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Admissions and Fees Policy 
 
Statement of Intent 
It is our intention to make our nursery school genuinely accessible to children 
and families from all sections of the local community. 
 
Aim 
We aim to ensure that the existence of The Lodge Nursery School is widely 
known in all local communities. 
 
Methods 
We will ensure that we: 
 Arrange our waiting list in order of enrolling but give preference to siblings. 

We will also give preference to children already over the age of 3 if places in 
that age group are available and a prior offer of a place has not been 
turned down. 

 Describe The Lodge and its practices in terms which make it clear that it 
welcomes both fathers and mothers, other relations and other carers, 
including childminders, and people from all cultural, ethnic, religious and 
social groups, with or without disabilities. 

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

 Make our equal opportunities policy widely known. 

 
Fees and Funding 
Full fees must be paid for children until the end of the term in which their 3rd 
birthday falls. Fees on application. 
 
Our current fees are displayed on our website and are available on request.   
 
Free Early Education Offer i.e. Nursery Education Funding 
Beginning in the term following each child’s third birthday, children are entitled 
to 15 hours free education each week (3 hours of each morning attended). The 
free hours are between 9am and 12noon. Funding for this comes from the 
government via KCC. 
 
The maximum number of weeks funded each year is 38 weeks (570 hours). The 
Lodge is generally open for around 35/36 weeks a year.  It is not permissible to 
condense the 570 hours into fewer than 38 weeks.  Parents of The Lodge children 
will be able to access between 525 hours and 540 hours across 35/36 weeks.   
 
At The Lodge we operate for 3.5 hours each day and a charge will be made for 
the additional half hour. We try to keep the fees for the additional half hour as 
low as possible. However, the funding for the free 3 hours falls short of actual 
costs. The charge made for the remaining half hour enables us to sustain high 
staff ratios, qualified staff and excellent care and education standards. If 
parental choice is to access just the free 3 hours, children would have to be 
withdrawn at 12noon. This arrangement would need to be discussed. 
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Parental Declaration Forms 
Parents will be asked to complete a KCC Declaration Form every term stating 
the number of hours they are claiming. 
 
Optional Additional Costs 
Extended lunch time sessions are subject to an additional fee for each session 
attended. Outings may be subject to additional fees depending on the cost of 
the trip. 
 
Attendance 
In our experience children settle much better and benefit from our routines and 
curriculum if they attend a minimum of 3 mornings in their first year and 5 
mornings in their second year.  However, our minimum admission criteria is two 
sessions per week on the blue tables and 3 sessions per week on the yellow 
tables. We reserve the right to not offer places to families requesting less than 
our minimum admissions criteria for their child’s particular age range.   
 
Attendance at another early years provider 
We often find that children who attend another early years provision in addition 
to The Lodge do not settle so well and may have more behavioural 
/developmental problems than children who only attend The Lodge. We find 
they do not have the same sense of belonging and it can be difficult for them to 
adapt to different routines and methods of teaching. KCC will however fund the 
15 hours across two early years providers. 
 
Sharing Information 
If parental choice is to use another provision in addition to The Lodge, 
information about the child must be shared with the other early years provider. A 
statutory obligation in The Government’s Early Years Foundation Stage 
framework dictates this. A written letter from parents giving permission will be 
sought. 
 

Temporary Sessions 
We will accept temporary or occasional bookings only if there are places 
available.  If a temporary place has been booked and is no longer required, The 
Lodge must be given 48 hours’ notice.  If notice is not given, the place will still be 
charged for.  Early Years Education funding cannot be applied to temporary or 
one off bookings and the full price of a morning session applies.   
 
Absences 
If your child does not attend one of their sessions for any reason (including if your 
child is unwell, holiday or in cases of emergency closure), you will still be 
charged for this place and full payment is required.  Note that we are not able 
to offer alternatives for missed sessions.   
 
Alterations and cancellations 
If you wish to amend the number of sessions or the days on which they are taken 
you must give half a term’s notice in writing.  Sessions will be allocated on a first 
come first serve basis.  If sessions are added after the Kent County Council 
‘Headcount Week’ then funding cannot be claimed for those sessions and the 
parent will be liable for the fees incurred.   
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If you wish to withdraw a child or reduce sessions, half a term’s notice must be 
given unless they are only accessing strictly FEE funded hours.  Failure to give 
notice will result in half a terms fees being charged.   
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Administering Medication Policy 
 
It is not our policy to care for children who are sick and should be at home until 
they are well enough to return to the setting.  We will agree to administer 
medication as part of maintaining their health or well-being or when they are 
recovering from illness.   
 
If a child is on prescribed medication the following procedures with be followed: 

 If possible the child’s parents will administer the medicine.  If not the 
medication must be clearly labelled with the child’s name, dosage  and 
any other instructions. 

 written permission will be obtained from the parent, giving clear 
instructions about the dosage and the timing.  Medication will not be 
administered without such prior written consent.   

 All medication will be kept out of the reach of children. 
 A medication book is available to log in the name of the child receiving 

medication, times that the medication should be administered, date and 
time when medication was administered, together with the signature of 
the person who has administered each dose, and circumstances where 
necessary.  

 Before any medication is given, the administering person will:  
o Check that written permission has been received; 
o Ask another member of staff to witness that the correct dosage is 

given. 
 Parents will then sign.  
 When the medication has been administered, the administering person 

must: 
o Record all relevant details in the book 
o Ask the child’s parent or carer to sign the record to acknowledge 

medication has been given.   
 When the medication is returned to the child’s parent or carer, this will be 

recorded on the Medication Log.   
 
The Lodge Nursery School can only administer prescription medication that has 
been prescribed by a doctor, dentist, nurse or pharmacist.   
If the administration of prescribed medication requires medical knowledge, staff 
who have received training from a health professional will administer it. 
 
The Lodge can only administer medicine (prescription and non-prescription) to a 
child where written permission for the particular medicine has been obtained 
from the child’s parent or carer.   
 
If a child refuses to take their medication, staff will not force them to do so.  The 
manager and the child’s parent will be notified, and the incident recorded in 
the Record of Medication Given book.   
 
Certain medications require specialist training before use, e.g. Epipens.  If a child 
requires such medication appropriate training will be arranged as soon as 
possible.  It may be necessary to absent a child until such training is undertaken.  
Where specialist training is required, only appropriately trained staff may 
administer the medication.   
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A child’s parent or carer must complete a new Permission to Administer 
Medication form if there are any changes to a child’s medication (including 
change of dose or frequency).  
 
LONG TERM MEDICAL CONDITIONS 

If a child suffers from a long term medical condition the setting will ask the 
child's parents to provide a medical care plan from their doctor, to clarify 
exactly what the symptoms and treatment are so that the setting has a clear 
statement of the child's medical requirements. 

A risk assessment is carried out for each child with long term medical conditions 
that require ongoing medication.  This is the responsibility of the Director 
alongside the key person.  Other medical or social care personnel may need to 
be involved in the risk assessment.  Parents will also contribute to a risk 
assessment.  They should be shown around the setting, understand the routines 
and activities and point out anything which they think may be a risk factor for 
their child.  

For some medical conditions key staff will need to have training in a basic 
understanding of the condition, as well as how the medication is to be 
administered correctly.  The training needs for staff form part of the risk 
assessment.   

The risk assessment includes vigorous activities and any other activity that may 
give cause for concern regarding an individual child’s health needs.  The risk 
assessment also includes arrangements for taking medicines on outings and 
advice is sought from the child’s GP if necessary where there are concerns.   

A health care plan for the child is drawn up with the parent; outlining the key 
person’s role and what information must be shared with other staff who care for 
the child.  The health care plan should include measures to be taken in an 
emergency.  The health care plan is reviewed every six months, or more 
frequently if necessary.  This includes reviewing medication, e.g. changes to the 
medication or the dosage, any side effects noted etc. 

Parents should receive a copy of the health plan and each contributor, include 
the parent, should sign it.   

MANAGING MEDICINES ON TRIPS AND OUTINGS 

If children are going on outings, staff accompanying the children must include 
the key person for the child with a risk assessment, or another member of staff 
who is fully informed about the child’s need and / or medication. 
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Medication for a child is taken in a sealed plastic box clearly labelled with the 
child’s name and the name of the medication.  Inside the box is a copy of the 
consent form and a card to record when it has been given, including all the 
details that need to be recorded in the medication record as stated above.   

If a child on medication has to be taken to hospital, the child’s medication is 
taken in a seal plastic box clearly labelled with the child’s name and the name 
of the medication.  Inside the box is a copy of the consent form signed by the 
parent. 
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Arrivals and Departures 

The safe arrival and departure of the children in our care is paramount.  

The manager will ensure that an accurate record is kept of all children at the 
setting and that any arrivals or departures are recorded in the register. The 
register is kept in an accessible location on the premises at all times. In addition 
we conduct regular headcounts during the session. 

Our setting will give a warm and friendly welcome to each child on arrival and 
ensure that they depart safely at the end of each session. 

Arrivals 

 On arrival, a member of our staff will immediately record the child’s 
attendance in the daily register. 

 The setting will be prepared in readiness for the children’s arrival and all 
daily health and safety checks completed.   

Departures 

 Staff will hand over children to parents / carers one-at-a-time ensuring that 
each child leaving is recorded by a member of setting staff on the register. 

 Children can only be collected by an adult who has been authorised to 
collect them on their registration form.  

 If the child is to be collected by someone other than those named on the 
registration form, this must be indicated to a member of staff prior to the start 
of the session and recorded on the register or in our book.  Ideally the adult 
nominated to collect a child must be one of those named on the registration 
form.  Only adults – aged 16 years and over – and who know the password 
will be authorised to collect children. 

 The manager will contact the main parent or carer for confirmation if they 
have any concerns regarding departures. 

 The parent or carer must notify the setting if they will be late collecting their 
child. If the setting is not informed, the Uncollected Children policy will be 
followed. 

Absences 

 If a child is going to be absent from a session, parents must notify the setting 
in advance.  It is important that the parents/carers contact the Setting to 
report absences.  

 If a child is absent without explanation, staff will contact the parents or 
carers. If there is no explanation for the absence and / or cause for concern 
the setting will activate the Missing Child procedure, which may result in the 
police being contacted. 

 The setting will try to discover the causes of prolonged and unexplained 
absences. Regular absences could indicate that a child or their family might 
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need additional support.  They could be an early sign and/or symptom that 
a child or family may be encountering some difficulties and might need 
support from the relevant statutory agencies.  The setting staff will always try 
to discover the causes of prolonged and unexplained absences and where 
necessary complete SARF/CAF forms. 
http://kentchildcare.proceduresonline.com/chapters/p_contacts_referral.ht
ml  
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Animals Policy 
Children learn about the natural world, its animals and other living creatures, as 
part of the Learning and Development Requirements of the Early Years 
Foundation Stage.  This may include contact with animals, or other living 
creatures, either in the setting or on visits.  We aim to ensure that this is in 
accordance with sensible hygiene and safety controls. 

Procedures 

Animals in the setting as pets 
The Lodge does not currently have any pets as we are a pop up provision.   

Tame animals brought into the setting 
 Parents are not permitted to bring dogs or other pets onto the premises. 
 A risk assessment is carried out with a knowledgeable person accounting 

for any hygiene or safety risks posed by the animal or creature. 

 We provide suitable housing for the animal or creature and ensure this is 
cleaned out regularly and is kept safely. 

 We ensure the correct food is offered, at the right times. 

 Children are taught correct handling and care of the animal or creature 
and are supervised.  

 Children wash their hands after handling the animal or creature and do 
not have contact with animal soil or soiled bedding.   

 Staff wear disposable gloves when cleaning housing or soiled bedding. 

 If animals or creatures are brought in by visitors to show the children, they 
are the responsibility of their owner.  

 The owner carries out a risk assessment, detailing how the animal or 
creature is to be handled and how any safety or hygiene issues will be 
addressed. 

 

Visits to farms 
 Before a visit to a farm, a risk assessment is carried out – this may take 

account of safety factors listed in the farm’s own risk assessment, which 
should be viewed. 

 The outing procedure is followed.  

 Children wash their hands after contact with animals and regularly 
around the farm, as well as before eating. 

 Outdoor footwear worn to visit farms is cleaned of mud and debris and 
should not be worn indoors.  
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Bad and Extreme Weather Policy 
In the case of any bad or extreme weather i.e. snow The Lodge Nursery will 
make every effort to keep the setting open for as long as possible.  This bad 
weather policy has been developed in the event of extreme weather 
conditions where travelling could be hazardous and/or schools have been 
closed.   

All of our staff are expected to attempt to get to work, regardless of how they 
travel to the setting.  Given the semi-rural location of the setting, in bad weather 
travel may take longer than usual or be impossible.  In these circumstances the 
setting may not be able to operate to its usual opening times.  If members of 
staff are unable to get to work, we MUST keep to OFSTED requirements for ratios.  
In extreme cases the setting may have to close or send children home if ratios 
cannot be maintained.  If this is the case, the Setting Manager will call the 
parents as soon as possible.   

Closures  
The Lodge Nursery School will take the decision on whether or not to remain 
open based on the following factors: 
 

 Whether there are onsite hazardous conditions that cannot reasonably 
be mitigated; 

 Whether there are enough staff to properly and safely supervise 
(although not necessarily deliver the foundation stage curriculum) for the 
number of children likely present. 

 Whether a reasonable temperature can be maintained in the building or 
parts of the building where children and staff are likely to be 

 If water is available and sufficient toilets are working satisfactorily.   
 

In all cases of bad weather 
We ask parents to visit the website www.thelodgenurseryschool.co.uk for a 
status update before travelling to the setting in bad weather.  Alternatively call 
07999 893465.   

Procedures 

This is the procedure the setting will follow to assess the situation as best they 
can on the information available on a daily basis when deciding the course of 
action to be taken: 

1. A risk assessment of the Setting will be undertaken, taking account of the 
condition of facilities and surrounding area, amenities and staff 
availability. 

2. BBC News Kent page for school closures in Kent and Medway will be 
checked http://www.bbc.co.uk/news/uk-england-kent-15922942  

3. Once a decision is taken to close, we will contact local radio stations 
(Radio Kent, Invicta FM, KMFM and CTR) with information about closure 
or partial closure on each day of closure.   
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4. We will update the website with closure information asap. 

5. If extreme weather occurs during the day, the Lodge Nursery School will 
keep in touch with radio or internet announcements to decide their 
course of action. 

The Lodge will never close completely unless we are confident that no child will 
present his / herself and that all children have been collected safely.  All 
arrangements are centred on the security of children.   
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Behaviour Management and Achieving Positive Behaviour 
Policy 
 
We believe that children and adults flourish best in an ordered environment in 
which everyone knows what is expected of them and children are free to 
develop their play and learning without fear of being hurt or hindered by 
anyone else.   
 
Children need to learn to consider the views and feelings, needs and rights or 
others and the impact that their behaviour has on people, places and objects.  
This is a developmental task that requires support, encouragement, teaching 
and setting the correct example.  The principles that underpin how we achieve 
positive and considerate behaviour exist within our programme for promoting 
personal, social and emotional development. 
 
The Lodge Nursery School uses effective behaviour management strategies to 
promote the welfare and enjoyment of children attending the setting. Working in 
partnership with parents, we aim to manage behaviour using clear, consistent 
and positive strategies.  
 
We aim to work towards a situation in which children can develop self-discipline 
and self-esteem in an atmosphere of mutual respect and encouragement. 
 
Whilst at The Lodge Nursery School we expect children to: 

 Use socially acceptable behaviour 
 Respect one another, accepting differences of race, gender, ability, age 

and religion 
 Develop their independence by maintaining self-discipline 
 Choose and participate in a variety of activities 
 Ask for help if needed 
 Enjoy their time at the setting 
 
In order to achieve this: 
 

Encouraging positive behaviour 

At The Lodge positive behaviour is encouraged by: 

 Staff act as positive role models, including by treating children, parents and 
one another with friendliness, care and courtesy. 

 We familiarise new staff and volunteers with the setting’s Achieving Positive 
Behaviour Policy and its guidelines for behaviour. 

 We expect all members of our setting – children, parents, staff, volunteers 
and students – to keep to the guidelines, requiring them to be applied 
consistently. 

 We praise and endorse appropriate behaviour such as kindness and 
willingness to share.   

 We support each child in developing self-esteem, confidence and feelings 
of competence. 
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 We support each child in developing a sense of belonging in our group, so 
that they feel valued and welcome. 

 We avoid creating situations in which children receive adult attention only in 
return for inconsiderate behaviour. 

 We offer a variety of play opportunities to meet the needs of the children 
attending the setting.  We ensure that there are enough popular toys and 
resources and sufficient activities available so that children are meaningfully 
occupied without the need for unnecessary conflict over sharing and 
waiting for turns.  

 
When children behave in unacceptable ways: 
 
 Physical punishment such as smacking or shaking will be neither used nor 

threatened. 
 Children will never be sent out of the room by themselves. 
 Techniques intended to single out and humiliate individual children such as 

the “naughty chair” will not be used. 
 Children who misbehave will be given one-to-one adult support in seeing 

what was wrong and working towards a better pattern of behaviour. 
 Where appropriate this might be achieved by a period of “time out” 

watching play and being supervised by an adult. 
 In cases of serious misbehaviour such as racial or other abuse, the 

unacceptability of the behaviour and attitudes will be made clear 
immediately, but by means of explanations rather than personal blame. 

 In any case of misbehaviour it will always be made clear to the child or 
children in question that it is the behaviour and not the child that is 
unwelcome. 

 Adults at The Lodge will make themselves aware of and respect a range of 
cultural expectations regarding interactions between people. 

 Any behaviour problems will be handled in a developmentally appropriate 
fashion, respecting individual children’s level of understanding and maturity. 

 Recurring problems will be tackled by The Lodge, in partnership with the 
child’s parents, using objective observation records to establish an 
understanding of the cause. 

 Mrs Clark may decide to contact a parent to remove their child for the 
remainder of the session following an incident of serious misbehaviour. 

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

 

Physical intervention 

 Physical intervention will only be used as a last resort, when staff believe that 
action is necessary to prevent injury to the child or others, or to prevent 
significant damage to equipment or property. If a member of staff has to 
physically restrain a child, the manager will be notified and an Incident record 
will be completed. The incident will be discussed with the parent or carer as 
soon as possible.  
 If staff are not confident about their ability to contain a situation, they should 
call the manager. 
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 All serious incidents will be recorded on an Incident record and also the 
child’s Welfare Sheet on their file. This may be used to build a pattern of 
behaviour, which may indicate an underlying cause. If a pattern of incidents 
indicates possible abuse, we will implement child protection procedures in 
accordance with our Safeguarding policy. 
 In such an event the parent/carer is informed on the same day. 
 
Bullying 
Bullying involves the persistent physical or verbal abuse of another child or 
children, and we take bullying very seriously. Children are taught to confidently 
say “stop” or “no” to any child showing inappropriate behaviour. 
 
If a child bullies another child or children we: 
 

 intervene to stop the child harming the other child or children 
 explain to the child doing the bullying why his/her behaviour is 

inappropriate 
 give reassurance to the child or children who have been bullied 
 help the child who has done the bullying to say sorry for his/her actions 

 
We do not label children who bully and we make sure that they receive praise 
when they display acceptable behaviour.  We discuss what has happened with 
their parents, and work out with them a plan for handling the child’s behaviour. 
 
When children have been bullied we detail what has happened for their 
parents, explaining that the child who did the bullying is being helped to adopt 
more acceptable ways of behaving. 
 
Corporal punishment 

Corporal punishment or the threat of corporal punishment will never be used at 
the setting. 
 
We will take all reasonable steps to ensure that no child who attends our setting 
receives corporal punishment from any person who cares for or is in regular 
contact with the child, or from any other person on our premises.  
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Camera and Digital Photography Policy 
 

The Lodge Nursery School fosters a ‘culture of safety’ in which the children and 
staff are protected from abuse, harm, and distress.  We therefore have a clear 
policy on the acceptable use of digital images and cameras, including 
cameras on tablet handheld devices, that is understood and adhered to by 
everyone: staff, children and parents. Abiding by the terms of the setting’s 
camera and digital photography policy ensures that we all: 

 Protect children from harm and abuse 

 Prevent staff from being subject to false allegations  

 Help staff remain focused on the care of children 

 Work in an open and transparent environment. 

General Data Protection Regulations (GDPR) and Data Protection Act 

The Data Protection Act and GDPR affects the official use of photography by 
settings.  This is because an image of a child is considered to be personal data 
and it is a requirement that written consent is obtained from the parent of a 
child or young person under the age of 18 years for any photographs or video 
recordings.  The Lodge will ensure that images are always held in accordance 
with the GDPR and Data Protection Act, and suitable child protection 
requirements, if necessary, are in place.   

The setting is registered with the Information Commissioners Office (the 
independent body that monitors the legislation) and complies fully with the 
provisions of the Act. 

Parents’ use of cameras and digital photography 

Parents and all other visitors must not use any personal device to take 
photographs within the setting. This includes taking photographs of their own 
children. If they want to have a photograph of their child involved in an activity 
or at play, parents can ask a member of staff to take one using the setting 
camera/tablet.  Mobile phones should not be taken out of pockets / handbags 
whilst onsite at the setting. 

There is one exceptional circumstance: 

Photography of concerts, productions and other performance events: 

Parents/carers taking pictures or recordings of their own children for own 
personal use is lawful and is allowed.  Parents must be aware that it is illegal to 
sell or distribute any recording in which other children are captured.   

We normally permit the taking of photographs during school performances and 
similar events, providing the following ground rules are adhered to: 

 As an invited guest of the school parent follow the school’s requests as to 
when and where you can safely take photographs; 

 Ensure that all images taken at school events are exclusively for personal 
use and are not to be uploaded to the internet under any 
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circumstances, posted on social networking sites or openly shared in any 
other ways.   

 Refrain from taking further photographs and / or video if and when 
requested to do so by staff. 

 Only take photos / make recordings within designated areas of the 
setting.  Photography is not permitted in sensitive areas such as toilets. 

All parents will be notified of the requirement to observe the constraints on the 
use of photography and digital images in advance of any school 
performances, productions or similar event.   

It may be necessary for the school to request that no photography or filming 
takes place at a school event (for example to account for a specific 
safeguarding need or where there are children present whose parents have 
strictly withheld the consent for photographs to be taken).  In such 
circumstances, the restriction will, as far as possible, be made clear to all those 
attending before the event begins.  Anyone continuing to take photographs in 
this situation will be asked by a member of staff to stop and to delete any 
material taken.   

Tapestry Online Journal 

The Lodge uses Tapestry Online Journal.   See the separate Tapestry Policy.   

Children’s use of cameras and digital photography 

Children are not permitted to bring mobile phones or digital devices into the 
setting and are not permitted to take photographs of any kind whilst at the 
setting.  If they want a photograph of a particular activity they can ask a 
member of staff to take one using the setting camera. 

The setting has digital cameras and tablets which we may on occasion permit 
the children to document their activity as part of play and learning, to support 
their learning and exploration.  Children’s use of digital cameras and tablets by 
children is supervised by staff to ensure only appropriate images are taken.  
Children are not left unsupervised with handheld devices at any time and are 
not permitted to use them in any unsupervised area or in the toilets.  The school 
staff will discuss and agree age appropriate acceptable use rules with children 
regarding the appropriate use of handheld devices, such as places children 
cannot take the camera.   

Photos taken by children for official use will only be taken with parental consent 
and will be processed in accordance with the Data Protection Act/GDPR.  
Photos taken by children will be carefully controlled by the setting and will be 
checked carefully before sharing online or via digital screens.  Cameras/videos 
provided by the setting for use by children, and the images themselves, will not 
be removed from the setting. 
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Staff capturing digital images 

Staff are not to use any personal equipment to take photographs or recordings 
of children.  They are only to use equipment provided by The Lodge.   

All images taken for official use are responsibly stored by setting staff.  When the 
data storage (memory stick storage device containing images) is taken offsite 
to be developed, it is responsibly developed only by Mrs Clark who is the Data 
Controller.   No other staff are permitted to develop images.  

Photographs are only stored on The Lodge secure memory cards, memory 
sticks, and tablets and are uploaded to a secure network as soon as possible.   

Children’s “All About Me” booklets are securely stored onsite.   

Use of digital images 

Where The Lodge has parental permission to use a photograph of an individual 
child, the child’s name will never accompany the photograph and will never be 
published without explicit written consent.  Images of staff and other adults will 
similarly not be published without written consent.  Only images obtained strictly 
for administration purposes, and not used for any other purpose, will be taken 
without consent.  These images will not be published or passed on to a third 
party without consent.  

If photographs were to be sent to the press, a full e-safety risk assessment of any 
third party website would be undertaken, including fully reading and 
understanding the terms and conditions and privacy policy of any website.  The 
Lodge must be aware that when content including images is uploaded to a 
third party website then the user agrees to their terms and conditions and for 
some sites this would mean that by uploading any images we might be granting 
the site a license to copy, modify and use the images.  

Use of external photographers 

 External photographers who are engaged to record any events or take 
photos will be prepared to work according to the terms of the settings 
online safety policy.   

 Photographers will sign an agreement which ensures compliance with 
GDPR and the Data Protection Act.  

 Images taken by external photographers will only be used for a specific 
purpose, subject to parental consent.  

 Photographers will not have unsupervised access to children.  

 See External Photographers Policy and Agreement.  

For more information 

Settings can contact the e-Safety Officer to discuss any concerns around use of 
technology in Early Years Settings – Rebecca Avery esafetyofficer@kent.gov.uk 01622 
221469. 

www.kenttrustweb.org.uk?safeguards  
www.kenttrustweb.org.uk?esafety  
www.kenttrustweb.org.uk/Policy/dpfoi.cfm 
www.ico.gov.uk  
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www.plymouth.gov.uk/homepage/education/earlyyearsandchildcare/onlinesafetytool
kit.htm  

Related policies 

See also: Safeguarding Children policy, Mobile phone policy FULL KENT GUIDANCE ON Camera 
and digital images is on Safeguarding File behind copy of this policy. 
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Child Protection - Policy and Procedure For Safeguarding 
Children, including Recording Guidelines 
 
NOTE this is the abridged policy.  There are separate and full policies on all aspects of 
Safeguarding, all available on the website.  
 
Statement of Intent 
 
The Lodge wishes to work with children, parents and the community to ensure 
the safety of children, and to give them the very best start in life. All children 
have the right to be protected. Their welfare is paramount. 
 
Aims 
 
We are committed to: 
 

 Providing an environment at The Lodge which encourages children to 
develop a positive self-image, regardless of race, language, religion, 
culture or home background. 

 Provide an environment in which children feel safe, secure, valued and 
respected, confident to talk openly and sure of being listened to. 

 Help children to establish and sustain satisfying relationships within their 
families, with peers, and with other adults. 

 Encourage children to develop a sense of autonomy and independence. 
 Enable children to have the self-confidence and the vocabulary to resist 

inappropriate approaches. 
 Provide suitable support and guidance so that children have a range of 

appropriate adults who they feel confident to approach if they are in 
difficulties. 

 Work with parents to build their understanding of and commitment to the 
welfare of all our children including possible need for referral to other 
agencies in some situations. 

 Our Prevent Duty re radicalisation and extremism is to have due regard to 
the need to prevent people being drawn into terrorism 

 
The Policy has been developed in accordance with the principles established by 
the following:- 
 

 The Children Act 1989 & 2004 
 Children and Families Act 2014 
 Kent and Medway online Safeguarding Children procedures (2014) 
 Early Years Foundation Stage 2014 
 The Framework for the assessment of children in need and their families 

2000 
 Working together to safeguard children 2015 
 What to do if you are worried a child is being abused 2015 
 Keeping Children safe in Education 2015 
 Kent and Medway Safeguarding Children procedures 2014 (kscb.org.uk) 

Liaison with other bodies 
 We work within the Kent Children’s Safeguarding Team’s guidelines. 
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 We have copies of the Guidelines available for staff and parents to see. 
 We notify the registration authority (Ofsted) 03001231231 of any incident 

or accident and any changes in our arrangement which affect the well-
being of children. 

 We have procedures for contacting the local authority on child 
protection issues. Our Area Safeguarding Team (North Kent) can be 
contacted on 03000 412445 or mobile 07740183798. Administration 
contact number 03000 411 995. We can also refer to the Children’s Social 
Services Duty team 03000 411 111. 

 Records of the local NSPCC contacts are also kept. 
 If a report is to be made to the authorities we act within the Kent 

Children’s Safeguarding Team’s guidelines in deciding whether we must 
inform the child’s parents at the same time. 

 The out of hours Social Services can be contacted on 03000 419 191. 
 Parents may make contact with Social Services on 03000 411 111. 
 We are familiar with Kent Inter-Agency Threshold Criteria for children and 

young people.  
 
Staffing and volunteering 

 Mrs Clark is Designated person for Child Protection but any member of 
staff may contact the Safeguarding Team if they are concerned about a 
child. 

 We provide adequate and appropriate staffing resources to meet the 
needs of children. 

 Applicants for posts within the school are clearly informed that the 
positions are exempt from the Rehabilitation of Offenders Act 1974.  
Candidates are informed of the need to carry out Disclosure and Barring 
Service checks (has replaced CRB) before posts can be confirmed. 
Where applications are rejected because of information that has been 
disclosed, applicants have the right to know and to challenge incorrect 
information. 

 We abide by Ofsted requirements in respect of references and DBS 
checks for staff and volunteers, to ensure that no disqualified person or 
unfit person works at the school or has access to the children. 

 All staff are encouraged to discuss any worries or concerns they may 
have regarding the Safeguarding of children. In addition they have 
regular supervision interviews. 

 Volunteers do not work unsupervised. 
 We abide by the Protection of Children Act requirements in respect of 

any person who is dismissed from our employment or resigns in 
circumstances that would otherwise have led to dismissal for reasons of 
child protection concern. 

 We have procedures for recording the details of visitors to the school. 
 We take security steps to ensure that we have control over who comes 

into the school so that no unauthorised person has unsupervised access 
to the children. 

 
 
 
Disciplinary Action 
Please see Allegations of abuse made against members of staff Policy Number 
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Training 
Staff members have training opportunities to ensure that they are able to 
recognise the signs and symptoms of possible physical abuse, emotional abuse, 
sexual abuse and neglect, and so that they are aware of the local authority 
guidelines for making referrals. We ensure that all staff know the procedures for 
reporting and recording their concerns and for monitoring children identified as 
“in need”. 
 
Planning 
The layout of the rooms and garden allow for constant supervision. 
 
Curriculum 

 We conform to regulations in the EYFS Welfare Requirements regarding 
keeping children safe. We introduce elements on safeguarding children 
into the curriculum, so that children can develop understanding of why 
and how to keep safe. 

 Thoughtful teaching provides opportunities for increasing self-awareness, 
self-esteem, assertiveness and decision making. Children can learn 
strategies to ensure their own protection and the importance of 
protecting others.  

 We create a culture of value and respect for the individual at The Lodge. 
 We ensure that this is carried out in a way that is appropriate for the ages 

and stages of our children. 
 
Complaints 

 We ensure that all parents know how to complain about staff or 
volunteer action which may include an allegation of abuse. 

 We will follow the official guidance from the Kent Children’s Safeguard 
Team when investigating any complaint that a member of staff or 
volunteer has abused a child. 

 We will follow all the disclosure and recording procedures when 
investigating an allegation that a member of staff or volunteer has 
abused a child as if it were an allegation of abuse by any other person. 
See also separate Allegations Policy, no. 21 

 
Responding to suspicions of abuse 

 We acknowledge that abuse of children can take different forms – 
physical, emotional, sexual, and neglect. 

 When children are suffering from physical, sexual or emotional abuse, this 
may be demonstrated through changes in their behaviour, or in their 
play.  Where such changes in behaviour occur or where children’s play 
gives cause for concern, we shall investigate. 

 We allow investigation to be carried out with sensitivity.  Staff take care 
not to influence the outcome either through the way they speak to 
children or ask questions of children. 

 Where a child shows signs and symptoms of ‘failure to thrive’ or neglect, 
we make appropriate referrals. 

 If child sexual exploitation or female genital mutilation is suspected it is our 
statutory duty to refer this also. 
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As designated person, Mrs Clark will: 
 

 Co-ordinate action taken 
 Liaise with other agencies/professionals 
 Ensure procedures are followed 
 Make referrals as necessary 
 Maintain a confidential record system 
 Ensure The Lodge is represented at inter-agency, strategy and 

CP meetings 
 Monitor child care and CP plans 
 Ensure all staff receive up to date CP training including having 

due regard to the need to prevent people being drawn into 
terrorism. 

 
Disclosures 
 
Where a child makes a disclosure to a member of staff that member of staff: 

 Offers reassurance to the child 
 Listens to the child and avoids interrupting, except to clarify 
 Gives reassurance that she or he will take action 

 
The member of staff does not question the child 
 
Recording suspicions of abuse and disclosures 
 
Staff make a record of: 

 The child’s name 
 The child’s address 
 The age of the child 
 The date and time of the observation or the disclosure 
 The incident which gave rise to concern 
 The nature of injuries observed, noted on a body map & reasons for 

concern 
 An objective record of the observation or disclosure 
 The exact words spoken by the child 
 The name of the person to whom the concern was reported, with date 

and time 
 The names of any other person present at the time 
 The child in normal context 
 Action taken 

 
These records are signed and dated and kept in a separate confidential file in 
locked cupboard. 
All members of staff know the procedures for recording and reporting. We have 
specially prepared forms to ensure reports are thorough. 
Data Protection is not an issue where Child Protection is concerned. 
 
 
Informing Parents 
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Parents are normally the first point of contact.  If a suspicion of abuse is 
recorded, parents are informed at the same time as the report is made, except 
where the guidance from Kent Children’s Safeguard Team does not allow this.  
This will usually be the case where the parent is the likely abuser.  In these cases 
the investigating officers will inform the parent. 
 
Confidentiality 
All suspicions and investigations are kept confidential and shared only with those 
who need to know.  Any information is shared under the guidance from Kent 
Children’s Safeguard team. 
 
Support to families 

 The Lodge takes every step in its power to build up trusting and supportive 
relations among families, staff and volunteers in the group. 

 We continue to welcome the child and the 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 or 
those who have parental responsibility for the child only if appropriate 
under the guidance from the Kent Children’s Safeguard Team. 

 With the proviso that the care and safety of the child is paramount, we 
do all in our power to support and work with the child’s family. 

 Professional support can be arranged for parents if required. 
 
Maintaining Boundaries 
Members of staff are directed to maintain appropriately boundaried 
relationships with children, their parents and each other. We discourage 
relationships between practitioners and parents outside The Lodge, such as 
socializing, babysitting or entering into sexual or romantic relationships. 
 
Public Interest Disclosure Act 1998 
Whistleblowing is the mechanism by which staff can voice their concerns, made 
in good faith, without fear of repercussion. Staff acknowledge their individual 
responsibility to bring matters of concern to the attention of Mrs Clark and/or 
relevant agencies. This is particularly important where the welfare of children 
may be at risk. 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

Signed on behalf of The Lodge Nursery School  ____________________ 
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Child Protection - Allegations of Abuse made against members 
of Staff - Policy and Procedure 
 
NOTE this is the abridged policy.  There are separate and full policies on all aspects of 
Safeguarding, all available on the website.  
 
The welfare of each child is paramount. 
 
How we protect ourselves; 
 
 If a child sustains an injury whilst in our care, we will record it in the Accident 

Book as soon as possible. When the child is collected, we will inform whoever 
picks up the child about the injury and ensure that they also sign the 
Accident Book. 

 If a child arrives with an injury sustained elsewhere we will ask for an 
explanation and record this, asking whoever brought in the child to sign the 
record. 

 We ensure that all staff undertake regular Child Protection training. 
 We ensure that all parents are aware of our role and responsibility in Child 

Protection. Please also read child Protection Policy and our Prospectus. 
 Our Behaviour Management Policy explains that no physical sanctions will be 

used and we will ensure that everyone complies with it. 
 We do not engage in rough physical play with children as this may be 

misconstrued and could cause accidental injury to a child. 
 We will avoid doing things of a personal nature for children that they can do 

for themselves. 
 We will take up references, including one from the candidate’s last 

employer, and will always investigate gaps in employment history. 
 We will encourage an open door ethos, to enable staff to talk to senior 

colleagues if they have concerns about the conduct of any of their peers. 
 
 
What happens if an allegation of abuse is made against a member of staff. 
 
 If anyone makes an allegation of abuse against a member of our staff, Mrs 

Clark (designated person) will be informed immediately and will contact the 
Area Safeguarding Adviser on 03000 412445 mobile 07740 183798. 

 The advisor will assess whether the allegation reaches the threshold for 
referral to Police/Children’s Social services and advise accordingly regarding 
further action to be taken in respect of the child and member of staff. 

 This applies whether the alleged incident took place on the premises or 
elsewhere. 

 Mrs Nokes will complete a form for recording allegations against staff. 
 No staff will discuss the allegation with the member of staff concerned unless 

given approval by the Area Safeguarding Advisor, or Children’s Social 
Services.  

 OFSTED will be informed. 
 All staff are aware that it is a disciplinary offence not to report concerns 

about the conduct of a colleague that could place a child at risk. 
 If Social Services and/or the Police decide to carry out an investigation, it 
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may be possible that we suspend the member of staff, whilst enquiries are 
being carried out. We may also invoke our own disciplinary procedure. 

 We will not carry out an investigation ourselves unless the Area Safeguarding 
Advisor, Social Services and the Police decide it is not appropriate for them 
to do so. We understand that Ofsted may wish to undertake further 
investigations. 

 If the allegation is against Mrs Clark then Mrs Nokes, must be informed. She 
will then deal with the matter as outlined in previous section.      

 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on _________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Complaints Procedure 
 
Statement of Intent 
 
The Lodge believes that children and parents are entitled to expect courtesy 
and prompt careful attention to their needs and wishes. We welcome 
suggestions on how to improve our school. We will give prompt and serious 
attention to any concerns about the running of the school including issues 
relating to funding of the free entitlement hours. We anticipate that most 
concerns will be resolved quickly by an informal approach to the appropriate 
member of staff.  If this does not achieve the desired result we have a set of 
procedures for dealing with concerns. 
 
Aim 
We aim to bring all concerns about the running of The Lodge to a satisfactory 
conclusion for all of the parties involved.  
 
Methods 
To achieve this we operate the following complaints procedure. 
How to complain 
 
Stage 1 
 
 Any parent who is uneasy about an aspect of our provision first of all talks 

over his/her worries and anxieties with Mrs Clark. 
 
Stage 2 
 
 If this does not have a satisfactory outcome, or if the problem recurs, the 

parent moves to Stage 2 of the procedure by putting the concerns or 
complaint in writing to Mrs Clark. Forms for registering a complaint are 
available from the red folder on the Administration Table or from a member 
of staff.  

 Most complaints should be able to be resolved informally at Stage 1 or Stage 
2. 

 
Stage 3 
 
 The parent requests a meeting with Mrs Clark.  Both parties should have 

another person present if required (i.e. friend, partner or colleague).  An 
agreed written record of the discussion should be made.  All of the parties 
present at the meeting should sign the record and receive a copy of it. 

 
Stage 4 
 
 If at the Stage 3 meeting the parent and The Lodge cannot reach 

agreement an external mediator is invited to help to settle the complaint.  
This person should be acceptable to both parties, listen to both sides and 
offer advice.  A mediator has no legal powers but can help to define the 
problem, review the action so far and suggest further ways in which it might 
be resolved. 
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 Staff or volunteers within the Pre-school Learning Alliance are appropriate 

persons to be invited to act as mediators. 
 
 The mediator keeps all discussion confidential.  He/she can hold separate 

meetings with The Lodge and the parent if this is decided to be helpful.  The 
mediator keeps an agreed written record of any meetings that are held and 
of any advice he/she gives. 

 
Stage 5 
 
 When the mediator has concluded his/her investigations, a final meeting 

between the parent and The Lodge is held.  The purpose of this meeting is to 
reach a decision on the action to be taken to deal with the complaint.  The 
mediator’s advice is used to reach this conclusion.  The mediator is present at 
the meeting if all parties think this will help a decision to be reached. 

 
 A record of this meeting, including the decision on the action to be taken, is 

made.  Everyone present at the meeting signs the record and receives a 
copy of it.  This signed record signifies that the procedure has concluded. 

 
At all stages of this procedure complainants will be notified of the outcome 
within 28 days. 
 
The role of the Office for Standards in Education, Early Years Directorate (Ofsted) 
and the Area Child Protection Committee 
 
Parents may approach Ofsted directly at any stage of this complaints 
procedure.  In addition where there seems to be a possible breach of the 
registration requirements, it is essential to involve Ofsted as the registering and 
inspection body with a duty to ensure the Statutory Framework for the Early 
Years Foundation Stage Welfare requirements are adhered to. 
 
The address and telephone number of Ofsted Compliance, Investigation & 
Enforcement (CIE) Dept. is: 
 The National Business Unit 
            Ofsted 
            Piccadilly Gate 
            Store Street 
            Manchester M1 2WD             
           Telephone: 0300 123 1231 
 
If a child appears to be at risk The Lodge will follow the procedure of the Area 
Child Protection Committee in the local authority. 
 
In these cases both the parent and The Lodge are informed and Mrs Clark will 
work with Ofsted or the Area Child Protection Committee to ensure a proper 
investigation of the complaint followed by appropriate action. 
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Records 
 
A record of complaints against The Lodge and/or the children and/or the adults 
working at The Lodge is kept, including the date, the circumstances of the 
complaint and how the complaint was managed.  Appropriate information from 
that record can be shared with parents on request. 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Confidentiality Policy 
 
The Lodge's work with children and families brings us into contact with 
confidential information. All children, families, and the staff at The Lodge can be 
sure of confidentiality.  
 
 
Legislation links: 
 

 Human Rights Act 1998 – provides the principles for confidentiality 
 Data protection Act 1998 – rules for safe handling of data 
 Childcare Act 2006 – provides the context for delivery of the EYFS 
 Children Act 1989 – outlines legal parental responsibility for children 
 Freedom of Information Act 2000 – gives everyone the right to request 

any records that a public body, including pre-schools, holds about them 
 Employment Act 2008 – terms and conditions of contracts of employment 

i.e. use of confidential clauses 
 Caldicott principles – applied by both Department of Health and Social 

Services 1997 
 Children and Families Act 2014 

  
 
We respect confidentiality in the following ways: 
 
 
 Parents will have ready access to the files and records of their own children. 

Any third party information contained will have been removed. 
 
 Staff members will not discuss individual children with anyone other than their 

parents/carers without prior written permission, apart from with each other in 
a professional capacity. 

 
 Information given by parents/carers to Mrs. Clark or a member of staff will not 

be passed on to other adults without written permission. 
 
 Issues to do with the employment of staff, whether paid or unpaid, will remain 

confidential to the people directly involved with making personnel decisions. 
 
 Any anxieties/evidence relating to a child's personal safety will be kept in a 

confidential file in a locked cupboard and will only be shared with the child's 
key person and Mrs Clark, except when Kent Safeguarding team need to be 
involved. (See also Child Protection Policy 14) 

 
 The Lodge cannot be held responsible for information discussed between 

parents. 
 

 Members of staff sign a Confidentiality Agreement. 
 

 
All the undertakings above are subject to the paramount commitment of The 
Lodge staff which is to the safety and well-being of the children.  (Please also 



The Lodge Nursery School  
Policies and Procedures 

 

31 
 

see our Child Protection Policy, 14). 
 
Mrs Clark is registered with the Information Commissioner’s Office as The Lodge 
holds children’s details on file and submits information to KCC when applying for 
Government funding. 
 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Control of Substances Hazardous to Health (COSHH) Policy 

The Lodge considers health and safety to be of utmost importance. As an 
employer we have a duty under the Control of Substances Hazardous to Health 
Regulations (COSHH) 2002 to prevent employees from coming into contact with 
substances hazardous to health.  This policy is intended to set out the values, 
principles and policies underpinning the Setting’s approach to COSHH.  By 
implementing COSHH guidelines thoroughly and fully the organisation aims to 
protect staff who come into contact with hazardous substances as part of their 
work and to prevent children from coming into contact with hazardous 
substances.  

Such ‘hazardous substances’ include: 

 Substances or mixtures of substances classified as dangerous to health 
under the current CHIP Regulations, including chemicals classified as very 
toxic, toxic, harmful, irritant or corrosive, such as bleaches and cleaning 
agents.  

 Any substance which has been assigned a maximum exposure limit or 
occupational exposure standard (as listed in the Health and Safety 
Executive’s publication EH40 – Occupational Exposure Limits) 

 Substantial concentrations of airborne dust 

 Harmful micro-organisms. 

Chemicals and Material  

It is Setting policy to, wherever possible, avoid the use of substances that have 
the risk of being hazardous to health.  Safety data sheets under the COSHH or 
Chemical Hazard Information Packaging (CHIP) information supplied by 
manufacturers will be held on file for all substances and available for staff 
reference purposes and risk assessment.  Staff who use these chemicals and 
materials have the duty of care to make themselves aware of the potential 
hazard, contradictions and treatments. 

Measures and Provisions 

We have conducted a risk assessment in relation to all substances used on our 
premises and concluded that no substance presents a high risk. 

1. The majority of substances used within the Setting are of domestic 
standard for household use and therefore do not present any threat to 
health and are safe to use.  

2. The Setting has general hygiene measures in place, together with the 
provision of personal protective equipment (PPA) to further ensure the 
safety of staff. 
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3. Cleaning substances are of domestic standard. 

4. All substances are correctly stored in clearly labelled containers.  

5. Cleaning substances are safely stored in child-safe cupboards. 

6. Adequate washing facilities are available in all Setting areas.   

7. PPE aprons and rubber gloves are provided when required. 

8. All waste products, including medical waste, is disposed of safely in 
accordance with statutory regulations.  

9. Safety Data Sheets (COSHH) for cleaning products are available onsite 
and are accessible to all staff. 

COSHH Folder 

A record of all products used within the Setting is stored within the COSHH folder. 
This folder is updated by the setting manager and stored onsite.  All staff know 
the requirements of COSHH and safety procedures.  The COSHH sheets provide 
the required safety data and a record of all the companies used as suppliers: 

 Product name 

 Ingredients 

 Hospital information  

 Safety requirements 
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Curriculum Policy 
 
We help and encourage children to progress with confidence towards the Early 
Learning Goals. All children are supported in developing their full potential at 
their own pace, both indoors and outdoors. Children learn and develop in 
different ways and at different rates. Our key person system, with high levels of 
individual input, together with developmentally appropriate play activities, 
enables us to ensure our curriculum is tailored to meet the needs of each 
individual child. 
 
There are 3 Prime Areas within the revised EYFS:- 
 
The statements on this page are taken from the revised Early Years Foundation 
Stage Guidance (EYFS). 
Personal, Social and Emotional Development 
Self-confidence and self-awareness: children are confident to try new activities 
and say why they like some activities more than others. They are confident to 
speak in a familiar group, will talk about their ideas and will choose the resources 
they need for their chosen activities. They say when they do or don’t need help. 
Managing feelings and behaviour: children talk about how they and others 
show feelings, talk about their own and others’ behaviour and its consequences, 
and know that some behaviour is unacceptable. They work as part of a group or 
class and understand and follow rules. They adjust their behavior to different 
situations and take changes to their routine in their stride. 
Making relationships: children play co-operatively, taking turns with others. They 
take account of one another’s ideas about how to organize their activity. They 
show sensitivity to others’ needs and feelings and form positive relationships with 
adults and other children. 
 
Communication and Language  
Listening and attention: children listen attentively in a range of situations. They 
listen to stories, accurately anticipating key events and respond to what they 
hear with relevant comments, questions or actions. They give their attention to 
what others say and respond appropriately, while engaged in another activity. 
Understanding: children follow instructions involving several ideas or actions. 
They answer “how” and “why” questions about their experiences and in 
response to stories or events. 
Speaking: children express themselves effectively, showing awareness of 
listeners’ needs. They use past, present and future forms accurately when talking 
about events that have happened or are to happen in the future. They develop 
their own narratives and explanations by connecting ideas or events. 
 
Physical Development 
Moving and handling: children show good control and co-ordination in large 
and small movements. They move confidently in a range of ways, safely 
negotiating space. They handle equipment and tools effectively, including 
pencils for writing. 
Health and self-care: children know the importance of good health, of physical 
exercise and a healthy diet and talk about ways to keep healthy and safe. They 
manage their own basic hygiene and personal needs successfully, including 
dressing and going to the toilet independently. 
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In addition to the 3 Prime Areas there are 4 Specific Areas:- 
Literacy 
Children are helped to understand that written symbols carry meaning, to be 
aware of the purposes of writing and when they are ready, to use drawn and 
written symbols for themselves. Our well stocked library and book corner, 
together the children’s “All about me” books give every child the opportunity 
and encouragement to become familiar with books, able to handle them and 
aware of their uses, both for reference and as a source of stories and pictures. 
Mathematics 
By means of adult supported practical experience and thoughtful play 
equipment, children become familiar with sorting, matching, ordering, 
sequencing, counting activities and pattern making. As they use their 
developing understanding to solve practical problems, children are assisted to 
learn and use the vocabulary of mathematics, identifying objects by shape, 
pattern, position, size, volume and number. Songs, games and picture books 
help children become aware of number sequences and when they are ready to 
use simple mathematical operations such as adding and taking away and to 
explore real-life problems. 
Understanding of the world 
A safe and stimulating environment allows children to explore and experiment 
with a range of natural and manufactured materials. They learn to observe the 
features of objects and substances, recognizing differences, patterns and 
similarities and to share and record their findings. Children are assisted in 
exploring and understanding their environment, both within the group and also 
in the wider community. A range of safe and well maintained equipment 
enables children to extend their technological understanding, using simple tools 
and techniques as appropriate to achieve their intentions and to solve 
problems. 
Expressive Arts and Design 
Children are encouraged to use a wide range of resources in order to express 
their own ideas and feelings and to construct their individual response to 
experience in two and three dimensions. Art equipment, including paint, glue, 
crayons and pencils as well as natural and discarded resources, provides for 
open ended exploration of colour, shape and texture and the development of 
skills in painting, drawing, collage and model-making. Children join in with and 
respond to music and stories and there are many opportunities for imaginative 
role play, both individually and as part of a group.  
 
Stages of Learning and Development within these areas conclude in the Early 
Learning Goals (ELG’s) which children should reach by the end of reception 
year at primary school. At The Lodge we follow the guidance and overarching 
principles which underpin all the Government’s Statutory Requirements and 
ensure every child is treated as A Unique Child who must have the opportunities 
to interact in Positive Relationships and in an Enabling Environment. 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_______Signed on behalf of The Lodge Nursery School  ________ 

Emergency Evacuation and Fire Safety 
 
Fire safety 
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Legislation 
Regulatory Reform (Fire Safety) Order 2005 
              
      

 Fire doors are clearly marked, never obstructed and easily opened from 
inside. 

 Smoke detectors/alarms and firefighting appliances conform to BSEN 
standards, are fitted in appropriate high-risk areas of the building, and are 
checked as specified by the manufacturer. 

 Our emergency evacuation procedures are approved by the Fire Safety 
Officer and are: 

- clearly displayed on the premises on Administration Table 
- explained to new members of staff, volunteers and parents 
- practised regularly at least three times each term 
- records are kept of fire drills and the servicing of fire safety 

equipment. 
-    Written Fire Risk Assessments are carried out every year 

Mrs Clark and Mrs Nokes are The Lodge Fire Officers and will be responsible for 
calling the Fire Service if necessary. 

 Children are advised that a genuine fire alarm bell will sound much 
louder and for much longer than the whistle used for drill. 

 The building can be evacuated in a minute or two. 
 Children with mobility problems or children reluctant to leave will 

be carried out of the building. 
 Mrs Nokes or Mrs Clark will be the last to leave the building. 
 In the event of evacuation, parents will be contacted as soon as 

possible via our parent contact list available locally. 
 A local place of safety has been arranged if need arises. 

 
 
See Fire Drill – Bomb Alert – Emergency procedures for evacuation of building 
which is in Operational Plan and Administration Table Board. 
 
Emergency procedures for evacuation of building: 
 
 Keep calm 

 If fire is in the kitchen, call all children over to the main door 

 If fire is close to the main door, call all children over to the door beside the 

hatch 

 Collect those children who are in the den, home corner and book corner 

 Lead children from building, bringing register and school mobile phone if 

possible. A staff member at the rear   

 Do not stop to collect belongings 



The Lodge Nursery School  
Policies and Procedures 

 

37 
 

 Do not panic 

 Move children as far away from the building as is safely possible 

 Count the children and call the register 

Location of fire extinguishers: 

 1 beside door to kitchen (under hatch) 

 1 in kitchen beside door 

 1 in entrance hall 

 1 fire blanket in kitchen   

This revised policy was adopted at a meeting of The Lodge Nursery 
  
School held on _____________________________ 
 
Signed on behalf of The Lodge Nursery School ________________________ 
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Equal Opportunities Policy 
 
We are committed to providing equality of opportunity and anti-discriminatory 
practice for all children and families. 
 
The Lodge Nursery School works in accordance with all relevant legislation, 
including: 
 
 Disabled Persons Acts 1958 & 1986  
 
 Race Relations Act 1976 & Race Relations Amendment Act 2000 
 
 Sex Discrimination Act 1986 
 
 Children Act 1989 
 
 Special Educational Needs and Disability Act 2014 

 
 Equality Act 2010 
 
Children 
 
We believe that activities at The Lodge should be open to all children and 
families, and to all adults committed to their welfare. We are committed to 
working with parents and other agencies as appropriate to ensure children’s 
needs are met. Children at The Lodge are encouraged to value and respect 
each other. Mrs Clark is the Equal Opportunities Co-ordinator.  Any concerns 
may be discussed with her. See also Special Educational Needs Policy (No. 11). 
 
Admissions 
 
We arrange our waiting list in order of enrolling, but give preference to siblings 
and children who are already over the age of 3, if space is available and a prior 
offer of a place has not been turned down. 
 
Families joining The Lodge are made aware of our Equal Opportunity Policy. 
 
We can provide information in a number of different of languages.  Please ask. 
 
Employment 
 
We aim to ensure that all who wish to work in, or volunteer at The Lodge have an 
equal opportunity to do so. Commitment to implementing the school’s Equal 
Opportunities Policy will form part of the job description for all members of staff. 
Ongoing reviews and evaluation of practice takes place. Staff members 
promote and value diversity and differences. 
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Families 
 
The Lodge recognises that many different types of family successfully love and 
care for children. 
 
The Lodge offers a flexible payment system for families with differing means – 
please discuss with Mrs Clark if assistance is required. 
 
 
Festivals 
 
We aim to actively promote British values. We show respectful awareness of all 
the major events in the lives of children and families at The Lodge and in our 
society as a whole and to welcome the diversity of backgrounds from which 
they come.  In order to achieve this we aim to acknowledge all the festivals 
which are celebrated in our area and/or by families involved in the nursery 
school. 
 
 Without indoctrination in any faith children will be made aware of different 

festivals and will be introduced to stories behind the festivals.  Where 
appropriate specialist help will be sought. 

 
 Children and families celebrating festivals unfamiliar to The Lodge will be 

invited to share the festival with the rest of the group. 
 
 Children will be encouraged to welcome a range of different festivals – 

together with stories, special food and clothing – as part of the diversity of 
life. 

 

 

This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Equipment and Resources Policy 
 
We believe that high quality care and education is promoted by providing 
children with safe, clean, attractive, age and stage appropriate resources, toys 
and equipment. 
 
We aim to provide children with resources and equipment which help to 
consolidate and extend their knowledge, skills, interests and aptitudes.  
 
In order to achieve this: 
 
 We provide play equipment and resources which are safe and - where 

applicable - conform to BSEN safety standards or Toys (safety) Regulation 
(1995); 

 
 We provide a sufficient quantity of equipment and resources for the number 

of children;        
 
 We provide resources which promote all areas of children’s learning and 

development which may be child initiated or adult-led. 
 
 We select books, equipment and resources which promote positive images 

of people of all races, cultures and abilities, are non-discriminatory and avoid 
racial and gender stereotyping; 

 
 We provide play equipment and resources which promote continuity and 

progression, provide sufficient challenge and meet the needs and interests of 
all children; 

 
 We provide made, natural and recycled materials which are clean, in good 

condition and safe for children to use; 
 
 We provide furniture which is suitable for children and furniture which is 

suitable for adults; 
 
 We display resources and equipment where children can independently   

select them; 
 
 We check all resources and equipment regularly as they are set out at the 

beginning of each session and put away at the end of each session. We 
repair and clean, or replace any unsafe, worn out, dirty or damaged 
equipment; 

 
 We keep an inventory of resources and equipment; 
 
 We use the inventory to: 
 - review the balance of resources and equipment so that they can 
 support a range of activities across all areas of play, learning and 
 development; 
 
 - record the dates and results of checking the resources and 
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 equipment. 
 
 We provide adequate insurance cover for resources and equipment; 
 
 We use book clubs and our local libraries to introduce new books to support 

children’s interests; 
 
 We plan the provision of activities and appropriate resources so that a 

balance of familiar and new is offered, taking into consideration children’s 
favourite choices. 

 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Food and Drink Policy and Practice 
 
Statement of Intent 
 
The Lodge regards snack time as an important part of the morning.  Eating 
represents a social time for children and adults and helps children to learn about 
healthy eating. 
 
Aim 
 
At snack time we aim to provide nutritious food which meets the children’s 
individual dietary needs.   
 
Methods 
 

 Before a child joins The Lodge we find out from parents their child’s 
dietary needs, including any allergies. 

 We record information about each child’s dietary needs in her/his 
registration record and parents sign the record to signify that this is 
correct. 

 We regularly consult with parents to ensure that our records of their child’s 
dietary needs – including any allergies – are up-to-date. Parents sign the 
up-dated record to signify that this is correct. 

 We display current information about individual children’s dietary needs 
so that all staff and volunteers are fully informed about them. 

 We implement systems to ensure that children receive only food and drink 
which is consistent with their dietary needs and their parents’ wishes. 

 We provide fruit at snack time, therefore avoiding large quantities of fat, 
sugar, salt, and artificial additives, preservatives and colourings. 

 In consideration of children with allergies we do not provide food 
containing nuts, and ask parents to do likewise. 

 Through discussion with parents and research reading by staff we obtain 
information about the dietary rules of the religious groups to which 
children and their parents belong, and of vegetarians and vegans, and 
about food allergies.  We take account of this information in the provision 
of food and drinks. 

 We require staff to show sensitivity in providing for children’s diets and 
allergies.  Staff do not use a child’s diet or allergy as a label for the child, 
or make a child feel singled out because of her/his diet or allergy. 

 We encourage parents to prepare packed lunches which are nutritious 
and well balanced, containing portions of fruit or vegetables. 

 We organise snack and lunch times so that they are social occasions in 
which children and staff participate. 

 We use snack and lunch times to help children to develop independence 
through making choices, serving food and drink and feeding themselves. 

 We provide children with utensils which are appropriate for their ages and 
stages of development, and which take account of the eating practices 
in their cultures. 

 We have fresh drinking water constantly available for the children both 
indoors and outdoors. We inform the children about how to obtain the 
water and that they can ask for water at any time during the morning. 
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 We inform parents who provide packed lunches for their children about 
the storage facilities available. 

 We have rules about children sharing and exchanging their food with one 
another in order to protect children with food allergies. 

 For children who drink milk we provide whole and pasteurised milk. 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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General Data Protection Policy  
GDPR stands for General Data Protection Regulation (GDPR) and replaces the 
previous Data Protection Directives that were in place.  It was approved by the 
EU Parliament in 2106 and comes into effect on 25th May 2018.  It applies to 
anyone who handles or has access to people’s personal data.   

 
This policy is intended to ensure that personal information is dealt with properly 
and securely and in accordance with the GDPR.  It will apply to information 
regardless of the way it is used, recorded and stored and whether it is held in 
paper files or electronically.  
 

 
1. Scope of the Policy 
 
GDPR states that personal data should be ‘processed fairly and lawfully’ and 
‘collected for specified, explicit and legitimate purposes’ and that individuals 
data is not processed without their knowledge and are only processed with their 
‘explicit consent’.  GDPR covers personal data relating to individuals.  The 
Lodge is committed to protecting the rights and freedoms of individuals with 
respect to the processing of children’s’, parents’, visitors’ and staffs’ personal 
data.   
 
The Data Protection Act gives individuals the right to know what information is 
held about them.  It provides a framework to ensure that personal information is 
handled properly.   
 
The Lodge is registered with the ICO (Information Commissioners Office) under 
registration reference: ZA217801and has been registered since 19 November 
2016.  Certificates are on display on the parent’s information board.   
 
Personal information is any information that relates to a living individual who can 
be identified from the information.  This includes any expression of opinion about 
an individual and intentions towards an individual. It also applies to personal 
data held visually in photographs or video clips (including CCTV) or as sound 
recordings. 
 
The School collects a large amount of personal data every year including: staff 
records, names and addresses of those requesting prospectuses, references, 
fee collection as well as the many different types of research data used by the 
School.  In addition, it may be required by law to collect and use certain types 
of information to comply with statutory obligations of Local Authorities (LAs), 
government agencies and other bodies.  
 
2. GDPR includes 7 rights for individuals 
 

i. The right to be informed 
 
The Lodge Nursery School is a registered Childcare provider with Ofsted and 
as such is required to collect and manage certain data.  We need to know 
parent’s names, addresses, telephone numbers, email addresses, date of 
birth and National Insurance numbers.  We need to know children’s full 
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names, addresses, date of birth and Birth Certificate number.  For parents 
claiming the free nursery entitlement we are requested to provide this data 
to Kent County Council.  This information is sent to the Local Authority via a 
secure electronic file transfer system.   
 
We are required to collect certain details of visitors to our preschool.  We 
need to know visitors names, telephone numbers, addresses and where 
appropriate company name.  This is in order to comply with our Health and 
Safety and Safeguarding Policies.   
 
As an employer, The Lodge Nursery School Limited is required to hold data 
on its employees including names, addresses, email addresses, telephone 
numbers, date of birth, National Insurance numbers, photographic ID such 
as passport and driver’s license, and bank details. This information is also 
required for Disclosure and Barring Service checks (DBS) and proof of 
eligibility to work in the UK.  This information is sent via a secure file transfer 
system to Disclosure Services Limited for the processing of DBS checks.   
 
The Lodge Nursery school does not use cookies on its website.   
 
ii. The right of access 
 
The Lodge Nursery School Limited is a company registered in England & 
Wales.  Our Company Registration Number is 10065620.  Our Registered 
Office is 18 Homevale Cottages, Main Road, Knockholt, Kent, TN14 7JE.  
 
At any time an individual can make a request relating to their data and The 
Lodge Nursery School Limited will need to provide a response (within 1 
month).  The Lodge Nursery School Limited can refuse a request, if we have 
a lawful obligation to retain data e.g. from Ofsted in relation to the EYFS, but 
we will inform the individual of the reasons for the rejection.  The individual 
will have the right to complain to the ICO if they are not happy with the 
decision.  

  
iii. The right to erasure 
 
You have the right to request the deletion of your data where there is no 
compelling reason for its continued use.  However, The Lodge Nursery School 
has a legal duty to keep children and parents details for a reasonable time 
(please refer to our Record Retention Policy).  The Lodge retains these 
records for 3 years after a child leaves preschool.  The Lodge retains 
children’s accident and injury records for 19 years (or until the child reaches 
21 year), and retains child protection records for 22 years (or until the child 
reaches 24 years.).  Staff records must be kept for 6 years after the member 
of staff leaves employment, before they can be erased.  This data is 
archived securely at the Registered Office and shredded after the legal 
retention period.  There is a full Risk Assessment in place for transportation 
and storage.  A copy of this Risk Assessment can be provided upon request.  
 
 
iv. The right to restrict processing 
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Parents, visitors and staff can object to The Lodge Nursery School Limited 
processing their data.  This means that records can be stored but must not 
be used in any way, for example reports or for communications.   
 
v. The right to data portability 
 
The Lodge Nursery School Limited requires data to be transferred from one IT 
system to another.  For example, from The Lodge Nursery School Limited to 
the Local Authority, to shared settings and to Tapestry Online Learning 
Journal.  These recipients use secure file transfer systems and have their own 
policies and procedures in place in relation to GDPR.  
 
vi. The right to object 
 
Parents, visitors and staff can object to their data being used for certain 
activities like marketing or research.   
 
vii. The right no to be subject to automated decision-making including 

profiling 
 
Automated decisions and profiling are used for marketing based 
organisations.  The Lodge Nursery School Limited does not use personal data 
for such purposes.  
 

3. Storage and use of personal information 
 
All paper copies of children’s and staff training records are kept in a locked 
cupboard at The Lodge Nursery School.  Members of staff can have access to 
these files but information taken from the files about individual children is 
treated confidentially and apart from archiving, these records remain onsite at 
all times.  These records are shredded after the retention period.   
 
Paper copies of children’s records for children on the waiting list and full staff 
records are kept in a locked filing cabinet at the registered office.  These 
records are shredded after the retention period.  The Lodge Nursery School 
Limited collects a large amount of personal data every year including relating 
to families who are on our waiting list.  These records are shredded if the child 
does not attend or added to the child’s individual file and stored appropriately 
as above.   
 
Information about individual children is used in certain documents such as the 
weekly register, medication forms, referrals to external agencies and disclosure 
forms.  These documents include data such as children’s names, date of birth 
and sometimes address.  These records are kept secure and onsite and are 
shredded after the relevant retention period.  
 
Information regarding families’ involvement with other agencies is stored both 
electronically on an external hard drive and in paper format.  This information is 
kept in a locked box within a locked filing cabinet at head office.  These records 
are shredded after the relevant retention period.   



The Lodge Nursery School  
Policies and Procedures 

 

47 
 

 
Upon a child leaving The Lodge Nursery School and moving on to school or 
another setting, data held regarding the child may be shared with the receiving 
school/setting.  Such information will be hand delivered or via a secure file 
transfer system.  For children attending school outside the local area, the 
parent/carer will be given the data to deliver to the receiving school / setting.   
 
The Lodge Nursery School Limited stores personal data held visually in 
photographs or video clips or as sound recordings.  No names are stored with 
images in photo albums, displays, on the website or on The Lodge Nursery 
School Limited’s social media sites.   
 
Access to all computers, Kindle Fire Tablet Devices and Tapestry Online Learning 
Journal is password or pin protected.  When a member of staff leaves the 
company, these passwords are changed in line with this policy and our 
Safeguarding Policy and their staff profiles made inactive.  Any portable data 
storage used to store personal data such as memory sticks, external hard drives 
etc. are password protected and / or stored in a locked cupboard or filing 
cabinet.   
 
GDPR means that The Lodge Nursery School must: 

 Manage and process personal data properly 
 Protect the individual’s rights to privacy 
 Provide an individual with access to all personal information held 

on them  
 
4. The Principles of Data Protection 
 
These are data protection principles, or rules for ‘good information handling’.    
 
1. Data must be processed fairly and lawfully.  
 
2. Personal data shall be obtained only for one or more specific and lawful 

purposes.  
 
3. Personal data shall be adequate, relevant and not excessive in relation to the 

purpose(s) for which they are processed.  
 
4. Personal data shall be accurate and where necessary kept up to date.  
 
5. Personal data processed for any purpose(s) shall not be kept for longer than is 

necessary for that purpose.  
 
6. Personal data shall be processed in accordance with the rights of data 

subjects under GDPR.  
 
7. Appropriate technical and organisational measures shall be taken against 

unauthorised or unlawful processing of personal data and against 
accidental loss or destruction of, or damage to, personal data.  

 
8. Personal data shall not be transferred to a country outside the EEA, unless 

that country or territory ensures an adequate level of protection for the rights 
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and freedoms of data subjects in relation to the processing of personal data.  
 
5. Responsibilities 
 
3.1 The school must: 

 Manage and process personal data properly 
 Protect the individual’s right to privacy 
 Provide an individual with access to all personal data held on them. 
 

3.2 The school has a legal responsibility to comply with the Act.  The school, as a 
corporate body, is named as the Data Controller under the Act. 
 
Data Controllers are people or organisations who hold and use personal 
information.  They decide how and why the information is used and have a 
responsibility to establish workplace practices and policies that are in line with 
the Act. 
 
3.3 The school is required to ‘notify’ the Information Commissioner of the 
processing of personal data.  This information will be included in a public register 
which is available on the Information Commissioner’s website at the following 
link : 
http://www.ico.gov.uk/what_we_cover/promoting_data_privacy/keeping_the_
register.aspx 
 
3.4 Every member of staff that holds personal information has to comply with the 
Act when managing that information.   
 
3.5 The school is committed to maintaining the eight principles at all times. This 
means that the school will:  
 

• inform Data Subjects why they need their personal information, how they 
will use it and with whom it may be shared.  This is known as a Privacy 
Notice. 

 
• check the quality and accuracy of the information held  
 
• apply the records management policies and procedures to ensure that 

information is not held longer than is necessary  
 
• ensure that when information is authorised for disposal it is done 

appropriately  
 
• ensure appropriate security measures are in place to safeguard personal 

information whether that is held in paper files or on a computer system  
 
• only share personal information with others when it is necessary and legally 

appropriate to do so  
 
• set out clear procedures for responding to requests for access to personal 

information known as subject access in the Data Protection Act (see 
appendix)  
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• train all staff so that they are aware of their responsibilities and of the 
schools relevant policies and procedures  

 
This policy will be updated as necessary to reflect best practice or amendments 
made to the Data Protection Act 1998. 
 
Please follow this link to the ICO’s website (www.ico.gov.uk) which provides 
further detailed guidance on a range of topics including individuals’ rights, 
exemptions from the Act, dealing with subject access requests, how to handle 
requests from third parties for personal data to be disclosed etc.  In particular, 
you may find it helpful to read the Guide to Data Protection which is available 
from the website. 
 
For help or advice on any data protection or freedom of information issues, 
please do not hesitate to contact  
 
Michelle Hunt  
Information Governance Specialist 
Information Resilience & Transparency Team 
Tel: 03000 416286 
Email: michelle.hunt@kent.gov.uk  
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Health and Safety Policy 
 
Statement of Intent 
The Lodge believes that the health and safety of children is of paramount 
importance. We make our school a safe and healthy place for children, parents, 
staff and volunteers. 
 
Aim 
We aim to make children, parents and staff aware of health and safety issues 
and to minimise the hazards and risks to enable the children to thrive in a 
healthy and safe environment. 
 
Risk Assessment 
Our risk assessment process includes: 

 Checking for hazards and risks indoors and outside, and in our 
activities and procedures 

 Our written assessments covers adults and children, outings, fire, 
equipment and when all children present 

 As equipment and furniture is set out and stored away each day 
risk assessments are undertaken 

 Deciding which areas need attention 
 Developing an action plan which specifies the action required, the 

timescale for action, the person responsible for the action 
 Notices are placed on board giving Risk Assessment information to 

parents 
 
Insurance Cover 
We have public liability insurance and employers’ liability insurance.  The 
certificate is displayed on the Church Hall Notice Board. 
 
Awareness raising 

 Our induction training for staff and volunteers includes a clear 
explanation of health and safety issues so that all adults are able to 
adhere to our policy and understand their shared responsibility for 
health and safety.  The induction training covers matters of 
employee well-being, including safe lifting and handling of 
children and the storage of potentially dangerous substances. 

 Adults are provided with guidance about the safe storage, 
movement lifting and setting up of large pieces of equipment. 

 When adults reach up to store equipment they are provided with 
safe equipment to do so. 

 Health and safety issues are explained to the parents of new 
children so that they understand the part they play in the daily life 
of the school. 

 We have a no smoking policy. 
 Children are made aware of health and safety issues through 

discussions, planned activities and routines. 
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Children’s Safety (see also Child protection Policy) 
 Only persons for whom we have received enhanced Disclosure 

and Barring Service approval, will have unsupervised access to the 
children, including helping them with toileting. 

 Nappies will be changed by child’s key person or appropriate 
member of staff. Mrs Clark or a colleague will always be informed 
when children are taken out of the room for toileting or changing 
purposes. Regular checks of nappy changing and toileting are 
made by Mrs Clark or Mrs Nokes. 

 All children are supervised by adults at all times 
 When even just a few children are on the premises at least two 

members of staff are always present. 
 Adults do not walk about with hot drinks or place hot drinks within 

the reach of the children. 
 Adults are not permitted to take cameras and mobile telephones 

into the toilets. 
 On occasions when Mrs Clark is unable to be present, Mrs Nokes 

(deputy) or Mrs Osler will be in charge. 
 
Security 

 Systems are in place for the safe arrival and departure of children, 
including time if arrive late or leave early. 

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

 Our systems prevent unauthorised access to our premises. 
 Our systems prevent children from leaving our premises unnoticed.  

The outside door is locked once the children are in school. 
 The personal possessions of staff and volunteers are safely stored 

during the morning. 
 The identification of visitors will be verified before admitting them to 

the premises. Visitors must sign our Visitors Book on arrival and 
departure and will be asked to turn off their mobile phones. 

 
Floors 
All surfaces are checked daily to ensure they are clean. 
 
Kitchen 

 Children do not have access to the kitchen. 
 All surfaces are clean and non-porous. 
 There are separate facilities for hand-washing and for washing up. 
 Cleaning materials and other dangerous materials are stored out of 

children’s reach. 
 When children take part in cooking activities they: 
 - are supervised at all times 
 - are kept away from hot surfaces and hot water 
 - do not have unsupervised access to electrical equipment 
 Tea towels are kept scrupulously clean and fresh each day. 
 Different cleaning cloths are kept for kitchen and toilet areas and floor. 
 Waste is properly disposed of and kept out of reach of the children. 
 All utensils are kept clean and stored in a dust-free place. Cracked or 

chipped china will not be used. 
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Electrical/gas equipment 

 All electrical/gas equipment conforms to safety requirements and is 
checked regularly. 

 The electrical switchgear and meter cupboard is not accessible to the 
children. 

 Radiators and electric sockets are properly guarded and the children are 
taught not to touch them. 

 There are sufficient sockets to prevent overloading. 
 The temperature of hot water is controlled to prevent scalds. 
 Lighting and ventilation is adequate in all areas. 

The church ensures the building conforms to safety requirements. 
 
Storage 

 All resources and materials accessible for children to select are stored 
safely. 

 All equipment and resources in the cupboard and the garden shed are 
stored or stacked safely to prevent them accidentally falling or 
collapsing. 

 No hazardous substances are stored in the building – children cannot 
access any cleaning products. We are aware and follow of COSHH 
regulations. 

 
Outdoor Area 

 Children will have an opportunity to play in the fresh air throughout the 
year on a daily basis, weather permitting. 

 Our outdoor area is securely fenced. 
 Our outdoor area is checked for safety, cleared of rubbish, gate bolted 

etc. before it is used and STOP sign placed on gate. 
 Adults and children are alerted to the dangers of poisonous plants, 

herbicides and pesticides (non available) 
 Where water can form a pool on equipment, it is emptied before children 

start playing outside. 
 Our outdoor sand trays are covered when not in use. 
 All outdoor activities are supervised at all times. 
 

Safety in the sun 
 To ensure no children get sun burnt while in the garden we follow Kent 

County Council guidance. 
 High factor sun cream will be applied to exposed areas of your children’s skin 

prior to going in the garden on very sunny days. 
 Children will wear named sun hats outdoors. 
 Children will not be outdoors at midday in high summer is very hot. 
 If you do not wish The Lodge staff to use sun cream on your children please 

advise us in writing. 
 
Hygiene 

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

 Our resources and equipment, dressing up clothes etc. are cleaned 
regularly. 
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 The toilet area has a high standard of hygiene including hand washing 
and drying. 

 As we are unable to dispose of nappies/trainer pants, we ask that these 
be removed from the premises by parents/carers. 

 Such items are double bagged and placed out of children’s reach until 
parents arrive. 

 We implement good hygiene practices by: 
- cleaning tables between activities 
- checking toilets regularly 
- flushing away any spills of blood, vomit or excrement down the 

toilet 
 -   wearing protective clothing such as disposable gloves as 

appropriate.  
- floors and other affected surfaces disinfected  
- providing sets of clean clothes 
- providing tissues and wipes 
- ensuring use of disposable paper towels. 
 

Activities 
 Before purchase or loan, equipment and resources are checked to 

ensure that they are safe for the ages and stages of the children currently 
attending The Lodge. 

 The layout of play equipment allows adults and children to move safely 
and freely between activities. 

 All equipment is regularly checked for cleanliness and safety and any 
dangerous items are repaired or discarded. 

 All materials – including paint and glue – are non-toxic. 
 Sand is clean and suitable for children’s play. 
 Physical play is constantly supervised. 
 Children are taught to handle and store tools safely. 
 Children learn about health, safety and personal hygiene through the 

activities we provide and the routines we follow. 
 
Animals 

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

 
First Aid and Medication 
The Lodge staff are all trained First-Aiders.  Their qualifications include training for 
infants and young children and are updated regularly. 
 
Our first aid kit: 

 complies with the Health and Safety (First Aid) Regulations 1981 
 is regularly checked by a designated member of staff (Mrs Osler) and re-

stocked as necessary 
 is easily accessible to adults – on the hatch to kitchen 
 is kept out of the reach of children 
 is kept clean, with sterile items kept sealed in their packages until needed. 
 Box for medication (and parents’ authority/instruction) is with First Aid Box. 

At the time of admission to The Lodge, parents’ written permission for 
emergency medical treatment is sought.  Parents sign and date their written 
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approval. 
Our Accident Book: 

 is kept safe and accessible 
 all staff and volunteers know where it is kept and how to complete it 
 is reviewed termly to identify any potential or actual hazards 
 one page per accident for confidentiality 

 
Ofsted is notified of any serious injury requiring treatment by a General 
Practitioner or hospital, or the death of a child or adult. 
 
We meet our legal requirements for the safety of employees by complying with 
RIDDOR (the Reporting of Injury, Diseases and Dangerous Occurrences 
Regulations).  We report to the local office of the Health and Safety Executive: 

- any accident to a member of staff requiring treatment by a 
General Practitioner or hospital.   

-     any dangerous occurrences (i.e. an event which does not  cause 
an accident but which could have done). 
-    Mrs Clark is responsible for reporting. 

Illness 
 

 Parents are asked to keep their children at home if they have any 
infection, and to inform Lodge staff as to the nature of the infection so 
that they can alert other parents, and make careful observations of any 
child who seems unwell. 

 Parents are asked not to bring into school any child who has been 
vomiting or had diarrhoea until at least 48 hours has elapsed since the last 
attack. 

 If any child appears unwell at school their parents/carer will be 
contacted and asked to take them home. 

 If the children of the Lodge staff are unwell, the children will not 
accompany their parents to work in the nursery school. 

 Cuts or open sores, whether on adults or children, will be covered with 
sticking plaster or other dressing. 

 
See also Administering Medicine Policy 
 
 
Parents can discuss health issues with members of staff and will have access to 
information available to The Lodge.  We maintain links with health visitors. 
 
OFSTED will be notified of any food poisoning affecting 2 or more children and of 
any cases of meningitis or other notifiable disease. 
 
Records 
In accordance with the Welfare Requirements of the Revised Early Years 
Foundation Stage Document, we keep records of: 
 

 Adults authorised to collect children from school. 
 Legal Contact arrangements. 
 The names, addresses and telephone numbers of emergency contacts in 

case of children’s illness or accident. 
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 The allergies, dietary requirements and illnesses of individual children. 
 The times of attendance of children, staff, volunteers and visitors. 
 Accidents and Incidents. 

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

 Risk assessment 
 Record of visitors 
 Fire safety procedures  
 Operational procedures for outings 
 Administration of medication 
 Prior parental consent to administer medicine 
 Record of the administration of medicines 
 Prior parental consent for emergency treatment 
 Accident record 
 No smoking 

 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 

 

 

 

 

 

Fire and Safety Risk Assessment Policy 

The Lodge Nursery School understands the importance of vigilance to fire safety 
hazards. To this end: 

 The basis of fire safety is risk assessment, carried out by a ‘competent 
person’. 

 Staff are aware of the location of all fire exits, the fire assembly point and 
where fire safety equipment is stored. 

 Children will be introduced to the fire safety procedures during their settling 
in period and through regular fire drills. 

 Fire drills will be conducted at least three times a term or whenever new staff 
or children join the club. 

 All children will be made aware of the location of fire exits and the fire 
assembly point. 
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 Fire doors and fire exits are clearly marked, are not obstructed at any time 
and are easily opened from the inside. 

 Fire doors are kept closed at all times but never locked. 

 Fire extinguishers and smoke detectors are regularly tested in accordance 
with manufacturer’s guidance. 

 All fire drills are recorded in the Fire Drill Log. 

 The school has notices explaining the fire procedures which are positioned 
next to every fire exit. 

Fire prevention 

The setting will take all steps possible to prevent fires occurring by: 

 Ensuring that power points are not overloaded with adaptors. 

 Ensuring that the school’s No Smoking policy is always observed. 

 Checking for frayed or trailing wires. 

 Checking that fuses are replaced safely. 

 Unplugging all equipment before leaving the premises. 

 Storing any potentially flammable materials safely. 

 Smoke detectors are spaced evenly throughout the building, cover all areas 
of the building and are regularly tested (smoke tested quarterly and bells 
tested weekly).  

In the event of a fire 

 A member of staff will raise the alarm using the “whizzball” (a squeezable 
whistle kept on the serving hatch) and call the emergency services. 

 The children will immediately be escorted out of the building to the assembly 
point using the nearest marked exit.  

 No attempt will be made to collect personal belongings, or to re-enter the 
building after evacuation. 

 The premises will be checked by the Fire Safety Officer and the register will 
be collected, providing that it is safe to do so.  

 The Fire Safety Officer will close all doors and windows to prevent the spread 
of fire when they leave the building if it is safe to do so. 

 The register will be taken and all children and staff accounted for.  

 If anyone is missing from the register, the emergency services will be 
informed.  

 If the register is not available the manager will use the emergency contacts 
list (which is kept off the premises) to contact parents or carers. 

 If the Fire Safety Officer is not present at the time of the incident, the 
manager will assume responsibility or nominate a replacement member of 
staff. 

Responsibilities of the Fire Safety Officer 
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The Club’s Designated Fire Safety Officer is Caroline Nokes. The Fire Safety 
Officer is responsible for carrying out the fire safety risk assessment and for 
ensuring that all staff are made aware of fire safety procedures during their 
Induction period.  

The Regulatory Reform (Fire Safety) Order 2005 requires that a fire safety risk 
assessment is undertaken for the workplace based on The Department of 
Communities and Local Government’s 5 step guide: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/fil
e/14899/fsra-5-step-checklist.pdf. The risk assessment should cover: 

 Identifying potential fire risks 

 Identifying people at risk 

 Evaluating the risks arising from the hazards identified and the means of 
minimising those risks 

 Recording the hazards, preparing a fire prevention plan and sharing these 
with other members of staff 

 Reviewing the fire safety risk assessment on a regular basis. 

The Fire Safety Officer should liaise with the local Fire and Rescue Service for 
further advice and should ensure that Emergency Contact details are recorded 
at the front of the register and a copy stored off premises. 

 
Contact details for local fire safety office: 
Tonbridge Fire Safety Office (incorporating Sevenoaks and Tunbridge Wells) 
Fire Safety Manager MADELINE TROTTER  
Tonbridge Fire Station 
Vale Road 
Tonbridge 
TN9 1SW 
01622 692 121    tonbridgefiresafety@kent.fire-uk.org 

Illness and Accidents Policy 

 
At The Lodge we will deal promptly and effectively with any illnesses or injuries 
that occur while children are in our care. We take all practical steps to keep 
staff and children safe from communicable diseases. 
 
All parents or carers must complete the Medical Form when their child joins the 
Setting, requesting permission for emergency medical treatment for their child in 
the event of a serious accident or illness. 
 
We will record any accidents or illnesses, together with any treatment given, on 
an Incident Record or Accident Record form as appropriate, which the parent 
or carer will be asked to sign when they collect the child. 
 
The Lodge cannot accept children who are ill. If any children are ill when they 
first arrive at the Setting we will immediately notify their parents or carers to 
come and collect them. Any children who have been ill should not return to the 
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Setting until they have fully recovered, or until after the minimum exclusion 
period has expired (see table at the end of this policy). 
 
First aid  
The Setting’s designated First Aider is Caroline Nokes but all staff are trained in 
paediatric first aid. The designated First Aider has a current first aid certificate 
and has attended a 12 hour paediatric first aid course. To ensure that there is a 
qualified first aider present at every session of the Setting, other members of staff 
will also receive first aid training. 
 
The location of the first aid box and a list of qualified first aiders are clearly 
displayed at the Setting. The designated First Aider regularly checks the 
contents of the first aid box to ensure that they are up to date, appropriate for 
children and comply with the Health and Safety (First Aid) Regulations 1981.  
 
The manager will ensure that a first aid kit is taken on all outings and that at least 
one member of staff on the outing holds a current paediatric first aid certificate 
 
Procedure for a minor injury or illness 
The first aider at the session will decide upon the appropriate action to take if a 
child becomes ill or suffers a minor injury. 

 If a child becomes ill during a session, the parent or carer will be asked to 
collect the child as soon as possible. The child will be kept comfortable 
and will be closely supervised while awaiting collection. 

 If a child complains of illness which does not impair their overall 
wellbeing, the child will be monitored for the rest of the session and the 
parent or carer will be notified when the child is collected.  

 If a child suffers a minor injury, first aid will be administered and the child 
will be monitored for the remainder of the session. If necessary, the child’s 
parent will be asked to collect the child as soon as possible. An Accident 
Record will be completed and shared with the parent / carer. 
 

Procedure for a major injury or serious illness 
In the event of a child becoming seriously ill or suffering a major injury, the first 
aider at the session will decide whether the child needs to go straight to hospital 
or whether it is safe to wait for their parent or carer to arrive. 

 If the child needs to go straight to hospital, we will call an ambulance 
and a member of staff will go to the hospital with the child. The staff 
member will take the child’s Medical Form with them and will consent to 
any necessary treatment (as approved by the parents on the Medical 
Form).  

 We will contact the child’s parents or carers with all urgency, and if they 
are unavailable we will call the other emergency contacts that we have 
on file for the child.  

 After a major incident the manager and staff will review the events and 
consider whether any changes need to be made to the Setting’s policies 
or procedures. 

 We will notify Ofsted and child protection agencies in the event of any 
serious accident or injury to a child in our care as soon as reasonably 
possible and within 14 days at the latest. 
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 We will notify HSE under RIDDOR in the case of a death or major injury on 
the premises (eg broken limb, amputation, dislocation, etc – see the HSE 
website for a full list of reportable injuries). 

 
Communicable diseases and conditions 
If a case of head lice is found at the Setting, the child’s parents or carers will be 
discreetly informed when they collect the child. Other parents will be warned to 
check their own children for head lice, but care will be taken not to identify the 
child affected.  
 
If an infectious or communicable disease is detected on the Setting’s premises, 
we will inform parents and carers as soon as possible.  
 
If there is an incident of food poisoning affecting two or more children looked 
after at the Setting the Manager will inform Ofsted as soon as possible and 
within 14 days at the latest. 
 
If there is an outbreak of a notifiable disease at the Setting, we will inform the 
local health protection unit, HSE under RIDDOR (if appropriate), and Ofsted. 
 
Health Management and Allergy Procedures  
When children start at the setting they are required to record if their child suffers 
from any known allergies.  If a child has an allergy, this is recorded in their 
registration information, and an allergy management plan and risk assessment is 
completed to detail the following: 

 The allergy 
 The nature of the allergic reaction e.g. anaphylactic shock reaction, 

induced rash, reddening of the skin, swelling, breathing problems etc. 
 What to do in the case of allergic reactions, any medication used and 

how it is to be used (e.g. Epipen) 
 Control measure – such as how the child can be prevented from contact 

with the allergen. 
 Review. 

 
This form is kept with the child’s personal records and a copy is displayed where 
staff can see it.   
An allergy mat is made for meals.  Parents and carers will be asked to train staff 
on how to administer special medication in the event of an allergic reaction.  
Generally no nuts or nut products are used within the setting.  Parents and 
carers are made aware that no nut products can be brought in to the setting. 
 
Insurance requirements for children with allergies and disabilities 
 
The insurance will automatically include children with any disability or allergy but 
certain procedures must be strictly adhered to as set out below. In cases where 
occasional, regular or emergency medication is required, such as epipens, 
hypodermic injections or tube administered medication (but not including non-
prescribed drugs or medicines, prescribed or oral medication or asthma 
inhalers) we MUST 

a. Have a letter from the child’s parent/guardian providing specific consent 
for us to administer the medication; 
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b. Have a letter from the child’s GP stating: 
a. What condition the drug or medicine is for with its name 
b. How and when the drug or medicine is to be given 
c. What training of personnel is required, if any 
d. Any other relevant information. 

c. Have training in the administration of the drug or medicine as stipulated 
by the ghild’s GP or consultant and be able to provide proof of such 
training. 

 
For children suffering life threatening conditions, or requiring invasive treatment, 
written confirmation from our insurance provider must be obtained to extend 
the insurance. 
 
There are conditions placed on us by our insurers when it comes to 
administration or provision of oxygen, gastro feeding, naso-gastric tube feeding, 
cleaning and changing of feeding or tracheostomy / tracheotomy tubes and 
emptying / changing of stoma bags.  
 
At all times the administration must be compliant with the Welfare Requirements 
of the Early Years Foundation Stage and follow procedures based on advice 
given in Managing Medicines in Schools and early Years Settings (DfES 2005) 
 
Useful contacts 

Health Protection Unit:  Kent HPT 0844 225 7968 
Ofsted: 0300 123 1231 
RIDDOR Incident Contact Unit: 0845 300 99 23 
 

Locating Lost Children Procedure 
 
In the unlikely event of a child being lost from the school the following procedure 
will be taken: 
 

 All attempts will be made to locate the child on the premises, care being 
taken that all other children are safe with sufficient members of staff to 
care for them. 

 
 If these attempts fail, the surrounding area will be thoroughly searched by 

a member of staff whilst another member of staff contacts parent/carer 
and police. 

 
 Ofsted will be informed of the situation. 

 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________     
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Mobile Phones Policy 
 
The Lodge Nursery School fosters a ‘culture of safety’ in which the children and 
staff are protected from abuse, harm, and distress.  We therefore have a clear 
policy on the acceptable use of mobile phones that is understood and 
adhered to by everyone: staff, children and parents. Abiding by the terms of 
the setting’s mobile phone policy ensures that we all: 

 Protect children from harm and abuse 

 Prevent staff from being subject to false allegations  

 Help staff remain focused on the care of children 

 Work in an open and transparent environment. 

Staff use of mobile phones 

Personal mobile phones belonging to members of staff are kept in the 
designated boxes or staff’s own bags in the kitchen during working hours. The 
phones are left in the tuppaware box during the entire session until all children 
have gone home.  Phone’s are never carried on a staff’s person.   

The setting phones are kept on the kitchen serving hatch but MUST NOT be on 
staff’s person.  Phone calls may not be taken on personal phones during work 
hours and personal calls should not be made or received on business phones.   

If a member of staff needs to make an urgent personal call they can use the 
setting phone or make a personal call from their mobile in the corridor outside 
the main hall. 

If a member of staff has a family emergency or similar and needs to keep their 
mobile phone to hand, prior permission must be sought from the Manager or 
Deputy.    

Under no circumstances may staff use their personal mobile phones to take 
photographs at the setting during working hours. 

Staff are not permitted to use their own personal phones or devices for 
contacting children, young people or their families within or outside the setting 
in a professional capacity.  Staff may only use the setting phones if contact with 
parents/carers is required.   

If a member of staff breaches the Mobile Phone policy then disciplinary action 
may be taken.   

Children’s use of mobile phones 

Children are not permitted to bring mobile phones to the setting.   

The setting does not accept any responsibility for loss or damage to mobile 
phones brought to the setting by the children. 

Visitors’ use of mobile phones 

Visitors and parents should not use mobile phones within either of the halls at the 
setting and never to take photographs within the setting. This includes taking 
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photographs of their own children. If they want to have a photograph of their 
child involved in an activity or at play, parents can ask a member of staff to 
take one using the setting camera/handheld device.  See the Camera and 
Digital Images policy.   

 
This revised policy was adopted at a meeting of The Lodge Nursery 
  
School held on _____________________________ 
 
Signed on behalf of The Lodge Nursery School ________________________ 
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Nappy changing Policy 
The Disability Discrimination Act (DDA 2001 amended 2005) 

In line with the above named Act, The Lodge Nursery School will ensure: 

No child is excluded from participating in out setting who may, for any reason, 
not yet be toilet trained and who may still be wearing nappies or equivalent 
whatever their age.  We work with parents towards toilet training at the 
appropriate age, unless there are medical or other developmental reasons why 
this may not be appropriate at the time.  We make necessary adjustments to 
our bathroom provision and hygiene practice in order to accommodate 
children who are not yet toilet trained.  We see toilet training as a self-care skill 
that children have the opportunity to learn with the full support and non-
judgemental concern of adults.  

Aim 

The aim of this policy and associated guidance are: 

 To safeguard the rights and promote the welfare of children 

 To provide guidance and reassurance to staff who are required to change a 
child’s nappy 

 To assure parents/carers that staff are knowledgeable about personal care 
and that their individual concerns are taken into account 

 To protect children from discrimination, and ensure inclusion for all. 

 

Basic Principles 

At The Lodge we will bear in mind the following principles when nappy 
changing: 

 Children have the right to feel safe and secure 

 Children will be respected and valued as individuals 

 Children have a right to privacy/dignity when staff are meeting their 
needs 

 Children are supported in their understanding of toileting procedures so 
that they are led to independence 

Vulnerability to Abuse 

We will ensure that all staff are familiar with our Safeguarding Policy and 
Procedures to develop children’s resilience and to protect them from any form 
of abuse.  It is important that children are changed in reassuring and caring way 
by their key person predominantly, or another member of staff they have a 
close relationship with, and it is important that we signal our intention to change 
a child’s nappy and ask for the child’s consent, as appropriate for their 
development.  That means we do not give children the message that just 
anyone can pick them up, take them off and undress them.   
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Staff should always change children when there is a colleague in the room, in 
the nappy-changing areas which allow for privacy but which are not closed off.  
This is part of making sure we have a culture of open-ness which safeguards 
children and ensures all adults follow safe working practices.  

Working with Parents/Carers 

We will work with parents when attending to nappy changing routines.  

 When parents are present, i.e. during a settling in period, they will be 
asked to change their own child’s nappy 

 If a child has any disability or medical needs that may affect their 
personal care routine, a Health Care Plan will be drawn up in agreement 
with parents/carers. 

 Parents will be asked when their child first joins the setting whether or not 
their child has any special words/actions/particular needs during their 
nappy changing procedure.  

 Any significant observations made during a nappy changing procedure 
will be notified to the parents at the end of the session (i.e. badly soiled 
nappy/strong urine etc.). 

Achieving Continence 
 
At The Lodge we will encourage all our children to achieve continence when 
they exhibit signs that they are ready.  In addition, key persons ensure that 
nappy changing is relaxed and a time to promote independence in young 
children. 
 
Protection for Staff 
 
As far as possible, nappy changing procedures will be carried out by the child’s 
Key Person, protection being afforded to the single member of staff in following 
ways: 

 Staff will be trained in good working practices which comply with Health 
and Safety regulations as set out in our Health and Safety Policy under 
Toilet and Nappy Changing. 

 Staff will inform the Manager / other staff discreetly that they are taking 
the child to carry out a care procedure. 

 If a situation occurs that causes staff concern, a second member of staff 
should be called if necessary and the incident reported to the line 
manager and recorded. 

 Where staff are concerned about a child’s actions or comments whilst 
carrying out the personal procedure, this should be recorded and 
discussed with the lead for safeguarding immediately. 

 Risk Assessments will be carried out for Toileting and Nappy Changing 
procedures. 

 Staff will be trained in the area of Intimate/Personal care for children with 
specified needs and procedure for safe moving and handling. 
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Nappy Changing Procedure 

We will follow the Nappy Changing Procedure below: 

 Gather all the necessary items needed before each nappy change, for 
example, nappy, wipes, nappy sack, cream if necessary (where cream is 
used the child should have their own named cream and written permission 
obtained from the parent) and the child’s bag containing spare clothes.  
These are in our nappy changing box in the nappy changing area.   

 Put on protective gloves.  A new set of gloves is used for each nappy 
change.  

 Approach each child and say or sign that it’s time for a nappy change.  We 
will never approach a child from behind, pick them up and take them for a 
nappy change. 

 Place the child on a nappy changing mat or, if using steps, support the child 
if necessary to climb the steps. 

 Remove the child’s clothing to access the nappy.  Remove the nappy and 
place it inside the nappy sack.  

 If the child’s clothes are soiled, they should be bagged separately, labelled 
with the child’s name and sent home.  They should not be rinsed by hand. 

 Using the wipes, clean the child from front to back and place the used wipes 
in the nappy sack.  Tie the nappy sack, label with the child’s name and send 
home.   

 Put on a clean nappy and apply cream if necessary (see above – subject to 
written parental permission). 

 Take off the gloves and dispose. 

 Dress the child. 

 Help the child to wash their hands if necessary using liquid soap, warm water 
and paper towels.  

 Wash your hands using liquid soap, warm water and paper towels. 

 Return to the nappy changing area, clean the changing mat, surrounding 
area and underneath the mat before leaving to dry.  Then wash and dry 
your hands.  
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Outdoor Learning Policy 
 

The Lodge believes that it is important for the children in our setting to have the 
opportunity to experience the outdoors. Active learning experiences outdoors 
are essential for children. They give children opportunities to practice their 
developing skills, make them feel good and to explore their world. It is also 
important for children’s physical, mental and emotional development. We 
believe that children should begin to take risks and face challenges outdoors.  
 
The Early Years Foundation Stage (EYFS) fully supports playing outdoors 
 
Aim 
 
We aim to make the children’s experiences outdoors a happy, safe and healthy 
one. 
 
Method 
 
The outdoor area (recreation ground and playground) will be available for the 
children to access on a daily basis. Children will need to have appropriate 
outdoor clothing for the weather in order to enable them to fully access the 
activities outside. 
 
We believe that access to the outdoor area is beneficial to the health and 
wellbeing of young children. As a consequence we do not want to restrict a 
child’s choice to play and learn outdoors. 
 
Whenever children are using the outdoor area we will ensure it is appropriately 
staffed using the same ratios of adults to children as apply indoors. 
 
Staff will make observations to inform future planning when working with 
children in the outdoor area. 
 
Staff will also endeavour to adhere to the following: 
 

 
 Our outdoor area is checked for safety and cleared of rubbish before it is 

used. 
 Parents are advised that children need to wear appropriate clothing for 

summer / winter. 
 Supplies of spare gloves, hats, caps, coats and jackets are kept by the 

setting and used when needed. 
 Sun protection - see Sun policy attached. 
 Adults and children are alerted to the dangers of poisonous plants. 
 Where water can form a pool on equipment, it is emptied before 

children start to play outside. 
 All outdoor activities are supervised at all times following government 

guidelines for staff and child ratios. 
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Outings and Visits Policy and Procedure 
 
Legislation – The Children and Families Act & Early Years Foundation Stage 
 
Children learn exceptionally well in an outdoor environment and away from the 
class room. Outings therefore are hugely beneficial, enhancing learning 
experiences including safety issues and contribute to the sense of wellbeing. 
 

 Members of staff undertake Risk Assessments visits before outings. 
 Parents always sign consent forms before outings. 
 A ratio of 1adult to 2 children is maintained. 
 Children are never transported in staff cars. 
 For major outings, coaches or double decker buses are booked from a 

reputable company and parents/carers/siblings are invited to join us. 
Details of vehicle bookings are kept. 

 If a parent is unable to accompany their child on a major outing, a 
member of staff will be allocated to be the prime carer for the day – key 
persons if possible. 

 Children are appropriately supervised to ensure no child gets lost and 
that there is no unauthorized access to children. 

 For local trips a number of volunteer parents accompany the children to 
enable the 1 adult to 2 children ratio to be sustained. 

 A list is compiled stating which children are assigned to which adult. All 
staff hold a copy of the list. 

 Any parent helping in this way must adhere to strict instruction given by 
Mrs Clark or Mrs Nokes. An instruction sheet is provided. 

 All parent helpers and staff must abide by The Lodge Policies and 
Procedures. 

 For children remaining at school, the adult to child ratio conforms to the 
Welfare Requirements of the EYFS. 

 Records of outings are kept in The Lodge Outings file. 
 Dependent upon the nature of the outing, lists of necessary equipment 

are produced. 
 The registration papers for children not accompanied by parent/carer 

are taken on the outing in case of need. 
 
This revised policy was adopted at a meeting of The Lodge Nursery  
 
School held on ______________________ 
 
 
Signed on behalf of The Lodge Nursery School ________________________ 
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Outing Volunteers – Code of Conduct 

Dear Outing Volunteer 
 

Thank you for volunteering to assist at The Lodge.  We value your contribution.   

This Code of Conduct sets out the guidelines that we expect all of our volunteers 
to follow when accompanying any child, including their own, on a School 
Outing.  Please read through them carefully before signing at the end to say you 
understand and agree to abide by the Code. 

Volunteers who feel that they cannot fully abide by the guidelines within this 
Code should withdraw their offer of help.  

For everybody’s safety, we ask that you observe the following guidelines: 

 

Supervision 

 You should be supervised by a member of staff at all times with you are 
accompanying any child other than your own, unless you have obtained 
a valid DBS (Disclosure and Barring Service) check, and this has been 
discussed with the Director of The Lodge.  

 You should follow the guidance and instructions given by members of 
staff about your role.  

 The group is to stay together at all times – no parent may take children 
other than their own child to the toilet or out of the eyesight of a member 
of staff at any time; 

 If adults need to use the toilet, they must not leave their group of children 
unsupervised and they must not take them along.  They must 
communicate with a teacher to arrange for the children to be 
supervised.  

 

Professional relationships 

 At all times you should maintain a ‘professional’ relationship with children 
and staff to minimise the risk of allegations of inappropriate behaviour.   

 Physical contact with children must be strictly limited, and only ever in 
response to the child’s needs at the time, of limited duration and 
appropriate.  

 Please praise children for behaving well, being good representatives for 
the school and using good manners.  

 Behaviour management of the children is the responsibility of members of 
the school staff and should not involve volunteer helpers.  If you are 
working with children who are misbehaving, please refer to a teachers as 
soon as possible.  Never try to reprimand or allocate punishments 
yourself.  
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Setting an example 

All volunteer helpers should be positive role models to the children, so we 
expect: 

 Parents to dress appropriately for a school setting and the tasks you will 
undertake; 

 Talk politely and calmly to all children and adults.  Avoid sarcasm, 
demeaning or insensitive comments; 

 Never use inappropriate, offensive or abusive language.  

 Never be under the influence of drugs or alcohol when assisting as a 
volunteer.  

 Parents may not smoke during the outing Parents may not use their 
mobile phones whilst supervising The Lodge children.   

Use of mobile phone, cameras and computers 

 Use of personal IT devices and mobile phones is strictly prohibited.  If you 
need to use your mobile phone in an emergency, you must not do so in 
the presence of children. 

 Parents may not take any photographs or videos of children unless they 
have been requested to do so by a member of staff.  Photos may only 
be taken using a school camera and never on any mobile phone.   

Confidentiality 

 All information you may hear or see about children is of a confidential 
nature.  Children are not to be discussed with anyone outside the school 
team.  This includes speaking with other parents about their child or other 
children, speaking to family and friends, posting messages online about 
your experiences with the school etc.  If other parents approach you for 
information, always explain that you are not allowed to discuss school 
matters with them and ask them to speak with a teacher if they require 
further information.  

Safeguarding 

 If you have any concerns about any child, you must raise them 
immediately with a teacher, the Setting Manager or the Director.   

 If another parent or anyone else raises a concern with you, you must refer 
them to the teaching staff, Director or Setting Manager.  

 You must not try to investigate any concerns yourself, for example by 
asking the child questions and you should never promise to keep any 
disclosure a secret.   

 The Lodge’s Designated Safeguarding Officers are Amelia Clark and 
Caroline Nokes.   

 

If you are happy to follow these procedures and understand the importance of 
our confidentiality arrangements, please sign below.  
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Please be aware that, in the interests of the children’s safety, if this ‘Code of 
Conduct’ is not followed, we may have to decline any future inclusion in school 
and / or offsite activities.  

 

Thank you for understanding and we look forward to welcoming you as a helper 
in our school.   
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Pandemic Flu Policy 
 

The Lodge Nursery School recognises the importance of advanced planning in 
order to maintain services and limit the spread of pandemic flu within our 
setting. 
 
Flu is a viral infection, spread from person to person by close contact. Symptoms 
may include: 

Sudden fever Limb and joint pain 

Sudden cough Diarrhoea or stomach 
upset 

Headache Sore throat 

Tiredness Runny nose 

Chills Sneezing 

Aching muscles Loss of appetite 

 
Any child who becomes ill with symptoms which could be pandemic flu while at 
the setting will be isolated from the other children until the child can be 
collected by his or her parents. The setting will remain open but parents and 
staff will be informed, especially those in high-risk groups.  
 
Any children or staff who are experiencing symptoms of pandemic flu should 
stay away from the setting until all symptoms have passed and they feel well. 
 
Infection control 
The flu virus is spread by: 

 Infected people passing the virus to others through large droplets when 
coughing, sneezing, or even talking within a close distance (one metre or 
less). 

 Direct contact with an infected person: for example, if you shake or hold 
their hand, and then touch your own mouth, eyes or nose without first 
washing your hands. 

 Touching objects (eg door handles, light switches) that have previously 
been touched by an infected person, then touching your own mouth, 
eyes or nose without first washing your hands. The virus can survive longer 
on hard surfaces than on soft or absorbent surfaces.  

 
We will limit the risk of catching or spreading the flu virus at the setting by: 

 Regular hand-washing 
 Minimising contact between our hands and mouth/nose 
 Covering nose and mouth when coughing or sneezing; using a tissue 

when possible, and disposing of the tissue promptly and carefully (bag it 
and bin it) 

 Encouraging the children at the Club to follow the guidance above 
 Instructing staff to remain at home if they display any relevant symptoms, 

or sending them home if they first display symptoms while at work. 
 At Junior Junction Club we will promote infection control through the 

methods above, and in addition we will: 
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 Display posters and information to promote infection control  
 Ensure that adequate supplies of cleaning materials are available within 

the Club 
 Dispose of waste promptly and hygienically 
 Clean hard surfaces (e.g. door handles) with sanitizer regularly 
 Provide tissues and suitable facilities for their disposal. 

 
Closure 
The latest scientific advice is that closing individual settings is of limited benefit in 
stopping the spread of the disease. However, there may be some occasions 
when we will have to consider temporarily closing the setting because we have 
too few unaffected staff to run sessions safely. If this occurs the manager will 
contact the Local Authority Designated Officer on 06122 696 366 for further 
support and guidance.  
 
The setting will also have to close if advised to do so by the Local Authority in 
the interest of safeguarding the children in our care.  
 
In the event of closure, the Manager will notify parents or carers as soon as 
possible. The Manager will also inform the local childcare information service as 
well as other relevant parties, e.g. feeder schools, other users of shared 
premises, etc. The Manager will also notify Ofsted of the closure. 
 
Advance planning 
In preparation for dealing with a pandemic disease, the setting will ensure that 
all contact details for staff, children and parents are up to date.  
 
We will prepare letters of notification for parents and staff, so that they can be 
distributed as soon as an outbreak occurs.  
 
We will also ensure that we have adequate measures in place to help support 
staff or children who are dealing with bereavement.  
 
We will endeavour to build a bank of relief or supply staff who are able to 
provide cover should staffing levels fall below the required legal minimums. Any 
relief staff will be DBS checked at the time of joining our team, so that they are 
legally able to work with children should the situation arise. 
 
The setting will regularly update its information regarding pandemic diseases, by 
checking the latest guidance from DfE and the local authority, and will inform 
parents and staff of any changes to our emergency plans. 
 
Useful contacts 
Early Years or Childcare Service: 01622 696366 
Ofsted: 0300 123 1231 
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Parental Involvement Policy 
 
Parents are the first educators of their young children.  Our aim is to support their 
essential work and work in partnership. We will: 
 
 Make all new parents aware of The Lodge's systems and policies and their 

child’s Key Person. 
 
 Ensure that parents are informed as required about their child's progress. 
 
 Ensure that all parents have opportunities to contribute from their own skills, 

knowledge and interests to the activities of the group. 
 
 Involve parents in shared record keeping about their own child, both formally 

or informally. 
 
 Welcome the contributions of parents, whatever form these may take. 
 
 Make known to all parents the systems for registering queries, complaints or 

suggestions. 
 
 Encourage parents to provide “All about me” books. 

 
 Encourage parents to complete Initial Child Profiles and termly Play/Learning 

Plans. 
 

 We have a Parent Help Rota which enables parents to sign for sessions if they 
wish to help. 

 
 We recommend that children are allowed the first term to settle in before 

parents volunteer. 
 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Participation Policy 

At The Lodge Nursery School we believe that actively promoting the 
participation of children in the decision-making process creates a sense of 
partnership and benefits everyone at the setting: children, staff and parents. We 
therefore involve the children whenever decisions are made that affect them.  

We follow the principles set out in Articles 12 and 13 of the United Nations 
Convention on the Rights of the Child which state that: 

 A child’s opinion should be taken into account in anything that affects them.   
 Children should have information disseminated in a way that enables them 

to make choices and decisions.  

Involving and consulting children helps them to develop new skills such as 
negotiation, sharing, and understanding the perspectives of others. It helps 
them to understand how decisions are made, and shows them that their 
opinions are important.  Staff at The Lodge working directly with children have a 
vital role to play in listening and responding to the voice of a child.  It is key to 
provide an environment where children can feel confident and safe thus 
ensuring they express themselves in whatever form suits them.  We have a 
crucial role to play in developing a listening culture which nurtures day to day 
listening and provides opportunities for children to make decisions about 
matters that directly affect them.   

At the setting we actively consult the children and encourage them to 
participate in making decisions about the running of the setting through: 

 Asking questions and paying full attention to the child’s response, listening to 
what they are saying verbally (or through use of visual aids) and also 
observing their body language 

 Group discussions 
 Gathering feedback on activities 
 Noticeboards 

The age and maturity of each child, together with the type of the decision 
being made, determine the extent and nature of their involvement, however, 
the basic assumption is always that children will be involved. 

We make sure that we act on any consultation with the children so that they 
can see that their input has had visible outcomes. If children suspect that the 
consultation is just window-dressing they will disengage from the process. 

At the setting the children have the opportunity to participate and make 
decisions on a day-to-day basis, including, but not limited to: 

 Choosing freely what type of play to engage in 
 Choosing what snacks to eat, as well as when and where to eat them 
 Preparing snacks themselves 
 Selecting new equipment for the school 
 Using our resource library cards to select toys or activities that are not already 

set out 
 Using our resource labels to access equipment and toys 
 Activity planning eg ‘What do you want to do today?’ discussions and wish 

list.  
 Conducting risk assessments 
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Participation from parents 
The aim of this policy is to ensure the involvement of all children and families 
who use the provision and for staff to be committed to the meaningful 
engagement of children and their families.  All children and families benefit from 
being involved in decision-making and also by involving children and families, 
The Lodge will benefit from their involvement.  
 
To support families essential work as first educators of their young children we 
will: 

 Make all new parents aware of the school’s systems and policies; 
 Encourage parents on an individual basis to play an active part in the 

school, offering all parents the opportunity to spend time in the school as 
volunteers; 

 Ensure parents are informed on a regular basis about their child’s 
progress; 

 Ensure that all parents have opportunities to contribute from their own 
skills, knowledge and interests to the activities of the nursery; 

 Consult with families about timings of meetings to avoid excluding 
anyone; 

 Hold meetings and special events in venues which are accessible and 
appropriate for all; 

 Welcome the contributions of parents, whatever form these may take; 
 Make know to all parents the systems for registering queries, complaints 

or suggestions; 
 Provide opportunities for parents to learn about the school curriculum 

and about young children’s learning at school and at home via 
newsletters and emails; 

 Appoint parent representatives to arrange regular meetings among 
parents and can provide a vital link of communication.   
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Play Policy 

All children are entitled to play; it is intrinsic to their quality of life and an 
important part of how they learn and enjoy themselves.  

According to the Statutory Framework for the Early Years Foundation Stage 
(2012), “Play is essential for children’s development building their confidence as 
they learn to explore to think about problems and relate to others. Children 
learn by leading their own play and by taking part in play that is guided by 
adults.” 

At The Lodge we recognise the importance of play to a child’s development 
and follow the Playwork Principles. As play workers we support and facilitate 
play, and do not seek to control or direct it. We will never force children to 
participate in play, but allow children to initiate and direct the experience for 
themselves.  

 
Facilitating play 
We support and facilitate play by: 

 Providing an environment which is safe and suitable for playing in. 

 Setting up the environment so that activities are ready before the children 
arrive. 

 Providing a range of equipment, resources and activities on a daily basis, 
and keeping a record of these to ensure that varied play opportunities are 
offered  

 Encouraging children to request additional or alternative equipment as they 
choose, and if a request has to be refused, explaining why. 

 Not expecting children to be occupied at all times. 

 Making outdoor play available every day, unless the weather is particularly 
bad. 

 Involving children in planning activities, to reflect their own interests and 
ideas.  

 Planning activities that enable children to develop their natural curiosity and 
imagination. 

 Allowing children freedom of creative expression, particularly in artistic or 
creative play. 

 Intervening in play only when necessary: to reduce risks of accident or injury, 
or to encourage appropriate social skills.  

 Warning children in advance when an activity or game is due to end.   

Play areas and equipment 
 All indoor and outdoor play areas are checked and risk assessed daily 

before the children arrive in accordance with our Risk Assessment policy.  

 The setting keeps an inventory of resources and equipment, which is 
updated regularly and reviewed to identify where any additional resources 
are required. 

 Children are involved in selecting additional equipment and resources for 
use at the setting.  
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 The resources used at the setting promote positive images of different ethnic 
backgrounds, religions, and abilities, in line with our Equal Opportunities 
policy. 

 The setting has a selection of fiction and non-fiction books, suitable for all 
age ranges. 
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Record Keeping For Key Persons Policy 
 
Following EYFS guidance, the duties of Key Persons will involve: 
 
 Building good professional relationships with key children and their parents 

and carers. 
 Ensuring that every child’s learning and care is tailored to meet their 

individual needs enabling children to reach their full potential. 
 Seeking to engage and support parents/carers in guiding their child’s 

development at home. 
 Helping families engage with more specialist support if appropriate. 
 Considering children’s interests and abilities when planning activities. 
 Ensuring children’s well-being and involvement. 
 Making regular observations and recording developmental progress. 
 Formulating and implementing Play/Learning Plans, evaluating and 

reviewing. 
 Keeping children’s “All about me” books up to date. 
 Referring any concerns they have about children to Mrs Clark. 
 Liaising with outside agencies when necessary. 
 Showing commitment to their role as Key Person. 
 Recording children’s developmental progress and reporting to parents. 
 
 
 
 
 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Record Retention Policy: 
 
Policy Statement 
 
Records are retained in accordance with our General Data Protection Policy. 
 
BUSINESS RECORDS 
  
Policy Statement  
  
We keep records for the purpose of maintaining our business. These include:  
  
 Records pertaining to our registration.  
 Landlord/lease documents and other contractual documentation pertaining 

to amenities, services and goods.  
 Financial records pertaining to income and expenditure.  
 Risk assessments.  
 Employment records of staff including their name, home address and 

telephone number.  
 Name, address and telephone number of anyone else who is regularly in 

unsupervised contact with the children  
 
Our records are regarded as confidential on the basis of sensitivity of 
information, such as with regard to employment records.  These confidential 
records are maintained with regard to the framework of the General Data 
Protection Regulations (GDPR) and the Human Rights Act (1998).  
  
This policy and procedure is taken in conjunction with the Confidentiality and 
Information Sharing Policy.  
  
Procedures  
  
 All records are the responsibility of the Director and Setting Manager who 

ensure they are kept securely. They report to the Pre-School Committee.  
 All records are kept in an orderly way in files and filing is kept up-to-date.  
 Financial records are kept up-to-date for audit purposes.  
 Health and safety records are maintained; these include risk assessments, 

details of checks or inspections and guidance etc.  
 Our Ofsted registration certificate is displayed.  
 Our Public Liability insurance certificate is displayed.  
 All our employment and staff records are kept securely and confidentially 
 
We notify Ofsted of any change:  
  
 in the address of our premises;  
 to the premises which may affect the space available to children and the 

quality of childcare available to them;  
 our name and address and contact information;  
 to the person managing the setting (Setting Manager);  
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 any significant event which is likely to affect our suitability to look after 
children; or  

 any other event as detailed in the Early Years Foundation Stage (EYFS).  
  
CHILDREN’S RECORDS  
  
Policy Statement  
  
We have record keeping systems in place that meet legal requirements; the 
means we use to store and share that information takes place within the 
framework of the GDPR and the Human Rights Act (1998).  
  
This policy and procedure is taken in conjunction with the Confidentiality and 
Information Sharing Policy.  
  
Procedures  
  
If a child attends another setting, we establish a regular two-way flow of 
appropriate information with parents and other providers. Where appropriate, 
we will incorporate comments from other providers, as well as parents and 
carers into the child’s records.  
  
We keep two kinds of records on children attending our setting:  
  
i. Developmental Records  
  
 These include observations of children in the pre-school, photographs, video 

clips and samples of their work and summary developmental reports.  
 These are kept mainly online on the Tapestry Online Journal System and can 

be freely accessed, and contributed to, by staff, and also by the child and 
the child’s parents on request.  

 
ii. Personal Records  
  
 These include registration and admission forms, signed consent forms, and 

correspondence concerning the child or family, reports or minutes from 
meetings concerning the child from other agencies, an ongoing record of 
relevant contact with parents, and observations by staff on any confidential 
matter involving the child, such as developmental concerns or child 
protection matters.   

 Child’s development, health and well-being – including a summary only of 
the child’s EYFS profile report, a record of discussions about every day 
matters about the child’s development health and well-bring with the 
parent.  

 Early Support – including any additional focussed intervention provided by 
our setting (e.g. support for behaviour, language or development that needs 
an Individual Education Plan) and records of any meetings held.   

 Welfare and child protection concerns – including records of all welfare and 
protection concerns, and our resulting action, meetings and telephone 
conversations about the child, an Education, Health and Care Plan and any 
information regarding a Looked After Child.  
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 Correspondence and Reports – including a copy of the child’s 2 Year Old 
Progress Check (as applicable), all letters and emails to and from other 
agencies and any confidential reports from other agencies.  

 
These confidential records are stored in a lockable cupboard or cabinet, which 
is always locked when not in use and which is secure.  
 
We ensure that access to children’s files is restricted to those authorised to see 
them and make entries in them, this being the Director, Designated 
Safeguarding Children Officer, SENCO, the child’s key person, or other staff as 
authorised by Director or Setting Manager.  
 
We may be required to hand children’s personal files to Ofsted as part of an 
inspection or investigation process, or to local authority staff, as long as 
authorisation is seen. We ensure that children’s personal files are not handed 
over to anyone else to look at.   
 
Parents have access, in accordance with our Confidentiality and Information 
Sharing Policy, to the files and records of their own children, but do not have 
access to information about any other child.  
 
Our staff will not discuss personal information given by parents with other 
members of staff, except where it affects planning for the child's needs 
 
We retain children’s records for three years after they have left the setting, in 
accordance with our Record Retention Schedule.  These are kept in a secure 
place. 
 
OTHER RECORDS  
  
 We keep a daily record of the names of the children we are caring for, their 

hours of attendance and the names of their key person.  
 Issues to do with the employment of staff, whether paid or unpaid, remain 

confidential to the people directly involved with making personnel decisions.  
 Students are advised of our Confidentiality and Information Sharing Policy 

and are required to respect it.  
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RETENTION PERIOD OF RECORDS  
 
  
We will adhere to the following legal requirements on retention periods for 
records and as per the advice given by the Pre-School Learning Alliance and 
our Local Authority. In addition, we will endeavour to follow the recommended 
guidelines where possible and practical. 
 
Records  Retention 

Period  
  

Status  
  

Authority 

Children’s 
Records 

   

Children’s records 
- including 
registers, 
registration forms, 
medication 
records and 
accident record 
books pertaining 
to the children 

Records 
should be 

retained for 
a 

reasonable 
period of 
time (for 

example 3 
years after 

children 
have left the 

provision)  

Requirement Early Years Foundation 
Stage Welfare 
Requirements (given 
legal force by 
Childcare Act 2006) 

 Until the 
child 
reaches the 
age of 21  
 
or until the 
child 
reaches the 
age of 24 for 
child 
protection 
records 

Recommendation Limitation Act 1980/The 
Statute of Limitations 
(Amendment) Act 1991   
Normal limitation rules 
(which mean that an 
individual can claim for 
negligently caused 
personal injury up to 3 
years after, or 
deliberately caused 
personal injury up to 6 
years after the event) 
are postponed until a 
child reaches 18 years 
old. 

Records of any 
reportable death, 
injury, disease or 
dangerous 
occurrence 
 
 
 
 
 
 
 
 

3 years after 
the date on 
which it 
happened 

Requirement The Reporting of Injurie 
s, Diseases and 
Dangerous 
Occurrences 
Regulations 1995 
(RIDDOR) (SI 
1995/3163)   
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Records  Retention 
Period  
  

Status  
  

Authority 

Employment 
Records – 
Personnel files  

   

Personnel files and 
training records 
(including 
disciplinary 
records and 
working time 
records) 

6 years after 
employment 
ceases 

Recommendation Chartered Institute of 
Personnel and 
Development 

Application forms 
and interview 
notes (for 
unsuccessful 
candidates) 

6 months to 
1 year 

Recommendation Chartered Institute of 
Personnel and 
Development 

Enhanced DBS 
Certificate 
information 

6 months Recommendation Disclosure and Barring 
Services  
  
The following basic 
information may be 
retained after six 
months and the 
Disclosures should be 
securely destroyed in 
line with the DBS Code 
of Practice:   
  
 the date of issue of 

a Disclosure   
  the name of the 

subject   
  the type of 

Disclosure 
requested   

  the position for 
which the 
Disclosure was 
requested  

 the unique 
reference number 
of the Disclosure   

 who obtained the 
Disclosure  

 the details of the 
recruitment 
decision taken 
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Records  Retention 
Period  
  

Status  
  

Authority 

Employment 
Records – Pay 
records  

   

Wage/salary 
records (including 
overtime, bonuses 
and expenses) 

6 years Requirement Taxes Management 
Act 1970 

Statutory 
Maternity Pay 
(SMP) records   
 

3 years after 
the end of 
the tax year 
in which the 
maternity 
period ends   
 

Requirement   The Statutory 
Maternity Pay 
(General) Regulations 
1986 (SI 1986/1960) 

Statutory Sick Pay 
(SSP) records   
  

3 years after 
the end of 
the tax year 
to which 
they relate   
 

Requirement   The Statutory Sick Pay 
(General) Regulations 
1982 (SI 1982/894)   

Income Tax and 
National 
Insurance 
returns/records  
 

At least 3 
years after 
the end of 
the tax year 
to which 
they relate   
 

Requirement   
 

The Income Tax 
(Employments) 
Regulations 1993 (SI 
1993/744)   
 

Redundancy 
details, 
calculations of 
payments, 
refunds, 
notification to the 
Secretary of State  
 

6 years from 
the date of 
redundancy   
 

Recommendation   Chartered Institute of 
Personnel and 
Development 

Health and Safety 
Records  

   

Staff accident 
records (for 
organisations with 
10 or more 
employees)   
  

3 years after 
the date of 
the last entry 
(there are 
separate 
rules for the 
recording of 
accidents 
involving 
hazardous 
substances)   

Requirement   Social Security (Claims 
and Payments) 
Regulations 1979  (SI 
1979/628)   
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Records  Retention 
Period  
  

Status  
  

Authority 

Records of any 
reportable death, 
injury, disease or 
dangerous 
occurrence 

3 years after 
the date on 
which it 
happened 

Requirement The Reporting of 
Injuries, Diseases and 
Dangerous 
Occurrences 
Regulations 1995 
(RIDDOR) (SI 1995/3163 

 
Accident/medical 
records as 
specified by the 
Control of 
Substances 
Hazardous to 
Health 
Regulations 
(COSHH)1999  
  
 

40 years 
from the 
date of the 
last entry   
 

Requirement   The Control of 
Substances Hazardous 
to Health Regulations 
1999 (COSHH) (SI 
1999/437)   

Assessments 
under Health and 
Safety Regulations 
and records of 
consultations with 
safety 
representatives 
and committees   
 

Permanently  
 

Recommendation   Chartered Institute of 
Personnel and 
Development   

Financial Records     
Accounting 
records 

3 years from 
the date on 
which they 
are made 
for private 
companies, 
6 years for 
public 
limited 
companies  
6 years for 
charities   

Requirement   
  

Section 386 of the 
Companies Act 2006  
Charities Act 1993 and 
2006   

Administration 
Records  

   

Complaints 
Record Book   
 

At least 3 
years from 
the date of 
the last 
record   
 

Requirement   Early Years Foundation 
Stage Welfare 
Requirements (given 
legal force by 
Childcare Act 2006)   
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Insurance Liability 
Documents   
 

40 years 
from date of 
issue   
 

Requirement   The Employers’ Liability 
(Compulsory 
Insurance) Regulations 
1998 

Minutes/minute 
books   
 

Permanently  Recommendation   Chartered Institute of 
Personnel and 
Development   
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 Recruitment Policy: 
 
Note that this is an abridged policy.  See also the full Safer Recruitment policy.  
 
The safeguarding of our children is paramount. We have a comprehensive three 
stage recruitment process ensuring we recruit only the most suitable candidates. 
 
 
 
 Job vacancies are generally advertised locally in newspaper, on notice 

boards or through Pre-School Alliance course tutors. 
 

 Prospective employees are asked for their Curriculum Vitae and called for 
interview if deemed suitable.  Employees are also required to complete an 
application form.   

 
 They are given a written Job Description and the Job specification is 

discussed at interview. 
 

 If deemed appropriate they are supervised playing and interacting with a 
group of children. 

 
 After the third stage of interview if candidate is suitable the job may be 

offered  providing: 
 
Evidence of Maths and English GCSE grade C or above seen 
Two satisfactory references received including from last employer 
Any gaps in employment history have been investigated 
Upon receipt of clearance from the Disclosure and Barring Service 
Anyone with a conviction will not be considered. 
 
Candidates will be informed as soon as possible if their application has been 
successful or unsuccessful.   
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Risk Assessment Policy 

The Lodge Nursery School uses its risk assessment systems to ensure that the 
setting is a safe and secure place for children and staff. All staff are expected to 
undertake risk assessments as part of their routine tasks.  

In line with current health and safety legislation and the EYFS Safeguarding and 
Welfare Requirements 2014, the setting will carry out regular risk assessments and 
take appropriate action to deal with any hazards or risks identified. It is the 
responsibility of the manager to ensure that risk assessments are conducted, 
monitored and acted upon.  

Risk assessments will be carried out: 

 whenever there is any change to equipment or resources 

 when there is any change to the setting’s premises 

 when the particular needs of a child necessitates this. 

Note that not all risk assessments need to be written down. Staff will decide, in 
consultation with the manager, which risk assessments need to be formally 
recorded. 

If changes are required to the setting’s policies or procedures as a result of the 
risk assessment, the manager will – in conjunction with the Director – ensure that 
the relevant documents are updated and that all staff are informed. 

Daily checks 

We will carry out a visual inspection of the equipment and the whole premises 
(indoors and out) daily, before any children arrive. During the course of the 
session, staff will remain alert to any potential risks to health and safety.  

If a member of staff discovers a hazard during the course of a session, they will 
make the area safe (e.g. by cordoning it off) and then notify the manager. The 
manager will ensure that any actions needed to mitigate the immediate hazard 
have been taken and will implement measures to prevent the incident from 
recurring. 

Recording dangerous events  

The manager will record all accidents and dangerous events on the Incident or 
Accident Record sheets as soon as possible after the incident. If the incident 
affected a child the record will be kept on the child’s file. The setting will monitor 
Incident and Accident Records to see whether any pattern to the occurrences 
can be identified. 

Related policies 

See our related policies: Fire Safety and Risk Assessment, Health and Safety, and 
Manual Handling.  
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Settling In - Policy and Practice 
 
We aim to enable all children to feel safe and happy in the absence of their 
parents. Children cannot play and learn successfully if they are anxious and 
unhappy.  Our settling in procedures aim to help children to feel comfortable 
and to benefit from what we have to offer and confident that their parents will 
return at the end of the session. 
 
We organise transitions into our setting around the needs of the individual child.  
We understand that we have a statutory duty to ensure continuity for children 
during periods of transition.  We aim to make the setting a welcoming place 
where children settle quickly and easily because consideration has been given 
to the individual needs and circumstances of children and their families.   
 
In order to achieve this, we will; 
 

 Have a clear welcome procedure.  We allocate a key person to each 
child before she/he attends the setting.  The Key Person welcomes and 
looks after the child at the child’s first sessions and throughout the settling 
in process. 

 If a child displays a stronger attachment to another member of staff then 
we will consider transferring the child to a new key person; 

 We collect essential in-depth information about the child through the 
registration and comprehensive All About Me process.  This includes the 
child’s needs, likes, dislikes, routines, home life, family, languages, festivals 
and religious beliefs and development.  This assists the key person 
understanding the emotional needs of the child and enables them to 
support home languages, routines and cultures within our setting 
wherever possible.  

 We create an environment that reflects the needs and interests of the 
child.   

 Invite parents to accompany their children at Introductory Morning. 
 Form good relationships with parents from the outset. 
 Ask parents to compile an “All about me” book for their children which is 

a link with home while they are at The Lodge. 
 After completion of entry records, including the All About Me referred to 

above, we follow this up shortly with an Initial Child Profile completed with 
key person. 

 We support children who have identified additional needs as they enter 
our setting, working closely with parents and other professionals. 

 We seek parental permission to communicate and work with other 
settings that the child attends.   

 We carry out a Two Year Check, which we share with parents.  
 After registering, parents take children to their table where key person will 

be there to greet them. 
 Children may bring in a favourite toy or book each day. 
 Parents may stay with their children for as long they wish if this helps them 

to settle. 
 We have a pictorial timetable which assists children to understand what 

comes next and when parents will return. 
 Our online Learning Journals are shared with parents.  Parents are 
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positively encouraged to add information to their child’s journal.   
 
 
We will contact parents during the morning if we feel this is necessary. Try not to 
feel anxious or worried if you have left your child crying or upset. The majority of 
children stop crying just as soon as their parents have left. 
The actual parting from parent/carer is generally the hardest part but children 
are quickly distracted once parent/carer has left. 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Smoking Alcohol and Drugs Policy 
 
Legislation  
The Smoke-free Regulations (Premises and Enforcement) 2006 
The Smoke–free Regulations (Signs) 2007 
 
Smoking 
Smoking is not permitted anywhere on the premises of The Lodge Nursery 
School, including outside play areas. This rule applies to everyone including staff, 
people collecting children or any other visitors.  

We wish to ensure that no children attending The Lodge are subjected to smoke 
inhalation. 
 
We ensure that no remains of cigarettes are ever in the garden. 
 
In this respect the following regulations are in place: 
 

 No Smoking signs are displayed 
 Members of staff, volunteers, parent helpers and visitors are not permitted 

to smoke in and around the building at any time when children are 
present or about to be present. This includes corridors, the garden and 
pathways 

 If any of the above insist on smoking they must leave the buildings and 
the grounds.  All staff at The Lodge are non-smokers. 

 Staff are not permitted to smoke in the clothes that they wear to work 
with children, even if covered.   
 

Alcohol 
Anyone who arrives at the setting clearly under the influence of alcohol will be 
asked to leave immediately. If they are a member of staff, disciplinary 
procedures will follow.  

Staff are asked not to bring alcohol onto the Club’s premises. 

Drugs 
Anyone who arrives at the setting clearly under the influence of illegal drugs will 
be asked to leave immediately. If they are a member of staff, serious disciplinary 
procedures will follow.  

If a member of staff is taking prescription drugs that may affect their ability to 
function effectively, they must inform the manager as soon as possible and seek 
medical advice. The manager will then complete a risk assessment. Staff 
medication on the premises will be stored securely and out of reach of children 
at all times. 

Safeguarding children 

All members of staff have a duty to inform the Club manager and the 
designated Child Protection Officer (CPO) if they believe that a parent or carer 
is a threat to the safety of a child due their being under the influence of alcohol 
or illegal drugs when they drop off or collect their child. The manager and CPO 
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will decide upon the appropriate course of action.  

If a parent or carer is clearly over the alcohol limit, or under the influence of 
illegal drugs, staff will do their utmost to prevent the child from travelling in a 
vehicle driven by them. If necessary the police should be called. 

 
This Policy was adopted at a meeting of The Lodge Nursery School held on 
______________________ 
 
Signed on behalf of The Lodge Nursery School ________________________ 
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Special Educational Needs / Disability Policy 
 
The Lodge Nursery School is committed to ensuring that all children who attend 
the setting enjoy a broad, balanced and relevant experience which meets 
individual needs.  The title Special Needs is taken to mean needs outside the 
normal range in any curriculum, physical or social aspect of the child’s 
development.   
 

At The Lodge Nursery School we have high aspirations and expectations for 
every child irrespective of differing levels of need including identified special 
educational needs and disability.  We understand that development is not an 
automatic process and it depends on each unique child having opportunities 
to interact in positive relationships and enabling environments.  At The Lodge 
we have a culture of high expectations that seeks to include all children in all 
opportunities so that they may achieve well.  

At The Lodge we are committed to meeting the special educational needs of 
children and ensuring that they make progress. Children’s development can be 
affected by special educational needs. These children may find it difficult to 
learn and require additional resources and/ or more support to access the 
activities provided at the setting. Adaptations may need to be made to the 
activities offered, the equipment and the environment and out of school 
activities e.g. trips for pupils with special needs and/ or disabilities.  It is our aim 
that all children with S.E.N. be identified and assessed as quickly and as 
thoroughly as possible, so that we can provide an experience that is matched 
to their needs and ability, thus providing the opportunity for them to reach their 
full potential in a supportive, caring and inclusive environment. 
 
The Lodge Nursery School has regard to The Special Educational Needs and 
Disability Code of Practice 2014, The Statutory Framework for the Foundation 
Stage 2014, The Children and Families Act 2014 and The Best Practice Guidance 
for the Early Years. We provide a welcome and appropriate learning 
opportunities for all children. 
 
 Children with Special Educational Needs or disability are able to participate 

in the life and activities of The Lodge to the best of their abilities whatever 
their need. 

 Children are entitled to have their needs identified, assessed and addressed 
at the earliest opportunity. An appropriate learning environment is offered 
where a range of differentiated activities is provided, to meet individual 
needs. 

 We provide individual programmes of support appropriate to those children 
who have specific problems or special abilities.   

 Our Key person system, which includes observations, record keeping, forming 
Individual Education Plans, evaluating and reviewing, assists in the 
development and progress of all children.  We work closely with parents and 
ensure they are involved at all stages. 

 We will ensure that the wishes and permission of parents/carers will be taken 
into consideration regarding all aspects of assessment, provision and 
intervention.  We will always work in partnership with parents/carers.   

 Parents will be assured that confidentiality will be observed at all times. 
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 We ensure that our physical environment is as far as possible suitable for 
children with disabilities. 

 Mrs Jill Osler is the Special Educational Needs Coordinator (SENCO) at The 
Lodge and she is supported by Mrs Clark and Mrs Nokes and assisted by Mrs 
Howe and Mrs Larner. Together with the child’s key person, they will closely 
follow the children’s progress and with parental permission will liaise with 
outside agencies, e.g. SEN teachers at KCC, Speech and Language Therapy 
Dept, Health Visitors, Paediatricians, etc.  When necessary, interventions are 
provided which are additional to or different from those we usually provide. 

 We will enlist the support of outside agencies whenever necessary, following 
consultation with parents and implementation of the stated programme.   

 Our practice and provision is constantly reviewed. 
 If it is felt that a child’s needs cannot be met at The Lodge without the 

support of a one-to-one helper, then we will follow KCC procedures and 
apply for Severe and Complex Accessibility Resources Funding (Scarf) 
funding. If funding available we would endeavour to find appropriate help. 
Funding for additional necessary equipment would also be applied for. 

 We ensure the privacy of children with Special Educational Needs / 
disabilities when intimate care is being provided. 

 We will promote a feeling of success and confidence in all children.  
 We will create a culture of respect for others and their development.   
 We have links and information on mainstream Primary Schools and Special 

schools and are happy to liaise with them when necessary. 
 Staff members are encouraged to attend training courses and lectures on 

many Special Education Needs, some of which are available to parents.   
We have a Special Educational Needs folder to assist parents if necessary. 

 A complaints Procedure is in place see Policy No. 15 

Arrangements 

There are 4 areas of need, as outlined in the SEN Code of practice (2001), these 
are: 
 Communication and Interaction 
 Cognition and Learning 
 Behaviour, Emotional and Social development 
 Sensory and/ or Physical 
 
These are the areas that are considered when identifying a child’s special 
educational needs. 

Children have their needs identified in a variety of different ways. 

These may include: 

 Concerns raised by the child’s key worker or another member of school 
staff based on daily observations. 

 Concerns expressed by parents/carers/school teachers or others who 
know the child well 

 Follow up diagnostic testing by the Special Needs Teacher or Assistant 

 Observation and/or testing by an outside agency 

 Reports from a Health Professional 
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Roles and Responsibilities 
 
The SENCO is responsible for tracking the progress of children with identified 
special needs. The SENCO will monitor the effectiveness of resources and other 
materials to support children with their development and inclusion within the 
Club.  
 
The emphasis is on appropriate inclusion. All staff take a responsibility for 
providing all children within the setting with realistic and achievable 
developmental goals and framework of activities.  
 
The participation in the Early Years Foundation Stage (EYFS) and the National 
Curriculum (NC) by pupils with Special Educational Needs is most likely to be 
achieved by providing appropriate levels of support and differentiation as 
advised in the SEN Code of Practice (2001). 
 
We use the graduated response system for identifying, assessing and responding 
to children’s special educational needs.  We use a system for keeping records 
of the assessment, planning, provision and review for children with 
SEN/disabilities.   
 
Outside Agencies including Health Services 
 
There are a number of outside agencies that the setting may need to liaise with 
if the needs of the children are to be met. We will work to identify appropriate 
agencies, in conjunction with the School and parents / carers. 
 
Data Protection and confidentiality 
 
The setting complies fully with the Data protection Act (amended 2003). 
With parental consent we will share information about your child with other 
professionals in order to best meet their needs. Consent for referring to the safe 
guarding of children is not always necessary. Please refer to the Safeguarding 
policy.  
 
 
Parents 
 
The setting will endeavour to maximise parental involvement for pupils with 
special educational needs. We recognise that parents know the child best and 
can offer valuable insight into the child’s needs. Parents with pupils who have 
special educational needs will be involved in all stages of their special provision.  
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

Signed on behalf of The Lodge Nursery School  _______________________ 

Staffing and Employment Policy 
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 We abide by the EYFS Welfare Standards which state a ratio of 1 member of 
staff for every 8 children over the age of 3 and 1 member of staff for every 4 
children aged 2. Our staff ratios at The Lodge are generally higher as we feel 
this is essential in providing good quality care and education. 

 
 Our key person system ensures each child and family has one particular staff 

member who takes a special interest in them. Key persons help children to 
settle, keep comprehensive records and plan their next steps in learning. 

 
 Regular staff meetings provide opportunities for staff to undertake curriculum 

planning, to discuss the children's progress, training opportunities and 
formulate Observations and Next Steps forms.  

 
 All staff hold Early Years qualifications, the majority holding Diplomas in Pre-

School Practice. 
 

 We have a comprehensive Induction Process for new staff or regular 
volunteers. 

 
 Staff will not be allowed to work if they are taking medication which is likely 

to impair their ability to look after children. 
 

 Training is available to all staff, through the Pre-School Learning Alliance, Kent 
County Council and private training providers. Our budget includes an 
allocation towards training costs. 

 
 Regular monitoring and annual appraisals ensure staff are well supported at 

all times. 
 

 Opportunities for 1 to 1 discussions are always available for staff to voice any 
difficulties or concerns, particularly relating to child welfare and wellbeing. 

 
 Safeguarding children is a priority – see Child Protection Policy 
 
 We take account of our equal opportunities policy when recruiting. 

 
 We have a comprehensive recruitment process. 
 
 We are committed to recruiting, appointing and employing staff in 

accordance with all relevant legislation. 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 

Staff and Volunteer Induction and In-Service Training  
 

 
The induction and in-service training of staff and volunteers is of importance for 
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the smooth and efficient running of The Lodge, and the well-being and 
safeguarding of the children. 
 
 The Lodge will ensure that all new members of staff and any volunteers are 

made aware of their expected duties and responsibilities by an induction 
process. 

 
 Disclosure and Barring Service (DBS) clearance is obtained for all members of 

staff. Volunteers must also have DBS clearance if they assist more than once 
a month. 

 
 All staff will have a copy and understand the requirements of the EYFS 

documentation. 
 
 Staff will receive regular in-service training and instruction with regard to the 

organisation of the group and the curriculum to be followed. 
 

 Staff Appraisals are undertaken annually.  
 

 Supervision interviews are held each term with staff individually these 
meetings also cover Safeguarding of children matters.  

 
 The Lodge staff will update qualifications as necessary and keep abreast of 

important changes. 
 
 The Lodge will ensure that good relationships are fostered and encouraged 

between all staff members. 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Student Placement Policy 
 
We recognise that the quality and variety of work which goes on at The Lodge 
makes it an ideal place for students on placement from school and college 
childcare courses. We also recognise that qualifications and training make an 
important contribution to the quality of the care and education provided by 
early years schools.  As part of our commitment to quality, we would consider 
offering placements to students undertaking early years qualifications and 
training.  We also offer placements for school pupils on work experience.  
 
We aim to provide for students on placement with us experiences that 
contribute to the successful completion of their studies and that provide 
examples of quality practice in early years and educations.   
 
Procedures 
 

 We require students on qualification courses to meet the ‘suitable person’ 
requirements of Ofsted and have DBS checks carried out. 

 The needs of the children are paramount.  Students will not be admitted 
in circumstances or numbers which will hinder the essential work we do. 

 We require the Designated Person at schools placing students to provide 
a written reference regarding the suitability of that young person to work 
with children and to vouch for their character.  

 Students and placements will be supervised at all times and will not be 
allowed to have unsupervised access to children. 

 Students who are required to conduct child studies will a) require written 
permission from the parents of the child to be studied and b) the course 
tutor must confirm that the student is engaged in a bona fide childcare 
course which provides the necessary background understanding of 
children’s development and activities.   

 Any information gained by the student about children, families or other 
adults whilst at our setting must remain confidential.  

 We provide students with a short induction.  This is to include a suitability 
checklist, induction to our practice, policies, procedures and routines and 
also requires the student to read and agree to our codes of conduct.   

 We communicate a positive message to students about the value of 
qualifications and training.   

DBS cleared volunteers and members of staff who are undergoing training will 
be fully supported. 
 

 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Tapestry Online Journal Policy 
How we use the system 
Our online journal is used in two ways.  To keep parents informed about what 
happens during our sessions through group activities, and as a record of each 
child’s learning.  It is a tool which enables both our preschool and parents to 
post observations and build a joint record of a child’s learning journey.  
 
Group activities – keeping parents posted about what is happening in our 
sessions 
It is not feasible to take a photo of every child doing every activity, so for group 
activities we include one or two photographs to show parents an example of 
what we have been doing.  Parents are asked to give permission when 
completing the All About Me on Tapestry.   
 
Children will only be included in the group observation (i.e. it will appear in their 
journal) if they took part in the activity and we feel the post is relevant to them.  
They may not always appear in the group activity photo.  The assessment 
underneath the observation is specific to each child, as this feeds into the 
tracking of their development.  When we add group observations, we split the 
observation and the assessment of each child is changed where necessary.  
The assessment that parents see on these observations are relevant to their 
child.  
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We don’t mention individual children in the notes section of group activities.  If a 
child is specifically mentioned, their parent / carer are the only one to see this 
version of the post.  
 
Some activity posts don’t carry any assessment because it is just information that 
we want to share.   
 
Parents will not be able to add comments to group posts, only to individual 
posts specific to their child.  
 
Individual observations 
 
A child’s key person and the other teaching staff add individual observations 
about a child as a way of tracking their development, planning next learning 
steps and ensuring they make significant progress on their learning journey.  We 
aim to add around 4 to 6 of these a term for a child attending the setting full 
time (5 days a week).   
 
Planning 
 
Reports tracking children’s areas of learning and age bands are used to direct 
sessional planning and children’s next steps.   
 
Monitoring development 
 
We use Tapestry to produce the following reports: 

 Fortnightly observation tracking 
 Termly observation gap analysis – to direct Key Person observations 
 Termly team monitoring 
 Bi-annual Summary Reports 
 Two Year Checks 
 Snapshot analysis of a child’s development 
 Next observations and next steps. 

 
Secure Profile 
 
Each child has their own profile on the system.  Each parent is given a secure 
login for their child’s profile.  The activation process is started by The Lodge 
Nursery School.  The parent or carer is emailed by Tapestry giving them a link to 
set up their own secure password to the system.  Each parent can only see the 
profile of their own children and / or other children they care for (where 
permission has been given by the parent). 
 
Server Security 
 
The Tapestry system is hosted in the UK on secure services.  These servers 
conform to high environmental standards and are proactively managed 24 
hours a day.  Each Tapestry account has its own database and the code itself is 
developed using hack-resistant techniques.  Filenames are encoded for 
uploaded videos and images making Tapestry a safe and secure online 
Learning Journal tool.   
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Sharing information 
 
We work in partnership with other settings, childminders and Au pairs to support 
the development of children and ensure wellbeing is maintained for shared 
children, through the transition between us.  Summary Reports, Snapshot Reports 
and Next Steps are shared with these partners where parents have given 
permission when completing the All About Me on Tapestry.   
 
Photos 
 
Our online journal will often show group photographs of children.  Parents are 
asked for permission for these group photographs to be taken and appear in 
group observations on their own and other children’s journals (permission sought 
on the All About Me on Tapestry).  Parents are asked to acknowledge that their 
child may appear on another child’s journal as part of a group photo.  Parents 
can change their minds at any time and are asked to email 
info@thelodgenurseryschool.co.uk if they no longer give permission.  
 
Photos are only taken on school cameras and school devices as per our 
Camera and Digital Image Policy, and as part of our safeguarding procedures.  
Photos are taken off cameras and copied onto The Lodge laptop regularly and 
then cleared from the camera memory.  Photos are uploaded to Tapestry 
directly from The Lodge devices.   
 
Updating Off-Site 
 
During the session with teacher being focussed on the children, and with limited 
time in the hall, sometimes administration and paperwork has to be completed 
outside the sessions.  Online observations may occasionally be completed in 
staff’s own time after the session and added in an irregular frequency.  If 
journals are updated by staff off-site, this is through their own secure login in and 
in agreement with this Tapestry Policy.  Setting prevent Teachers from being 
able to download photographs from the Tapestry system to any device.   
 
Images taken for official use remain onsite.  If any storage device containing 
images is taken offsite to be developed, it is encrypted and logged in and out 
by the DSL or the Data Controller and monitored carefully to ensure it is returned 
in the expected time scale.   
 
Safeguarding  

 All staff using Tapestry are recruited through our Safer Recruitment 
process (please refer to our Safeguarding policy).  

 All staff are DBS checked and their suitability is regularly reviewed (see 
our Safeguarding procedures)  

 All staff are given their own login and composed their own passwords to 
avoid them being guessed  

 All staff sign our code of conduct when they start regularly reconfirm  
 All staff sign our acceptance of our Tapestry usage:  

o I understand and agree that my tapestry login is strictly only for my 
use  

o The login and content cannot be shared with anyone outside of 
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The Lodge 
o The content cannot be downloaded or discussed outside of The 

Lodge 
o Any content printed for internal use from the system must be 

shredded when finished with  
o I understand my password must not be saved on any device  
o o I understand I must ensure I have logged out properly after each 

session  
o I understand I must take care not to install software on my 

computer / device that may compromise security  
o I understand that I should not reply to comments left by parents on 

observations (parents are not able to comment on group 
observations).  I can “like” a comment only.   

o If parents leave negative comments or take part in negative 
conversations via Tapestry, I will ensure the Setting Manager and 
Director are aware so that parents can be spoken to.  

  
 All staff are aware that failure to adhere to the above usage criteria will 

result in disciplinary action.    
 
Data Collection and Storage 

 You can view Tapestry’s Data Protection and Privacy Policy on: : 
https://tapestry.info/privacy.html/ 

 Children’s profiles are backed up securely when they leave us and 
deleted from Tapestry. 

 Parents whose children leave the setting are made inactive and deleted, 
unless they have other children at our setting.   

 Photos are backed up from our Amazon Devices to Amazon’s secure 
Drive.  We have agreed directly with the service that as our Kindle 
Devices are automatically performing a back of photographs, we are 
compliant with the terms of use of the Amazon Cloud and therefore our 
information and files are subject to the protections of Amazon Drive’s 
Privacy Notice.   In addition, each file is stored within Amazon Simple 
Storage (S3) which is the same highly scalable, reliable, fast data storage 
infrastructure that Amazon uses to run its own global network of websites.  
Parent permission is sought to store photos on Amazon Drive when 
completing the All About Me on Tapestry.   
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Transition to Primary School Policy 
 

Starting primary school is a major transition in any child’s life.  At The 
Lodge we plan a range of activities, strategies and tools to help support 
children approach this new experience with some self-assurance and 
confidence.   
 
A smooth transition to school supports the personal, social and emotional 
development, as well as learning and future success of every child.   
Good transition practice uses knowledge of children’s experiences within 
their family, encourages good relationships with parents and carers and 
offers support for continued learning at home.  Transitions should be 
organised around the needs of the unique individual child.  
 
When a four year old sets off for their first day at ‘big school’ they should 
be full of positive emotions – excitement, confidence and happiness.  This 
happens if children have a good awareness of exactly where they are 
going, who will be there, what they will be able to do when they get 
there and how long they will be staying there.   
A successful transition means that children settle quickly into school, 
learning and developing from day one.  Teachers will welcome a class of 
children (who they already know well) and these children are settled, 
confident and ready to learn.   
 
Before starting with us 
 
We begin to lay the groundwork to support transition to primary school 
before children even start with us.  We gather information about each 
child including information about their family, celebrations, beliefs and 
events in family life as well as information about children’s development, 
behaviour, sensitivities, speech and language, use of English and their 
favourite activities, objects, animals, games, books and toys.  This 
provides information which enables each child’s key person to plan and 
support their development and learning.  
 
We use our Tapestry Online Journal system to keep this information up to 
date.  We also encourage families to add to the journal to keep vital 
information about what is happening at home for our children current.  
We adopt a positive attachment approach to supporting the way 
children transition into The Lodge nursery.  Our strong key person system is 
pivotal to children’s successful transition and settling in.  Our teachers’ 
strong relationships with their key children promote children’s wellbeing, 
which in turn supports high levels of involvement, enabling deep learning 
to take place.  We use our strong key person system and high staffing 
ratios to ensure that children develop strong, secure attachments early in 
their care, and consistently receive high levels of support and nurture at 
all times.   
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The Lodge routines and curriculum  
 
We have had a wealth of positive feedback from parents and school’s 
about the effectiveness of our practices to support children’s school 
readiness.  Our routines, adult-initiated activities, free play and our 
experienced practitioners support children to gain independence, follow 
appropriate instructions, take some responsibility for daily routines and 
self-care, socialise with peers, and to follow simple rules.  We help 
children to manage ‘switching gears’ during the day, following a 
schedule and making transitions during the day.   
 
Our planned programme of learning opportunities and experiences, 
developed around the individual needs and interests of each child, is 
designed to ensure children meet their developmental milestones 
appropriate for their age and stage of development and are prepared 
emotionally and socially for the transition to school.  We focus on 
developing language and literacy skills, thinking and listening skills, self-
control, independence and the ability to form relationships.  We support 
children’s development in mathematics and physical development, 
including health and self-care and self-confidence.   
 
Children at The Lodge have the opportunity to learn and recognise 
phonic sounds.  We follow the Jolly Phonics program, which is a fun 
approach to teaching early literacy using actions and letters to 
accompany each phonic sound.  The sounds are taught in a specific 
order (not alphabetically) which supports children to be able to build 
words as early as possible.  We use Jolly Phonics because it is fun and 
engaging and almost all schools we feed will use the Jolly Phonics 
programme in reception year.  If parents need any help with how any of 
the phonic sounds are pronounced, please use this web link 
http://jollylearning.co.uk/gallery/audio-2/.  There are resources available 
to support each child’s development of phonics at home, including Jolly 
Stories (which teaches the phonics in the order we approach them) and 
a range of Jolly Phonic workbooks.   
 
The Characteristics of Effective Learning are intrinsic to our approach to 
supporting children meeting their learning goals.  Our teachers 
understand and reflect on the different ways that children learn.  By 
giving children the right support and encouragement and reflecting 
these characteristics in our planned activities and play opportunities, 
children will form attitudes about learning that last through their schooling 
and beyond and will be creative and adventurous learners.   
 
The Peer Group  
 
In April each year we find out which schools our children will go to and 
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share information with parents about the children their child will go to 
primary school with.   
 
We also write to parents with a comprehensive booklet to explain what 
we do at preschool and what parents / carers can do at home to 
support their child’s transition to school; 
 
Transition visit with reception teacher 
 
In April, we also contact each school and invite each child’s reception 
teacher and, where appropriate, Special Educational Needs 
Coordinator (SENCO) to visit us at The Lodge.  We invite the reception 
teacher to meet the child, see the routines and activities that they 
experience in our setting and to meet with the child’s Key Person.   
 
This visit is an excellent way for each child’s reception teacher to get to 
know each child and see them operating in an environment that they 
know, with staff that they trust.  The teacher will have the opportunity to 
observe each child’s social skills, independence, confidence, language 
and physical ability and meet them in a fun, familiar environment leaving 
the children with a happy first impression of their new teacher.   
 
We ask school’s to bring along with them a photo booklet about the 
school, which we focus on in discussions and role play in the weeks 
leading up to children’s transition.   
 
Transition reports 
 
We provide each child’s new teacher with our Transition Report.  This 
report will give the child’s teacher a summary of the child’s learning and 
development.  The report includes commentary on the seven areas of 
learning and development from the Early Years Foundation Stage (which 
will continue in reception year), what stage they are at and other 
relevant or useful information.  Parents will also receive a copy of this 
report.  For children with additional or special educational needs, we will 
work closely with the SENCO and other agencies and professionals as the 
situation requires.  
 
Other activities and strategies to support transition 
 

- Role play – we use role play including dressing up and props and 
reception class role play area to allow children to explore school 
life in an imaginative and creative way.  This allows children to 
participate in activities associated with school such as registration, 
assemblies and wearing school uniform.  This allows children to 
experiment with many of the daunting elements of their first day, 
but in an environment they are comfortable in.  



The Lodge Nursery School  
Policies and Procedures 

 

106 
 

- Lunch club - we use our lunch club to familiarise children with what 
it might be like to have lunch at school with their peers.  In the 
summer term, we provide a jacket potato or pasta to support 
children developing their skills with using cutlery.  Children are also 
encouraged to take responsibility for their own lunchboxes, cutlery 
etc. and to be independent opening packets, drinks etc. and 
tidying away.  When children have eaten, we have free play in a 
large empty space with only one or two pieces of equipment on 
offer (for example, footballs) to mimic the playground 
environment.   

- Pyjama Party – In the summer term we hold a pyjama party for the 
yellow table children.  During this really fun morning, children will 
have the opportunity to practice changing their clothes 
independently, thinking about how they will change into their PE 
kits, for example.   
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Uncollected Children Procedure 
 
At the end of every session, the setting will ensure that all children are collected 
by a parent, carer or designated adult, in accordance with the Arrivals and 
Departures Policy.  In the event of a child not being collected at the end of the 
session the following procedures will be activated: 
 

 Two members of staff will always be available to deal with the situation 
should it arise. 

 The child’s parent or usual carer will be contacted by telephone if 
possible. 

 If the parent or carer is unavailable the emergency contact will be 
telephoned. 

 If no parent, carer or emergency contact is available the child will 
remain at school with one member of staff, whilst the other attempts to 
locate a parent or carer. 

 In the event of a parent or carer being unable to be located in 1 hour, 
Social Services will be contacted. 

 Unless absolutely necessary the child will not be taken to the home of a 
member of staff, or away from the setting, in the course of waiting for the 
child to be collected at the end of the session. 

 The child will remain in the care of setting staff until they are collected by 
the parent, carer or designated adult, or alternatively placed in the care 
of Social Services.  

 In the event of In the event of Social Services being called and 
responsibility for the child being passed to a safeguarding agency, the 
Manager will attempt to leave a further telephone message with the 
parent/carer or designated adults’ answer phone.  Furthermore, a note 
will be left on the door of the setting’s premises informing the parent, 
carer or designated adult of what has happened.  The note will reassure 
them of their child’s safety and instruct them to contact the local Social 
Services Department.  The staff of the setting will consider leaving a note 
at the family home. 

 Incidents of late collection will be recorded by the Manager and 
discussed with parents/carers at the earliest opportunity.  Parents and 
carers will be informed that persistent late collection may result in the 
imposition of a fine or the loss of their child’s place at the setting. 

 
 
 
 
This revised policy was adopted at a meeting of The Lodge Nursery School held 

on_________________ 

 

Signed on behalf of The Lodge Nursery School  _______________________ 
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Violence and Aggression against Staff Procedures 

The purpose of this policy is to address instances of unacceptable behaviour 
that causes harm or the fear of harm to any person within the Setting.  The 
scope of this policy is therefore to eliminate and protect against instances of 
violence or aggression (as defined) committed by: 

Any person, whether customer, visitor or any other person working within the 
Setting against any member of staff, visitor or child within the Setting. 

DEFINITIONS 

Violence is the use of force against a persona and has the same definition as 
“assault” in the law (i.e. an attempt, offer or application of force against the 
person).  This would cover any person unlawfully touching any other person 
forcefully, spitting at another person, raising fists or feet or verbally threatening 
to strike or otherwise apply force to any person.  

Aggression is regarded as threatening or abusive language or gestures, sexual 
gestures or behaviour, derogatory sexual or racial remarks, shouting at any 
person or applying force to any Setting property or the personal property of any 
person within the Setting.  This would cover people banging on desks or 
counters or shouting loudly in an intimidating manner.  

This policy applies throughout the premises of The Lodge Nursery School, its car 
parking area and outdoor areas.  It also applies to any employee of the Setting, 
but only so far as it relates to the business of The Lodge Nursery School. 

PROCEDURES 

When violence and aggression is encountered 

 In first instance a member of staff should ask the perpetrator to stop 
behaving in an unacceptable way.   Sometimes a calm and quiet 
approach will be all that is required.  Staff should not in any 
circumstances respond in a like manner.  Eye contact should be 
maintained, although not continuous.  

 Should the person not stop their behaviour the Setting Manager or 
deputy should be asked to attend and the member of staff should 
explain calmly what has taken place, preferably within hearing of the 
perpetrator. 

 If the person is acting in an unlawful manner, causes damage or actually 
strikes another then the police should be called immediately. 

 Should it prove necessary to remove the person from the Setting then the 
police should be called and staff should not attempt to manhandle the 
person from the premises. 
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 If such a course of action proves necessary then those members of staff 
involved must complete a written note of the incident on an incident 
form, detailing in chronological order what has taken place and the 
exact words used prior to leaving the building at the end of their working 
day. 

 It is the policy of The Lodge Nursery School to press for charges against 
any person who damages or steals setting property or assaults any 
member of staff or visitor. 

Procedures following any incidence of violence or aggression: 

 Review the incident with the Management Team in order to determine its 
severity. 

 Determine if the customer should be removed from the Setting. 

 Decide if a written warning should be given.  

 Take no further action if the matter has been sufficiently dealt with by the 
advice already given. 

 Any employee or parent/visitor who receives any injury, no matter how 
small, should be the subject of an entry on an Accident Record and 
should always be strongly advised to be examined by a doctor.  

 

Every violent incident involving staff will be reasonably supported by the 
provision of medical or other treatment as necessary and all incidents should 
be brought to the attention of the Setting Manager and Director. 

The Management Team of The Lodge Nursery re-affirm their commitment to 
do everything possible to protect their staff, customers, children and visitors 
from unacceptable behaviour and their zero tolerance of any incident that 
causes hurt, alarm, damage or distress. 

 

 
 
 
 
 
 


