
TWO, THREE AND FOUR YEAR OLD PROVISION 
 
Free Entitlement 
 
A child becomes eligible for funding for the Nursery Grant from the DFES (Department for Education and 
Skills) in the term after their third birthday.  Additional funding is available for those children living in specific 
areas designated by the Early Years Development and Childcare Partnership which provides an extra 
terms funding before their third birthday, the ‘cut off’ dates being 31st December, 31st March and 31st 
August.  As part of the requirements for the funding, a pre-school, playgroup or nursery is inspected for 
OFSTED (Office for Standards in Education) by an OFSTED registered Inspector. 
 
The purpose of the inspection is to ensure that the group is providing a developmental curriculum 
programme which incorporates the Early Learning Goals in all seven areas of learning described in the 
Curriculum Policy, and that children are being appropriately extended in their play and learning activities to 
their potential.  The Early Learning Goals are known as the EYFS covering the child from birth to the end of 
the reception year in school. 
 

 Children in this age group will be given particular planned learning activities during the sessions which 
they attend, targeted at their own stage of development. 

 

 Records will be kept for each individual child, across the curriculum, with samples of work in individual 
folders.  

 

 Children with funding can be Term Time only but the spaces are limited, so must be requested at time 
of booking in. Alternatively, children can reduce their sessions in the holiday periods to keep the space 
available. 

 
The seven areas of learning 
 

 Personal, Social and Emotional Development: 

 Communication and Language: 

 Mathematics: 

 Understanding the World: 

 Physical Development: 

 Expressive Arts and Design: 

 Literacy 
 
Children should develop (mostly) the three prime areas first. These are: 
 

 Communication and Language: 

 Physical Development 

 Personal, Social and Emotional Development: 
 
These prime areas are those most essential for your child’s healthy development and future learning. As 
children grow, the prime areas will help them to develop skills in four specific areas. These are: 
 

 Expressive Arts and Design: 

 Literacy 

 Communication and Language: 

 Mathematics: 
 
Children in the EYFS learn by playing and exploring, being active, and through creative and critical thinking 
which takes place both indoors and outdoors.       
 
ACCIDENT/INCIDENT POLICY AND PROCEDURES 

 
All staff, including volunteers and trained First Aiders need to know what procedures to follow when treating 
an accident.  These accidents/emergencies will hopefully be a very rare occurrence within the session. 
 



In case of a minor accident 
 

 The person that is trained to administer First Aid will assess the situation and decide on what is to 
be done and administer First Aid accordingly. 

 The accident must then be recorded in the accident book. 

 An investigation into the cause of the accident should be made by either the deputy manager or 
nursery manager as soon as practicable and any remedial action taken. 

 If the accident involves a child in the nursery full details should be recorded in the accident book 
which will be signed by the person dealing with the accident and the parent/carer on collection of 
the child.  

  
In case of a major accident 
 

 One staff member trained in First Aid is to stay with the unwell or injured child or adult, and apply 
emergency treatment as appropriate. 

 The other member of staff is to: 
 

a. Telephone for an ambulance. 
b. Telephone parents to attend. (In the case of member of staff – their emergency contact). 

 

 If a volunteer is on duty then are to ensure the safety of the children until the members of staff 
involved in the emergency are able to take full control again. 

 If the ambulance arrives before the child’s parents, the person who has been looking after the child 
should accompany him/her to the hospital. 

 If the parents cannot be found it may be necessary to ask the Police to trace them. 

 Enter full details into the Accident/Incident book. 

 Written notification of any serious accident occurring on the premises must always be sent to the 
Early Years Directorate of OFSTED (Office for Standards in Education) and RIDDOR 

 
In case of health emergencies 
 
This may be in the form of a health pandemic such as influenza or measles.  The Nursery would follow 
advice and guidelines from the DFES and West Sussex.  It may be that the Nursery would have to close for 
one or more of the following reasons: 

 To prevent the spread of the disease 

 Too many staff off sick/caring for dependents to adequately care for the children 

 Children are highly effective ‘spreaders’ of respiratory infections and they may pass these on to 
adults as well as other children. 

 
The final decision to close the Nursery and for how long would be taken by the manager in consultation 
with other professionals.  Parents would be kept fully informed of developments.  Staff would be expected 
to attend work in the event of a closure unless ill themselves or caring for sick dependents. 
 
In case of other emergencies 
 
Other emergencies may arise, such as a power cut, failure of the heating system etc.  In the event of such 
emergencies the Manager will make a decision in liaison with their line manager and Children & Family 
Centre Manager.  
 
ADMISSION POLICY  
 
Children are admitted to the Play Centre Nursery via a non-discriminatory process, and the group 
embraces parents and children from all racial and cultural groups.  Anyone with disabilities or learning 
difficulties are considered a priority, wherever possible. 
 

 The catchment area is Wick, Littlehampton, East Preston and Angmering. However under some 
circumstances we will take children from other areas. 

 

 Children are accepted into the nursery via the Waiting List Register. 



 

 Session allocations are by place on the register, date of birth and space available at the time.   
 

 The registration for the nursery accepts children between the ages of 0 – 8 years old. We have a 
limited number of Term time only places which are given to children who are or have been 2 year 
old funded, and children over 3 years old only.   

 

 During the school holidays we can take children up to the age of 8 years old subject to availability 
and staffing numbers. 
 

 All places require a £20 registration fee, unless your child is 2 year funded 
 

 All children who are not Term Time Only, are entitled to 20 days holiday at a discount of 50%. We 
as a nursery, encourage you to have this family time together 

 
BABYSITTING POLICY 
 
Historically it has not been uncommon for nursery staff to offer babysitting services to nursery clients, 
outside of nursery working hours. This policy has been implemented to provide clarification of some points 
regarding private arrangements between staff and parents/carers.              
 

 The Nursery will not be responsible for any private arrangements or agreements that are made.  
 

 Out of hours work arrangements must not interfere with a staff members employment at the 
Nursery. 

 Confidentiality of employment must be adhered to and respected. 
 

 Parents should be aware that other adults accompanying the babysitter may not have the relevant 
Criminal Records Bureau clearance, and it may not be appropriate for them to care for children. 

 

 The Nursery will not be held responsible for any health and safety or other issues that may arise 
from these private arrangements. 

 

 The nursery has a duty to safeguard all children whilst on our premises and inthe care of our staff, 
but this duty does not extend to private arrangements between staff and parents/carers outside of 
nursery hours. 

 

 The nursery would prefer staff members NOT to babysit for children who attend the nursery in the 
interest of not only the member of staff, but also in the best interests of the parents and children. 

 
 
BEHAVIOUR/DISCIPLINE POLICY 
 
We believe that children and adults flourish best in an ordered environment in which everyone knows what 
is expected of them and children are free to develop their play and learning without fear of being hurt or 
hindered by anyone else. We aim to work towards an environment in which children and adults can develop 
self-discipline and self-esteem in an atmosphere of mutual respect and encouragement. 
 

 We encourage children to be responsible for their own behaviour and actions, to aim towards self-
discipline; 

 We celebrate each other’s successes, however great or small; 

 We aim to help children acquire a positive self-image, a pride in themselves and the work that they 
do, and high self-esteem, through praise and encouragement; 

 All adults will provide a positive role model i.e. quiet voices, “please” and “thank you” as appropriate, 
to each other and to the children, moving around without rushing; 

 All adults will provide a positive role model for children of friendliness, care and       courtesy; 

 Adults in the group will praise desirable behaviour, e.g. kindness and willingness to share. 
 
Unacceptable behaviour may include: 



Rudeness to an adult or child 
Fighting of any description 
Hitting, kicking, punching 
Pinching, biting 
Physical or verbal intimidation 
Swearing/bad language 
Bullying or racial abuse 

 

 Any child/children will be talked with about the behaviour, emphasising that it is the behaviour 
which is unacceptable, not the child; 

 

 A positive approach will be taken to any unacceptable behaviour, with the child being redirected to 
an alternative activity, after talking about the behaviour.  Children will be expected to apologise to 
the recipient of any unacceptable behaviour; 

 

 Physical punishment such as smacking or shaking will neither be used or threatened; 
 

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

 Continued unacceptable behaviour will be discussed with the parent(s), for a consistent approach to 
dealing with it within the group and at home. 

 

 Our staff attend whenever possible, in service training on behaviour management, as appropriate 
with a number of professional providers.   

 

 The Play Centre Manager is responsible for behaviour management issues. 
 
The Play Centre staff aim to deal with unacceptable behaviour using the Conflict Resolution strategy 
and approach and ACT. Please ask a member of staff for details. 
 
Responsible person – Melanie Ruffell 
 

CHECK IN AND COLLECTION PROCEDURE 
 

 Parents/carers are required to complete a registration form to include their consent for staff to obtain 
emergency treatment for their child if the need arises. 

 

 Details of each child will be entered in the appropriate register. 
 

 As the child enters the premises, the parent/carer  will mark the register accordingly.  The same                                    
procedure applies as the child departs the premises. 

 

 Parents/carers are required to inform the staff if they are unable to collect their child and inform                                         
a senior member of the team who will be authorised to collect their child.  Identification, to include                                                             
a password, will be required if the adult is not known to the staff.  
 

 If staff have any concerns or the child is not happy to leave with the nominated adult, then every                                      
effort will be made to contact the parents or the emergency contact to try and clarify the situation.                                                      
If they are not available we do not release the child and will contact the Police. 

 
CHILD NOT COLLECTED POLICY 
 
Children are in the care of the Nursery until they are collected by their parent/carer. Therefore we act in 
loco parentis. 
 

 The times and procedures for collection of children should be clear in the information given to 
parents when registering for the Nursery. It is acknowledged that, very occasionally, a parent may 
be delayed or a child ‘forgotten’ by another family member, friend or neighbour. 

 



 If a parent/carer is expecting to be delayed or another person is collecting the child this should be 
recorded in the daily diary. 

 

 If a parent or person collecting the child is delayed, that person should contact the setting to warn of 
the delay and the expected time of collection, with a possible alternative person to collect e.g. 
relative or friend. In this case a full description of the person collecting the child should be given and 
proof of identity will be asked before this person will be allowed to collect the child. 

 

 If any staff member is uncertain about the collecting arrangements they may need to contact the 
parent/carer before the child is collected. 

 

 If after 15 minutes of the session finishing the parent has not arrived the deputy manager or 
manager will contact the parent/carer by telephone. 

 

 If contact cannot be made with the parent/main carer, the other emergency contacts named for the 
child will be telephoned to collect the child. The manager/deputy manager will still try to reach the 
parent/main carer whilst waiting for the child to be collected. 

 

 Two members of staff will remain with the child until they are collected. 
 

 If nobody can be contacted to collect the child then it may become necessary for the staff to contact 
social services to make suitable arrangements for the child. This will only be done as a last resort. 

 

 At all times the staff aim to develop a good relationship with parents, with the child’s best interests 
at heart. 

 
 

CHILDREN WITH SPECIFIC REQUIREMENTS 
 

All children have specific requirements at some stage in their lives.  For some it is a temporary requirement 
that they need additional support due to changes in their lives e.g. starting Nursery, moving house, birth of 
a sibling, change in a parent’s relationship, broken limb, potty training etc., whilst others may require more 
ongoing support.  Whatever the requirement it is the intention of the Play Centre to respond to a child’s 
specific requirement, temporary or permanent on an individual basis and in liaison with their parent/carer 
and other agencies as appropriate.  Guidelines provided in the SEN Code of Practice (2002) will be 
adhered to. 
 

 A key requisite for meeting the needs of children with specific requirements is good communication 
with parents/carers.  This is done through the intake questionnaire in the first instance and then 
through ongoing discussions with parents/carers at the end of sessions, requested appointments 
(either way), parents/carers evenings. 

 

 Good communication is maintained with other professionals such as health visitors, speech and 
language therapists, educational psychologists, play therapists, occupational therapists, portage, 
FIRST referral team, social workers 

 

 Where appropriate a play plan will be drawn up for a child by the key worker in consultation with 
other agencies involved and shared with the parent/carer.  The parent/carer will already have been 
asked about strategies they use and particular areas of concern they have.  The play plan will also 
reflect observations that have been made about the child and take into account particular areas of 
interest that a child may have.  The play plan will be actioned, monitored and reviewed on a regular 
basis as identified in the play plan.  The review will be conducted with the parents/carers with input 
form other agencies as appropriate. 

 

 The Nursery will facilitate other agencies working with the child during session times when that is 
appropriate. 

 

 The SENCO and other staff members will attend relevant training, including that provided by FIRST, 
to ensure they keep up to date with the requirements of all children with special needs and 



regarding specific conditions and disabilities.  Where necessary we will ask professionals to visit the 
Nursery to give appropriate training to staff e.g. in the administration of certain medicines. 

 

 Special equipment that may be required will be obtained where possible through the FIRST team 
 

 There may be occasions when it is felt after discussions with the parents/carers that the Play Centre 
is not able to offer the appropriate care that is required by a child in which case we will seek to refer 
the child to a more appropriate setting.  On some occasions it may be that a child is requested to 
attend a quieter session to enable more individual attention to be given to the child. 

 
 

 
COMPLIMENTS AND COMPLAINTS  

 
Our Nursery aims to provide a safe, stimulating and caring environment where children and their families 
feel welcomed and valued.  We believe in working together with parents to ensure their children’s needs 
are identified and met. 
 
We welcome comments from parents and carers about our provision and recognise that parents/carers are 
the prime educators of their child and that comments, whether positive or negative are made with the 
child’s interest at heart. 
 
Compliments 
 
These are a good way for parents/carers to let the Nursery know that their work is valued and appreciated.  
This gives everyone the chance to build on good practice which promotes children’s development and 
parents/carers are encouraged to praise where appropriate. 
 
Where the compliment relates to an individual member of staff this should be brought to their attention and 
that of their Line Manager and a copy placed on their personnel or personal development file as a matter of 
permanent record. 
 
Where the compliment relates to the whole setting, the positive comments will be recorded as part of our 
nursery evidence. 
 
 
Complaints 
 
To complain is to express dissatisfaction or to state a grievance. The purpose of a complaints procedure is 
to restore satisfaction in the service provided by the Nursery or to remove the sense of grievance. 
 
All complaints are treated with respect and considered seriously no matter whom the complainant is or 
what you think of their complaint. 
 
Initially concerns should be taken verbally to a member of the senior management team.   
 
If this does not have a satisfactory outcome within two weeks, or the problem reoccurs the concern or 
complaint should be received in writing and the following procedures adhered to: 
 
Complaints must all be recorded in writing and a copy forwarded to the Nursery Manager. If a complaint is 
made on the telephone or verbally by a visitor to the Nursery, details will be taken down and a copy sent to 
the complainant for their approval before commencing the next stage. 
 
Anonymous complaints should be investigated and the outcome recorded. 
 
Parents may raise concerns regarding a member of staff. If a concern cannot be dealt with directly with the 
staff member, a member of the management team will deal with the situation and follow the procedure as 
seen below.   
 
 



How to identify a complaint:  
 
Listen and let the complainant finish what they have to say. They may accept a simple explanation of what 
happened. If they are not going to accept your explanation, you have given it and they object, or they 
simply ask to see someone else about their complaint, refer to the deputy manager or manager. It is now a 
formal complaint and the complainant will informed of this. 
 
On receipt of the complaint the complainant (except as above) will receive written confirmation of receipt, 
which will be signed by the Nursery Manager.  This will be sent within 2 working days, with a copy of the 
complaint leaflet.  
 
An attempt to resolve the complaint should be made by the Nursery Manager as soon as possible after 
receipt and the outcome recorded in the record of complaint. 
 
Where the complainant remains dissatisfied the Nursery Manager will launch an investigation and arrange 
to meet with the complainant to seek a satisfactory conclusion within 21 days. 
 
All complainants will receive a response be letter, signed by the Nursery Manager (or his/her deputy in 
his/her absence) within 28 working days. When there is a delay, the complainant will be advised in writing. 
 
In exceptional circumstances unsatisfied complainants may seek a meeting with the Nursery Quality 
Manager who will review the action taken and provide remedy. 
 
If the complainant, at any point in the process indicates they are seeking compensation the matter must be 
brought to the attention of the Nursery Quality Advisor and legal insurance advice obtained before a 
response is given. 
 
If a complaint is made against any member of staff, that member of staff will be informed at each stage of 
proceedings. In any case they will be a party in the investigation. They may be exonerated. If not, the 
Nursery Manager or Quality Advisor will decide whether disciplinary proceedings are appropriate. 
 
A written account of the first discussion with the complainant, then all records of telephone conversations 
and written exchanges shall form part of the investigation into the complaint. 
 
It may be necessary to involve the Early Years Directorate of Ofsted (Office for Standards in Education, 
Early Years Directorate, Alexandra House, 33 Kingsway, London, WC2B 6SE, Tel: 0945 601 4771), with 
whom the Nursery is registered.  The unit would be involved if registration requirements were not being 
met.  In such instance a full investigation would be made, followed by appropriate action. 
 
CONFIDENTIALITY POLICY 
 
Information received by Nursery staff from parents and/or other agencies is often confidential.   In order to 
maintain parents’/carers’ confidence in our professional approach we will ensure that: 
 

 All parents can see the details kept about their child and themselves at any time. Parents will not be 
given access to the information kept on other children and their families 

 

 Any feedback given to parents on their child’s progress will be given directly to the parents unless 
they express a wish for someone else to be involved e.g. childminder, nanny or grandparent; 

 

 Information about a child’s medical needs or status e.g. HIV, or concerns about Child Protection 
issues, will be kept in a separate file and will only be available to authorised personnel; 

 

 Staff, students and other visitors, including voluntary workers to the setting will be made aware of 
the importance of confidentiality of information and their responsibility within the Nursery; 

 

 Information about individual members of staff will not be given out to anyone without the permission 
of that person, except in a case of Child Protection. 

 

 Data protection regulations will be followed and explained to parents when their child first starts. 



 

 Staff will not discuss individual children, other than for purposes of curriculum planning/ group 
management, with people other than the parents/carer of that child; 

 

 Any anxieties/evidence relating to a child’s personal safety will be kept in a confidential file and will 
not be shared within the group except with the child’s manager/supervisor/assistant and playgroup 
coordinator. 

 

 Voluntary workers, students and other visitors to the group will be made aware of the importance of 
confidentiality of information and their responsibility within the group; 

 
DATA PROTECTION 
 
Although there is an exemption in place for Data Protection with churches in the UK and Arun Community 
Church: Wickbourne Centre falls into this category, we do hold personal data and so we are registered 
under the Data Protection Act 1998. 
 
Essentially any personal data, either electronic or hard copy must be filed securely.  The information must 
only be available to a limited group of people and secure using either passwords or keys. 
 
There are eight principles of Data handling that everyone inputting and utilising data should be aware of: 
 

 That the Data is obtained and processed fairly and lawfully 

 That the Data is held for specific purposes only 

 That disclosure is compatible with the purposes and uses 

 That the Data is adequate, relevant and NOT excessive 

 That the Data is accurate and up to date 

 That the Data is held for no longer than necessary 

 That any individual has access to their Data on request 

 That Data is securely entered, stored and BACKED UP 
 
Procedure 
 
Due to our obligations we need to set up a clear set of procedures and guidelines to make sure that we are 
handling Data correctly. 
 
Handling: When Data is received it should immediately be processed and stored in a secure place.  It must 
not be left where unauthorized people can gain access to the information.  The secure place will be either a 
locked filing cabinet with the key removed or electronically on the server with limited password access.  
When Data is no longer required it should be destroyed properly, either in the shredder for hard copy, or 
deleted from hard drive for electronic data. 
 
Data Users only: The Data Users are listed below.  Only these people should be handling Data that comes 
under the Data Protection Act.  As we work as part of the Sure Start’s Littlehampton Children’s Centre, data 
may be exchanged with other professionals with parent’s permission.   
 
Maintenance and Reporting: At the beginning of each calendar year all data should be checked for 
accuracy.  New information will be changed on the database immediately we are informed. 
 
Security:  Passwords must only be available to Data Users, if there is concern over security then 
passwords should be changed immediately.  Keys to lockable filing cabinets should be stored away from 
the cabinet and only available to Data Users. 
 
Backing Up:  Backing up is vital for all our records, but it is a case of duty with the Data Protection Act.  
There must be a minimum of a monthly back up of the database stored off site.  This should take place on 
the first day of the month and is the responsibility of the administrator. 
 
 Data Users: 

i) Play Centre staff 
ii) Arun Community Church: Wickbourne Centre Board Members (including Church leaders). 



CURRICULUM PLANNING - EARLY YEARS FOUNDATION STAGE 
 
Our nursery aims to provide a safe, secure, happy and stimulating environment for pre-school children, 
where they will be helped and encouraged to develop and learn through a variety and appropriate range of 
play and learning activities, by caring, professional, trained adults. 
 
Curriculum 
The curriculum guidelines we work within are those set out by the DfES as the Learning Outcomes 
covering seven areas of learning, which we incorporate into our everyday practise. Many children will be 
well on the way to achieving these outcomes when they leave the nursery. We work closely with our local 
schools to help in the transition stage, for the school to build on what the children have achieved and 
learned. 
 
Learning outcomes: 
 
1. Personal, social and emotional development 

 Dispositions and attitudes 

 Self confidence and self-esteem 

 Making relationships 

 Self-care 

 Sense of community 
 

2. Communication and language 

 Language and communication  

 Language for thinking 

 Linking sounds and letters 
 

3. Mathematics 

 Numbers as labels for counting 

 Calculating 

 Shape, space and measures 
 

4. Understanding the world 

 Exploration and investigation 

 Designing and making skills 

 Information and communication technology 

 Sense of time 

 Sense of space 

 Cultures and beliefs 
 

5. Physical development  

 Movement  

 Sense of space 

 Health and bodily awareness 

 Using equipment 

 Using tools and materials 
 

6. Expressive Arts and design 

 Exploring media and materials 

 Music 

 Imagination 

 Expressing and communicating ideas 

  
7. Literacy 

 Reading 

 Writing 

 Handwriting 
 

 



EMERGENCY CLOSURE POLICY AND PROCEDURES 
 
Within the Play Centre we aim to operate fully during the year and the setting will only close under adverse 
circumstances: 
 
The Setting will only close due to:  

 Adverse weather conditions                                                                                                                   

 Severe staff illness (when ratios do not meet the requirements as stated by Ofsted) 

 An outbreak of child-related contagious illness which is notifiable to West Sussex 
Health Protection Agency (HPA) 

 Utility Emergencies e.g. water/heating. 

 
In the event of this happening parents/carers will be informed by telephone as soon as possible on a 
daily basis.  Other social networking sites may also be used. 

 
The Managers will be responsible for informing staff and parents as necessary according to the 
situation.   

 
In the event of closure where-ever possible your child will be offered another session to compensate 
any loss of hours.  If this is not possible fees will be reimbursed to non-grant funded children. 
 
In the event of a gas leak /flood, the Manager/Line Manager will be responsible for calling the relevant 
services. 
 
Ofsted will be notified of any emergency closures in the soonest instance. 

 
 
EQUALITY AND INCLUSION POLICY 
 
In the Nursery we aim to acknowledge, value and foster every child’s and adult’s individuality regardless of 
ability, gender, culture, religion, language and family group.  We believe this is one element in providing 
self- confidence to progress each individual’s development.  We are aware that parents/carers are the 
children’s first educators. 
 

 It is important for us to educate all people associated the Nursery by developing an inclusive 
environment where children and adults can grow in self-confidence and all family groups can 
flourish.   

 Our equality of opportunity policy includes adults as well as children ensuring that no one will be 
discriminated against. 

 We support and promote social inclusion and anti-discriminatory practice in the Nursery. 

 Our aim is to ensure the removal of all stereotyping, allowing children to develop their own 
identity. 

 We promote equality of opportunity for children and adults with additional needs and operate 
this within our environment and the resources available. 

 Children will be involved in planned experiences to extend and develop their knowledge and 
understanding of many different cultures, languages and celebrations.  A variety of resources 
such dolls, puppets, photographs, books, music, artefacts, foods and people will be used as 
appropriate for the children. 

 We will operate a non-tolerant policy for those who discriminate against any person within our 
Nursery. 

 As a staff we monitor our practice and as with all our policies, there is a regular review 
procedure to discuss how our practice and procedures might be improved 

 

 Where possible our staff attend in service training on equal opportunities and Inclusion as 
appropriate with a number of professional providers 

 
Equality Commissions – The Commission for Racial Equality (CRE) 

The Disability Rights Commission   (DRC) 
The Equal Opportunities Commission (EOC) 



 
Equality and Diversity Responsible person –  
Angela Maddox 
 
SENCO Responsible person – 
Becky Smith  

 
FIRE EVACUATION PROCEDURES 
                               
To ensure that all adults and children know what to do in the case of a fire on the premises, a fire drill 
(practice) will take place at least three times a year and be recorded in the Fire Log Book. Plans of the 
building and the exits will be displayed in each room with the fire evacuation procedures.  
 

 Any person finding the fire should raise the alarm and not try to tackle it alone.  

 On hearing the alarm everyone will need to stop and listen to instructions from the nominated fire 
marshals regarding evacuation of the building. 

 The Manager or nominated person will collect the daily register, child contact forms, emergency 
mobile phone and First Aid Kit. She will direct everyone as listed below. 

 Ask everyone to keep calm ensuring that all children are with an adult  

 Tell all staff, students, visitors and children to leave the building by the nearest available fire exit, 
leaving all personal belongings behind. They should then meet at the assembly point listed on the 
fire evacuation procedure notices displayed in each room. 

 The Babies will be put in to  a Fire Evacuation Cot 

 All children will be assisted to evacuate as quickly as possible 

 The Manager or nominated person will check or delegate checking of areas of the building such as 
inside/outside toilets, kitchen etc. 

 At the assembly point the register will be called to account for all children and adults. 

 Children from the nursery should not be removed from the incident (e.g. by a parent/carer) without a 
senior member of staff being informed and recording the removal. 

  Fire service personnel only will decide if and when it is safe to re-enter the building.  

 If children are allowed to re-enter the building it will be necessary to discuss the action of 
evacuation. 

 If it is not possible to re-enter the building, parents/carers will need to be contacted to collect their 
children with full details of the assembly point location. 

  Full details of the incident should be recorded in the fire log book. 
 
 

 
 

FOOD POLICY 
 

We encourage all children to eat healthily and to gain independence in serving themselves.  We also 
encourage all the children to benefit from the social interaction whilst eating, and learn how to prepare, eat 
and clear away meals.  We will apply the following principles: 
 
Snack time 

 All children can access Rolling Snack as and when they are hungry through the session 

 Children are encouraged to have snack if they have not accessed it independently 

 All fruit and food is prepared at the table with the children.   

 Staff will talk with children about where the food comes from and encourage the children to talk 
about it’s texture, shape, colour, smell …. 

 Where possible children should be encouraged to peel/cut their own fruit or prepare snacks e.g. 
cheese. 

 Children are encouraged to pour their own drink, and help younger children where necessary.  Jugs 
will be provided that they can manage easily and refilled from bigger jugs if necessary. 

 Children will clear away their own cups and plates  

 Knives will not be left unattended on the table. 



 
Meal times 

 All children to wash hands 

 Children will be served their meals at the table. 

 They will taught to be careful of serving dishes that are hot 

 They will be encouraged to taste all food, but not forced to. 
. 

 
Before all food, children will wash their hands and not leave the table until they have clean hands and 
faces. 
Babies will be encouraged to wear protective clothing. 
 
HEALTH AND HYGIENE POLICY 
 
The Nursery promotes a healthy lifestyle and a high standard of hygiene and safety in its day-to-day work 
with children. 
A no smoking policy operates throughout the Wickbourne Centre, including the Nursery. 
 
Food 

 All meals and snacks provided will be nutritious and pay attention to children’s particular dietary 
requirements and needs. 

 When cooking with children as an activity, the adults will provide healthy, wholesome food 
promoting and extending the children’s understanding of a healthy diet. 
 

Outdoor Play 

 Children will have the opportunity to play in the fresh air throughout the year, whether in the Nursery 
garden or on outings to parks. 

 All measures will be taken to ensure that the activities and equipment are safe and fully supervised 
by staff both indoors and outside. 

 
Illness 

 Parents are asked to keep their children at home if they have any infection and to inform the group 
as to the nature of the infection so that other parents can be alerted, in case their child becomes 
unwell (an up to date exclusion list is available from the Local Health Authority). 

 Parents are asked not to bring a child to the setting after suffering vomiting or diarrhoea, for at least 
48 hours following the last symptoms.  This also applies to staff’s children who are normally cared 
for in the Nursery, even if it results in staff being absent 

 Cuts or open sores, whether on child or adult, will need to be covered up with plaster dressing or 
suitable alternative 



 Any member of staff suspecting child is unwell or contagious must report this to a senior member of 
staff.  Where appropriate a child will be made comfortable away from other children until a 
parent/carer or if necessary emergency contact is able to collect them. 

 Parents may be advised to seek the advice of a medical practitioner.  Where staff are concerned 
about a child’s condition deteriorating e.g. suspected meningitis, they will take the child directly to 
hospital and seek medical guidance.  The parents will be contacted to come to the Nursery or 
hospital. 

 Parents will be informed if there is any infestation of head lice, infection of scabies, or worms, or 
childhood infection that may affect other children or adults. 

 If there should be a pandemic outbreak of e.g. flu, measles, we will take advice from the DFES and 
West Sussex and follow their guidelines.  This may include closing the Nursery for a short period of 
time. If ratios are not correct when a number of team members are ill, this too could result in a 
closure of the nursery for a short period of time. 

 
Hygiene 

 To prevent the spread of infection, adults in the group will ensure that they provide a positive role 
model and that the following good practices and procedure are followed: 

 Hands are washed after using the toilet and any time before preparing food, first aid and/or 
medication. 

 Children are encouraged to blow and wipe their nose when necessary, with soiled tissues being 
disposed of hygienically. 

 Children are encouraged to put their hand in front of their mouth when coughing. 

 Paper towels used and disposed of hygienically. 
 

Body fluids – clearing and cleaning 
 

1. Disposable gloves and aprons must always be worn when cleaning up or clearing blood, vomit, 
urine, faeces, with any surfaces being cleaned with bleach, diluted to the manufacturer’s directions. 

2. Fabrics contaminated with body fluids should be washed in hot soapy water/washing machine; 
3. Spare laundered pants and other clothing available together with polythene bags in which to put 

soiled garments to be taken home; 
4. All surfaces cleaned daily with an appropriate cleaner. 
5. All bodily fluids will be disposed of in accordance with health and safety guidelines. 
 
Food 

 All staff will follow current legislation when handling food and possess a Basic Food Hygiene 
certificate. 

 Always wash hands under running water before handling food. 

 Not be involved in handling food or preparation if suffering from any infectious/contagious illness 
or skin trouble. 

 Never cough or sneeze over food: if this should occur, food should be disposed of. 

 Prepare raw and cooked food in different areas using different utensils 

 Wash fresh fruit and vegetables thoroughly before use; 

 Use different cleaning cloths in toilet and kitchen area; 

 Keep food refrigerated; 

 Ensure waste is disposed of appropriately and out of reach of children; 

 Tea towels will be washed between each session; 

 All utensils will be kept clean and stored in a cupboard or drawer. 
 
Special note re: HIV/Aids 
 

 Staff will follow the hygiene policy when dealing with accidents resulting in bleeding or vomiting or in 
cases of diarrhoea and changing nappies; 

 No one has the right to know if another person is HIV positive or has AIDS; 
 

 If the manager is informed about a child or adult with HIV status they should inform the registered 
provider alone; 

 This information should not be shared with anyone else without the permission of the person 
concerned; 



 Other parents do not need to be told – any failure by an employee to keep this information 
confidential may result in immediate dismissal and will always result in disciplinary proceedings. 

 
 
 
HISTORY and ETHOS 
 
The Play Centre is operated and managed by the Leaders and members of Arun Community Church who 
endeavour to bring a Christian flavour to everything it does by way of operation, management, teaching and 
practice. 
 
SESSIONS 

Monday – Friday 8am – 6am 

 
AGE 
0 – 8year olds 
          
Aims and Objectives 
 
The aim of the Play Centre and its dedicated staff is to provide a happy, safe environment where children 
can learn through play, have fun, gain in confidence and develop their social skills. We work in partnership 
with Parents to ensure that each child has the best possible start to their early years education. We treat 
each child as an individual and provide equal opportunities for all. 
 
Our objectives are to embrace and implement the Early Years Foundation Stage (EYFS), incorporating 
the four principles of practice: 
 

o A unique child 
o Positive relationships 
o Enabling environments 
o Learning and development 

 
and we follow the seven areas of learning: 

 
o Personal, social and emotional 
o Communication and  language 
o Mathematics 
o Understanding the world 
o Physical development 
o Expressive Arts and design 
o Literacy 

 
This code of practice is in compliance with OFSTED, (Office for Standards, Education Department).  

Spiritual and Moral Development 

 Have an understanding of Christmas and Easter and the significance of  

 Jesus Christ 

 Have an understanding of how these spiritual values affect everything else they do. 

Staff 

As well as our permanent members of staff the Play Centre operate a bank of Supervisors and  Assistants 
for “Emergency staff cover”.  All our staff are registered with the Early Years Directorate of OFSTED (Office 
for Standards in Education), having undergone Criminal Records Bureau Reference checks.  A member of 
staff trained in First Aid will be on duty for each session.  
 
In accordance with the Registration Certificate the Play Centre can accept sixty children at each session 
(between the ages of 0 - 6 years old).  At least 50% of the staff will be qualified 



Additional Needs (including Additional Educational Needs and Disabilities) 

The staff are aware of the Department for Education and Skills publication and requirements of the code of 
Practice for the Identification and Assessment of Additional Educational Needs. 
Please refer to the Additional Needs Policy enclosed. 

Developmental Records/Observation Records 

The progress of your child is assessed on a continuous basis. We welcome the involvement of all Parents 
in this process. You are most welcome to discuss your child’s progress at any time with the Manager and to 
view your child’s assessment records. 

Children’s Dress 

Your child will enjoy the use of many messy creative play activities i.e. Water/Sand/Play Dough/Paint/Glue. 
Whilst aprons are provided we would request that they are dressed appropriately for nursery play and 
outdoor play. 
We would also request that your child does not wear necklaces, hoop earrings, long skirts/dresses or flip-
flops to nursery, to safe guard them from accident or injury whilst at play. 

SCHOOL HOLIDAY DATES/ACCIDENT & FIRE POLICIES/ INSPECTIONS REPORTS/REGISTRATION 
DOCUMENTS 

 
This information will be displayed on the notice board (located in the reception area), or on the outside 
notice board. 
 
 
The following Policies and Procedures are available on request for your perusal: 
 
1. ACCIDENT/INCIDENT      
2. ADMISSIONS       
3. BEHAVIOUR AND DISCIPLINE      
4. CHECK IN/COLLECTION      
5. SAFEGUARDING 
6. COMPLIMENTS AND COMPLAINTS       
7. CONFIDENTIALITY        
8. EYFS CURRICULUM PLANNING      
9. EQUALITY & INCLUSION       
10. FIRE EVACUATION PROCEDURE   .   
11. HEALTH & HYGIENE       
12. MEDICATION 
13. OUTINGS/WALKODILE 
14. PARENTAL/ADULT HELP 
15. PARENTAL INVOLVEMENT 
16. RECORD KEEPING 
17. SAFETY 
18. SETTLING IN 
19. ADDITIONAL NEEDS (Including Additional Educational Needs and Disabilities) 
20. STAFF DEVELOPMENT 
21. SAFE RECRUITMENT 
22. STUDENTS WITHIN THE GROUP 
23. THREE AND FOUR YEAR OLD PROVISION 
24.  UNCOLLECTED CHILD 
25. MISSING CHILD 
26. DATA PROTECTION 
27. FOOD AND DRINK POLICY 
28. EMERGENCY CLOSURE POLICY 
29. INFECTION CONTROL 
30. OUTDOOR POLICY 
31. POTTY TRAINING 
32. TRANSITION PROCESS POLICY 
33. PAYMENT POLICY 
34. SLEEP AND REST POLICY 



35. NAPPY AND TOILET POLICY 
36. WHISTLE BLOWING POLICY 
37. ACC STAFF POLICIES RELATING TO THE ABOVE 
        
Parents are very welcome to visit the Play Centre to meet the staff and view the facilities we offer to the 
children. Please telephone Manager Mel Ruffell on 01903 276827 to arrange a convenient appointment. 

Parental Support 

Arun Community Church seeks to provide support to Parents wherever possible. 
Sunday morning family worship takes place every Sunday at 10.30am in The Littlehampton Academy, 
Fitzalan Road, Littlehampton BN17 6FE and everyone is warmly invited. 
The Church meets in smaller groups during the week. 
A short introductory course in Christian belief entitled ‘Alpha’ is run on a regular basis. Please ask the Play 
Centre staff for details. 
Short courses on Parenting, Marriage Enrichment, and associated topics are run from time to time. 
The Church also organises Play Schemes for children in the school holidays. 
 
DEVELOPMENT MATTERS OR EARLY LEARNING GOALS 
1.   Personal, Social and Emotional Development 

 Dispositions and attitudes 

 Self-confidence and self-esteem 

 Making relationships 

 Self-care 

 Sense of community 
 
2. Communication and Language  

 Language and communication 

 Language for thinking 

 Linking sounds and letters 
 
3.   Mathematics 

 Numbers as labels for counting 

 Calculating 

 Shape, space and measures 
 
4.   Understanding the World 

 Exploration and investigation 

 Designing and making skills 

 Information and communication technology 

 Sense of time 

 Sense of place 

 Cultures and beliefs 
 
5.   Physical Development 

 Movement 

 Sense of space 

 Health and bodily awareness 

 Using equipment 

 Using tools and materials 
 
6.   Expressive Arts and Design 

 Exploring media and materials 

 Music 

 Imagination 

 Expressing and communicating ideas 
 
7.  Literacy 

 Reading 

 Writing 



 Handwriting 
 

 
INFECTION CONTROL POLICY 

 

Equipment- Routine-  Acceptable alternative 
recommendations- 

Carpet Vacuum daily 
Clean periodically by hot 

water extraction 

 

Crockery and cutlery Machine wash with rinse 
and air dry 

Hand wash by approved 
method 

Feeding bottles, teats and 
dummies 

Steriliser with Milton  

Floors 
Dry cleaning 

Vacuum clean Dust attracting dry mop 

Floors 
Wet cleaning 

Wash with detergent 
solution 

 

Furniture and fittings Damp dust with detergent  

Locker tops See furniture and fittings  

Mattresses Wash with detergent 
solution and dry 

 

Mops (wet) Washing machine / dry 
daily 

Disinfect for 20 minutes 
and leave to dry 

Pillows / cushions Treat as mattresses  

Thermometers Wipe with disinfectant and 
dry 

 

Toilet seats Wash with detergent and 
dry 

 

Toys Dishwasher big toys 
weekly 

Wipe soft toys and put in 
washing machine 

Under 3’s toys to be 
washed at least 3 times a 

week 

 

Wash basins Clean with detergent 
Use cream cleaner for 

stains, scum… 

 

 
 
MEDICATION POLICY 
 

 A written consent form from the parent/carer must be signed and given to Nursery staff stating the 
frequency and dosage of the prescribed medication that is to be given to the child. 

 Check while the parent/carer is present that the medication you are given is the right one and that 
the dosage is clear enough to read. 

 

 Over the counter medication is not to be given to the child, unless agreed by a senior member of the 
team. Most medication will have been prescribed by a General Practitioner. 

 

 A qualified member of staff (where possible the child’s key worker) should administer the 
medication, log the time, date, dosage and sign the record form; another member of staff 
should also be present where possible. 

 

 All medicines must be clearly labelled with the child’s name and required dosage. If a label is 
damaged or unable to read, we will not be able to administer the medicine 

 



 Some children are able to administer their own medication such as an Inhaler for Asthma or Insulin. 
The staff member should hold on to the medication until it is needed and supervise its 
administration.  

 

 If a child refuses to take their medication, you should notify the senior member of staff who should 
call their parent/carer immediately. This should then be written up in an incident book and dated. 

 

 A Medication Form Book (Appendix I) should be kept on the premises at all times. This should 
contain details of any child received or receiving medication with time, date, and dosage. These 
should be signed by the member of staff that administered the medication. 
 

 If there are special circumstances under which your child would require medication to be 

administered other than orally, this can be arranged by prior consultation with the parent/carer. 

(Staff may require additional training.)   

 

MISSING CHILD POLICY 
           

Whilst children are in the care of the Play Centre Nursery, the manager/deputy manager will take every 
precaution necessary for the safety of the children in their care. This includes security of doors, gates 
and windows. 
 

 Safety gates will be in place were needed, and doors and windows shut and locked were 
necessary, with out obstructing fire doors and windows for ventilation. 

 A member of staff will check all outside play areas, to make sure they are safe and secure. 

 When off the premises (with parent/care permission) children will wear some identification of the 
Play Centre Nursery i.e Polo shirt and fluorescent jacket 
 

In the unlikely event of a child/ren being lost we will follow the procedure below: 
 

 All staff members will be alerted 

 The Manager will make a ‘head count’ of all the children present; this will be against the 
attendance register. 

 A member of staff will check the outside and inside of the Nursery, this will include the toilet 
area. 

 A member of staff will alert The Wickbourne Centre staff and immediate surrounding area will be 
searched. 

 The children remaining will be asked if they have seen the child/ren that have gone missing. 
This will be in a delicate and calm manner, so not to frighten the children. 

 The parent/carer will be contacted by the Manager and asked to attend the nursery ASAP. 

 After all the above has been followed and the certainty that the child is not on the premises and 
the child has not been taken by the parent, the police will be alerted. 

 It is important that the other children are not alarmed. Staff will ensure that the attendance 
register is completed daily, and updated throughout the day. Telephone messages regarding 
absent children need to be written down and the register changed if a child is absent or leaving 
early with a parent/carer. This can be recorded in a daily diary. 

 Any parent collecting a child early informs a member of staff and signs the child out before a 
child leaves the premises.   

 

NAPPY AND TOILETING POLICY 

Nappies  

 The Play Centre Nursery will provide nappies and baby wipes for babies and young children up 

to their 3rd Birthday, Parents/carers of children who are not completely toilet trained by this time 

are required to provide sufficient disposable nappies and wipes for each day/session attended.  

 Parents/Carers are required to provide creams 



 The staff will always wear disposable gloves which will be changed in between each child and 

the surface will be cleaned with anti-bac efore the next child is changed.  

 The staff are required to wear aprons throughout nappy change time. Staff will never be in the 

room alone during nappy change time. 

Toileting 

 We promote independent toileting for all children who are 3 years old and over.  

 Children are encouraged to ask a member of staff if they need to use the toilet. This 

arrangement enables toileting to be more closely monitored by staff who are then on hand to 

supervise wiping and hand washing afterwards.  

NOMINATED PERSON – FIRE 
 
The senior person in charge in case of a fire - Nominated Fire Marshalls- 
 

 Melanie Ruffell 

 Yvonne Bartholomew 

 Lucy Matthews 

 Angela Maddox 

 Bianca Slade 

 Rachel Collier 
 
(In Mel’s absence Lucy will become the Nominated person. 
In Mel and Yvonne’s absence Lucy and Angela will become the Nominated persons. In Mel and Lucy’s 
absence Angela and Yvonne will become the Nominated persons etc...) 
 
Once the alarm has been raised the nominated person should- 
 

 Stay calm 

 Tell all staff and children to evacuate safely out of the nearest exit and to the safest assembly point 
(car park or green across the road) 

 The Nominated person to get the Fire evacuation folder, 5 x registers (baby room, 2’s, 3+, staff and 
visitors book) and a phone from the Reception area 

 Delegate a team member to get the First Aid box 

 The Fire Marshall jacket will be situated on the back of the chair in the reception 

 Check or delegate checking of areas in the building (toilets, kitchen area, play areas and garden 
areas 

 Close all doors to prevent fire from spreading 

 Children should not be removed from the nursery unless a senior member has authorised this with 
the parent/carer 

 Room leaders to take the children’s registers 

 Wait for the go-ahead to re-enter the building 

 Count the children once back in the building 

 And... breathe! 
 

OUTDOOR POLICY 
 

The outdoor environment is seen as an integral part of the Nursery and of equal importance as the inside.  
It provides valuable learning opportunities that are different to those provided inside.  We seek to develop 
learning in all areas of the curriculum through the provision of quality resources and experiences in the 
outside area.  We seek to work in co-operation with the Crèche, recognising that we share the outside area 
and have equal access to it. 
 

 The outdoor environment ‘should be a complete learning environment which caters for all children’s 
needs – cognitive, emotional, social and physical 



 The outdoor area is to be accessed throughout the year whatever the weather.  Appropriate clothing 
will be provided when required. 

 Stimulating and creative learning opportunities will be provided through the provision of quality 
resources and careful planning according to the children’s development and individual learning 
styles. 

 The outside area is organised into areas of learning to provide safe areas for the youngest children 
to enjoy the special nature of the outdoors as well as provide areas for gross motor development 
and more physical activities to take place. 

 Observation and assessment of children’s development will take place in the same way as indoors 
and will influence the planning for future weeks. 

 When food is available outside practitioners should check with the appropriate settings staff about 
the suitability of food provided with regard to allergies or cultural customs for all children. 

 Parents will be made aware that both settings use the garden concurrently and that all staff have 
received appropriate training. 

 Practitioners from each setting are primarily responsible for the well-being of children from within 
their own setting as they have the knowledge of the children, however practitioners need to be 
aware of all children in the garden and respond to them in a professional manner. 

 
OUTINGS AND WALKADILE POLICY 
 
As part of the curriculum planning and themes we occasionally will want to take children off the premises, 
walking to somewhere close by e.g. local library.  These opportunities are special for the children and are 
important as ‘milestones’ in their development. When undertaking such outings, every care will be taken in 
the planning and organisation of such events, for the safety and welfare of the children. 
 
Aims: 
 

 To extend children’s learning experiences; 

 To support the belief that wherever possible the learning experiences should be ‘first hand’ 
experiences; 

 For children, parents and other adults to see that learning takes place all the time, not just at set times 
within the group or at school; 

 For the children and the group to be seen as part of the local community, taking an interest in and 
learning about the local area, how it functions, it’s history; 

 
Local Visits – Walking 

 Part of the learning process is: 

 Talking about the purpose of the visit; 

 What they will be looking at or doing; 

 To whom they will be talking or listening; 

 How they will be organised; 

 How they will be expected to behave. 
 
Organisation 

 Written parental consent must be obtained prior to any outings. 

 Parents and other adults will be encouraged to join any outing to have a ratio of a minimum of 1 adult to 
2 children; 

 Children will walk in twos with the adult on the kerbside if near a road; 

 Great care will be taken when crossing any road, with an adult ‘holding up’ the traffic until the children 
have safely crossed; 

 Any accompanying adults will be briefed as to their role and what is expected of them; 

 The senior member of the team should ensure that at least one person carries a First Aid box, mobile 
telephone and any relevant telephone numbers. 

 
PARENTAL INVOLVEMENT - POLICY AND PRACTICE 
 
Parents are the most significant persons in a young child’s life, the first educators.  Our nursery will work in 
partnership with parents to enhance and support their work at this very important stage of development for 
their children. 



 
In order to do this we will:  

 Ensure that all parents are aware of the nursery’s aims, policies and procedures. 

 Encourage parents to become actively involved in the group. 

 Ensure that parents are regularly informed about their child’s progress. 

 Listen to parents’ comments and opinions about their child’s progress. 

 Involve parents in shared record keeping about their child verbally or from examples of work & play 

 Inform parents about workshops and training courses which might interest them; 

 For all parents to feel welcome in the nursery and that their contributions are valued. 

 Invite Parents/Carers to Parent Forum and Open Evenings 
 

PARENT/ADULT HELP POLICY 
 

It is to the benefit of the children that we have additional adult help within the nursery. To make the best 
possible use of this help, guidelines are needed for the workers and the helpers.   
 
Aims: 

 To help to enrich the playing and learning opportunities for the children; 

 To use the skills and knowledge of people within the community; 

 To help foster good relationships with parents and the community; 

 For parents to have a greater understanding of the group’s work, it’s aims and range of resources 
and children’s learning. 

 
Supervisors and Assistants: 
 

 Need to establish whether they want parents/other adults during session time; 

 Need to identify what areas of play/activities could enhance the quality of children’s learning and 
understanding by adult support; 

 Need to feel confident in their own professionalism, organisation and management to make the best 
use of additional adult help; 

 Need to clarify with any prospective helper any areas of expertise/what activities they would feel 
happy doing; 

 Need to recognise that 2 or 3 children is the most that any untrained person can comfortably 
handle; 

 Need to give time to talking with helpers; 

 Should not leave a parent/adult alone with children. 
 
Parent/Adults 
 

 Need to clarify when they are available to help, aim to be punctual and to let the group know if they 
are unable to keep an arranged time; 

 Need to know exactly what is expected of them; 

 Need to know to what extent they ‘help’ children with e.g. sewing, painting, crayoning – not doing it 
for them; 

 Need to feel they can ask questions; 

 Need to feel appreciated; 

 Need to know the procedures for Fire drill and Safe Use of Equipment 
 
PAYMENT POLICY 
 
It is the aim of the Play Centre Nursery to treat all users of the Nursery fairly and with respect.  We 
appreciate that although most parents/carers make regular payments as outlined in the Parent’s Agreement 
there may be occasions when payment is not made.  In view of this the route that will be taken is outlined 
below: 
 

 Fees are due to be paid 4 weekly within 7 days of receipt of the invoice.  Fees may be paid weekly 
by arrangement with the Manager. 

 If fees remain unpaid after the due date, a polite letter will be sent at the Nursery 
Manager/Administrator’s discretion, reminding parent/carer that payment is due. 



 If fees remain unpaid and there has been no communication regarding payment between the 
parent/carer and manager 28 days after the due date, a further letter will be sent requesting the 
parent/carer to pay the outstanding invoice within 7 days or to speak with the Manager regarding 
payment arrangements.  Parents/carers will be made aware that Money Advice Services are 
available.  

 If fees still remain unpaid and no arrangements regarding payment have been made, a letter will be 
sent requesting immediate payment and outlining future action that will be taken e.g. Referral to 
Board of Directors, suspending a child care place.  

 A book will be kept in the Manager’s office recording verbal agreements with parents/carers and 
dated. 

 If fees remain unpaid after 3 weeks a £5 administration fee will be incurred at the Nursery 
Manager/Administrator’s discretion.  

 Whilst we take care of the children’s clothing and personal possessions, we cannot be held 
responsible for damage or loss. Please send your child to nursery in appropriate clothing as play 
can be messy! Please label all clothing and personal possessions and be aware that children do not 
always remember to take care of items they may bring in from home.  

 
POTTY TRAINING POLICY 

 
Potty training can be one of the most stressful times of life for both parents and toddlers, so we at the play 
centre ensure that the process goes as smoothly as possible. Parents need to be sure that that their 
child/ren are ready for this big developmental step. 
Most children begin potty training by the time they are 2 years old, but some start much earlier and some 
benefit from waiting longer. 
 
In the play centre we will advise potty training when we notice a child is having regular bowel movements. 
Other signs include- 
 

 Showing discomfort with a nappy 

 Asking questions about bathroom use 

 Telling an adult when he/she has a dirty nappy 

 Wanting to begin potty training 

 Knowing when he/she needs to use the toilet 
 
Overall, the most important reason to wait for these signs is that your child will more easily go through the 
potty training process if it is not forced. Potty training can become frustrating otherwise. 
If you have any questions regarding potty training techniques, speak to the nursery nurses or your GP 
should be able to help you. 
 
We start potty training when your child is ready and the parent/carer has expressed an interest in doing so. 
Always ensure you have packed your child’s bag with plenty of spare pants and change of clothes when 
attending the play centre and be prepared for lots of washing. 
 
Good luck! 
 
PLAY CENTRE PRINCIPLES AND VALUES 
 
The provision of full day childcare at the Wickbourne Centre is a natural progression and the values and 
ethos which have undergirded the Play Centre at Rustington will continue to be seen at Wickbourne. 
Outlined below are the principles and values that are important to us at the Play Centre: 
 

 Centre of excellence in all we do 

 Creating a warm family atmosphere that is caring and secure 

 Recognising that each child is special and unique, so welcoming everyone from all cultures and with 
all abilities 

 Recognising that you as parents and carers know your child best and working with you to achieve 
the best for your child  



 Appreciating that we all learn in different ways and providing the best environment for quality 
learning of each child to take place – inside/outside, alone/in a group, seeing/hearing/doing, sitting 
down/moving around 

 Providing a safe environment to foster children’s natural curiosity indoors and outdoors 

 Recognising that each child has social, emotional, physical, intellectual and spiritual needs that are 
interlinked and providing an environment that will develop these and encourage each child’s well-
being 

 Encouraging independence 

 Enabling children to progress at their own speed making a comfortable transition from one age 
group to the next 

 As part of the Children’s Centre, Littlehampton, we recognise the importance of working in 
partnership to provide the best start for children.  This involves many agencies including health and 
education  

 The Play Centre at Wickbourne and Rustington, under the umbrella of Arun Community Church, 
provides teaching, learning and support that is sympathetic to the Christian faith. 

 
POLICY FOR RECORD KEEPING 
 
Records for individual children should be in a positive way of identifying what children have achieved and 
what they understand and can do.  Over a period of time they also indicate how the children have 
progressed, the rate at which they have progressed and where children may need extending in their 
learning, or need further help. 
 
Individual Records: 

 Each child will have a Learning Journal for samples of work and comments, from when they start 
the nursery. Parents are welcome to view their child’s folder at any time; 

 The Keyworkers are responsible for a folder for each of the children that are in their Keyworker 
group 

 Contents of the Learning Journal should record particular Early Years Foundation Stage and 
particular ‘milestones’ in a child’s progress, in the form of: 

 Next steps/learning goals 
1. Observations 
2. Samples of work 
3. Drawings 
4. Paintings 
5. Photographs 
6. Comments from observations 
7. Parental comments 

 The record samples within the Learning Journal will be used to inform parents of a child’s progress 
and the parent may wish to contribute comments or obtain a sample of work, comment about an 
incident, or occasion from home. 

 The Learning Journal will be split into two folders before the child leaves for school. The folder with 
photos in will go home with the child and the other will be passed on to the school with an end of 
year report 

 
SAFEGUARDING CHILDREN POLICY AND PROCEDURE 

 
We aim to create an environment where children are safe from abuse and in which any suspicion of abuse 
is promptly and appropriately responded to. 
To do this we will: 
 

 Ensure that all adults working in the group, or connected with it, both paid and voluntary, are aware 
that such work is exempt from the provisions of the Rehabilitation of Offenders Act 1974; 

 Require that all potential workers within the group will provide two references.  In the case of 
applicants with unexplained gaps in their employment history, or who have moved rapidly from one 
job to another, explanations will be sought.  Potential workers will attend for interview, agree to 
being police checked and work for an agreed probationary period of time; 

 Ensure that all staff have appropriate training which will enable them to recognise the symptoms of 
possible physical abuse, neglect, emotional or sexual abuse; 



 

 Ensure that adults are not left alone with individual children,; that any doors are always kept open, 
except where they may create a safety hazard; 

 Only police checked permanent members of staff will accompany/supervise children in the 
toilet/washroom area. 

 Have clear procedures which all staff will be aware of, to respond to concerns; 

 The designated persons to whom all concerns are referred to are the Play Centre Manager, Melanie 
Ruffell and Lucy Osborne to Arun Community Church. 

 Keep records of observations of significant changes in children’s behaviour or appearance.  Liaise 
with parents if appropriate; 

 The staff reserve the right to refer any injury or concerns regarding a child to the WSCC Social 
Services Department and will also work closely with Area Child Protection Committee. Social 
Services 01903 70111 

 In the event of an allegation being made against a member of staff or volunteer, the issue will be 
referred to the Manager and the Church Leadership in liaison with the WSCC Social Services 
Department and Area Child Protection Committee. 

 Continue to work with and support the child’s family. 
 
All details of concerns, progress, case conferences etc. are confidential and will not be discussed with 
anyone not authorised to have this information. 
 
Responsible persons –  
Melanie Ruffell and Lucy Osborne 
  
SAFE RECRUITMENT POLICY 
 
Recruitment, selection and vetting checks 
 
Play Centre Staff are recruited through adverts in appropriate publications. Existing staff can apply for 
positions within the setting. 
 
Interview process: 
All suitable candidates are invited to an initial office interview. All candidates will be provided, prior to the 
interview, with a Job description. The Job description will include a person specification with a specific 
reference to working with children in early years. All candidates will be expected to provide an up to date 
C.V. and where relevant evidence of training and qualifications. They will be asked about previous 
employment history and any disciplinary action, allegation or concerns about their suitability for 
employment. Gaps in employment will need to be explained and verified. 
All candidates will be expected to provide contact details of two independent professional and character 
references to obtain confirmation of the applicant’s suitability to work including any disciplinary action, 
allegation or concerns. These should include at least one previous employer. 
 
All candidates will be assessed on set questions relevant to the position they are applying for including the 
EYFS. They will be asked to spend time with the children and where appropriate provide and carry out a 
learning experience suitable for a group of children of a nominated age group. They will also be asked to 
evaluate their performance. 
 
Unsuccessful candidates will be informed in writing. 
 
Successful candidates will be asked to provide proof of identification and residence including photographic 
evidence, a copy of which will be held in their personnel file. (Driving license, Passport, utility bill etc) and 
will follow requirements with regard to Disclosure and Barring Service (DBS) checks and Independent 
Safeguarding Authority (ISA) registration (when required to do so).  
 
If the Candidate is not a UK resident they will be required to provide proof that they are entitled to reside 
and work in the UK. 
 
 
 
 



SAFETY POLICY 
 
The staff will make sure that all possible precautions are taken to ensure the safety of the children, and that 
parents can be reassured and feel confident to leave their children in our care. 
 
The staff will ensure that: 

 All children are supervised by adults at all times and will always be within sight or hearing of an 
adult; 

 All accidents/incidents are recorded and fully investigated; 

 All adults are aware of the procedures for children’s welcome, order of the day and farewells; 

 A register of both adults and children present is completed soon after arrival, to ensure there is a 
record available in any emergency; 

 Children will only leave the setting with an authorised adult; 

 Safety checks of premises, indoors and outdoors are made before and at the end of each 
session and throughout the day 

 Low level glass will be covered or replaced by safety glass; 

 Outdoor space is securely fenced; 

 The layout of activities allows children and adults to move around safely and freely; 

 Fire doors are never obstructed; 

 Fires, heaters, electric points, wires and leads are safe and adequately guarded; annually 
checked and records kept. 

 Fire drills are held at least 3 times a year and details recorded in the fire log book; 

 Fire extinguishers are checked annually, which will be recorded in the fire log book, and staff 
know how to use them;  

 All dangerous materials, including medicines, cleaning materials, are stored out of reach of 
children; 

 Children do not have unsupervised access to kitchen areas, cookers or cupboards storing 
hazardous materials including matches; 

 Adults do not walk around with, or place within reach of children, any hot drinks; 

 There is a no smoking policy within the Nursery and the Wickbourne Centre; 

 A stocked first aid box is available at all times. 
 
First Aid Arrangements 

 FIRST AID – Angela Maddox 

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

 All equipment available for children to use is developmentally appropriate, safely constructed 
from suitable materials, specifically for young children. Any broken, damaged equipment is 
repaired or discarded. 

 Large equipment is erected with care and checked regularly.  

 Activities such as cooking, woodwork, energetic play are always closely supervised. 

 On outings/visits the adult: child ratio will be at least 1:2. 

 If a small group goes out, appropriate staffing ratios for remaining children will be maintained. 

 Internal safety gates/barriers are used as necessary and are regularly checked. 

 Records of safety checks will be maintained. 
 
SENIOR PERSON IN CHARGE IN CASE OF A CHILD PROTECTION ISSUE 
 
Senior Management Team: 
 

 Melanie Ruffell 

 Lucy Matthews 

 Angela Maddox 

 Bianca Slade 

 Rachel Collier 
 
 
If you have any concerns regarding a child and really feel it should be reported make sure you have 
at hand... 



 
1. The child’s full name 
2. D.O.B 
3. Address 
4. Telephone number 
5. Parent/carers name 
6. Full details of account you are reporting 
7. Ensure all information is accurate 
8. Any evidence you have to support this (body maps, incident reports...)  
9. A pen and paper to make notes 

 
Telephone the Parents/Carer first to obtain permission and tell them that you are going to make a referral 
as it is your duty of care 
 
Telephone CAP on - (01403) 228899 and tell them you have a referral to make. They will ask a list of 
questions, just answer them as best as you can 
 
Don’t panic! 
 
Please write up a full incident report 
 
SETTLING IN POLICY 

 
We recognise that starting at Nursery is an important and significant event for both children and their 
families.  It may be the first time that children have been separated from their main carer and individuals 
respond differently to this situation.  Our aim is to respond to the needs of each family to ensure a happy 
induction to the Nursery.  
 

“Children learn best when they are healthy, safe and secure, when their individual needs are 
met and when they have positive relationships with the adults caring for them”  

 
Children need to know that other adults care about them and will help them to learn through play and 
activities. Parents and carers need to feel confident in the ability of adults in the group to look after and 
encourage their children to participate.   In order to facilitate this we will:  

 Encourage parents/carers and their child, to visit us on a minimum of 2 occasions before the 
child is due to start attending regularly. 

 agree though discussion with the parents and carers, how we will introduce and settle a child 
into the nursery, to ensure that the individual needs of the child are being met. 

 Welcome parents/carers at our sessions until they feel that their child has settled in and no 
longer needs them present. 

 
Upset children cannot relax and enjoy the different activities available. If your child has trouble settling we 
may ask you to consider an earlier pick up until the child is settled in and routines are established. 
With parent/carer’s agreement, increase the time that new children will stay at each session, and then 
increase the number of sessions. This will be in consideration with the needs of the child and parent/carer. 
 
We will be reassuring to parents who are anxious about their child by: 

 Speaking with and/or telephoning the parent/carer to assure them that their child is happily settled 
and involved. 

 Suggesting that they collect their child earlier than the other children. 

 Telling the parents what activities their child has enjoyed, as something to be shared later. 
 
We introduce new starters into our group in small numbers over a planned period of time to allow each 
child the time and support needed to settle. 

SLEEP AND REST POLICY 

We have a separate sleep area, where babies and children will be able to have restful sleep without 
any disturbance from other activities.  



Babies and children are able to sleep in cots provided or in our bed baskets - this will be in accordance with 
their home routine/your wishes.  

The sleep area is monitored by staff at all times. The staff will check on the child every 15 minutes and fill in 
relevant paperwork on times of sleeping and waking up. We ensure relaxation and comfort and any 
dummies, teddies or blankets are given to children for sleep times.  Bedding is changed and washed after 
use by each child. 

STAFFING AND EMPLOYMENT POLICY 
                                
Fundamental to the good quality provision which we provide is the aim to have well qualified, professional 
and caring staff.  We keep a high adult to child ratio to meet the requirements of DfES National Standards 
and Inspection Unit criteria, as set out in the Children Act 1989. 
 
To ensure this, the Nursery will: 
 
Aims: 

 To improve the quality of learning experiences for the children; 

 To aid the group in developing overall aims and principles; 

 For workers to develop professionally and increase self confidence; 

 For workers to share their experience/knowledge gained, with colleagues; 

 To enable workers to develop a personal career structure. 
 
Identifying needs: 

 Through regular staff meetings/appraisal; 

 By registered OFSTED Inspector in the report; 

 From the OFSTED key issues 

 From national changes and requirements to receive funding for two, three and four year olds. 
 
Identifying Type of Training/Input 
 
Training may be: 

 ‘in house’ for all staff with an external input; 

 individual members of staff attending extended courses leading to a recognised qualification; 

 individual staff attending day courses, evening courses, workshops, conference days; 

 all staff attending a course/workshop; 

 cover for staff to visit another group or network group meeting; 

 opportunities to observe each other and particular activities. 
 
Whilst every effort will be made for staff to undertake appropriate training, this will need to be within the 
financial constraints of the group. 
 

STUDENTS/VOLUNTEERS 
 
We welcome students and volunteers to our Nursery and would like you to feel a valued part of our team.  
We would like to encourage you to have as wide experience as possible but are also aware of our primary 
role of providing good quality care for our children.  Below we have noted our expectations and those things 
we ask you to refrain from are for your safeguard to ensure that as far as possible we provide a consistent 
quality of care to our families. 
 
Initial Visit: 
The college may request a placement for a student or the student may be expected to find their own 
placement for work experience. 
 
The initial visit will need to identify: 

 How many days the work experience/practise is to be; 

 How many hours daily the student will be present; 

 What particular aspects of work/child observation are part of the designated course and are 
essential to the work undertaken; 



 What previous experience/practise has the student already undertaken; 

 Which member of staff will be responsible for overseeing the student; 

 Who will be responsible for any written reports; 

 What the children will call the student. 
 
Considerations when planning work / practice: 

 The student’s age, experience, self-confidence and level of maturity should be considered when 
planning the work; 

 Too much should not be expected too soon, or initiative taken for granted; 

 Students are expected to be polite and well-mannered both with adults and children, setting a good 
example for the children to see; 

 Students must be made aware of the fire safety procedures, health, safety and hygiene procedures;  

 Any information gained by the students about the children, families or adults in the group must 
remain confidential; 

 Students required to undertake individual child studies will need to obtain written permission from 
the parents of the child to be studied; 

 Confidentiality within the group is an expectation of all staff and is equally applicable to any 
students; 

 Students will not have unsupervised access to children, or be left alone with a child or children. 

 Students are given the opportunity to change nappies. But will be supervised at all times 
 

TRAINING POLICY 
 
We aim to create a Nursery that not only provides excellent quality care and education for the children that 
attend but also supports and equips adults to develop their knowledge and understanding of children.  This 
may be done through supporting staff to gain nationally recognised qualifications such as NVQs in 
childcare as well as enabling staff to have a better understanding of children’s development in all areas e.g. 
emotionally, physically, spiritually, educationally. 
 
We seek to support staff by  

 providing appropriately trained and experienced staff to mentor them 

 providing the time for staff to attend courses* 

 providing finances to top up bursaries* 
 
*These will be discretionary depending on the situation of the Nursery at the time of application.  Where 
funding is provided to top up bursaries it is on the agreement that staff will continue to work at the Nursery 
for the duration of the course and 6 months following successful completion.  Should this not be fulfilled the 
Nursery reserves the right to expect the member of staff to repay the cost of the course or some 
percentage of it. 
 
We also encourage modern apprentices, student placements and work experience opportunities for young 
people.  We will provide appropriately trained and experienced staff to mentor such placements and 
provide the students with opportunities to develop the skills they need. 
 
Each year staff training will be developed to take into account the present training needs of the staff 
currently employed. 

 
TRANSITION RESPONSIBILITIES AND PROCESS 
 
Management/team leaders 

 Assign child to key person. 

 Regularly check start dates with staff rota;invite families to ‘new family’ events e.g. in summer ready 
for September. 

 Prepare and share a brief summary of child’s learning and development for the next setting/school 
(with parental permission). 

 
Office 

 Regularly ensure there is a ready supply of ‘All about me’ books for families. 

 Arrange start date for each child with the child’s key person. 



 Telephone the family with the start date and send follow up confirmation by post. 

 In spring term ensure we have updated information from schools.  
 
Key Person 
Between home and nursery 

 Arrange settling in visits 

 Arrange start date with office – (ensure you are working on that day); 

 Ask family to complete an ‘all about me’ booklet before the child’s start date – this can be filled in 
while chatting with the family or can be sent home;  

 Talk to parent/carer about what happens on the first day e.g. where their child’s peg will be, what 
door they go through, what to bring etc.; 

 Ensure you are able to settle the child on their first day and tell parents which member of staff will 
be supporting their child if you are not there on other days 

 
Between under 2’s and over 2’s area and key people 

 New key person to arrange a home visit if necessary. 

 A visit in nursery have informal chat with the parent/carer to update on the child’s likes/dislikes and 
any health information, also to talk through child’s Learning Journal and individual plan. 

 Arrange supported visits between areas and key people – for child to get to know their new key 
person. 

 Talk to parent/carer about new arrangements for first day e.g. peg, what area their grouptime is etc. 
 
Between nursery and other setting/childminder/school 

 Include uniforms from local schools in role-play area at transition times. 

 Use photo-book of next setting during the session and in grouptimes. 

 Liaise with staff from next setting (ensure you have permission from parents to share information 
with the next setting). 

 
At transition times during the daily routines e.g. meal/snack times and home time 

 Provide visual timetables and sequences around the nursery, to be used by all staff when 
necessary e.g. photos of toilet – flushing - wash hands - dry hands. 

 Provide photos of areas within the nursery for children to choose their next focus from (this supports 
children who need help with sharing resources, or who would benefit from accessing a wider range 
of areas or resources). 

 Have agreed strategies to warn children of changes e.g. play a piece of music 5 minutes before tidy 
time, then a different piece of music when it is tidy time. 

 
WALKODILE/OUTINGS POLICY 
 
As part of the curriculum planning and themes we occasionally will want to take children off the premises, 
walking to somewhere close by e.g. local library.  These opportunities are special for the children and are 
important as ‘milestones’ in their development. When undertaking such outings, every care will be taken in 
the planning and organisation of such events, for the safety and welfare of the children. 
 
The walkodile is a piece of equipment used to transport the children around safely. It is a flexible long pole 
with 6 clips coming off it and each child wears an over the shoulder strap that then clips on to the pole 
meaning the children are safe and can walk comfortably together.   
 
Aims: 
 

 To extend children’s learning experiences; 

 To support the belief that wherever possible the learning experiences should be ‘first hand’ 
experiences; 

 For children, parents and other adults to see that learning takes place all the time, not just at set 
times within the group or at school; 

 For the children and the group to be seen as part of the local community, taking an interest in and 
learning about the local area, how it functions, it’s history; 

 
 



Local visits – walking: 
 

 Part of the learning process is: 

 Talking about the purpose of the visit; 

 What they will be looking at or doing; 

 To whom they will be talking or listening; 

 How they will be organised; 

 How they will be expected to behave. 
 
Organisation: 

 Written parental consent must be obtained prior to any outings. 

 Staff to transport children on the walkodile 2 adults to 8 children. 

 Great care will be taken when crossing any road, with an adult ‘holding up’ the traffic until the 
children have safely crossed; 

 Any accompanying adults will be briefed as to their role and what is expected of them; 

 The senior member of the team should ensure that at least one person carries a First Aid box, 
mobile telephone and any relevant telephone numbers, accident book and drinks/food. 

 
WHISTLE BLOWING POLICY 
 
The Play Centre encourages a free and open culture between management, staff, children and all people 

who are engaged within the nursery. 

The Play Centre recognises that effective and honest communication is essential if its aims are to be 

achieved and poor practise is to be dealt with properly.  

All staff are encouraged to raise any genuine concerns regarding poor practise. This could include: 

 A suspicion or criminal offence 

 A failure to comply with or a breach of legal obligations 

 A miscarriage of justice 

 Endangering the Health and Safety of an individual 

 Damage to the environment 

 Fraud or deliberate damage to the property 

Staff who fail to follow this procedure and knowingly withhold information or evidence in any of the above 

occurrences or areas, may be subject to disciplinary action, or to possible criminal proceedings in the event 

of a criminal investigation. 

Staff may be worried that by reporting such issues, they will be opening themselves up to the risk of 

victimisation or may risk losing their job security. The Play Centre would like staff to feel protected and any 

concerns raised are in good faith. 

Staff are encouraged to report suspected or actual bad practise to their Line manager or Manager. 

These allegations will be dealt with either verbally or in writing. 

Staff at the Play Centre have Supervision on a monthly basis to discuss issues, day to day running, positive 

and constructive feedback.  The manager is always available and encourages staff to bring any concerns 

or ANYTHING to the door. 

 


