Privacy is given appropriate to the child's age and the situation 
• All spills of vomit, blood or excrement are wiped up and flushed down the toilet 
• Any soiling that can be, is flushed down the toilet  
• Soiled clothing is put in a plastic bag, unwashed, and sent home with the child 
 

 
 
 
 
 
 
 
 
 
 
 
 

Updated September 2022 
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No Smoking Policy 
 
There are smoke detectors in the setting. This is a no smoking environment and smoking is 
prohibited in the setting and the garden areas. Alcohol and drugs are not kept on the 
premises. If staff do smoke in their own time, they may not wear uniform.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updated September 2022 
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Lone Working Policy 

Why is it important not to lone work? 

When working with a group of children anything could happen very quickly. If you are lone 
working this then becomes harder to manage and address. It could be as simple as needing 
to change a nappy or an accident might occur. We also know children have amazing 
imaginations and anything could be said to another staff member or parent and working on 
your own would leave you vulnerable to these accusations. 

At My First Word we aim to ensure that no member of the team is left alone working in 
either a room alone or within the building at any time. However, there may be occasions 
when this isn’t always possible due to: 

• Toilet breaks  

• Lunch cover 

• Nappy changes  

• Comforting a child that may be unwell in a quiet area  

• Following a child’s interest, as this may lead staff away with a child to explore an area 

• Supporting children in the toilet area 

• The duties some team members have, e.g. management, opening and closing the setting,  

carrying out cleaning or maintenance at the settings and staff operating outside  

operating hours.  

We always ensure that legal staff:child ratios are maintained.  It is the responsibility of both 
the employee and Manager to identify the hazards and minimise the risks or working alone. 
We would also never leave a member of staff lone working for longer than needed. A 
member of management will have the door open to the hallway to oversee and be available 
to call if they are needed to cover. 

All staff are DBS checked before being left unsupervised with children. This is to safeguard 
the children and staff in and out of the setting.  A level 3 practitioner is always present in the 
setting. If our staff are ever left in a situation of lone working, we always make sure the 
relevant training has been completed.  This would be: paediatric first aid certificate, child 
protection/lead safeguarding training and competency, food hygiene training and fire 
evacuation training. 
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Employees/managers’ responsibilities when left in a room alone include ensuring: 

• To complete a risk assessment for staff working alone 
• Ratios are maintained  
• There is someone to call on in an emergency  
• The member of staff  

 
Employee’s responsibilities when left alone: 

• When being left to lone work a member of management is informed immediately 
• To ensure the employee always has access to a telephone in order to call for help if 

they need it, or for management to check their safety if they are concerned. 
• Report any concerns for working alone to the management as soon as is practicably 

possible. 
 
Management’s responsibilities when left in the building alone: 

• To ensure staff working alone are competent and confident to carry out any safety 
procedures e.g. fire evacuation  

• To ensure that the employee has the ability to contact them or a member of the 
team in the event of lone working  

• To check that the employee has someone they can contact in the event of an  
              emergency, and the numbers to call  

• To ensure that employees have the ability to access a telephone whilst lone working 
• Risk assessments are also completed for these occasions including hazards and risks 

and how these are controlled.        
 
 
 
Updated September 2022 
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Confidentiality Policy 

We respect the need for confidentiality and are aware of the responsibilities set out to us 
under the Data Protection Act 1998 and Freedom of Information Act 2000. Any information 
regarding your child or your family, given to us either verbally or in writing, will be treated 
as confidential. And made only accessible to those people concerned, this may include 
professional bodies such as OFSTED. All staff have signed a confidentiality agreement 

Parents will have access to their own child’s records but not to others. All documentation 
relating to your child is stored in a file, which is not accessible to any other party. 
 
Your child will never be discussed with others unless we have gained permission from you 
first, for example to talk with a Health Visitor. 
However, if we have reason to believe your child is at risk confidential information will be 
passed across to relevant authorities to help safeguard your child. (Please refer to 
Safeguarding Children Policy) 
 
If a parent/carer wishes to discuss some of their own concerns in confidence, then this will 
be in a suitable place away from anyone else. All concerns will be taken seriously and dealt 
with appropriately, working closely with parents where possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Updated September 2022 
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FIRE EVACUATION PROCEDURE 

 

In the event of a fire the following procedure has been put into place to help ensure the 
safety of the children and staff whilst at the setting. FIRE CHIEF Lisa Southon or Tara Clark 
 

THE FIRE CHIEF WILL ALERT THEM OF THE FIRE BY SHOUTING FIRE AND RAISING THE 
ALARM. 

On the sound of the alarm or hearing FIRE shouted, you will evacuate the children by the 
nearest safest route.  

1) Leave by the stairs and gather on the grassed area at the front of the building. 

THE FIRE CHIEF WILL ADVISE ALL STAFF WHERE THE FIRE IS. IT IS THEIR RESPONSIBILITY TO 
CALL THE FIRE BRIGADE 999 and COLLECT THE REGISTER, MOBILE PHONE AND CONTACT 
DETAILS OF PARENTS.  THEY WILL ALSO DO A LAST CHECK OF THE BUILDING TO ENSURE ALL 
STAFF AND CHILDREN HAVE SAFELY LEFT THE BUILDING. If the fire chief is absent, Steph or 
Lucy will undertake this responsibility. 

EXIT ROUTES 

STAFF will supervise the children in an orderly fashion one by one, out of the building, 
STAFF will gather at the front of the building with all the children until everyone is safely 
out. When everyone is safely out of the building a register will quickly be taken to make 
sure everyone is present and accounted for. We will then make our way to the doctor’s 
surgery next door. 
All children’s parents/guardians/carers will be contacted. 

ONCE YOU HAVE LEFT THE BUILDING ON NO ACCOUNT MAY YOU RETURN. DO NOT WASTE 
TIME PICKING UP BAGS, SHOES, ETC. 

 THE MOST IMPORTANT ASPECT OF THIS EVACUATION PROCEDURE IS FOR EVERYONE TO BE 
SAFE, AND FOR THE STAFF TO REMAIN CALM AND COMFORT THE CHILDREN WHO WILL 
NEED REASSURANCE. 

The fire chief will liaise with the fire brigade and only when we are advised it is safe to 
return to the building will we do so.  

 

Updated September 2022 
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Late/Non Collection of a Child 

 
If for whatever reasons, you are running late collecting your child please ring us on 
07789812020/07887521077 to arrange for either an alternative adult to pick your child up 
using the password system, or arrange a later time if possible, to collect them yourself. 
 
 
Password system: 
We agree a password and add it to our register; we ask the alternative adult the password 
before allowing your child to leave the premises. We take identification from the alternative 
parent and will call you to confirm. 
 
We will continue to charge you at the normal hourly fee until the child is collected, we do 
not add any additional charges other than this.  
 
However, if the parents have not contacted us half hour after collection time, we will try 
contacting them, if we fail to reach the parents, we will then ring the emergency contacts 
provided to come and collect the child. Our working day finishes between 5.30/6pm if we 
have not heard back from anyone by 6pm we have no other option but to ring the duty 
assessment team who will take it from there.   

 

 

 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Complaints Procedure 

We hope that you are happy with the care provided however we do understand that there 
may be a time where you need to express a concern or issue you have. Please feel free to 
come and have a chat with us and hopefully we will be able to resolve the problem 
amicably. We do appreciate you may not wish to talk in front of your child/ren and are 
happy to arrange a more convenient time for you or if possible, a conversation on the phone 
later on in the evening.   However, if you feel the problem still remains you will need to 
write to us detailing your complaint so we can log it and fully investigate the problem 
further. We will also log the action taken and the outcome as these are all Ofsted 
requirements and must be made available to show an Ofsted Childcare Inspector if required. 
They will also be made available to parents, but all personal information will remain 
confidential and complaints will remain anonymous. All complaints will be kept for a 
minimum of 3 years. 

We will inform Ofsted if a complaint has been made against us. 
 
If you wish to make a formal complaint, then you can contact the  

• Ofsted Complaints and Investigation Unit on 0300 123 1231 
• The National Business Unit 

Ofsted 
Piccadilly Gate 
Store Street 
Manchester M1 2WD 

 
We will investigate all written complaints relating to the requirements and notify 
complainants of the outcome of the investigation within 28 days of having the complaint. 
  

  

 

 

 

 

 

 

Updated September 2022 
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Social Media Policy 

Social networking sites allow for more personal information to be accessed by the public 
than ever before in history. With this in mind because of the very nature of our business we 
have a strict policy regarding its employees use of these social networking sites. 

• Employees of MFW must not list the name MFW on any social networking site. 
• Employees must not identify themselves as an employee of MFW on any social 
networking site. 
• Employees of MFW must not identify themselves as working with children. 
• All information regarding anything to do with MFW is not be discussed or 
referred to on any such sites, even in private messaging with restricted access 
between site members. 
• There must not be any disclosures of personal information with regard to other 
members of staff, children using MFW or parent/carers. 
• Employees must not post on any social networking sites during working hours, 
including designated lunch breaks. On-line times and times of posts can be seen by 
other users and may assume that MFW allows access within the setting 
compromising the safety of children in our care. 
• Employees must not refer to children or their parents in any way. MFW’s 
relationship with parents is considered an important and valuable asset that can be 
damaged through a thoughtless comment. 

Friendships/tagging 

*MFW employees must not have as or request parents of children currently 
attending our setting to be network friends. All staff must comply with the Data 
Protection Act in and out of work. 

*Staff must equally not accept friendship requests from parents. 

Photographs 

*MFW employees must never share or post photographs that show any child from 
the setting in any form, even with parental consent. This is strictly not allowed even 
if the picture format has no connection to the setting. Ie: taken in a social aspect. 

Disciplinary action 

If this policy has been agreed and signed, and not adhered to, disciplinary 
procedures will follow. (Refer to disciplinary policy) 

             Name of Employee          Signature of Employee                   Updated September 2022 
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Early Years Pupil Premium (EYPP) Policy 

“The aim of the EYPP is to close the gap between children from disadvantaged backgrounds 
and their peers by providing funding to early years providers to help them raise the quality 
of their provision” 

The Early Years Pupil Premium provides an extra 53p an hour on top of the Free Entitlement 
for 3- and 4-year-olds whose parents are in receipt of certain benefits or who have been in 
care or adopted from care. This means an extra £302 per year for each child taking up the 
full 570 hours funded free entitlement. 

Eligibility 

• Income support 
• Income-based Jobseekers Allowance 
• Income-related Employment and Support Allowance 
• Support under Part VI of the immigration and Asylum Act 1999 
• The guaranteed element of State Pension Credit 
• Child Tax Credit (provided they’re not also entitled to Working Tax Credit and    
have an annual gross income of no more than £16,190) 
• Working Tax Credit run-on, which is paid for 4 weeks after they stop qualifying 
for Working Tax Credit 
• Universal Credit 
 

Children are also eligible for funding if 

• they have been in local-authority care for 1 day or more 
• they have been adopted from care 
• they have left care under a special guardianship order or residence order 

For these children representatives from social care must be involved in discussions around 
what the funding is spent on. 

We ask all parents to give us their details, including their National Insurance Number to 
check their eligibility. 

My First Word…grows up can use the extra funding in any way we see appropriate to 
improve the quality of the early years education that we provide for the child. This could 
include, for example, additional training for our staff on early language or sign language, 
investing in partnership working with our colleagues to further our expertise or working on 
specialised areas such as speech and language support, literacy and numeracy. 



 

84 | P a g e  
 

Where appropriate, the funding may go towards enrichment activities, such as music or 
drama sessions in the setting to support particular child or children. Also specific resources 
could be purchased for the setting or for parents to use at home. 

We aim to address any underlying inequalities between the children who are eligible for 
EYPP and the rest of the children in the setting. 

OFSTED will ask who our EYPP children are and what we have spent their funding on. 

 

Updated September 2022 
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After School Pick-up and Breakfast club Policy 
 
The following procedures should be followed with regard to picking up children at the end 
of the school day and dropping children to school from breakfast club. 
 
A qualified member of staff should leave nursery at time required to arrive in good time to 
pick up children from school or drop to school. 
 
The staff member will follow responsible pedestrian behaviour at all times and will cross all 
roads safely; holding hands with the children is essential. 
 
The work mobile must always be taken in case of an emergency, staff are not permitted to 
use personal phones. 
 
Children must remain with member of staff until they are safely back on the premises of My 
First Word Nursery. 
 

 

 

 

 

 

 

 

 

 

Updated September 2022 
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Learning Journal Tapestry Policy 

Aims  

At My First Word, we use an online system called Tapestry to record and store observations 
and assessments relating to each child. This is a safe and secure system and one that 
enables parents and carers to access their child’s learning journey at any time. They can 
share it with their child, family and friends at home and also post any comments and 
photographs of their own, helping to create a fully holistic view of the child and strengthen 
the parent partnership. It will also show children’s developmental progress through the 
different age bands of the EYFS to the Early Learning Goals.  

Procedures  

Tapestry allows staff and parents to access the child's Learning Journey from any computer 
or tablet via a personal, password-protected login.  

Each child is allocated a key person who is responsible for their development and the 
compilation of their learning journals, however all staff are able to capture observations for 
each other’s children.  

Staff access allows input of new observations and photos or amendment of existing 
observations and photos.  

Parent access allows input of new observations and photos or the addition of comments on 
existing observations and photos. Parent log-ins do not have the necessary permission to 
edit existing material. Parents logging into the system are only able to see their own child’s 
Learning Journey.  

Parents are asked to sign a consent form giving permission for their child’s image to appear 
in other children’s Learning Journeys, and to protect images of other children that may 
appear in any photos contained in their child’s Learning Journey.  

Observations put into the Tapestry system are validated by Lisa Southon (manager) before 
being added to the child’s Learning Journey.  

The Learning Journey is started once the child has started at My First Word.  

New observational entries to a child’s Learning Journey will usually be uploaded within one 
week of the observation being made.  

Observations are written in the present tense.  

In all written observations, other children are referred to by initials and not by name, unless 
we have a written or verbal consent from the parents.  
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All photographs taken of children are either immediately uploaded to Tapestry or are stored 
securely on the iphone before being uploaded within 1 week.  

Tapestry is not used as a general communication tool between My First Word and home. A 
child’s Learning Journey is a document recording their learning and development and 
parents may add comments on observations or contribute photos, videos or information 
about activities they have been doing at home. Parents may contact My First Word through 
the usual channels for any other day-to-day matters, e.g. absence, lost property, etc.  

Tapestry will be printed out at the end of each term and will be added to the child's termly 
Learning Journey. If a child leaves in the middle of the school year a printed copy of the 
Learning Journey will be given to the child before they leave. Permission will be sought from 
the parent before Tapestry is sent electronically to a new school.  

In the event that a parent does not have access to the internet, a computer or a tablet to be 
able to view their child’s Learning Journey, we will invite them into My First Word where 
they will be able to gain access.  

Security  

The Tapestry on-line Learning Journey system is hosted on secure dedicated servers based 
in the UK. Access to information stored on Tapestry can only be gained by a unique user id 
and password.  

As part of our commitment to safeguarding our children, all Learning Journeys are password 
protected so that parents and carers can only access the account of their child. Other than 
family, only the child’s key person and manager have access to the Learning Journey.  

All staff at My First Word have up to date safeguarding and e-safety training. 
Staff use iphones to take photographs for observations. Photos will be uploaded to the 
journal as they are taken and then deleted from the device. If the photo cannot be uploaded 
onto tapestry immediately (such as when there is limited or no Wi-Fi access) the photo will 
be stored on the iphone until it can be uploaded. Photos will not be stored on the iphone for 
longer than 1 week.  

Staff are not permitted to take the iPhones home and they will remain on My First Word 
premises at all times. They are to be stored in a locked cupboard at the end of each day and 
over the holidays as a security measure.  

If accessing Tapestry from a private computer, not on nursery premises, staff must maintain 
confidentiality and professionalism.  

If Staff are accessing Tapestry from home either from a nursery iPad or their own private 
computer, they must work in a privately away from other family members. Ensure the iPad 
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or computer is completely logged out of Tapestry and the passwords are not saved 
anywhere which would allow anyone else access.  

Staff wishing to update Learning Journeys at home are able to access the Tapestry site using 
their laptops.  

All staff with access to Tapestry are required to sign to ensure they follow and agree with 
this policy annually. This policy will be reviewed annually.  

Updated Septembetr 2022 
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General Data Protection Regulations (GDPR) Policy 

The General Data Protection Regulation (GDPR) is a new EU law coming into effect on 
25th May 2018 replacing the current Data Protection Act 1998. It will give individuals greater 
control over their own personal data. As a nursery it is necessary for us to collect personal 
information about the children who attend as well as staff and parents/carers. 
My First Word Nursery is registered with the Information Commissions Office, ICO, under 
registration reference: ZA380512 and has been registered since 21st May 2010 the 
certificate can be viewed on display next to our parent board. 
 
GDPR principle 
GDPR condenses the Data Protection Principles into 8 areas, which are referred to as the 
Privacy Principles. They are: 

1. You must have a lawful reason for collecting personal data and must do it in a fair and 

transparent way. 

2. You must only use the data for the reason it is initially obtained. 

3. You must not collect any more data than is necessary. 

4. It must be accurate and there must be mechanisms in place to keep it up to date. 

5. You cannot keep it any longer than needed. 

6. You must protect the personal data. 

7. You must have appropriate measures against unauthorised or unlawful processing or 

personal data and against accidental loss or destruction/damage to personal Data. 

8. Personal Data shall not be transferred to any outside agency or country within the EU that 

does not comply with the new General data protection regulations. 
 
The GDPR provides the following rights for individuals: 

• The right to be informed. 

• The right of access. 

• The right to rectification. 

• The right to erase. 

• The right to restrict processing. 

• The right to data portability. 

• The right to object. 

• Rights in relation to automated decision-making and profiling. 
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There are two main roles under the GDPR; the data controller and the data processor. As a 
childcare provider, we are the data controller. The data is our data that we have collected 
about the children and their families. We have contracts with other companies to process 
data, which makes them the data processor. The two roles have some differences but the 
principles of GDPR apply to both. We have a responsibility to ensure that other companies 
we work with are also GDPR compliant. 
  
Lawful basis for processing personal data 
We must have a lawful basis for processing all personal data within our organisation and this 
is recorded on our Information audit for all the different information we collect. The six 
reasons as follows: 
(a) Consent: the individual has given clear consent for you to process their personal data for 
a specific purpose. 
(b) Contract: the processing is necessary for a contract you have with the individual, or 
because they have asked you to take specific steps before entering into a contract. 
(c) Legal obligation: the processing is necessary for you to comply with the law (not 
including contractual obligations). 
(d) Vital interests: the processing is necessary to protect someone’s life. 
(e) Public task: the processing is necessary for you to perform a task in the public interest or 
for your official functions, and the task or function has a clear basis in law. 
(f) Legitimate interests: the processing is necessary for your legitimate interests or the 
legitimate interests of a third party unless there is a good reason to protect the individual’s 
personal data which overrides those legitimate interests. 
For the majority of data we collect, the lawful basis for doing so falls under the category of 
‘legal obligation’ such as names, date of birth and addresses as we have a legal requirement 
to obtain this data as part of the Statutory Framework for the Early Years Foundation Stage. 
Some data we collect, for example, photographs, requires parents to give consent for us to 
do so. Where this is the case, parents will be required to sign a consent form to ‘opt in’ and 
are made aware that they have the right to withdraw their consent at any time. 
We may also be required to collect data as part of parent’s contract with the setting or local 
authority, for example, for us to claim government funding. 
Data retention 
We will hold information about individuals only for as long as the law says and no longer 
than necessary. After this, we will dispose of it securely. Please see a copy of the Retention 
periods for records. 
Security 
We keep data about all individuals secure and aim to protect data against unauthorised 
change, damage, loss or theft. All data collected is only accessed by authorised individuals. 
All paper forms are kept locked away and all computers and tablets are password protected. 
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Privacy notices  
All parents and staff are provided with privacy notices which inform them of our procedures 
around how and why we collect data, information sharing, security, data retention, access 
to their records and our commitment to compliance with the GDPR act 2018. 
  
Ensuring compliance 
The member of staff responsible for ensuring that the setting is compliant is Lisa Southon. 
Her main duties are: 

• Ensure that the provision is compliant with GDPR. 

• Audit all personal data held. 

• Ensure all staff are aware of their responsibilities under the law, this may include delivering 

staff training. 

• Undertake investigations when there is a breach of personal data and report to the 

Information Commissions Office, ICO. 

• Keep up to date with the legislation. 
 
Legal framework 

• The General Data Protection Regulation (2018) 

• Human Rights Act 1998 
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My First Word Nursery is securely monitored by a CCTV surveillance system. Lisa Southon is 
responsible for the operation of the system for ensuring compliance with this policy. 
 
We recognise that the use of CCTV has become a common feature of our daily lives and 
while its use is generally accepted, CCTV operators have certain duties and responsibilities 
to those whose images are caught on camera. 
 
The Nursery complies with the Information Commissioners CCTV Code of Practice to ensure 
it is used responsibly and safeguards both trust and confidence in its continued use. 
 
The use of CCTV and the associated images is covered by the Data Protection Act 1998. This 
policy outlines the nurseries use of CCTV and how it complies with the Act and is associated 
with the Nurseries Data Protection policy, the provisions of which should always be adhered 
to. 
 
The System comprises of fixed position cameras, a monitor, digital hard drive recorder and 
1 public information sign. Cameras are located at strategic points on the premises. No 
camera is hidden from view, and all will be prevented from focusing on areas of privacy. 
Signs are prominently placed at the entrance and exit points of the site to 
inform staff, children, parents and visitor that a CCTV installation is in use. The digital 
recorder and single effectiveness of the limited system it is not possible to guarantee that 
the system will detect every incident taking place on the site. 
 
Purpose of the System 
the system has been installed by the nursery with the primary purpose of monitoring 

• Staff interaction with children 

• Ensuring children are appropriately cared for 

• Facilitate the identification of any activities/event which might warrant disciplinary 

proceedings being taken against staff and assist in providing evidence to the Nursery 

Manager 

• Reducing the threat of a child being abducted 

• Damage to the building 

• Theft 

• Assist in the prevention and detection of crime 

• Helping ensure the safety of all the users, staff, children, parents and visitors, 

consistent with the respect for the individual’s privacy 

• Deter those having criminal intent 
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The system will not be used to provide images for the world-wide-web. 
 
Recording 
Digital recordings are made using a digital video recorder operating in real mode, 
monitoring the site continuously 24 hours a day. Images will normally be retained for 
one month from the date of the recording and they will then will automatically be 
overwritten. 
 
Access 
Viewing of the recorded images of CCTV will be restricted to the Nursery Manager. This is 
not a “webcam” facility; parents will not have access to view recordings. 
 
 
 
 
Please sign: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated September 2022 
 


