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Absence Management Procedure
At Kingsmead Day Nursery we encourage all our employees to maximise their attendance at work while
recognising that employees will, from time to time, be unable to come to work due to sickness. By implementing
this policy, we aim to strike a reasonable balance between the pursuit of our business needs and the genuine
needs of employees to take occasional periods of time off work because of sickness. This policy and procedure
establishes a framework to support individuals and the organisation in times of sickness absence. It ensures that
appropriate and consistent advice is provided and that assistance and support is offered to employees and, where
necessary, action is taken.
Principles
We aim to provide a healthy working environment and demonstrate commitment to health, safety and the welfare
of staff in order to maximise attendance.
Management is responsible for regularly monitoring and taking appropriate action in connection with sickness and
other unplanned absence.
Exclusion periods for contagious illnesses
Working with children means that you are in contact with illnesses which can be highly contagious. We take the
health of children and staff very seriously; therefore, if you have any contagious illness you must adhere to the
same exclusion periods as children. This will ensure that you are able to recover appropriately and that this illness
is not passed on to other staff, children or parents. The manager will advise you of any exclusion times required
(see the sickness and illness and infection control policies).
Sickness absence reporting procedure
Reporting sickness absence should be done using the following guidelines. Failure to follow these guidelines could
delay any sick pay due to you and could possibly result in disciplinary action.
On your first day of absence, you must:
Telephone the nursery and speak to the manager
Give brief details of your illness and your expected length of absence.
Telephone and speak to someone yourself. Text message and emails are not an acceptable form of
communication for this purpose. Contact someone within one hour of your normal start time. If you are due to
start at 7:30 then please contact the manager at least half an hour before your shift is due to start.
If you have been unable to determine how long the absence will last, and it exceeds the third day, you must contact
your manager again on the fourth day.
On returning to work you must complete a copy of the ‘Employee’s statement of sickness self-certification form’.
This should be signed by nursery management.
For absences of more than seven consecutive days, you must provide a ‘fit note’ completed by a qualified medical
practitioner for the period of absence.
After returning to work from any sickness absence leave, a ‘return to work’ interview may be undertaken by the
employee and line manager. This will not happen in all circumstances, and we may hold such meetings at our
discretion. However, such meetings will normally be held in the following circumstances:
Where the absence has exceeded 14 days
Where the nature of the illness means that duties on return to work may need to be altered and clarification
and/or consultation is required
Where a member of staff has had two or more absences in 12 weeks.
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During the return to work interview the following will be discussed:
The reason for absence
Whether adjustments to the role (on a temporary or more permanent basis) are required and what they are.
These might include adjusted work patterns, start and finish times and changes of duties
Future requirements and expectations, e.g. improved attendance
The return to work interview should be recorded and signed by both the manager and employee and a copy
attached to the employee’s file.
Where an employee’s attendance record gives cause for concern because of the duration or frequency of absence,
this should be brought to the attention of the employee through a discussion with the manager.
Throughout any stage of discussions on sickness absence, employees may be accompanied by a work colleague.
The abuse of sick leave and pay regulations may be classified as misconduct and will be dealt with through the
disciplinary procedure.
Frequent and/or persistent short-term sickness absence
Short-term absence may be short periods of one or two days occurring frequently.
Absence of this nature can be identified by one of the following indicators and should be classed as a trigger:
Four self-certified spells of absence in one calendar year
A total of 10 working days or more of self-certified absence in one calendar year
Patterns of absence over a period, e.g. an individual regularly taking Mondays or Fridays off
Where an employee’s attendance record is significantly worse than those of comparable employees, or
absence problems have gone on for a considerable length of time.
Long-term sickness absence
For the purposes of the policy, long-term sickness absence is defined by the nursery as absences lasting over one
month.
Where absences have lasted over 10 working days or more, the manager should contact the member of staff
concerned to obtain an initial assessment of the problem and to offer any further help or assistance.
At this point and where felt appropriate after further assessment of the problem, the manager will arrange a faceto-face meeting or telephone conference between themselves and the member of staff. The meeting should:
Seek to confirm the reasons and nature of the absence and its likely duration
Ensure that the member of staff is aware of the nursery’s concern regarding their health and necessary
absence from work
Consider offering alternative duties or a shorter working week if this would enable a quicker return to work
subject to medical advice
Give consideration to any personal problems being encountered and discuss possible ways of helping the
individual resolve these
Advise the member of staff that in their best interests they may be asked to see a registered medical
practitioner or occupational health provider appointed by the nursery to enable a medical report to be
prepared
Alternatively, and if appropriate, gain agreement from the member of staff to contact their doctor or specialist
in order to establish the likely length of absence and the long-term effect on capability in relation to job
performance and attendance at work.
If all other avenues have been investigated, the absence continues or, following return to work, the attendance
record does not improve, a subsequent meeting should be arranged. At this point, unless there are reasonable
grounds to believe there will be an improvement in the foreseeable future, the manager should inform the member
of staff that long-term sickness absence due to ill health may put their employment at risk and the possibility of
termination by reason of capability or suitability to work with children might have to be considered, taking into
account any medical information available.
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The position will be reviewed periodically and ultimately it may become necessary from a business perspective to
consider termination of employment. In these circumstances, the nursery will:
Review the employee's absence record to assess whether or not it is sufficient to justify dismissal
Consult the employee
Obtain up-to-date medical advice through the employee’s GP and/or occupational health
Advise the employee in writing as soon as it is established that termination of employment has become a
possibility
Meet with the employee to discuss the options and consider the employee's views on continuing employment
Review if there are any other jobs that the employee could do prior to taking any decision on whether or not to
dismiss
Allow a right of appeal against any decision to dismiss the employee on grounds of long-term ill health
Arrange a further meeting with the employee to determine any appeal
Following this meeting, inform the employee of its final decision
Act reasonably towards the employee at all times.
Any decision to terminate employment will be taken by the Directors, making sure the capability procedure has
been exhausted.
Occupational health
The nursery reserves the right to request employees to attend an appointment with an Occupational Health
Advisor (e.g. consultant, GP) during their employment, if it is reasonably deemed necessary due to sickness
absence, changes in health or the role, or where it is necessary to seek an expert medical opinion as to whether or
not the employee can fulfil their job role or whether any reasonable adjustments should be made to the employee’s
role.
The nursery will seek to engage the services of an independent Occupational Health Advisor in situations where
expert medical opinion is required and work with them to identify the best course of action in circumstances of
sickness absence.
Access to medical records
The Access to Medical Records Act 1988 gives individuals the right of access to medical records relating to
themselves which have been prepared by a medical practitioner for employment purposes. The Act provides that:
Employers must gain the consent of employees before requesting reports from medical practitioners
Employers must inform employees of their rights in respect of medical reports
The employee has the right of access to the report before the employer sees it, provided appropriate
notification is given
The employer is responsible for notifying the medical practitioner that the employee wishes to have access
The employee may ask for a report to be amended or may attach a statement to the report
Having seen the report, the employee may wish to withhold consent to it being supplied.
Where the nursery requests further medical information about the health of staff from an individual’s General
Practitioner or Specialist, or its own occupational health provider, the provisions of the Act will be followed.
Throughout any interviews regarding sickness absence, staff are entitled to the support of and/or representation
by a work colleague or recognised trade union representative.
Sick Pay
Statutory Sick Pay (SSP) will be paid in accordance with Department for Work and Pensions requirements and no
payment will be made for the first three working days in a period of incapacity for work.
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Annual leave and sick pay
Where an employee falls sick or is injured while on annual leave, the nursery will allow the employee to take sick
leave and take the annual leave at a later time where available. This policy is subject to the following strict
conditions:
The total period of incapacity must be fully certificated by a qualified medical practitioner
The employee must contact the manager as soon as he/she knows that there will be a period of incapacity
during the pre-planned annual leave in accordance with the Sickness Absence Reporting Procedure
The employee must submit a written request no later than five days after returning to work setting out how
much of the annual leave period was affected by sickness and the amount of leave that the employee wishes to
take at another time
Where the employee is overseas when he/she falls sick or is injured, evidence must be produced that the
employee was sick by way of either a medical certificate or proof of a claim on an insurance policy for medical
treatment received at the overseas location.
Where the employee fulfils all of the above conditions, we will allow the employee the same amount of annual leave
as the amount lost due to sickness or injury.
Sickness or injury shortly before a period of planned holiday
If an employee is ill or is injured before the start of a period of planned annual leave, we will agree to the employee
postponing the annual leave dates to another mutually agreed time. Any period of sickness absence will then be
treated in accordance with the employer's normal policy on sickness absence.
The employee must submit a written request to postpone the planned annual leave and this must be accompanied
by a letter from his/her doctor confirming that he/she is unfit to take the annual leave.
Replacement annual leave dates
Where it is agreed that an employee can take replacement annual leave at a later time, the employee should
nominate replacement annual leave dates as soon as possible, with the dates being subject to the agreement of
the employee's line manager in the usual way.
Employees should endeavour to take any replacement annual leave within the same holiday year as the days lost as
a result of sickness or injury. In the event that part or all of the annual leave is lost due to incapacity towards the
end of the nursery’s holiday year and there is insufficient time left during that year for the replacement annual
leave to be taken, the employee will be permitted to carry over the replacement annual leave to the next holiday
year. However, this leave must be taken as early in the new holiday year as possible.
Serious illness/injury of an employee’s immediate family
This will be looked at on an individual basis and your manager will agree with you a reasonable period of paid leave
time initially, with additional unpaid leave if a significant amount of time off is required. You need to also consider
taking holiday/TOIL and working flexibly i.e. making adjustments to the length of the working day, changes in
hours/days worked etc.
Death of a member of an employee’s immediate family
This leave applies on the death of an employee’s spouse, life partner, parent, brother, sister, grandparent,
dependant or other relative for whom the employee has special responsibility or has had special ties.
The amount of time off required will be at the manager’s discretion
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manager)
Date for review: 1/10/2021
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Acceptable IT Use

This Information and Communications Technology (ICT) Acceptable Use Policy describes the rights and responsibilities of
staff using resources, such as computers, the internet, land line and mobile telephones, and other electronic equipment. It
explains the procedures you are expected to follow and makes clear what is considered acceptable behaviour when using
them.
These facilities are a vital part of our business and should be used appropriately and in the best interests of the nursery.
Security and passwords
Passwords for our systems are confidential and must be kept as such. You must not share any passwords with any other
person; in particular you must not allow any other staff member to know your password.
Email
We expect all staff to use their common sense and good business practice when using email. As email is not a totally
secure system of communication and can be intercepted by third parties, external email should not normally be used in
relation to confidential transactions.
Emails must not be used to send abusive, offensive, sexist, racist, disability-biased, sexual orientation based or
defamatory material, including jokes, pictures or comments which are potentially offensive. Such use may constitute
harassment and/or discrimination and may lead to disciplinary action up to and including summary dismissal. If you receive
unwanted messages of this nature, you should bring this to the attention of your Manager.
Internet access
You must not use the internet facilities to visit, bookmark, download material from or upload material to inappropriate,
obscene, pornographic or otherwise offensive websites. Such use constitutes misconduct and will lead to disciplinary
action up to and including summary dismissal in serious cases.
Each employee has a responsibility to report any misuse of the internet or email. By not reporting such knowledge, the
employee will be considered to be collaborating in the misuse. Each employee can be assured of confidentiality when
reporting misuse.
Personal use of the internet, email and telephones
Any use of our electronic communication systems (including email, internet and telephones) for purposes other than the
duties of your employment is not permitted.
Emergency personal calls need to be authorised by the manager and where possible, be made on your own personal mobile
phone outside the nursery.
Disciplinary action will be taken where:
• the privilege of using our equipment is abused; or
• unauthorised time is spent on personal communications during working hours.
Data protection
When using any of our systems employees must adhere to the requirements of the General Data Protection Regulation 2018
(GDPR). For more information see our Data Protection and Confidentiality Policy.
Downloading or installing software
Employees may not install any software that has not been cleared for use by the manager onto our computers or systems.
Such action may lead to disciplinary action up to and including summary dismissal in serious cases.
Using removable devices
Before using any removable storage media which has been used on hardware not owned by us (e.g. USB pen drive, CDROM
etc.) the contents of the storage device must be virus checked.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manager)
Date for review: 1/10/2021
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Access and Storage Information
At Kingsmead Day Nursery we have an open access policy in relation to accessing information about the nursery
and parents’ own children. This policy is subject to the laws relating to data protection and document retention.
Parents are welcome to view the policies and procedures of the nursery which govern the way in which the nursery
operates. These may be viewed at any time when the nursery is open, simply by asking the nursery manager or by
accessing the file in [state where located e.g. reception] or on the nursery website. The nursery manager or any
other relevant staff member will also explain any policies and procedures to parents or use any other methods to
make sure that parents understand these in line with the nursery’s communications policy.
Parents are also welcome to see and contribute to all the records that are kept on their child. However, we must
adhere to data protection laws and, where relevant, any guidance from the relevant agencies for child protection.
As we hold personal information about staff and families, we are registered under data protection law with the
Information Commissioner’s Office. A copy of the certificate can be viewed in the lobby. All parent, child and staff
information is stored securely according to the requirements of data protection registration, including details,
permissions, certificates and photographic images. We will ensure that staff understand the need to protect the
privacy of the children in their care as well as the legal requirements that exist to ensure that information relating
to the child is handled in a way that ensures confidentiality.
The nursery’s records and documentation that are required to be kept and stored by current legislation are
performed in accordance with minimum legal archiving requirements. We currently archive these records for at
least 24 years to ensure we are covered for any child protection concerns.
Nursery records and documentation that are not required to be kept are deleted or destroyed in line with the
current data protection laws and our Privacy Notice which can be found on the website
www.kingsmeaddaynursery.co.uk
If Parents have a specific deletion or retention request regarding any data that we hold, please raise a query in
writing and we will respond formally to your request.
This policy will be reviewed annually and amended according to any change in law/legislation.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Accidents and First Aid
At Kingsmead Day Nursery we aim to protect children at all times. We recognise that accidents or incidents may
sometimes occur. We follow this policy and procedure to ensure all parties are supported and cared for when
accidents or incidents happen; and that the circumstances of the accident or incident are reviewed with a view to
minimising any future risks.
Accidents
Location of accident files: OnLine
The person responsible for reporting accidents, incidents or near misses is the member of staff who saw the
incident or was first to find the child where there are no witnesses. They must record it on an Accident Form
and report it to the nursery manager. Other staff who have witnessed the accident may also countersign the
form and, in more serious cases, provide a statement. This should be done as soon as the accident is dealt
with, whilst the details are still clearly remembered. Parents must be shown the Accident Report, informed of
any first aid treatment given and asked to sign it on the same day, or as soon as reasonably practicable after
The nursery manager reviews the accident forms at least monthly for patterns, e.g. one child having a repeated
number of accidents, a particular area in the nursery or a particular time of the day when most accidents
happen. Any patterns will be investigated by the nursery manager and all necessary steps to reduce risks are
put in place
The nursery manager will report serious accidents to the registered person for investigation for further action
to be taken (i.e. a full risk assessment or report under Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR))
The Accident File will be kept for at least 21 years and three months
Where medical attention is required, a senior member of staff will notify the parent(s) as soon as possible
whilst caring for the child appropriately
Where medical treatment is required the nursery manager will follow the insurance company procedures,
which may involve informing them in writing of the accident
The nursery manager/registered provider will report any accidents of a serious nature to Ofsted and the local
authority children’s social care team (as the local child protection agency), where necessary. Where relevant
such accidents will also be reported to the local authority environmental health department or the Health and
Safety Executive and their advice followed. If the setting is an awarded Millie’s Mark setting, or working
towards the award then the *manager / registered provider will also notify Millie’s Mark to meet the
requirements under this scheme. Notification must be made as soon as is reasonably practical, but in any
event within 14 days of the incident occurring.
Head injuries
If a child has a head injury in the setting then we will follow the following procedure:
Calm the child
Assess the child’s condition to ascertain if a hospital or ambulance is required. We will follow our procedure for
this if this is required (see below)
If the skin is not broken we will administer a cold compress for short periods of time, repeated until the parent
arrives to collect their child
If the skin is broken then we will follow our first aid training and stem the bleeding
Call the parent and make them aware of the injury
Complete the accident form
Keep the child in a calm and quiet area whilst awaiting collection
We will follow the advice on the NHS website as per all head injuries https://www.nhs.uk/conditions/minorhead-injury/
For major head injuries we will follow our first aid training.
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Transporting children to hospital procedure
The nursery manager/staff member must:
Call for an ambulance immediately if the injury is severe. DO NOT attempt to transport the sick child in your own
vehicle
Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital
Arrange for the most appropriate member of staff to accompany the child taking with them any relevant
information such as registration forms, relevant medication sheets, medication and the child’s comforter
Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining children. This
may mean temporarily grouping the children together
Inform a member of the management team immediately
Remain calm at all times. Children who witness an incident may well be affected by it and may need lots of cuddles
and reassurance. Staff may also require additional support following the accident.
*If a child has an accident that may require hospital treatment but not an ambulance and you choose to transport
children within staff vehicles Citation advise you consider the following in your policy:
Requesting permission from parents
Ratio requirements of the setting being maintained
The age and height of the child, in regards to will they need a car seat? Further guidance can be found at
www.childcarseats.org.uk/types-of-seat/
There are some exceptions for needing a child seat depending again on their age. Further guidance can be found
at www.childcarseats.org.uk/the-law/cars-taxis-private-hire-vehicles-vans-and-goods-vehicles/#under-three
With the fitting of the car seat, we also need to ask has the individual had training in carrying in carrying this out?
Is this transport covered under business insurance, so a call to your insurance company will be needed, or do they
have business insurance on their vehicle?
Safeguarding of the child needs to be looked at. In certain situations e.g. A designated member of staff should be
appointed to plan and provide oversight of all transporting arrangements and respond to any difficulties that may
arise. Wherever possible and practicable it is advisable that transport is undertaken other than in private vehicles,
with at least one adult additional to the driver acting as an escort. Staff should ensure that their behaviour is safe
and that the transport arrangements and the vehicle meet all legal requirements. They should ensure that the
vehicle is roadworthy and appropriately insured and that the maximum capacity is not exceeded
Emergency procedures, e.g. what happens if the child’s health begins to deteriorate during the journey.
First aid
The first aid boxes are located in: each unit and the garden
These are accessible at all times with appropriate content for use with children.
The appointed person responsible for first aid checks the contents of the boxes regularly Lynn Nutt and replaces
items that have been used or are out of date.
The staff first aid box is kept in the staff room. This is kept out of reach of the children.
First aid boxes should only contain items permitted by the Health and Safety (First Aid) Regulations Act 1981, such as
sterile dressings, bandages and eye pads. No other medical items, such as paracetamol should be kept in them.
The appointed person(s) responsible for first aid is Lynn Nutt
All of the staff are trained in paediatric first aid and this training is updated every three years.
All first aid trained staff are listed in every room. When children are taken on an outing away from our nursery, we will
always ensure they are accompanied by at least one member of staff who is trained in first aid. A first aid box is taken
on all outings.
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Food Safety and play
Children are supervised during meal times and food is adequately cut up to reduce choking. The use of food as a
play material is discouraged. However, as we understand that learning experiences are provided through exploring
different malleable materials the following may be used. These are risk assessed and presented differently to the
way it would be presented for eating e.g. in trays,
Playdough
Cornflour
Dried pasta, rice and pulses.
Food items may also be incorporated into the role play area to enrich the learning experiences for children, e.g.
fruits and vegetables. Children will be fully supervised during these activities.
Personal protective equipment (PPE)
The nursery provides staff with PPE according to the need of the task or activity. Staff must wear PPE to protect
themselves and the children during tasks that involve contact with bodily fluids. PPE is also provided for domestic
tasks. Staff are consulted when choosing PPE to ensure all allergies and individual needs are supported and this is
evaluated on an ongoing basis.
Dealing with blood
We may not be aware that any child attending the nursery has a condition that may be transmitted via blood.
Any staff member dealing with blood must:
Always take precautions when cleaning wounds as some conditions such as hepatitis or the HIV virus can be
transmitted via blood.
Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat sterilising fluid or freshly
diluted bleach (one part diluted with 10 parts water). Such solutions must be carefully disposed of immediately
after use.
Needle punctures and sharps injury
We recognise that injuries from needles, broken glass and so on may result in blood-borne infections and that staff
must take great care in the collection and disposal of this type of material. For the safety and well-being of the
employees, any staff member dealing with needles, broken glass etc. must treat them as contaminated waste. If a
needle is found the local authority must be contacted to deal with its disposal.
At Kingsmead Day Nursery we treat our responsibilities and obligations in respect of health and safety as a priority
and we provide ongoing training to all members of staff which reflects best practice and is in line with current
health and safety legislation.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Admissions
At Kingsmead day Nursery we care for 50 children per day, children between the ages of 3months and 5 years.
The numbers and ages of children admitted to the nursery comply with the legal space requirements set out in the
Early Years Foundation Stage (EYFS). When considering admissions we are mindful of staff: child ratios and the
facilities available at the nursery.
The nursery will use the following admission criteria which will be applied in the following order of priority:
Looked after children
A child known by the local authority to have special educational needs and/or a disability (SEND) and whose
needs can be best met at the preferred nursery
A vulnerable child with either a Child Protection or a Child in Need Plan or Local Authority/Common
Assessment Framework
Children who have siblings who are already with us
Children whose parents live within the area.
A child requiring a full-time place may have preference over one requiring a part-time place. This is dependent
upon work commitments, occupancy and room availability.
We operate an inclusion and equality policy and ensure that all children have access to nursery places and services
irrespective of their gender, race, disability, religion or belief or sexual orientation of parents.
Prior to a child attending nursery, parents must complete and sign a contract and registration form. These forms
provide the nursery with personal details relating to the child. For example, name, date of birth, address,
emergency contact details, parental responsibilities, dietary requirements, collection arrangements, fees and
sessions, contact details for parents, doctor’s contact details, health visitor contact details, allergies, parental
consent and vaccinations etc.
Providers eligible to provide government funded places for early education
All settings registered to accept government funding (detailed in the code of practice) must offer free places for
two/three to five year olds for early learning sessions specified by the local authority. At Kingsmead Day Nursery
we currently provide 10 free funded places available for children subject to availability. These places will be
allocated on a first come, first served basis and can be booked a term in advance. Please note for admissions for
the free nursery education we have a termly intake, beginning the term following your child’s *second/*third
birthday.
All funded sessions are now in line with the flexible arrangement as specified by the Government. When you
register your child for their funded place we will discuss your needs and, as far as possible with availability and
staffing arrangements, we will accommodate your wishes.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Adverse Weather
At Kingsmead Day Nursery we have an adverse weather policy in place to ensure our nursery is prepared for all
weather conditions that might affect the running of the nursery such as floods, snow and heat waves.
If any of these incidents impact on the ability of the nursery to open or operate, we will contact parents via phone
or email.
We will not take children outdoors where we judge that weather conditions make it unsafe to do so.
Flood
In the case of a flood we will follow our critical incident procedure to enable all children and staff to be safe and
continuity of care to be planned for.
Snow or other severe weather
If high snowfall, or another severe weather condition such as dense fog, is threatened during a nursery day then
the manager will take the decision as to whether to close the nursery. This decision will take into account the
safety of the children, their parents and the staff team. In the event of a planned closure during the nursery day,
we will contact all parents to arrange for collection of their child.
In the event of staff shortages due to snow or other severe weather, we will contact all available off duty staff and
group the children differently until they are able to arrive. If we are unable to maintain statutory ratio requirements
after all avenues are explored, we will contact Ofsted to inform them of this issue, recording all details in our
incident file. If we feel the safety, health or welfare of the children is compromised then we will take the decision
to close the nursery.
Heat wave
Please refer to our sun care policy.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Alcohol and Substance Misuse
At Kingsmead Day Nursery we are committed to providing a safe environment that helps to ensure the welfare of
the children in our care. This includes making sure that children are not exposed to adults who may be under the
influence of alcohol or other substances that may affect their ability to care for children.
Alcohol
Under the Health and Safety at Work Act 1974, companies have a legal requirement to provide a safe working
environment for all of their employees.
Anyone who arrives at the nursery clearly under the influence of alcohol will be asked to leave. If they are a
member of staff, the nursery will investigate the matter and will initiate the disciplinary process as a result of
which action may be taken, including dismissal. If they are a parent the nursery will judge if the parent is suitable
to care for the child. The nursery may call the second contact on the child’s registration form to collect them. If a
child is thought to be at risk the nursery will follow the safeguarding children/child protection procedure and the
police/children’s social services may be called. If anyone arrives at the nursery in a car under the influence of
alcohol the police will be contacted.
Staff, students, parents, carers, visitors, contractors etc. are asked not to bring alcohol on to the nursery
premises.
Substance misuse
Anyone who arrives at the nursery under the influence of illegal drugs, or any other substance including
medication, that affects their ability to care for children, will be asked to leave the premises immediately.
If they are a member of staff, an investigation will follow which may lead to consideration of disciplinary action, as
a result of which dismissal could follow. If they are a parent the nursery will judge if the parent is suitable to care
for the child. The nursery may call the second contact on the child’s registration form to collect them. If a child is
thought to be at risk the nursery will follow the safeguarding children/child protection procedure and the police
may be called.
The nursery will contact the police if anyone (including staff, students, volunteers, contractors and visitors) is
suspected of being in possession of illegal drugs or if they are driving or may drive when under the influence of
illegal drugs. If they are a member of staff serious disciplinary procedures will be followed.
If a member of staff is taking prescriptive medication that may affect their ability to work, they must inform the
nursery manager as soon as possible to arrange for a risk assessment to take place.
Safeguarding/child protection
If a parent or carer is clearly over the alcohol limit, or under the influence of illegal drugs and it is believed the child
is at risk we will follow our safeguarding/child protection procedures, contact Local Authority children’s social care
team and the police.
Staff will do their utmost to prevent a child from travelling in a vehicle driven by them and if necessary the police
will be called.
Where an illegal act is suspected to have taken place, the police will be called.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Allergies and Allergic Reations
At Kingsmead Day Nursery we are aware that children may have or develop an allergy resulting in an allergic reaction.
Our aims are to ensure allergic reactions are minimised or, where possible, prevented and that staff are fully aware of
how to support a child who may be having an allergic reaction.
Our procedures
Our staff are made aware of the signs and symptoms of a possible allergic reaction in case of an unknown or first
reaction in a child. These may include a rash or hives, nausea, stomach pain, diarrhoea, itchy skin, runny eyes,
shortness of breath, chest pain, swelling of the mouth or tongue, swelling to the airways to the lungs, wheezing and
anaphylaxis
We ask parents to share all information about allergic reactions and allergies on child’s registration form and to
inform staff of any allergies discovered after registration
We share all information with all staff and keep an allergy register in [insert location]
Where a child has a known allergy, the nursery manager will carry out a full Allergy Risk Assessment Procedure with
the parent prior to the child starting the nursery and shares this assessment with all staff
All food prepared for a child with a specific allergy is prepared in an area where there is no chance of contamination
and served on equipment that has not been in contact with this specific food type, e.g. nuts
The manager, nursery cook and parents will work together to ensure a child with specific food allergies receives no
food at nursery that may harm them. This may include designing an appropriate menu or substituting specific meals
on the current nursery menu
Seating will be monitored for children with allergies. Where deemed appropriate, staff will sit with children who have
allergies and where age/stage appropriate staff will discuss food allergies and the potential risks
If a child has an allergic reaction to food, a bee or wasp sting, plant etc. a first-aid trained member of staff will act
quickly and administer the appropriate treatment, where necessary. We will inform parents and record the
information in the incident book and on the allergy register
If an allergic reaction requires specialist treatment, e.g. an EpiPen, then at least two members of staff working
directly with the child and the manager will receive specific medical training to be able to administer the treatment
to each individual child.
Food Information Regulations 2014
From 13 December 2014, we will incorporate additional procedures in line with the Food Information Regulations 2014
(FIR).
We will display our weekly menus on the Parent Information Board and will identify when the 14 allergens are used as
ingredients in any of our dishes.
Transporting children to hospital procedures
The nursery manager/staff member must:
Call for an ambulance immediately if the allergic reaction is severe. DO NOT attempt to transport the sick child in
your own vehicle
Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital
Arrange for the most appropriate member of staff to accompany the child, taking with them any relevant information
such as registration forms, relevant medication sheets, medication and the child’s comforter
Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining children. This
may mean temporarily grouping the children together
Inform a member of the management team immediately
Remain calm at all times. Children who witness an incident may well be affected by it and may need lots of cuddles
and reassurance. Staff may also require additional support following the accident.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Anti-Bribery Policy
Legislation
The Bribery Act 2010 creates a new offence which can be committed by an organisation which fails to prevent
persons associated with them from committing bribery on its behalf but only if that person performs services for
you in business. It is unlikely that the organisation will be liable for the actions of someone who simply supplies
goods to you.
There is full defence if it can be shown that there are adequate procedures and risk assessments in place to
prevent bribery.
At Kingsmead Day Nursery we have adopted this policy to ensure that we have adequate procedures in place that
are proportionate to the bribery risks we face.
It is our policy to conduct all of our business in an honest and ethical manner. We take a zero-tolerance approach
to bribery and corruption and are committed to acting professionally, fairly and with integrity in all our dealings
wherever we operate. We are also committed to implementing and enforcing effective systems to counter bribery.
What is a bribe?
A bribe is a financial or other advantage offered or given:
- to anyone to persuade them to or reward them for performing their duties improperly or;
- to any public official with the intention of influencing the official in the performance of his/her duties.
Gifts and hospitality
A ‘gift’ is defined as any item, cash, goods, or any service which is offered for personal benefit at a cost, or no cost,
that is less than its commercial value.
You should consider the following if a gift is offered:
Whether it is appropriate to accept it:
Decline gifts unless to do so would cause serious embarrassment; and
Discuss the position with the manager or owner if the gift clearly has a value in excess of £25
Parents may wish to thank nursery staff for looking after their children with Christmas gifts or gifts when the child
leaves the nursery. This is perfectly understandable. Each staff member is reasonable for deciding if this gift is
appropriate to accept and if it should be shared with the wider team. If in any doubt discuss this with the manager.
The nursery will not accept gifts from service providers. This may be deemed as a bribe to maintain a contract. The
nursery will remain transparent and open at all times.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Arrivals and Departures
At Kingsmead Day Nursery we give a warm welcome to every child and family on their arrival.
Parents are requested to pass the care of their child to a specific member of staff who will ensure his/her safety
(this is usually the manager or a child’s key person). The staff member receiving the child immediately records
his/her arrival in the daily attendance register. The staff member also records any specific information provided by
the parents, including the child’s interests, experiences and observations from home.
If the parent requests the child is given medicine during the day the staff member must ensure that the
medication procedure is followed.
If the child is to be collected by someone who is not the parent at the end of the session, there is an agreed
procedure that must be followed to identify the designated person. Photo identification and or a password are also
required where possible for the designated adult. Parents are informed about these arrangements and reminded
about them regularly.
The child’s key person or other nominated staff member must plan the departure of the child. This should include
opportunities to discuss the child’s day with the parent, e.g. meals, sleep time, activities, interests, progress and
friendships. The parent should be told about any accidents or incidents and the appropriate records must be
signed by the parent before departure. Where applicable, all medicines should be recovered from the medicine
box/fridge after the parent has arrived and handed to him/her personally. The medication policy is to be followed
regarding parental signature.
The nursery will not release a child to anyone other than the known parent unless an agreement has been made at
the time of arrival. In the case of any emergency such as a parent being delayed and arranging for a designated
adult to collect a child, the parent should inform the designated person of the agreed procedure and contact the
nursery about the arrangements as soon as possible. If in any doubt the nursery will check the person’s identity by
ringing the child’s parent or their emergency contact number (please refer to the late collection policy).
On departure, the staff member releasing the child must mark the child register immediately marked to show that
the child has left the premises.
Adults arriving under the influence of alcohol or drugs
Please refer to the alcohol and substance misuse policy.
Arrivals and departures of visitors
For arrivals and departures of visitors the nursery requires appropriate records to be completed on entry and exit
e.g. in the visitors’ book. Please refer to supervision of visitors policy for further information.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Bereavement
At Kingsmead Day Nursery we recognise that children and their families may experience grief and loss of close
family members or friends or their family pets whilst with us in the nursery. We understand that this is not only a
difficult time for families, but it may also be a confusing time for young children, especially if they have little or no
understanding of why their parents are upset and why this person/pet is no longer around.
We aim to support both the child and their family and will adapt the following procedure to suit their individual
needs and family preferences:
We ask that if there is a loss of a family member or close friend that the parents inform the nursery as soon as
they feel able to. This will enable us to support both the child and the family wherever we can and helps us to
understand any potential changes in behaviour of a child who may be grieving themselves
The key person and/or the manager will talk with the family to ascertain what support is needed or wanted
from the nursery. This may be an informal discussion or a meeting away from the child to help calm a
potentially upsetting situation
The child may need extra support or one-to-one care during this difficult time. We will adapt our staffing
arrangements so the child is fully supported by the most appropriate member of staff on duty, where possible
the child’s key person
We will be as flexible as possible to adapt the sessions the child and family may need during this time.
We will adapt the above procedure as appropriate when a family pet dies to help the child to understand their loss
and support their emotions through this time.
We also recognise that there may also be rare occasions when the nursery team is affected by a death of a child or
member of staff. This will be a difficult time for the staff team, children and families. Below are some agencies
that may be able to offer further support and counselling if this occurs.
The Samaritans: www.samaritans.org 116 123
Priory: www.priorygroup.com 0800 691 1481
Child Bereavement UK: www.childbereavementuk.org 01494 568 900
Cruse Bereavement Care: https://www.cruse.org.uk/ 0808 808 1677
British Association of Counselling: www.bacp.co.uk
SANDS: www.sands.org.uk

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Biting
At Kingsmead Day Nursery we follow a positive behaviour policy to promote positive behaviour at all times.
However, we understand that children may use certain behaviours such as biting as part of their development.
Biting is a common behaviour that some young children go through and can be triggered when they do not have the
words to communicate their anger, frustration or need.
Our procedures
The nursery uses the following strategies to help prevent biting: sensory activities, biting rings, adequate
resources and staff who recognise when children need more stimulation or quiet times. However, in the event of a
child being bitten we use the following procedures.
The most relevant staff member(s) will:
Comfort any child who has been bitten and check for any visual injury. Administer any first aid where
necessary. Complete an accident form and inform the parents via telephone if deemed appropriate. Continue
to observe the bitten area for signs of infection. For confidentiality purposes and possible conflict we do not
disclose the name of the child who has caused the bite to the parents
Tell the child who has caused the bite in terms that they understand that biting (the behaviour and not the
child) is unkind and show the child that it makes staff and the child who has been bitten sad. The child will be
asked to say sorry if developmentally appropriate or helped to develop their empathy skills by giving the child
who has been bitten a favourite book or comforter. Complete an incident form to share with the parents at the
end of the child’s session
If a child continues to bite, carry out observations to try to distinguish a cause, e.g. tiredness or frustration
Arrange for a meeting with the child’s parents to develop strategies to prevent the biting behaviour. Parents
will be reassured that it is part of a child’s development and not made to feel that it is their fault
In the event of a bite breaking the skin and to reduce the risk of infection from bacteria, give prompt treatment
to both the child who has bitten and the child who has been bitten.
If a child or member of staff sustains a bite wound where the skin has been severely broken arrange for urgent
medical attention after initial first aid has been carried out.
In cases where a child may repeatedly bite and/or if they have a particular special educational need or disability
that lends itself to increased biting, e.g. in some cases of autism where a child doesn’t have the communication
skills, the nursery manager will carry out a risk assessment and may recommend immunisation with hepatitis B
vaccine for all staff and children.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/102021
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Caring for Babies and Toddlers
At Kingsmead Day Nursery we care for children under the age of two and ensure their health, safety and well-being
through the following:
Children under the age of two have a separate base room and are cared for in small intimate groups. We ensure
that younger children have opportunities to have contact with older children whilst at nursery
At least half of the staff team caring for children under the age of two will have undertaken specific training for
working with babies
Care is taken to ensure that babies and toddlers do not have access to activities containing small pieces,
which may be swallowed or otherwise injure the child
The environment and equipment are checked daily before the children access the area. This includes checking
the stability of cots and areas around, low/highchairs and ensuring restraints on these, pushchairs and prams
are intact and working
All doors are fitted with viewing panels and door finger-guards to ensure the safety of children
Outdoor shoes are removed or covered when entering the baby and toddler area(s). Staff remind parents and
visitors to adhere to this procedure
Babies and toddlers have their nappies changed according to their individual needs and requirements by their
key person wherever possible
Information will be shared between parents and the key person about nappy changing and toilet training in a
way that suits the child
Potties are washed and disinfected after every use. Changing mats are wiped with anti-bacterial cleanser
before and after every nappy change
Each baby must have his/her own bedding which is washed at least weekly and when necessary
Cot mattresses meet safety standards
Children under two years are not be given pillows, cot bumpers or any soft furnishings in order to prevent risk
of suffocation
We follow all cot death prevention/safety guidelines and advise parents of this information. Babies are always
laid to sleep on their back, with their feet touching the foot of the cot
Sheets or thin blankets will come no higher than the baby's shoulders, to prevent them wriggling under the
covers. We make sure the covers are securely tucked in so they cannot slip over the baby's head
Children’s individual sleeping bags may be used in consultation with parents. These are washed at least weekly
and when necessary
Cots are checked before use to ensure no items are within reach i.e. hanging over or beside the cot (e.g. fly
nets, cables, cord blinds)
All low/highchairs used for feeding are fitted with restraints and these are used at all times. Children are never
left unattended in high chairs. Restraints are removed and washed weekly or as needed
No child is ever left unattended during nappy changing time
Babies are never left propped up with bottles as it is both dangerous and inappropriate
Babies sleeping outside have cat/fly nets over their prams and prams must lie flat so children are supported
Sleeping children are supervised at all times
Checks on sleeping babies are completed every 10 minutes. This may increase to five minutes for younger
babies and or new babies. Checks are documented with the time and staff initials on the sleep check form
Staff do not change nappies whilst pregnant until a risk assessment has been discussed and conducted.
Students only change nappies with the support and close supervision of a qualified member of staff
Where food/milk is prepared for babies there is a separate area within the kitchen which is specifically
designated for this preparation
Bottles of formula milk are only made up as and when the child needs them. These should be cooled to body
temperature, which means they should feel warm or cool, but not hot, and should be tested with a sterilised
thermometer to ensure they are an appropriate temperature for the child to drink safely
Following the Department of Health guidelines, we only use recently boiled water to make formula bottles (left
for no longer than 30 minutes to cool). We do not use cooled boiled water that is reheated
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Bottles and teats are thoroughly cleaned with hot soapy water and sterilised after use (they will not be washed
in the dishwasher)
Contents of bottles are disposed of after two hours
A designated area is available for mothers who wish to breastfeed their babies or express milk
Labelled mothers’ breast milk is stored in the fridge
If dummies are used they will be cleaned and sterilised. This also applies to dummies which have been dropped
(see separate dummy policy)
All dummies are stored in separate labelled containers to ensure no cross-contamination occurs
Sterilisers are washed out and cleaned daily
Children transfer to the older age group when assessed as appropriate for their age/stage following our agreed
transition and settling procedures.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Complaints
At Kingsmead Day Nursery we believe that parents are entitled to expect courtesy and prompt, careful attention to
their individual needs and wishes. We hope that at all times parents are happy with the service provided and we
encourage parents to voice their appreciation to the staff concerned.
We record all compliments and share these with staff.
We welcome any suggestions from parents on how we can improve our services, and will give prompt and serious
attention to any concerns that parents may have. Any concerns will be dealt with professionally and promptly to
ensure that any issues arising from them are handled effectively and to ensure the welfare of all children, enable
ongoing cooperative partnership with parents and to continually improve the quality of the nursery.
We have a formal procedure for dealing with complaints where we are not able to resolve a concern. Where any
concern or complaint relates to child protection, we follow our *Safeguarding/Child Protection Policy.
Internal complaints procedure
Stage 1
If any parent should have cause for concern or any queries regarding the care or early learning provided by the
nursery, they should in the first instance take it up with the child's key person or a senior member of staff/room
leader.
Stage 2
If the issue remains unresolved or parents feel they have received an unsatisfactory outcome, then they must
present their concerns in writing as a formal complaint to the nursery manager. The manager will then investigate
the complaint and report back to the parent within 14 days. The manager will document the complaint fully and the
actions taken in relation to it in the complaints log book.
(Most complaints are usually resolved informally at stage 1 or 2.)
Stage 3
If the matter is still not resolved, the nursery will hold a formal meeting between the manager, parent and a senior
staff member to ensure that it is dealt with comprehensively. The nursery will make a record of the meeting and
document any actions. All parties present at the meeting will review the accuracy of the record, and be asked to
sign to agree it and receive a copy. This will signify the conclusion of the procedure.
Stage 4
If the matter cannot be resolved to their satisfaction, then parents have the right to raise the matter with Ofsted.
Parents are made aware that they can contact Ofsted at any time they have a concern, including at all stages of the
complaints procedure, and are given information on how to contact Ofsted. Ofsted is the registering authority for
nurseries in England and investigates all complaints that suggest a provider may not be meeting the requirements
of the nursery’s registration. It risk assesses all complaints made and may visit the nursery to carry out a full
inspection where it believes requirements are not met.
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A record of complaints will be kept in the nursery. The record will include the name of the complainant, the nature
of the complaint, date and time complaint received, action(s) taken, result of any investigations and any
information given to the complainant including a dated response.
Parents will be able to access this record if they wish; however, all personal details relating to any complaint will be
stored confidentially and will be only accessible by the parties involved. Ofsted inspectors will have access to this
record at any time during visits to ensure actions have been met appropriately.
Contact details for Ofsted:
Email: enquiries@ofsted.gov.uk
Telephone: 0300 123 1231
By post:
Ofsted
Piccadilly Gate
Store Street
Manchester
M1 2WD
Parents will also be informed if the nursery becomes aware that they are going to be inspected and after
inspection the nursery will provide a copy of the report to parents and/or carers of children attending on a regular
basis.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Conflict Resolution with Parents
and Aggressive Behaviour Policy
At Kingsmead day Nursery we believe that we have a strong partnership with our parents and an open door policy
to discuss any matters arising (if applicable).
If as a parent you have any concerns or issues you wish to raise with the nursery then please follow the complaints
procedure.
In the case of a parent emailing, calling or using social media to complain the nursery will direct them to the
correct procedure for raising a complaint.
We have a zero tolerance on abusive calls, emails, social media contact and face to face confrontation.
Abusive Calls
The call taker receiving an abusive call will ask the caller to follow the complaints policy. If the abuse continues the
call taker will end the call. Any abusive calls will be logged with an outline of the conversation.
Abusive Emails
The responder will ask the parents to come into the setting to speak in person, as per our complaints policy. If the
emails persist the manager may seek legal action. All emails will be kept as evidence until the matter is resolved.
Social Media
If slanderous or abusive messages appear on any social media sites we will address these immediately with a
request to follow our complaints procedure. We will endeavour to resolve any issue raised through our complaints
procedure. If slanderous/abusive messages continue we will seek legal action against the complainant.
In the event that any person inside the nursery starts to act in an aggressive manner at the nursery, our policy is
to:
Direct the person away from the children and into a private area, such as the office (where appropriate)
Ensure that a second member of staff is in attendance, where possible, whilst continuing to ensure the safe
supervision of the children
Remain calm and professional in order to calm the aggressive person, making it clear that we do not tolerate
aggressive or abusive language or behaviour
If the aggressive behaviour continues or escalates we will contact the police in order to ensure the safety of
our staff team, children and families
If the person calms down and stops the aggressive behaviour a member of staff will listen to their concerns
and try to resolve the issue
Following an aggressive confrontation an incident form will be completed detailing the time, reason and any
action taken
Any aggressive behaviour from a parent could result in the withdrawal of a place for the child/ren. Parents will
be informed, by the management team , in writing within 3 days of any incident that involved aggressive or
threatening behaviour to their staff
Management will provide support and reassurance to any staff member involved in such an incident
Management will signpost parents to organisations/professionals that can offer support if applicable.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Critical Incident
At Kingsmead day Nursery we understand we need to plan for all eventualities to ensure the health, safety and
welfare of all the children we care for. With this in mind, we have a critical incident policy in place to ensure our
nursery is able to operate effectively in the case of a critical incident. These include:
Flood
Fire
Burglary
Abduction or threatened abduction of a child
Bomb threat/terrorism attack
National outbreaks of infection/health pandemics
Any other incident that may affect the care of the children in the nursery.
If any of these incidents impact on the ability of the nursery to operate, we will contact parents via phone or email
at the earliest opportunity, e.g. before the start of the nursery day.
Flood
There is always a danger of flooding from adverse weather conditions or through the water/central heating
systems. We cannot anticipate adverse weather; however, we can ensure that we take care of all our water and
heating systems through regular maintenance and checks to reduce the option of flooding in this way. Our central
heating systems are checked and serviced annually by a registered gas engineer and they conform to all
appropriate guidelines and legislation.
If flooding occurs during the nursery day, the nursery manager will make a decision based on the severity and
location of this flooding, and it may be deemed necessary to follow the fire evacuation procedure. In this instance
children will be kept safe and parents will be notified in the same way as the fire procedure.
Should the nursery be assessed as unsafe through flooding, fire or any other incident we will follow our operational
plan.
Fire
Please refer to the fire safety policy.
Burglary
The management of the nursery follow a lock up procedure which ensures all doors and windows are closed and
locked before vacating the premises.
The manager will always check the premises as they arrive in the morning. Should they discover that the nursery
has been broken into they will follow the procedure below:
Dial 999 with as many details as possible, i.e. name and location, details of what you have found and emphasise
this is a nursery and children will be arriving soon
Contain the area to ensure no-one enters until the police arrive. The staff will direct parents and children to a
separate area as they arrive. If all areas have been disturbed staff will follow police advice, including following
the relocation procedure under flood wherever necessary to ensure the safety of the children
The manager on duty will help the police with enquiries, e.g. by identifying items missing, areas of entry etc.
A manager will be available at all times during this time to speak to parents, reassure children and direct
enquires
Management will assess the situation following a theft and ensure parents are kept up to date with
developments relating to the operation of the nursery.
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Abduction or threatened abduction of a child
We have secure safety procedures in place to ensure children are safe while in our care, including safety from
abduction. Staff must be vigilant at all times and report any persons lingering on nursery property immediately. All doors
and gates to the nursery are locked and cannot be accessed unless staff members allow individuals in. Parents are
reminded on a regular basis not to allow anyone into the building whether they are known to them or not. Visitors and
general security are covered in more detail in the supervision of visitor’s policy.
Children will only be released into the care of a designated adult; see the arrivals and departures policy for more details.
Parents are requested to inform the nursery of any potential custody battles or family concerns as soon as they arise so
the nursery is able to support the child. The nursery will not take sides in relation to any custody battle and will remain
neutral for the child. If an absent parent arrives to collect their child, the nursery will not restrict access unless a court
order is in place. Parents are requested to issue the nursery with a copy of these documents should they be in place.
If a member of staff witnesses an actual or potential abduction from nursery we have the following procedures which
are followed immediately:
The police must be called immediately
The staff member will notify management immediately and the manager will take control
The parent(s) will be contacted
All other children will be kept safe and secure and calmed down where necessary
The police will be given as many details as possible including details of the child, description of the abductor, car
registration number if used, time and direction of travel if seen and any family situations that may impact on this
abduction.
Bomb threat/terrorism attack
If a bomb threat is received at the nursery, the person taking the call will record all details given over the phone as soon
as possible and raise the alarm as soon as the phone call has ended. The management will follow the fire evacuation
procedure to ensure the safety of all on the premises and will provide as much detail to the emergency services as
possible.
Other incidents
All incidents will be managed by the manager on duty and all staff will co-operate with any emergency services on the
scene. Any other incident that requires evacuation will follow the fire plan. Other incidents e.g. no water supply, will be
dealt with on an individual basis taking into account the effect on the safety, health and welfare of the children and staff
in the nursery.
If there is an incident outside of the nursery building and it is safer to stay inside the building will put into place the
lockdown procedure. Emergency advice would be taken.
National outbreaks of infection/Health Pandemics
In the event of a national outbreak of a health pandemic we will follow the Government health advice and guidance, legal
advice and advice from our insurance provider.
The setting will remain open as long as we have sufficient staff to care for the children. Depending on the nature of the
pandemic we will follow all advice and implement measures to ensure that risks to vulnerable children and staff are
minimised. This may include excluding infected children/staff/parents or family members from the setting for a set
period of time to prevent the spread of infection. This decision will be done in consultation with parents, staff, legal
advice and our insurance provider. Each case will be reviewed on an individual basis.
The nursery manager will notify Ofsted in the event of a critical incident.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Data Protection and Confidentiality
At Kingsmead Day Nursery we recognise that we hold sensitive/confidential information about children and their
families and the staff we employ. This information is used to meet children’s needs, for registers, invoices and
emergency contacts. We store all records in a locked cabinet or on the office computer with files that are
password protected in line with data protection principles. Any information shared with the staff team is done on a
‘need to know’ basis and treated in confidence. This policy will work alongside the Privacy Notice to ensure
compliance under General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR) and Data Protection Act
2018.
Legal requirements
We follow the legal requirements set out in the Statutory Framework for the Early Years Foundation Stage
(EYFS) 2017 and accompanying regulations about the information we must hold about registered children and
their families and the staff working at the nursery
We follow the requirements of the General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR), Data
Protection Act 2018 and the Freedom of Information Act 2000 with regard to the storage of data and access to
it.
Procedures
It is our intention to respect the privacy of children and their families and we do so by:
Storing confidential records in a locked filing cabinet or on the office computer with files that are password
protected
Ensuring staff, student and volunteer inductions include an awareness of the importance of confidentiality and
that information about the child and family is not shared outside of the nursery other than with relevant
professionals who need to know that information. It is not shared with friends and family, discussions on the
bus or at the local bar. If staff breach any confidentiality provisions, this may result in disciplinary action and,
in serious cases, dismissal. Students on placement in the nursery are advised of our confidentiality policy and
required to respect it
Ensuring that all staff, volunteers and students are aware that this information is confidential and only for use
within the nursery and to support the child’s best interests with parental permission
Ensuring that parents have access to files and records of their own children but not to those of any other child,
other than where relevant professionals such as the police or local authority children’s social care team decide
this is not in the child’s best interest
Ensuring all staff are aware that this information is confidential and only for use within the nursery setting. If
any of this information is requested for whatever reason, the parent’s permission will always be sought other
than in the circumstances above
Ensuring staff do not discuss personal information given by parents with other members of staff, except where
it affects planning for the child's needs
Ensuring staff, students and volunteers are aware of and follow our social networking policy in relation to
confidentiality
Ensuring issues concerning the employment of staff remain confidential to the people directly involved with
making personnel decisions
Ensuring any concerns/evidence relating to a child's personal safety are kept in a secure, confidential file and
are shared with as few people as possible on a ‘need-to-know’ basis. If, however, a child is considered at risk,
our safeguarding/child protection policy will override confidentiality.
All the undertakings above are subject to the paramount commitment of the nursery, which is to the safety and
well-being of the child.
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General Data Protection Regulation (Regulation (EU) 2016/679 (GDPR) compliance
In order to meet our requirements under GDPR we will also undertake the following:
We will ensure our terms & conditions, privacy and consent notices are easily accessed/made available in
accurate and easy to understand language
We will use your data only for [insert reasons] and only contact you [insert reasons]. We will not share or use
your data for other purposes
Everyone in our nursery understands that people have the right to access their records or have their records
amended or deleted (subject to other laws and regulations).
Staff and volunteer information
All information and records relating to staff will be kept confidentially in a locked cabinet
Individual staff may request to see their own personal file at any time.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021

www.kingsmeaddaynursery.co.uk

Dealing with Discriminatory
Behaviour
At Kingsmead day Nursery we do not tolerate discriminatory behaviour and take action to tackle discrimination.
We believe that parents have a right to know if discrimination occurs and what actions the nursery will take to
tackle it. We follow our legal duties in relation to discrimination and record all incidents any perceived or actual
relating to discrimination on any grounds and report these where relevant to children’s parents and the registering
authority.
Definition and legal framework
Types of discrimination
Direct discrimination occurs when someone is treated less favourably than another person because of a
protected characteristic
Discrimination by association occurs when there is a direct discrimination against a person because they
associate with a person who has a protected characteristic
Discrimination by perception occurs when there is a direct discrimination against a person because they are
perceived to have a protected characteristic
Indirect discrimination can occur where a provision, criterion or practice is in place which applies to everyone
in the organisation but particularly disadvantages people who share a protected characteristic and that
provision, criterion or practice cannot be justified as a proportionate means of achieving a legitimate aim
Harassment is defined as ‘unwanted conduct related to a relevant protected characteristic, which has the
purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating
or offensive environment for that individual’
Victimisation occurs when an employee is treated badly or put to detriment because they have made or
supported a complaint or raised grievance under the Equality Act 2010 or have been suspected of doing so.
Protected characteristics
The nine protected characteristics under the Equality Act 2010 are:
Age
Disability
Gender reassignment
Race
Religion or belief
Sex
Sexual orientation
Marriage and civil partnership
Pregnancy and maternity.
Incidents may involve a small or large number of persons, they may vary in their degree of offence and may not
even recognise the incident has discriminatory implications; or at the other extreme their behaviour may be quite
deliberate and blatant.
Examples of discriminatory behaviour are:
Physical assault against a person or group of people
Derogatory name calling, insults and discriminatory jokes
Graffiti and other written insults (depending on the nature of what is written)
Provocative behaviour such as wearing badges and insignia and the distribution of discriminatory literature
Threats against a person or group of people pertaining to the nine protected characteristics listed above
Discriminatory comments including ridicule made in the course of discussions
Patronising words or actions.
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Our procedures
We tackle discrimination by:
Expecting all staff in the nursery to be aware of and alert to any discriminatory behaviour or bullying taking
place in person or via an online arena
Expecting all staff to intervene firmly and quickly to prevent any discriminatory behaviour or bullying, this may
include behaviour from parents and other staff members
Expecting all staff to treat any allegation seriously and report it to the nursery manager. Investigating and
recording each incident in detail as accurately as possible and making this record available for inspection by
staff, inspectors and parents where appropriate, on request. The nursery manager is responsible for ensuring
that incidents are handled appropriately and sensitively and entered in the record book. Any pattern of
behaviour should be indicated. Perpetrator/victim’s initials may be used in the record book as information on
individuals is confidential to the nursery
Ensuring any online bullying or discriminatory behaviour is tackled immediately
Informing: the parents of the child(ren) who are perpetrators and/or victims should be informed of the incident
and of the outcome, where an allegation is substantiated following an investigation
Excluding or dismissing any individuals who display continued discriminatory behaviour or bullying, but such
steps will only be taken when other strategies have failed to modify behaviour. This includes any employees
where any substantiated allegation after investigation will incur our disciplinary procedures (please see the
policy on disciplinary procedures).
We record any incidents of discriminatory behaviour or bullying to ensure that:
Strategies are developed to prevent future incidents
Patterns of behaviour are identified
Persistent offenders are identified
Effectiveness of nursery policies are monitored
A secure information base is provided to enable the nursery to respond to any discriminatory behaviour or
bullying.
If the behaviour shown by an individual is deemed to be radicalised, we will follow our procedure as detailed in our
Safeguarding Policy in order to safeguard children and families concerned.
Nursery staff
We expect all staff to be alert and seek to overcome any ignorant or offensive behaviour based on fear or dislike of
distinctions that children, staff or parents may express in nursery.
We aim to create an atmosphere where the victims of any form of discrimination have confidence to report such
behaviour, and that subsequently they feel positively supported by the staff and management of the nursery.
It is incumbent upon all members of staff to ensure that they do not express any views or comments that are
discriminatory; or appear to endorse such views by failing to counter behaviour, which is prejudicial in a direct
manner. We expect all staff to use a sensitive and informed approach to counter any harassment perpetrated out
of ignorance.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Disciplinary Procedure
At Kingsmead Day Nursery we follow our legal obligations as an employer at all times including dealing with any
disciplinary matter in a fair and consistent manner. We have a policy and procedure that set out our process.
Legal obligations
Our legal obligations as an employer are detailed in the ACAS Code of Practice on disciplinary and grievance
procedures. This code of practice was introduced in April 2009 and updated in 2015. A full copy of the ACAS Code
of Practice and the accompanying guidance can be obtained from the ACAS website www.acas.org.uk
We note that a failure to follow the code does not, in itself, make an organisation liable to formal proceedings at an
employment tribunal, but failure to follow the code may result in any compensation award payable to be increased
by up to 25% or reduced by 25% if the employee does not comply.
Objectives and guiding principles
The objective of this procedure is to set out the standards of conduct expected of all staff and to provide a
framework within which our managers can work with employees to maintain satisfactory standards of conduct and
to encourage improvement where necessary.
It is our policy to ensure that any disciplinary matter is dealt with fairly and consistently. We will take the necessary
steps to establish the facts and to give employees the opportunity to respond before taking any formal action.
This procedure does not form part of any employee’s contract of employment and it may be amended at any time.
We may also vary this procedure, including any time limits, as appropriate in any case.
The procedure applies to all employees regardless of length of service.
Minor conduct issues can often be resolved informally between the employee and their line manager. These
discussions should be held in private and without undue delay whenever there is a cause for concern. Where
appropriate a note of any such discussions may be held on the employee’s personnel file, but will be ignored for the
purpose of future disciplinary issues.
Formal steps will be taken under this procedure if the matter is not resolved, or if informal discussion is not
appropriate (due to the serious nature of the allegation against you).
The employee will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross
misconduct or the employee has not yet completed their probationary period.
The procedure
Our aim is to deal with disciplinary matters sensitively and fairly. All employees must treat all information in
connection with the disciplinary procedure and its investigation as confidential.
Where there has been a serious allegation of misconduct or gross misconduct and/or there are serious concerns
regarding the employee’s capability, we aim to establish the facts quickly and no disciplinary action will be taken
until the matter has been fully investigated. The employee will be informed if a formal complaint is made against
them, and if necessary they may be suspended on full pay pending the outcome of the investigation and
disciplinary procedure.
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Stage 1: Investigation
We will investigate any allegations/concerns quickly and thoroughly to establish whether a disciplinary hearing
should be held
The purpose of the investigation is to establish a balanced view of the facts relating to the allegations against
the employee. The amount of investigation will depend on the nature of the allegations and will vary from case
to case. It may involve interviewing and taking statements from the employee and any witnesses, and/or
reviewing relevant documents
Investigation interviews are solely for the purpose of fact finding and no decision on the disciplinary procedure
will be taken until after the disciplinary hearing
The employee is not normally allowed to bring a companion to an investigatory interview. However, we may
allow them to bring a work colleague or trade union representative in exceptional circumstances and if the
employee wishes to be accompanied they should contact Emily Walker to discuss the reasons for their request
If the investigations lead us to reasonably believe there are grounds for disciplinary action, we will write to the
employee outlining the allegations against them, the basis of the allegations and the potential consequences.
The employee will be invited to a disciplinary hearing to discuss the matter. They will be sent any copies of
evidence which may be referred to in the hearing (e.g. witness statements, or a summary of the statements if
the witness’s identity is to remain confidential, and minutes of meetings).
Suspension
If we believe that you may be guilty of misconduct, which we consider (at our absolute discretion) to be serious
misconduct, where relationships have broken down, or where we have any grounds to consider that our
property or responsibilities to other parties are at risk, or where we consider in our absolute discretion that
your continued presence at the Company's premises would hinder an investigation, we will be entitled to
suspend you on full pay
Any such suspension will normally last only as long as required to enable an investigation into the
circumstances giving rise to such belief of serious misconduct to be carried out and any disciplinary hearing to
be convened
Any such period of suspension is not a punishment, nor considered as disciplinary action against you, nor does
it imply that any decision has been taken about your case.
Stage 2: Invite to disciplinary hearing
We will hold the disciplinary meeting to discuss the allegations. The employee will have the right to bring a
companion to the meeting and a companion may be a work colleague or trade union representative. The
employee must inform us prior to the meeting who their chosen companion is. If their companion is
unreasonable, for example, there may be a conflict of interest, we may require the employee to choose
someone else
If the employee or their companion is unable to attend the meeting the employee should inform us immediately
and we will arrange an alternative time and date. The employee must make every effort to attend the meeting
and failure to do so without good cause may be treated as misconduct in itself.
Disciplinary hearing
During the meeting we will go through the allegations against the employee and the evidence that has been
collated. The employee will be able to state their case and call relevant witnesses (provided the employee gives
advance notice and we agree to their attendance) to support the case
We may adjourn the disciplinary meeting if we need to carry out further investigations and the employee will be
given reasonable opportunity to consider new information
The employee will be notified of the decision in writing, usually within seven working days of the hearing
If the employee persistently fails to reply to invitations, or persistently fails to attend the arranged hearing without
good cause, it may be carried out in their absence and they will be notified of the decision in writing. The employee
will retain the right to appeal.
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Appeal
The employee will be given the opportunity to appeal the decision. If they wish to appeal, the employee should
state their full grounds in writing and the letter should be sent to Emily Walker within five working days from the
date the decision was communicated to them
The appeal meeting will be conducted impartially by a [more senior] manager, where possible, who has not
previously been involved in the case
The employee will be able to bring a companion to the meeting and the companion may be a work colleague or
trade union representative (as stated above)
We may adjourn the appeal hearing if further investigations need to be carried out and the employee will be given
reasonable opportunity to consider any new information before the hearing is reconvened
We will inform the employee in writing of our final decision as soon as possible, usually within five working days of
the appeal hearing.
There is no legal right to appeal beyond this stage.
Disciplinary penalties
In the first instance, where less serious offences are concerned, we are most likely to give the employee a verbal
warning. This warning will be recorded and a copy maintained in the employee’s personnel file with a time scale for
improvement or to not re-offend.
The usual penalties for misconduct are set out below. No penalty should be imposed without a hearing. We aim to
treat all employees fairly and consistently, and a penalty imposed on another employee for similar misconduct will
usually be taken into account but should not be treated as a precedent. Each case will be assessed on its own
merits.
The employee will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross
misconduct or the employee has not yet completed their probationary period.
First written warning
A first written warning may be authorised by the Manager. It will usually be appropriate for a first act of misconduct
where there are no other active written warnings on the employee disciplinary record.
Final written warning
A final written warning may be authorised by [delete as appropriate Manager, deputy, room supervisor]. It will
usually be appropriate for:
misconduct where there is already an active written warning on the employee record,
misconduct that we consider is sufficiently serious, to warrant a final written warning even though there are no
active warnings on the employee record.
Dismissal
Dismissal may be authorised by the Manager. It will usually only be appropriate for:
any misconduct during the employee probationary period;
further misconduct where there is an active final written warning on the employee record; or
any gross misconduct regardless of whether there are active warnings on the employee record. Gross
misconduct will usually result in immediate dismissal without notice or payment in lieu of notice (summary
dismissal). Examples of gross misconduct are set out below.
Levels of authority
Nursery Managers (including officer in charge) have the authority to suspend an employee pending investigation.
Only the officer in charge and higher management has the authority to dismiss an employee as set out above.
Gross misconduct
In the case of gross misconduct, the nursery reserves the right to dismiss an employee without notice (or payment
in lieu of notice) if, after investigation and a hearing, the management are satisfied that there is sufficient
justification for so doing.
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Duration of warnings
Under normal circumstances warnings will be valid for the following time periods, although these may vary according to the
nature of the occurrence and may therefore be determined by mutual agreement at the time of issue:
Verbal warning - six months
First written warning - six months
Final written warning - 12 months.
On expiry, warnings will be disregarded for future disciplinary purposes.
Alternatives to dismissal
In some cases we may, at our discretion, consider alternatives to dismissal. These may be authorised by (insert management
grade) and will usually be accompanied by a final written warning. Examples include:
Demotion
A period of suspension without pay
Loss of seniority
Loss of overtime.
Examples of gross misconduct
Examples of what would constitute a gross misconduct offence include:
Failure to inform the employer of a disqualification, either personally or a person living in the same household as the
registered provider, or a person employed in that household
Theft or the unauthorised possession of property belonging to the nursery, its employees or customers
Assault on any employee or persons associated with the nursery
Breach of confidence i.e. the divulging of confidential information relating to the nursery, its employees or clients
Dishonesty, including the use of any funds, expenses or allowances for any other purpose than that for which they have
been delegated by the nursery
Being under the influence of drugs or alcohol whilst on duty
Serious or persistent breaches of safety rules
Fraud including falsification of work records and expense claims
Signing/clocking in or out for another employee
Physical assault or abuse towards a child e.g. hitting a child in chastisement or harsh disciplinary actions
Discrimination/harassment in any way against a person
Persistent failure to follow nursery documentary systems and procedures
Unauthorised absence from work/unacceptable attendance levels
Obscene language or other offensive behaviour
Negligence in the performance of the employee duties.
Further behaviour that could constitute gross misconduct is not limited by the above list.
Examples of misconduct
Examples of what would constitute a misconduct offence include:
Minor breaches of our policies including the Sickness Absence Policy, Mobile Phone, Smartwatches and Social Networking
Policy, and Health and Safety
Policy
Minor breaches of the employee contract
Damage to, or unauthorised use of, our property
Poor timekeeping
Time-wasting
Refusal to follow instructions
Excessive use of our telephones for personal calls
Excessive personal email or internet usage
Smoking in no smoking areas.
N.B. Some of the misconduct offences above may, dependent on the circumstances and having followed a detailed
investigation, also be classed as gross misconduct offences.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Early Learning Opportunities
Statement

At Kingsmead Day Nursery we recognise that children learn in different ways and at different rates and plan for
this accordingly. Our aim is to support all children attending the nursery to attain their maximum potential within
their individual capabilities.
We provide a positive play environment for every child, so they may develop good social skills and an appreciation
of all aspects of this country's multi-cultural society. We plan learning experiences to ensure, as far as practical,
there is equality of opportunity for all children and a celebration of diversity.
We maintain a personalised record of every child's development, showing their abilities, progress, interests and
areas needing further staff or parental assistance.
For children whose home language is not English, we will take reasonable steps to:
Provide opportunities for children to develop and use their home language in play and learning and support
their language development at home; and
Ensure that children have sufficient opportunities to learn and reach a good standard in English language
during the EYFS, ensuring that children are ready to benefit from the opportunities available to them when
they begin year.
We ensure that the educational programmes are well planned and resourced to have depth and breadth across the
seven areas of learning. They provide interesting and challenging experiences that meet the needs of all children.
Planning is based on a secure knowledge and understanding of how to promote the learning and development of
young children and what they can achieve.
We implement the Early Years Foundation Stage (EYFS) set by the Department for Education that sets standards
to ensure all children learn and develop well. We support and enhance children’s learning and development
holistically through play-based activities. We review all aspects of learning and development and ensure a flexible
approach is maintained, which responds quickly to children’s learning and developmental needs. We develop
tailor-made activities based on observations which inform future planning and draw on children’s needs and
interests. This is promoted through a balance of adult-led and child-initiated opportunities both indoors and
outdoors.
Direct observation is supplemented by a range of other evidence to evaluate the impact that practitioners have on
the progress children make in their learning including:
evidence of assessment that includes the progress of different groups of children:
assessment on entry (starting point), including parental contributions
two-year-old progress checks (where applicable)
on-going (formative) assessments, including any parental contributions
the Early Years Foundation Stage Profile (where applicable) or any other summative assessment when children
leave.
We acknowledge parents as primary educators and encourage parental involvement as outlined in our Parents and
Carers as Partners policy. We build strong home links in order to enhance and extend children’s learning both
within the nursery environment and in the child’s home.
We share information about the EYFS curriculum with parents and signpost them to further support via the
following website:
www.foundationyears.org.uk/
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Environmental Sustainability Policy
At Kingsmead Day Nursery we wish to support children to learn about sustainable practices and foster respect and care for
the living and non-living environment.
Children are able to develop positive attitudes and values about sustainable practices by exploring solutions to
environmental issues, learning about the world around them and how to protect it and watching adults role model
sustainable practices.
We promote a holistic, open ended curriculum which explores ideas and practices for environmental sustainability and
helps children understand the interdependence between people and the environment by:
helping children to explore nature through art and play
supporting children to experience the natural environment through natural materials like wood, stone, sand and
recycled materials
support the environment by learning how to grow and nurture plants in the nursery garden and discovering all about the
food cycle by growing, harvesting, and cooking food for our nursery menu
help children to learn about water conservation, energy efficiency and waste reduction through play based activities
and adult interactions
going on nature walks and learning about plants they see in the local area
encouraging parents and children to walk to nursery once a week / month to raise the awareness of caring for the planet
developing a recycling area and encouraging children to share recycling ethos into the home environment.
As a nursery we will embed sustainability into all aspects of the operations including:
recycling materials for art and creative activities and encouraging parents to bring in their recycling materials for the
same use
when children take home models from recycled materials ensuring parents recycle these materials if they do not keep
them
considering our carbon footprint when purchasing materials
shopping local where possible
turning off equipment and lights when not in use
using energy saving light bulbs
not leaving any equipment on standby
unplugging all equipment at the end of its use/the day
using energy saving wash cycles on the washing machine
composting food waste
incorporating water-wise strategies such as ensuring taps are turned off and leaks fixed
using rain water butts for outdoor water play
recycling water from the water play to water plants outside
using food that we have grown in nursery meals.
Working together with all our parents and partners will help our environment to be more sustainable and make it a better
place for our future generations to grow up in.
We assess our nursery’s impact on the environment on a regular basis and put procedures in place to counteract this
impact.
In order to encourage children not to waste food or to play with food at mealtimes, we discourage the use of food as a play
material; instead we encourage activities which involve preparing and tasting different types of food.
This policy is reviewed annually and is carefully considered in the best interests of the children, nursery and the
environment.
This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Equipment and Resources
At Kingsmead Day Nursery we believe that high-quality care and early learning is promoted by providing children
with safe, clean, stimulating, age and stage appropriate resources, toys and equipment.
To ensure this occurs within the nursery, including in our outdoor areas, we will:
Provide play equipment and resources which are safe and, where applicable, conform to the European
Standards for Playground Equipment: EN 1176 and EN 1177, BS EN safety standards or Toys (Safety) Regulation
(1995)
Provide a sufficient quantity of equipment and resources for the number of children registered in the nursery
Provide resources to meet children’s individual needs and interests
Provide resources which promote all areas of children's learning and development
Select books, equipment and resources which promote positive images of people of all races, cultures, ages,
gender and abilities, are non-discriminatory and do not stereotype
Provide play equipment and resources which promote continuity and progression, provide sufficient
challenges and meet the needs and interests of all children
Store and display resources and equipment where all children can independently choose and select them
Check all resources and equipment before first use to identify any potential risks and again regularly at the
beginning of every session and when they are put away at the end of every session. We repair and clean or
replace any unsafe, worn out, dirty or damaged equipment whenever required
Keep an inventory of resources and equipment. This records the date on which each item was purchased and
the price paid for it
Evaluate the effectiveness of the resources including the children’s opinions and interests
Encourage children to respect the equipment and resources and tidy these away when play has finished. This
is into a designated place via the use of silhouettes or pictures the children can match the resource to.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021
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Family Friendly Policy
Maternity rights
This section is for pregnant employees and new mothers. It details their rights, which fall into three main
categories:
Paid time off for antenatal care
Maternity leave
Maternity benefits.
Ante-natal care
You are entitled to be paid your normal rate of pay for any appointments during working hours related to antenatal
care. In order to receive payment an appointment card must be produced confirming the appointment and you will
be expected to return to work after keeping your appointment wherever possible.
When a certificate confirming pregnancy is issued, this must be handed in as soon as possible.
Ordinary maternity leave
You are entitled to 26 weeks ordinary maternity leave and have the right to return to work in your previous job.
These rights apply regardless of length of service or the number of hours worked.
If you work full time you have the right to return to your full time position but you do not have the right to return
part time. However, your employer will discuss any request for part time work and on request consider offering
part time work. Requests should be made in writing to your employer, giving as much notice as possible.
You can start your ordinary maternity leave at any time from the 11th week before the expected week of childbirth
(EWC) and there is a two-week compulsory maternity leave period following the birth (four weeks for factory
workers). For all maternity leave purposes “childbirth” is either a live birth before the end of the 24th week of
pregnancy or a live or still birth after the 24th week of pregnancy.
Throughout the ordinary maternity leave period, all your terms and conditions of employment are maintained with
the sole exception of pay.
Additional maternity leave
Additional maternity leave starts at the end of the ordinary maternity leave period and ends 26 weeks later. As with
ordinary maternity leave, all your terms and conditions of employment are maintained throughout this period with
the sole exception of pay.
Notification
The notice periods detailed below must be complied with in order to safeguard your rights.
You must notify your employer in writing by the 15th week before the EWC of the following:
That you are pregnant,
The EWC,
The date on which you intend to start your maternity leave.
You must also provide a certificate (normally a form MAT B1) stating the EWC.
Your employer will then write to you within 28 days to confirm your date of return to work. You can change the date
on which you intend to start your maternity leave by giving your employer at least 28 days written notice.
Returning to work
If you take the full entitlement to maternity leave your return date will be the date previously notified to you by your
employer. If you wish to return early you must give your employer eight weeks’ written notice of your early return
date. Your early return may be delayed if this procedure is not followed.
If you intend to return to work at the end of your maternity leave but fail to do so, your employer’s normal rules
regarding absence will apply.
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Maternity benefits
Although you do not need any qualifying service or to work a minimum number of hours to be entitled to maternity leave or the
right to return to work, in order to qualify for Statutory Maternity Pay (SMP) from your employer, you need to have the following:
At least 26 weeks continuous service at the end of the 15th week before the EWC (this is known as the “qualifying week” for
maternity pay purposes)
Average earnings above the National Insurance lower earnings limit during the eight weeks before the qualifying week.
If you meet these conditions you are entitled to a maximum of 39 weeks SMP which is calculated as:
Six weeks at 90% of average weekly earnings
33 weeks at the lesser of the lower rate of SMP or 90% of average weekly earnings.
If you do not qualify for SMP you may be entitled to Maternity Allowance (MA).
Sickness absence during pregnancy
If you are absent from work because of a pregnancy related illness or reason at any time during the four weeks before your
EWC, the ordinary maternity leave period begins on the first day of absence. If the pregnancy related absence began before the
fourth week, then the ordinary maternity leave period begins at the start of the fourth week.
If you are absent from work and the illness is not pregnancy related, the maternity leave period will begin on the date you have
previously notified.
If you are absent from work in the weeks leading up to your maternity leave it may affect the higher rate of SMP (90% of normal
pay) because it is based on your average earnings in the eight weeks prior to the qualifying week.
Adoption rights
This section is similar to the previous section but deals with employee rights on the adoption of a child, which fall into three
main categories:
Paid time off to attend pre-adoption appointments
Adoption leave
Adoption benefits.
Pre-adoption appointments
If you are the primary or sole adopter and you have been advised that a child is due or expected to be placed with you for
adoption you are entitled to be paid your normal rate of pay for up to five pre-adoption appointments during working hours. The
appointments must have been made by or at the request of the adoption agency and in order to receive payment an
appointment card must be produced confirming each appointment. The maximum time off for each appointment is six and a
half hours and you will be expected to return to work after keeping your appointment wherever possible.
Ordinary adoption leave
If you are the adoptive parent who has elected to take adoption leave you have the right to 26 weeks ordinary adoption leave,
which includes two weeks’ compulsory adoption leave. You can start your adoption leave as soon as the child is placed with you
for adoption or if pre-notified up to 14 days before that date.
You are entitled to return to work in your previous job after the ordinary adoption leave period. If you work full time you have the
right to return to your full time position but you do not have the right to return part time. However, your employer will discuss
any request for part time work and on request consider part time work. Requests should be made in writing to your employer,
giving as much notice as possible.
Throughout the ordinary adoption leave, all your terms and conditions of employment are maintained with the sole exception of
pay.
Additional adoption leave
If you are entitled to ordinary adoption leave, additional adoption leave starts at the end of the ordinary adoption leave period
and ends 26 weeks later. As with ordinary adoption leave, all your terms and conditions of employment are maintained
throughout this period with the sole exception of pay.
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Notification
The notice periods detailed below must be complied with in order to safeguard your rights.
You must notify your employer in writing of the following no later than seven days after being matched with a child for adoption:
The date of placement of the child for adoption,
The date on which you intend to start your adoption leave.
You must also provide an Adoption Certificate from the approved adoption agency.
Your employer will then write to you within 28 days to confirm your date of return to work. You can change the date on which
you intend to start your adoption leave by giving your employer at least 28 days’ written notice.
Returning to work
If you take the full entitlement to adoption leave your return date will be the date previously notified to you by your employer. If
you wish to return early you must give your employer eight weeks’ written notice of your early return date. Your early return may
be delayed if this procedure is not followed.
If you intend to return to work at the end of your adoption leave but fail to do so, your employer’s normal rules regarding
absence will apply.
Adoption benefits
Although you do not need any qualifying service or to work a minimum number of hours to be entitled to adoption leave or the
right to return to work, in order to qualify for Statutory Adoption Pay (SAP) from your employer, you need to have the following:
At least 26 weeks continuous service at the end of the week in which the child was matched with you for adoption
Average earnings above the National Insurance lower earnings limit during the eight weeks before the week in which the
child was matched with you for adoption.
If you meet these conditions you are entitled, subject to special rules where the adoption is disrupted or where the child
reaches age 18, to a maximum of 39 weeks SAP, calculated as:
Six weeks at 90% of average weekly earnings,
33 weeks at the lesser of the lower rate of SAP or 90% of average weekly earnings.
In order to be paid SAP, you should notify your employer in writing of the following no later than 28 days before the date on
which you wish your SAP period to begin:
The name and address of the approved adoption agency
The date on which the child is expected to be placed for adoption and where the child has already been placed for adoption,
the date of placement
The date on which you were informed that the child was to be placed with you for adoption.
Paternity rights (birth)
Ante-natal appointments
You are entitled to accompany the child’s mother on up to two ante-natal appointments without pay during working hours. This
is on condition that you have or expect to have responsibility for the upbringing of the child and that you are the biological
father of the child or are married to or are the partner of the child’s mother. The maximum time off for each appointment is six
and a half hours and you will be expected to return to work after keeping your appointment wherever possible.
Ordinary paternity leave
If you have at least 26 weeks continuous service at the end of the 15th week before the EWC, you are entitled to choose to take
either one week or two consecutive weeks of ordinary paternity leave if you meet the following conditions:
You have or expect to have responsibility for the upbringing of the child
You are the biological father of the child or are married to or are the partner of the child’s mother.
You cannot start your ordinary paternity leave until the child is born and it must end within 56 days beginning with the date on
which the child is born or the first day of the EWC, whichever is the later. You must give prior notice of the day you intend to
start your ordinary paternity leave, which can be:
The day on which the child is born
A day which you specify as a number of days after the day on which the child is born
A pre-determined date, which must be later than the first day of the EWC.
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Throughout the ordinary paternity leave, all your terms and conditions of employment are maintained with the sole exception of
pay.
Paternity benefits
If you are entitled to ordinary paternity leave and your average earnings were above the National Insurance lower earnings limit
during the eight weeks up to and including the 15th week before the EWC, you are entitled to be paid Statutory Paternity Pay
(SPP). SPP is paid during the entire ordinary paternity leave period and is the lesser of:
the standard rate of SPP or
90% of average weekly earnings.
Notification
To safeguard your rights to ordinary paternity leave and pay you must complete Form SC3 by the 15th week before the EWC.
You can change the date on which you intend to start your ordinary paternity leave by completing a new Form SC3 at least 28
days before the original leave date.
Paternity rights (adoption)
Pre-adoption appointments
If you are the primary adopter’s partner and you have been advised that a child is due or expected to be placed with you, you are
entitled to attend up to two pre-adoption appointments without pay during working hours. The appointments must have been
made by or at the request of the adoption agency and the maximum time off for each appointment is six and a half hours. You
will be expected to return to work after keeping your appointment wherever possible.
Ordinary paternity leave
If you have at least 26 weeks continuous service at the end of the week in which the child’s adopter is matched with the child
for a UK adoption, you are entitled to choose to take either one week or two consecutive weeks of ordinary paternity leave if
you meet the following conditions:
You are not taking adoption leave in respect of the child
You have or expect to have responsibility for the upbringing of the child
You are married to or are the partner of the child’s adopter.
You cannot start your ordinary paternity leave before the day the child is placed with the adopter and it must end within 56 days
beginning with the date of placement. You must give prior notice of the day you intend to start your ordinary paternity leave,
which can be:
The day on which the child is placed with the adopter
A day which you specify as a number of days after the day on which the child is placed with the adopter
A pre-determined date, which must be later than the date on which the child is expected to be placed for adoption.
Throughout the ordinary paternity leave, all your terms and conditions of employment are maintained with the sole exception of
pay.
Paternity benefits
If you are entitled to ordinary paternity leave and your average earnings were above the National Insurance lower earnings limit
during the eight weeks before the week in which the child was matched for adoption, you are entitled to be paid Statutory
Paternity Pay (SPP). SPP is paid during the entire ordinary paternity leave period and is the lesser of:
the standard rate of SPP or
90% of average weekly earnings.
Notification
To safeguard your rights to ordinary paternity leave and pay you must complete a Form SC4 no later than seven days after the
date on which the adopter is notified of having been matched with the child for adoption. You can change the date on which you
intend to start your ordinary paternity leave by completing a new Form SC4 at least 28 days before the original leave date.
Shared parental rights (birth)
Introduction
Many parents will be able to share leave in the year after their child’s birth and take leave in a more flexible way by stopping and
starting their shared parental leave, taking their leave at the same time, and returning to work between periods of leave.
To qualify for shared parental leave you must have at least 26 weeks continuous service at the end of the 15th week before the
EWC and still be in employment the week before you take the shared parental leave. In addition, you must share the main
responsibility for the care of the child that the shared parental leave and pay relates to with the other parent and meet an
‘employment and earnings’ test.
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Opting into shared parental leave and pay
If the mother and her partner agree, the mother can curtail her current maternity leave and ‘convert’ what remains of the leave
period into shared parental leave (SPL). The mother must do this by giving formal notice to her employer and, if you are the
mother, we have a form that can be completed to provide the required information. At least eight weeks’ notice must be given
to curtail maternity leave, at which time the mother and her partner must also give their respective employers an indication of
how they intend to take the shared parental leave and pay.
The mother’s notice to curtail maternity leave will normally be accompanied by a notice of entitlement to take shared parental
leave and a request for a period of shared parental leave and pay. Once notice to curtail maternity leave has been given, it can
only be withdrawn in very limited circumstances. However, if the mother gives notice to curtail her maternity leave before the
child is born, she has up to six weeks after the birth to change her mind. If the mother revokes her curtailment notice, she
remains on maternity leave and can give a new notice to curtail her maternity leave at a later date.
Taking shared parental leave
Before you can take shared parental leave and pay you must provide your employer with a notice of your entitlement to shared
parental leave and pay, and this must be accompanied by a ‘declaration’ from your partner. This is a ‘one off’ notice and, if you
are the mother, you will already have given this notice with your notice to curtail your maternity leave. If you are the mother’s
partner we have a form that can be completed to provide the required information. The total number of weeks of SPL available
is 52 weeks minus the maternity leave that the mother has already taken (including the compulsory maternity leave period). The
leave must be taken in whole weeks (part- weeks count as whole weeks), and it must be taken before the child’s first birthday.
All your terms and conditions of employment are maintained throughout the SPL period with the sole exception of pay and, if
your combined total of maternity/paternity and SPL does not exceed 26 weeks, you are entitled to return to work in your
previous job. If you work full time you have the right to return to your full time position but you do not have the right to return
part time. However, your employer will discuss any request for part time work and on request consider part time work.
Requests should be made in writing to your employer, giving as much notice as possible.
Notification
You are allowed three ‘notifications’ to take a period of SPL. A minimum of eight weeks’ notice must be given before each period
of leave, and the mother’s first notice to take SPL will usually be included as part of the notice to curtail maternity leave.
If your notice is for a continuous period of SPL, for example six weeks off, it cannot be refused. If however your notice is for a
discontinuous period of leave, for example six weeks comprising three weeks of SPL, three weeks in work, then three weeks of
SPL, this can be refused. The first two weeks of the eight week notice period are to enable you and your employer to discuss
this type of request and to try to reach agreement on the pattern of leave.
If agreement cannot be reached you have until the 15th day after you submitted your request (i.e. the day after the discussion
period expires) to either let the request stand or to withdraw the request. If you let the request stand your employer can insist
that the SPL is taken as a period of continuous leave (in the above example as a continuous period of six weeks). You then have
five days in which to decide the start date for the period of continuous leave, otherwise it will start on the date of the first
period you previously notified. Alternatively, you can withdraw the request and it will not count as one of your three
notifications.
If you want to change the dates of a previously notified period of SPL and your employer agrees to this, then the change does
not count as a formal ‘notification’. If, however, your employer does not agree to the change you can submit a formal
notification of the change (giving at least eight weeks’ notice). Your employer will have to accept this notification, but the
change will count as one of your three ‘notifications’.
Statutory Shared Parental Pay
If you qualified for SMP, MA or SPP you will also qualify for Statutory Shared Parental Pay (SSPP). The total number of weeks of
SSPP available is 39 weeks minus the number of weeks of SMP already paid to the mother. SSPP is paid at the lesser of:
The standard rate of SSPP or
90% of average weekly earnings.
As there will be more weeks of SPL available than weeks of SSPP, employees who claim SSPP will be required to sign a
declaration stating the total pay available and the total pay received.
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Shared parental rights (adoption)
Introduction
Many parents will able to share leave in the year after the adoption and take leave in a more flexible way by stopping and
starting their shared parental leave, taking their leave at the same time, and returning to work between periods of leave.
To qualify for shared parental leave you must have at least 26 weeks continuous service at the end of the week in which the
adopter is notified of having been matched with a child for adoption and still be in employment the week before you take the
shared parental leave. In addition, you must share the main responsibility for the care of the child that the shared parental
leave and pay relates to with the other parent and meet an ‘employment and earnings test’.
Opting into shared parental leave and pay
If the primary adopter and their partner agree, the primary adopter can curtail their current adoption leave and ‘convert’ what
remains of the leave period into shared parental leave (SPL). The primary adopter must do this by giving formal notice to the
employer and if you are the primary adopter, we have a form that can be completed to provide the required information. At least
eight weeks’ notice must be given to curtail adoption leave, at which time the primary adopter and their partner must also give
their respective employers an indication of how they intend to take the shared parental leave and pay.
The primary adopter’s notice to curtail adoption leave will normally be accompanied by a notice of entitlement to take shared
parental leave and a request for a period of shared parental leave and pay. Once notice to curtail adoption leave has been given,
it can only be withdrawn in very limited circumstances.
Taking shared parental leave
Before you can take shared parental leave and pay you must provide your employer with a notice of your entitlement to shared
parental leave and pay, and this must be accompanied by a ‘declaration’ from your partner. This is a ‘one off’ notice and, if you
are the primary adopter, you will already have given this notice with your notice to curtail your adoption leave. If you are the
secondary adopter/adopter’s partner we have a form that can be completed to provide the required information. The total
number of weeks of SPL available is 52 weeks minus the adoption leave that the primary adopter has already taken (including
the compulsory adoption leave period). The leave must be taken in whole weeks (part-weeks count as whole weeks), and it must
be taken during the first year following the adoption.
All your terms and conditions of employment are maintained throughout the SPL period with the sole exception of pay and if
your combined total of adoption/paternity and SPL does not exceed 26 weeks, you are entitled to return to work in your
previous job. If you work full time you have the right to return to your full time position but you do not have the right to return
part time. However, your employer will discuss any request for part time work and will, on request consider part time work.
Requests should be made in writing to your employer, giving as much notice as possible.
Notification
You are allowed three ‘notifications’ to take a period of SPL. A minimum of eight weeks’ notice must be given before each period
of leave, and the primary adopter’s first notice to take SPL will usually be included as part of the notice to curtail adoption
leave.
If your notice is for a continuous period of SPL, for example six weeks off, it cannot be refused. If however, your notice is for a
discontinuous period of leave, for example six weeks comprising three weeks of SPL, three weeks in work, then three weeks of
SPL, this can be refused. The first two weeks of the eight week notice period are to enable you and your employer to discuss
this type of request and to try to reach agreement on the pattern of leave.
If agreement cannot be reached you have until the 15th day after you submitted your request (i.e. the day after the discussion
period expires) to either let the request stand or to withdraw the request. If you let the request stand your employer can insist
that the SPL is taken as a period of continuous leave (in the above example as a continuous period of six weeks). You then have
five days in which to decide the start date for the period of continuous leave, otherwise it will start on the date of the first
period you previously notified. Alternatively, you can withdraw the request and it will not count as one of your three
notifications.
If you want to change the dates of a previously notified period of SPL and your employer agrees to this, then the change does
not count as a formal ‘notification’. If, however, your employer does not agree to the change you can submit a formal
notification of the change (giving at least eight weeks’ notice). Your employer will have to accept this notification, but the
change will count as one of your three ‘notifications’.
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Statutory Shared Parental Pay
If you qualified for SAP or SPP you will also qualify for Statutory Shared Parental Pay (SSPP). The total number of weeks of SSPP
available is 39 weeks minus the number of weeks of SAP already paid to the primary adopter. SSPP is paid at the lesser of:
The standard rate of SSPP or
90% of average weekly earnings.
As there will be more weeks of SPL available than weeks of SSPP, employees who claim SSPP will be required to sign a
declaration stating the total pay available and the total pay received.
Parental leave
Parents of children born or placed for adoption on or after 15th December 1999 are entitled, on completion of one year’s service
with the Company, to take unpaid parental leave. The right applies to mothers and fathers and to a person who has legal
parental responsibility. Parents who already have at least one year’s service are able to start taking parental leave when the
child is born or adopted and the remainder are able to start taking parental leave as soon as they have completed one year’s
service.
Parents are entitled to 18 weeks’ leave for each child, to be taken before the child reaches age 18. Parents must give 21 days
written notice to take parental leave and it must be taken in blocks or multiples of one week (part weeks, including single days
or part days, count as whole weeks) up to a maximum of four weeks in any one year. Parents of disabled children for whom a
disability living allowance has been awarded have the additional flexibility to take leave in days without them being counted as
whole weeks, although part days count as full days.
Leave can be postponed by the Company for up to six months where the business cannot cope, except when a father gives the
above advance notice to take leave immediately after the date when the child is born or when the partner of a primary adopter
gives the above advance notice to take leave immediately after the date when the child is placed for adoption.
Time off for dependants
You will be allowed to take reasonable time off work without pay to deal with an emergency involving a dependant. The amount
of time off allowed will depend on the circumstances.
For example, if a dependant is ill or injured, reasonable time off will be given to deal with the emergency – this does not mean
that you will be allowed to take time off to look after the dependant personally.
Compassionate leave
This leave applies on the death of an employee’s spouse, life partner, parent, brother, sister, grandparent, dependent or other
relative for whom the employee has special responsibility or has had special ties.
Generally, the amount of time off required will be at the manager’s discretion of the senior management team and will depend
on individual circumstances but up to 37 hours (the equivalent of one working week) paid leave would be considered.
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Fire Safety
At Kingsmead Day Nursery we make sure the nursery is a safe environment for children, parents, staff and visitors
through our fire safety policy and procedures.
The manager Lynn Nutt and the designated fire marshal Sue Stroud and Maria Foster makes sure the nursery
premises are compliant with fire safety regulations, including following any major changes or alterations to the
premises and seeks advice from the local fire safety officer as necessary.
The manager designated fire marshal has overall responsibility for the fire drill and evacuation procedures. These
are carried out and recorded for each group of children every three months or as and when a large change occurs,
e.g. a large intake of children or a new member of staff joins the nursery. These drills will occur at different times
of the day and on different days to ensure evacuations are possible under different circumstances and all children
and staff participate in the rehearsals.
The manager designated fire marshal checks fire detection and control equipment and fire exits in line with the
timescales in the checklist below.
Fire checklist - weekly and termly
Who checks - Fire Officer/Manager
How often - Monthly
Location - Lobby

Registration
An accurate record of all staff and children present in the building must be kept at all times and children/staff
must be marked in and out on arrival and departure. An accurate record of visitors must be kept in the visitor’s
book. These records must be taken out along with the register and emergency contacts list in the event of a fire.
No smoking policy
The nursery operates a strict no smoking policy – please see this separate policy for details.
Fire drill procedure
On discovering a fire:
Calmly raise the alarm by breaking the alarm glass
Immediately evacuate the building under guidance from the manager on duty or fire marshal
Using the nearest accessible exit lead the children out, assemble at St Bedes School
Close all doors behind you wherever possible
Do not stop to collect personal belongings on evacuating the building
Do not attempt to go back in and fight the fire
Do not attempt to go back in if any children or adults are not accounted for
Wait for emergency services and report any unaccounted persons to the fire service/police.
If you are unable to evacuate safely:
Stay where you are safe
Keep the children calm and together
Wherever possible alert the manager of your location and the identity of the children and other adults with you.
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The manager or fire marshal or team leader is to:
Pick up the children’s register, staff register, mobile phone, keys, visitor book and fire bag/evacuation pack
(containing emergency contacts list, nappies, wipes and blankets)
Telephone emergency services: dial 999 and ask for the fire service
In the fire assembly point area – St Bedes School check the children against the register
Account for all adults: staff and visitors
Advise the fire service of anyone missing and possible locations and respond to any other questions they may
have.
Remember
Do not stop to collect personal belongings on evacuating the building
Do not attempt to go back in and fight the fire
Do not attempt to go back in if any children or adults are not accounted for.
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Food Play
At Kingsmead day Nursery we ensure any food we use for play with the children is carefully supervised. We will also
use the following procedures to ensure children are kept safe:
Choking hazards are checked and avoided
We will not use whole jelly cubes for play. If we do use jelly to enhance our play then all jelly will be prepared
with water as per the instructions and then used
Small objects such as dried pasta and pulses will only be used for older children and under supervision
All allergies and intolerances will be checked and activities will be adapted to suit all children’s needs so no
child is excluded
All activities including food will be included on the planning sheets showing all allergens so all staff and parents
are aware of the ingredients
Children’s allergies will be visible to staff when placing out food play activities to ensure all needs are met
Any cooking activities will be checked prior to start to ensure all children are able use all the ingredients based
on their individual needs
We will not use food in play unless it enhances the opportunities children are receiving from the activity. Many
of the food will be reused in other activities, especially the dry materials.
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Gifted and Talented Children
Policy
At Kingsmead Day Nursery we plan our teaching and learning so that each child can aspire to achieve their full
potential.
The purpose of this policy is to help to ensure that we recognise and support the needs of those children in our
nursery who have been identified as 'gifted' and/or 'talented' and extend their learning to challenge them further.
'Gifted' refers to a child who has a broad range of achievement at a level well above average, typically in the more
academic subjects;
'Talented' refers to a child who excels in one or more specific fields, typically those that call for performance skills,
such as sport or music, but who does not necessarily perform at a high level across all areas of learning.
With this in mind we will ensure all children are fully supported and challenged by:
Working together with parents and carers to establish starting points on entry to nursery
Observing, assessing and planning activities in line with the individual child’s needs and interests
Providing challenging next steps to enhance the learning opportunities
Working with the child’s school to provide activities that will stretch the child further in line with the child’s
future curriculum
Support transitions by providing key information to the next provision
Gifted children in language and literacy:
Are able to read and respond to a range of texts at a more advanced level
Use a wide vocabulary and variety of words in conversations and play
Are able to write fluently and with little support
Gifted children in mathematics:
Explore a broader range of strategies for solving a problem
Establish their own strategies for problem solving
Are able to manipulate numbers in a wide range of ways, e.g. adding, subtracting.
The management monitors all outcomes for children by tracking cohorts and individual children across the whole
setting. This will include the gifted and talented children. Management will ensure that all children are progressing
at an appropriate rate from their starting points through challenging and supportive activities and opportunities.
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Grievance Procedure
At Kingsmead Day Nursery we follow our legal obligations as an employer at all times including hearing and
investigating grievances. We have a policy and procedures that set out our process.
Legal obligations
Our obligations as an employer are detailed in the ACAS Code of Practice on disciplinary and grievance procedures.
This code of practice was introduced in April 2009 and updated in 2015. A full copy of the ACAS Code of Practice
and the accompanying guidance can be obtained from the ACAS website www.acas.org.uk
We note that a failure to follow the code does not, in itself, make an organisation liable to formal proceedings at an
employment tribunal, but failure to follow the code may result in any compensation award payable to be increased
by up to 25%, or reduced by 25% if the employee does not comply.
Objectives and guiding principles
We recognise that an employee needs to feel that his or her grievance has been fully investigated and has received
a fair hearing. The employee also needs to understand the reasons for the decision made by the manager who
heard their grievance. The employee should then be given the opportunity to appeal against the decision. Their
appeal should be submitted in writing and should be investigated and heard by someone more senior to the person
who heard the initial grievance. The person allocated to hear the employee’s appeal should be able to take a fresh
and independent look at the issue. In our organisation the individual’s immediate line manager deals with the
grievance initially separately before being passed on to the director or manager of the nursery.
ACAS advocates the use of mediation to resolve grievances, in an attempt to maintain a good working relationship
and resolve issues within the workplace. We may decide to use such mediation where appropriate using ACAS
support and guidance.
Our grievance procedure does not form part of any employees’ contract of employment. It may be amended at any
time and we may depart from it depending on the circumstances of any case.
This procedure applies to all employees regardless of length of service.
Our nursery believes that all employees should be treated fairly and with respect. We encourage all employees to
try to resolve any grievance with the individual concerned on an informal basis, as most grievances can be resolved
quickly through discussion. Your line manager will assist you with this if you feel this is the best route for you.
If this does not resolve the problem you should initiate the formal process below.
Grievance process
Stage 1
Making your grievance
You should put your grievance in writing and forward it to your line manager
This written statement will form the basis of any investigations and the subsequent hearing, so it is important
that you set out clearly the nature of your grievance and any dates and names of individuals involved. You
should also indicate the outcome that you are seeking. If your grievance is unclear, you may be asked to clarify
your complaint before any meeting takes place
If your complaint relates to an issue with your line manager, the grievance may be sent to the Manager
Before proceeding to a full grievance hearing, it may be necessary to carry out investigations of any allegations
made by you. If any evidence is gathered in the course of these investigations, you will be given a copy long
enough in advance of the hearing for you to consider your response. In exceptional circumstances, the
evidence given by individuals may have to remain confidential. Where confidentiality is necessary, this will be
explained to you and an appropriate summary of the evidence gathered will be given to you.
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Stage 2
The grievance hearing
The hearing will be held as soon as is reasonably possible following any investigations, and within 5 working days of the receipt
of your written complaint. It will be conducted by your line manager. You are entitled to bring a companion to the grievance
meeting if you make a reasonable request to do so. This request must be in advance of the meeting and you should tell us the
name of your chosen companion. The companion may either be a trade union representative or a work colleague.
You should ensure that you attend the meeting where possible. If you are unable to attend because of circumstances beyond
your control, you should inform your line manager as soon as possible and a further meeting will be re-arranged as soon as
possible. If you fail to attend without explanation, or if it appears that you have not made sufficient attempts to attend, the
hearing may take place in your absence.
During the hearing you will be given the opportunity to explain your complaint. Your explanations should focus on the complaint
and not on irrelevant issues. The manager conducting the hearing will inform you if they believe the key issues are not being
focused on. They may also set a reasonable timeframe for the meeting; this will be determined by the nature and complexity of
your complaint.
The hearing may be adjourned to allow further investigations to take place. Following the meeting, you will be informed in
writing of the outcome within five working days, where reasonably practicable, and told of any action that the nursery proposes
to take as a result of your complaint, if applicable. If it is anticipated that further investigation is required and therefore the
outcome cannot be provided within this timeframe, we will inform you as to when you can expect to receive the outcome.
[N.B. However, if another employee has been disciplined as a result of the grievance, you should not inform the employee who
raised the grievance as this information is confidential between you as the employer and the other employee.]
If you are dissatisfied with the outcome, you may make a formal appeal in writing to the nursery owner, stating your full grounds
of appeal, within 5 working days of the date on which the decision was sent or given to you.
Stage 3
We will hold an appeal meeting within 14 working days of receiving the appeal, where reasonably practicable. This will be dealt
with impartially by a more senior manager who has not previously been involved in the case. You will have the right to bring a
companion, as explained above.
We will confirm our final decision in writing, usually within seven working days of the appeal hearing, where reasonably
practicable. There is no further right of appeal.
Grievances linked to disciplinary matters
Complaints that you may have about any disciplinary action taken against you should be dealt with as an appeal under the
disciplinary procedure.
Grievances raised while you are subject to disciplinary proceedings will usually be heard when the disciplinary process has been
completed.
If a grievance has any bearing on the disciplinary proceedings, it will be dealt with as part of the disciplinary hearing or
disciplinary appeal, as appropriate.

This policy was adopted on: 1/10/2020
Signed on behalf of the nursery: Emily Walker (Director) and Lynn Nutt (Manger)
Date for review: 1/10/2021

