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Welfare of the children being cared for  

CR1.1 

The registered person must ensure that children receiving childcare are kept safe 
from harm .  

Health and Safety  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Parents as partners  Supporting every child  Areas of learning and 

development 

Keeping safe Support ing learning  The learning environment  Creativity and critical 

thinking  

Keeping safe   Active learning  

Health and well -being   Play and exploration  

 

Our Club takes the maintenance of health and safety extremely seriously as a 

matter of both legal and mor al importance. All staff will be familiarised with 

the provisions contained within this policy as part of their induction and be 

expected to act in accordance with them at all times.  

The Club aims to ensure the health, safety and welfare of all staff, chil dren, 

visitors and other individuals who may be affected by the Clubõs activities and 

actual existence. The Health and Safety at Work Act 1974 and the Workplace 

(Health, Safety and Welfare) Regulations 1992 and their associated Approved 

Code of Practice (A CoP) and guidance will be complied with at all times. The 

Manager and staff will always strive to go beyond the minimum statutory standards 

to ensure that health and safety remains the first priority.  

The steps below will be actioned as a matter of course:  

Å Create an environment that is safe and without risk to health. 

Å Prevent accidents and cases of work-related ill health.  

Å Use, maintain and store equipment safely. 

Å Ensure that all staff are competent in the work in which they are engaged. 

Responsibilities of the Registered Person, the Manager and Staff  

The identification, assessment and control of hazards within the Club is vital in 

reducing accidents and incidents. Both the Manager and one other designated 

member of staff are responsible for assessi ng risks to health and safety arising 

out of the Clubõs activities and introducing suitable steps to eliminate or control 

any such risk identified.  

It is vital to ensure that health and safety matters are taken seriously by all 

members of staff and other persons who are affected by the Clubõs activities. 

Staff who have been found to have blatantly disregarded safety instructions or 

recognised safe practices will be subject to the procedures laid out in the Staff 

Disciplinary Procedures policy.  
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The Registe red Person holds ultimate responsibility and liability for ensuring that 

the Club operates in a safe and hazard free manner. The Registered Person ð along 

with the Manager ð is responsible for ensuring that staff both understand and 

accept their responsibi lities in relation to health and safety procedures.  

The Registered Person will ensure that adequate arrangements exist for the 

following:  

Å Monitoring the effectiveness of the Health and Safety policy and authorising any 

necessary revisions to its provisi ons. 

Å Providing adequate resources, including financial, as is necessary to meet the 

Clubõs health and safety responsibilities. 

Å Providing adequate health and safety training for all staff. 

Å Ensuring that all accidents, incidents and dangerous occurrences are adequately 

reported and recorded (including informing the Health and Safety Executive, and 

Ofsted, where appropriate).  

Å Reviewing all reported accidents, incidents and dangerous occurrences, and the 

Clubõs response, to enable corrective measures to be implemented.  

Å Ensuring that all staff, students, volunteers and any other adult who come into 

contact with children at the Club have appropriate and up to date Criminal Record 

Bureau checks. 

The Manager is responsible for the day to day implementation , management and 

monitoring of the Health and Safety policy. The Manager is required to report any 

matter of concern regarding the Health and Safety policy to the Registered 

Person. 

The Manager will ensure that:  

Å An additional designated member of staff is made jointly responsible with them 

for the health and safety and risk assessment provisions at the Club, as set out in 

this and other policies.  

Å Regular safety inspections are carried out and the reports accurately logged. 

Å Any action required as a result of a health and safety inspection is taken as 

rapidly as possible.  

Å Information received on health and safety matters is distributed to the 

Registered Person and all members of staff.  

Å An investigation is carried out on all reported accidents, incidents and dangerous 

occurrences.  

Å Staff are adequately trained to fulfil their role within the Health and Safety 

policy. 

Staff are responsible for ensuring that the provisions of the Health and Safety 

policy are adhered to at all times. As such, they are re quired to:  

Å Have regard for the Health and Safety policy and their responsibilities under it. 

Å Have regard for any health and safety guidance issued by the Manager or the 

designated member of staff, and act upon it whenever appropriate.  

Å Take reasonable care for their own health and safety as well as of other persons 

who may be affected by their acts or omissions at work.  

Å Take all reasonable care to see that the equipment and premises that are used by 

children, and the activities that are carried out a t the Club, are safe.  
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Å Report any accidents, incidents or dangerous occurrences that have led to, or may 

in the future be likely to lead to, injury or damage, and assist in the investigation 

of any such events.  

Å Undergo relevant health and safety training when instructed to do so by the 

Manager. 

CR1.3 

The registered person must ensure that at least one person who is caring for 
children has an appropriate first aid qualification.   

Health, Illness and Emergency  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Keeping safe Parents as partners  The Wider context   

Health and well -being    

 

Our Club is committed to encouraging and promoting good health  and to dealing 

efficiently and effectively with illnesses and emergencies that may arise while 

children are in our care.  

First Aid  

Under duties set out in the Health and Safety (First Aid) Regulations 1981, the 

Club recognises its responsibilities in pro viding adequate and appropriate 

equipment, facilities and personnel to enable suitable first aid to be given at the 

Club. 

The Club has a designated member of staff responsible for First Aid. This person 

has an up to date First Aid certificate. They are res ponsible for maintaining the 

correct contents of all First Aid boxes and administering basic First Aid when 

necessary and appropriate.  

The Manager and the designated member of staff will ensure that there is a fully 

trained First Aider available at all tim es during sessions at the Club. The Manager 

will be responsible for enabling the members of staff concerned to receive 

adequate first aid training.  

The First Aid box will be regularly checked to ensure its contents are up to date, 

in good condition and ful fil the criteria set out in the Health and Safety (First Aid) 

Regulations 1981.  

The box should contain:  

Å A card or leaflet giving general guidance 

Å Sterile triangular bandages 

Å Adhesive plasters 

Å A sterile eye pad with attachment 

Å Cotton wool 

Å Crepe bandages 

Å A sterile gauze 
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Å Micropore tape 

Å Sterile cornering for serious wounds 

Å Individually wrapped assorted dressings 

Å Waterproof disposable gloves 

Å A disposable bag for soiled material 

The location of the First Aid box, and the names of any oth er qualified first -

aiders, will be clearly displayed around the Clubõs premises. 

A First Aid box will be taken on all off site visits or outings. This is the 

responsibility of the designated First Aider, or where this is not possible, the 

Manager. 

In the E vent of a Major Accident, Incident or Illness  

The Club requests that parents/carers complete and sign the Emergency Medical 

Treatment Form (see Appendix Two), enabling the Manager or any member of staff 

so empowered, to give permission for emergency medica l treatment for their child 

in the event of a major accident, incident or illness ocurring at the club.  

In the event of such an event, the following procedures will apply:  

Å In the first instance, the First Aider will be notified and take responsibility for 

deciding upon the appropriate action.  

Å The First Aider will assess the situation and decide whether the child needs to go 

straight to hospital or whether they can safely wait for their parent/carer to 

arrive.  

Å If the child needs to go straight to hospital, an ambulance will be called. The 

parent/carer will also be contacted. A member of staff will accompany the child to 

the hospital and will consent to medical treatment being given, so long as the 

Emergency Medical Treatment Form has been completed and  sign.  

Å If the child does not need to go straight to hospital but their condition means 

they should go home, the parent/carer will be contacted and asked to collect their 

child. In the meantime, the child will be made as comfortable as possible and be 

kept under close supervision (from this point on, the provisions of the Clubõs 

Infectious and Communicable Diseases policy will govern the childõs return to the 

Club). 

Å Parents/carers will be made fully aware of the details of any incidents involving 

their childõs health and safety, and any actions taken by the Club and its staff. 

Å All such accidents or incidents will be recorded in detail and logged in the 

Incident Record Book or the Accident Record Book. Parents/carers will be asked 

to sign in the relevan t section of the book to acknowledge the incident or accident 

and any action taken by the Club and its staff.  

Å The Manager and other relevant members of staff should consider whether the 

accident or incident highlights any actual or potential weaknesses i n the Clubõs 

policies or procedures, and act accordingly, making suitable adjustments where 

necessary. 

In the Event of a Minor Accident, Incident or Illness  

Å In the first instance, the designated First Aider will be notified and take 

responsibility for de ciding upon any appropriate action.  
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Å If the child does not need hospital treatment and is judged to be able to safely 

remain at the Club, the First Aider will remove the child from the activities and, if 

appropriate, treat the injury/illness themselves.  

Å If and when the child is feeling sufficiently better, they will be resettled back 

into the activities, but will be kept under close supervision for the remainder of 

the session.  

Å At the end of the session, the First Aider will fully inform the parent/carer of 

the incident or accident and any treatment given.  

Å If the injury or illness incurred is such that treatment by the First Aider is 

deemed inappropriate, but does not warrant hospitalisation, the parent/carer will 

be contacted immediately and asked to  collect their child. Until the parent/carer 

arrives, the child will be kept under close supervision and as comfortable as 

possible (from this point on, the provisions of the Clubõs Infectious and 

Communicable Diseases policy will govern the childõs return to the Club).  

Å All such accidents and incidents will be recorded in detail and logged in the 

Incident Record Book or the Accident Record Book and parents/carers should sign 

to acknowledge the incident and any action taken.  

Å The Manager and any other relevant staff should consider whether the accident 

or incident highlighted any actual or potential weaknesses in the Clubõs policies or 

procedures, and make suitable adjustments if necessary.  

Medication  

In circumstances where the designated First -Aider is ab sent, the Manager will 

assume all responsibilities, or nominate an appropriately trained replacement.  

Å Wherever possible, children who are prescribed medication should receive their 

doses at home. If it is necessary for medication to be taken during sessi ons at the 

Club, children should be encouraged to take personal responsibility for this, where 

this is appropriate. Parents/carers and staff should discuss such situations at the 

earliest possible opportunity and decide together on the best course of actio n. 

Å Staff may only administer medication to the child if it is prescribed by a GP, and 

if the request to do so is from the childõs parent or carer and is given in writing at 

the start of a session, stating frequency and dosage. Parents/carers can make suc h 

a request by completing and signing the Administrating Medication Form (see 

Appendix Three).  

Å Staff have the right to decline such a request from a parent/carer if they are in 

any way uncomfortable with this. The Club is likely to decline a request from  

parents/carers to administer medication where this involves technical knowledge or 

training.  

The procedure for administering medication at the Club  

Medication will never be given without the prior written request of the 

parent/carer and a written and sig ned instruction from the childõs GP, including 

frequency, dosage, any potential side effects and any other pertinent information 

(see Administering Medication Form - Appendix Three).  

A member of staff will be assigned to administer medication for each ind ividual 

child concerned. They will also be responsible for ensuring that:  
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Å prior consent is arranged. 

Å all necessary details are recorded. 

Å that the medication is properly labelled and safely stored during the session. 

Å another member of staff acts as a witness to ensure that the correct dosage is 

given. 

Å parents/carers sign in the Medication Record Book to acknowledge that the 

medication has been given.  

If for any reason a child refuses to take their medication, staff will not attempt 

to force them to  do so against their wishes. If and when such a situation occurs, 

the Manager and the childõs parent/carer will be notified, and the incident 

recorded in the Medication Record Book.  

Staff will not administer ôover the counterõ medication, only that prescribed by the 

childõs GP.  

Where children carry their own medication (asthma pumps or insulin for example), 

the Club recommends that staff hold onto the medication until it is required. This 

is to minimise possible loss of medication and to ensure the safety of other 

children. Inhalers should always be labelled with the childõs name. 

If there is any change in the type of medication ð whether regarding dosage or 

other changes to the information given on the Administering Medication Form ð a 

new form must be com pleted.  

Full details of all medication administered at the Club, along with all Administering 

Medication Forms, will be recorded and stored in the Medication Record Book.  

Sun Protection  

The Manager and staff understand the dangers posed to children and the mselves 

by over exposure to the sun.  

In hot weather, parents/carers are encouraged to provide sunscreen for their 

children. A store of sun protection should also be kept on the premises. Children 

will also be encouraged to wear a hat when playing outside i n the sun.  

When deemed necessary, staff may apply sunscreen to children who cannot do so 

for themselves, where prior permission has be given by the parent/carer on the 

Admissions Form (see Appendix Four).  

In hot weather, staff will encourage children to d rink water frequently. Staff 

should also ensure that shady areas out of the sun are always available to children 

when playing outside.  

Closing the centre in an emergency  

In very exceptional circumstances, the Club may need to be closed at very short 

notic e due to an unexpected emergency. Such incidents could include:  

Å Serious weather conditions (combined with heating system failure).  

Å Burst water pipes. 

Å Discovery of dangerous structural damage. 

Å Fire or bomb scare/explosion. 

Å Death of a member of staff.  

Å Serious assault on a staff member by the public. 



Thurrock Tigers Childcare Centre Polices and Procedures  

Welfare Requirments.doc  v10.11 Page 12 of 104 

Å Serious accident or illness. 

In such circumstances, the Manager and staff will ensure that all steps are taken 

to keep both the children and themselves safe. All staff and children will assemble 

at the pre -arranged venue, where a register will be taken.  

Steps will then be taken to inform parents/carers and to take the necessary 

actions in relation to the cause of the closure. All children will be supervised until 

they are safely collected.  

Hygiene  

Our Club recognises the importance of maintaining the highest possible 

standards of hygiene in and around the premises so as to minimise the risks 

posed to children, staff and other visitors.  

The Manager and staff are committed to taking all practicable s teps to prevent 

and control the spread of infectious germs, and to uphold high standards of 

personal hygiene in order to minimise the risk of catching or spreading infections.  

Personal Hygiene  

In all circumstances, staff will adhere to the following exampl es of good personal 

hygiene: 

Å Washing hands before and after handling food or drink. 

Å Washing hands after using the toilet. 

Å Encouraging children to adopt these same routines. 

Å Covering cuts and abrasions while at the premises. 

Å Keeping long hair tied back. 

Å Taking any other steps that are likely to minimise the spread of infections. 

Hygiene in the setting  

The Manager and all staff will be vigilant to any potential threats to good hygiene 

in the setting. To this end, a generally clean and tidy environ ment will be 

maintained at all times. More specifically, the Manager will ensure that toilets are 

cleaned daily and that there is always an adequate supply of soap and hand drying 

facilities for both staff and children. Staff will also be vigilant to any s harp 

objects, such as glass, which may be on the premises.  

Dealing with Spillages  

Spillages of substances likely to result in the spread of infections will be dealt 

with rapidly and carefully. Blood, vomit, urine and faeces will be cleaned up 

immediately a nd disposed of safely and hygienically. Staff will wear disposable 

plastic gloves and an apron while using bleach or disinfectant solution, and wash 

themselves thoroughly afterwards. Children will be kept well clear while such 

substances are being dealt wi th.  
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First Aid and Hygiene  

Further to the provisions set out in the Health, Illness and Emergency policy, the 

designated First Aider will be mindful of the need to observe the highest 

standards of personal hygiene when administering any treatment to childr en.  

As such, they will wash their hands thoroughly both before and after giving first 

aid, and ensure that any cuts, wounds or skin damage are covered by plasters or 

disposable gloves. 
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Preventing cross contamination  

  

Bedding 

Please note children have th eir own individual bed linen and own bedding bag, bed 

linen is to be handed to the manager on Friday to be washed, after every child has 

used the bed please remember to anti -bacterial mattresses to keep them hygienic 

and sanitised at all times.  

 

 

We have an effect nappy changing procedure, which is as follows: -  

Nappy changing procedure  

1. Equip yourself before placing child on the mat i.e. get all necessary 

equipment to hand, please note a child must never be left unattended on the 

mat. 

2. Put your apron and gl oves on (please note for every child you must put on a 

clean pair of gloves and a clean apron)  

3. After you have sanitised the child and placed their clean nappy on them 

please remember to dispose of old nappy in a nappy bag and place in the 

appropriate nappy  bin. 

4. Anti -bacterial the changing mat  

5. Place used gloves and aprons in the bin.  

6. Wash your hands and assist child in doing the same ensuring they use soap.  

7. Please note unless you have a current CRB with Thurrock Tigers you must 

never toilet children, or chan ge their nappies.  

Kitchen Hygiene  

All areas where food and drink are stored, prepared and eaten are prone to the 

spread of infections. Therefore, staff must be particularly careful to observe high 

standards of hygiene in such instances. To this end the fo llowing steps will be 

taken:  

Å Waste will be disposed of safely and all bins will be kept covered.  

Å Food storage facilities will be regularly and thoroughly cleaned.  

Å Kitchen equipment will be thoroughly cleaned after every use.  

Å Staff and children will wash and dry their hands thoroughly before coming into 

contact with food.  

Å If cooking is done as an activity, all surfaces and equipment involved will be 

thoroughly cleaned before and after the session.  

Å  No children will be allowed in the kitchen, unless doing a supervised activity.  

Additionally, staff will be aware of the provisions set out in the Food and Drink 

policy when handling, preparing, cooking and serving food or drink at the Club.  
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Animals  

No animal will be allowed on the premises without the prior knowledge and 

permission of the Manager. Children are strongly encouraged from bringing pets or 

other animals to the Club, and parents/carers are asked to help enforce this rule. 

If for any reason an animal does come onto the premises, the Manage r will be 

immediately informed.  

 

No Shoe Policy  

 

At Thurrock Tigers we operate a no outdoor shoe policy throughout, this is due to 

on the bottom of your shoe there could be: -  

 

¶ There could be traces of animal faeces/ urineé 

¶ There could be traces of body f luids such as saliva, mucus, sweat, blood or 

vomité 

¶ There could be remains from insects and rodentsé 

¶ There could be traces of rubbish, waste food and cleaning productsé 

 

Please support us in raising the standards of hygiene within our setting by 

supplying your child with indoor shoes.  

 

Our Motto   òWorking together in putting your child firstó
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Infectious and Communicable Diseases  

Our Club is committed to the health and safety of all children and staff who 

play, learn and work here. As such, it will sometime s be necessary to require 

a poorly child to be collected early from a session or be kept at home while 

they get better. In such cases, the provisions of the Health, Illness and 

Emergency policy will be implemented.  

In accordance with the procedures set out  in the Health, Illness and Emergency 

policy, parents/carers will be notified immediately if their child has become ill and 

needs to go home. Poorly children will be comforted, kept safe and under close 

supervision until they are collected.  

If a child has had to go home prematurely due to illness, they should remain at 

home until they are better for at least 24 hours, or according to the times set out 

in the table below. If a member of staff becomes ill at work, similar restrictions on 

their return will app ly. 

If a child or member of staff becomes ill outside Club hours, they should notify 

the Club as soon as possible. The minimum exclusion periods outlined in the table 

below will then come into operation.  

If any infectious or communicable disease is detect ed on the Clubõs premises, the 

Club will inform parents/carers personally in writing as soon as possible. The Club is 

committed to sharing as much information as possible about the source of the 

disease and the steps being taken to remove it. Ofsted will a lso be informed of any 

infectious or communicable diseases discovered on the Clubõs premises. 

Head lice  

When a case of head lice is discovered at the Club, the situation will be handled 

carefully and safely. The child concerned will not be isolated from ot her children, 

and there is no need for them to be excluded from activities or sessions at the 

Club. 

When the child concerned is collected, their parent/carer will be informed in a 

sensitive manner.  

Other parents/carers will be informed as quickly as possib le in writing, including 

advice and guidance on treating head lice.  

Staff should check themselves regularly for lice and treat whenever necessary.  

Minimum Exclusion Periods for Illness and Disease  

DISEASE  PERIOD OF EXCLUSION  

Antibiotics prescribed  First 2 4 hours  

Chicken Pox 7 days from when the rash first appeared  

Conjunctivitis  24 hours or until the eyes have stopped  

ôweepingõ 

Diarrhoea  24 hours  

Diphtheria  2-5 days 

Gastro -enteritis, food 

poisoning, Salmonella 

24 hours or until advised by the doctor  



Thurrock Tigers Childcare Centre Polices and Procedures  

Welfare Requirments.doc  v10.11 Page 17 of 104 

and Dysentery  

Glandular Fever  Until certified well  

Hand, Foot and Mouth 

disease 

During acute phase and while rash and ulcers 

are present  

Hepatitis A  7 days from onset of jaundice & when 

recovered  

Hepatitis B  Until clinically well  

High temperature  24 h ours 

Impetigo  Until the skin has healed  

Infective hepatitis  7 days from the onset  

Measles 7 days from when the rash first appeared  

Meningitis  Until certified well  

Mumps 7 days minimum or until the swelling has 

subsided 

Pediculosis (lice)  Until treatm ent has been given  

Pertussis (Whooping 

cough) 

21 days from the onset  

Plantar warts  Should be treated and covered  

Poliomyelitis  Until certified well  

Ringworm of scalp  Until cured  

Ringworm of the body  Until treatment has been given  

Rubella (German 

Measles) 

4 days from onset of rash  

Scabies Until treatment has been given  

Scarlet fever and 

streptococcal infection 

of the throat  

3 days from the start of the treatment  

Tuberculosis  Until declared free from infection by a 

doctor  

Typhoid fever  Until declar ed free from infection by a 

doctor  

Warts (including 

Verrucae)  

Exclusion not necessary. Sufferer should 

keep feet covered.  
This list is not necessarily exhaustive, and staff are encouraged to contact local health services if they are in any doubt.  
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CR1.4 

The registered person must ensure that they do not use corporal punishment.  

See òThe Use of Physical Interventions ó on page 52 

CR1.5 

The registered person must ensure that no person caring for children, or living or 
working on the premises where the childcare is provided, uses corporal punishment.  

See òThe Use of Physical Interventions ó on page 52 

CR1.7 

The regist ered person must ensure that at least two suitable persons who have 
attained the age of 18 are present on the premises at all times.  

Suitable people  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships 

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child  Areas of learning and 

development 

Keeping safe Parents as partners  The Wider context  Active learning  

Child development  Supporting learnin g Observation, assessment 

and planning 

Creativity and critical 

thinking  

Health and well -beign Key person The learning environment  Play and exploration  

 

The registered person ensures there are 2 suitably qualified people at level 3 to 4 

are on site at all  times, and ensures that at least half of the staff members have 

appropriate Early Years qualifications.  

 

CR1.8 

The registered person must ensure that no person smokes, or consumes or is under 
the influence of drugs (including medication that may have an a dverse effect on 
the individualõs ability to provide childcare) or alcohol: on the premises at any time 
while childcare is provided, or in the presence of a child receiving childcare.  

Staff Disciplinary Procedures  

This policy links to the following key the mes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child   

Keeping safe Parents as partners  The Wider context   

 Supporting learnin g Observation, assessment 

and planning 

 

Health and well -beign    
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Our Club will maintain a well motivated, highly skilled and professional staff 

team. However, occasionally action will need to be taken to encourage 

improvement in individual behaviour and  performance.  

The Club will provide a fair and consistent method of dealing with disciplinary 

incidents. Our aim is always to support and encourage staff, while promoting good 

employment relations.  

If a member of staff is subject to disciplinary action, fair and consistent 

procedures will be employed:  

Å The incident will be fully investigated and the facts established. 

Å Investigations will be non-discriminatory and apply equally to all staff 

irrespective of sex, marital status, sexual preference, race or  disability.  

Å At every stage, the member of staff concerned will be advised of the nature of 

the complaint and given an explanation for any penalty imposed.  

Å Staff will be given the opportunity to state their case, and be accompanied by a 

friend, collea gue or Trade Union representative of their choice, during any part of 

the disciplinary process.  

Å Staff will not be dismissed for a first breach of discipline except in the case of 

gross misconduct (see below).  

Å Staff have a right to appeal against any disciplinary action taken against them.  

Investigations will be conducted by either the Manager or the Registered Person.  

The Staff Disciplinary Procedure operates as follows:  

Informal Discussion  

Before taking formal disciplinary action, the Manager will mak e every effort to 

resolve the matter by informal discussions with parties concerned. Only where this 

fails to bring about satisfactory improvement or outcomes will disciplinary 

procedures be formally implemented.  

Formal Verbal Warning  

Once a formal warning  has been given by the Manager, the member of staff in 

question will be notified of this and given an explanation for the warning. They will 

further be informed of their right of appeal. A brief note of the warning will be 

kept on the Clubõs records. This will be disregarded after six months, subject to 

satisfactory conduct and/or performance.  

Written Warning  

If, following a formal verbal warning, there is insufficient improvement in 

standards, or if a further incident occurs, a written warning will be iss ued. This will 

state the reason for the warning and that, if there is no satisfactory resolution 

after a further month, a final written warning will be given. A copy of this first 

written warning will be kept in the Clubõs records, but will be disregarded after 12 

months, subject to satisfactory conduct and/or performance.  
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Final Written Warning  

If the member of staffõs conduct or performance remains consistently 

unsatisfactory, or if the misconduct is sufficiently serious, a final written warning 

will be gi ven making it clear that any further breach of the standards, or other 

serious misconduct, may result in the employeeõs dismissal. A copy of the warning 

will be kept in the Clubõs records, but will be disregarded after 24 months, subject 

to satisfactory co nduct and/or performance. The warning will state clearly that 

dismissal will result from a failure to comply.  

In certain exceptional circumstances, a member of staff may receive a Final 

Written Warning that will remain on the Clubõs records indefinitely. This course of 

action will follow when a member of staff has only avoided dismissal due to 

extenuating or mitigating circumstances.  

Gross Misconduct  

If, after investigation, it is deemed that a member of staff has committed an act 

of the following nature,  dismissal will be the normal outcome:  

Å Child abuse (for further details refer to the Child Protection policy). 

Å Serious infringement of health and safety rules (for further details refer to the 

Health and Safety policy).  

Å Assaulting another person  

Å Persistent bullying, sexual or racial harassment.  

Å Being unfit for work through alcohol or illegal drug use. 

Å Gross negligence that either causes or might cause injury, loss or damage to 

persons or property.  

Å Theft, fraud or deliberate falsification of the Clubõs documents. 

Å Deliberate damage to Club property. 

Å Being an unfit person under the terms of the Care Standards Act 2000 or the 

Childrenõs Act 1989. 

While the alleged incident of gross misconduct is being investigated, the individual 

concerned is likely to be suspended, during which time normal pay levels will prevail. 

Such suspension is not to be regarded as a form of disciplinary action and will be 

for as short a period as possible. Any decision to dismiss will be taken only after a 

full investig ation.  

If the staff member has been found to have committed an act of gross 

misconduct, they will be dismissed without notice.  

Allegations against Staff  

All staff are advised to minimise time spent alone with children and be aware of 

the potential risks i n doing so (for further details refer to the Child Protection 

policy).  

If an allegation of abuse has been made against a member of staff, the Manager 

will follow the procedures of the Child Protection policy  
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If an allegation of abuse is made against the M anager, then another designated 

member of staff will report the matter directly to the Registered Person, local 

Social Services department and Ofsted.  

Appeals 

Staff wishing to appeal against a disciplinary decision, must do so in writing and 

within 15 work ing days of the decision being communicated. Appeals will be dealt 

with as quickly as possible and within at least a further 15 days. If possible, the 

Registered Person, or a senior member of staff who was not involved in the original 

disciplinary action w ill hear the appeal and impartially adjudicate the case.  

At all stages of the procedure, the right to appeal will be confirmed as 

part of the warning, suspension or dismissal letter.  

Standards of Behaviour  

Under no circumstances should any arguments or dis agreements between members 

of staff occur in the presence of children or parents/carers.  

No smoking, alcohol or drug use is allowed on the Clubõs premises. 

No bullying, swearing, harassment or victimisation will be tolerated on the Clubõs 

premises. 

Offensi ve behaviour such as sexist or racist language or harassment will not be 

tolerated.  

All staff are expected to treat everyone respectfully at all times and 

inappropriate behaviour may lead to disciplinary action.  

Smoking, Alcohol and Drugs  

Our Club strongl y prohibits the use or possession of cigarettes, alcohol and 

illegal drugs on our premises at anytime. If staff, students, volunteers or 

children are found to have broken the rules in respect of this policy, it will be 

treated as a very serious disciplinar y matter.  

All staff will be made aware of the provisions of this policy during their induction, 

including the importance of them setting a positive example to children. All 

children will be made aware of the rules during their settling in period. Any 

contravention of the provisions of this policy will be dealt with under the Clubõs 

Staff Disciplinary Procedures and Behaviour Management policies.  

Drugs 

Staff, students, volunteers or children who arrive at the Club clearly under the 

influence of illegal drug s, will be asked to leave immediately and disciplinary 

procedures implemented.  

If a child is found in possession of illegal drugs on the premises, their parent/carer 

will be informed at the end of the session. If staff are found in possession of 

illegal d rugs, serious disciplinary action will follow.  

In cases where staff are taking prescribed drugs that may affect their ability to 

function effectively at work, the Manager must be informed as early as possible.  
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If a member of staff has good reason to suspec t that a parent/carer is under the 

influence of illegal drugs when they drop off or collect their child, they have a 

duty to inform both the Manager and the designated Child Protection Officer, 

according to the provisions of the Child Protection policy.  

In  such circumstances, the Manager and the Child Protection Officer will then be 

responsible for deciding upon the appropriate course of action, ensuring that the 

safety and protection of the child remains paramount at all times.  

Staff will make all possible  efforts to ensure that children are not allowed to 

travel in a vehicle driven by someone who is clearly under the influence of illegal 

drugs. 

Where an illegal act is suspected to have taken place, the police will be called.  

Alcohol  

Staff, students, volunt eers or children who arrive at the Club clearly under the 

influence of alcohol, will be asked to leave immediately and disciplinary procedures 

will follow.  

If a child is found in possession of alcohol on the premises, their parent/carer will 

be informed a t the end of the session. Staff are strongly advised not to bring 

alcohol onto the Clubõs premises. 

If a member of staff has good reason to suspect that a parent/carer is under the 

influence of alcohol when they drop off or collect their child, to the exte nt that 

the safety of the child is threatened, they have a duty to inform both the Manager 

and the designated Child Protection Officer, according to the provisions of the 

Child Protection policy.  

The Manager and the Child Protection Officer will then be re sponsible for deciding 

upon the appropriate course of action, ensuring that the safety and protection of 

the child remains paramount at all times.  

Staff will make all possible efforts to ensure that children are not allowed to 

travel in a vehicle driven by  someone who is clearly over the legal alcohol limit.  

Where an illegal act is suspected to have taken place, the police will be called.  

Smoking 

Smoking is not permitted anywhere on the premises. This rule applies equally to 

staff, students, volunteers, chi ldren, parents/carers or any other visitors.  

If a child is found in possession of cigarettes on the premises, they will be 

confiscated and their parent/carer informed at the end of the session.  

CR1.10  

The registered person must ensure that any person aged  under 18 caring for 
children is supervised at all times by a person who has attained the age of 18.  
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See òStudents and Volunteers ó on page 31 

CR1.12  

For every eight children for whom t he childcare is being provided, at least one 
person who has attained the age of 18 cares for such children.  

Staff to Children Ratios  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Health and well -being    

Keeping safe    

 

The Club is conscious of the importance of maintaining adequate staff to child 

ratios, ensuring that children are cared for safely and given adequate attention 

and support. In  all cases the minimum staffing ratio for children aged 0 ð 2 will be 

1:3, for children aged 2 -3 will be 1:4, for children aged 3 -7 will be 1:8, and For 

children aged over eight, the Club will make every effort to maintain a ratio of 

staff to children of a t least 1:10.  

The Manager will ensure that there are always at least three members of staff on 

duty at the premises at any given time.  

The Manager will further ensure that suitable and sufficient contingency plans are 

in place to cover emergencies, unexpe cted staff absences, staff breaks, holidays 

and sickness. 

Arrangements for Safeguarding Children  

CR2.1 

The registered person must keep and implement a written statement of procedures 
to be followed for the protection of children, intended to safeguard the children 
being cared for from abuse or neglect.  
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Safeguarding children policy  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child  Areas of learning and 

development 

Keeping safe Parents as partners  The Wider context  Active learning  

Child development  Supporting learning  Observation, assessment 

and planning 

Creativity and critical 

thinking  

Health and well -beign Key person The learning environment  Play and exploration  

 
 

A flow chart of referral -What to do if you are worried a child is being abused?  
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Thurrock Tigers believes in teaching the children about protecting themselves, we 

will teach them morals in child friendly age appropriate language, i.e. òanything 

which covers the area where your swimming costume touches should not be seen or 

touched by any other personó how they have the right to say no, if they donõt want 
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to be touched in a certain way, or are being forced into something they do not want 

to do.  

Safeguarding children  

Our Club believes that children have the right to be completely secure from 

both the fear and reality of abuse, and we are committed to pro tecting all 

the children in our care from harm.  

The Club will appoint a member of staff as the Child Protection Officer. This 

Officer will have suitable experience, training and expertise, and will be 

responsible for liaising with social services, the Are a Child Protection Committee 

and Ofsted in any child protection matter.  

The designated child protection officers are: - 

Kim Higham and Ginnie Higham 

The Clubõs child protection procedures comply with all relevant legislation and 

other guidance or advice fr om the Area Child Protection Committees 2 (ACPC).  

The Club is committed to reviewing its Child Protection policy and procedures at 

regular intervals. The policy and its procedures will be shared with parents/carers 

during their childõs settling in period. 

Recognising Child Abuse  

Child abuse manifests itself in a variety of different ways, some overt and others 

much less so. All staff have child protection training and will be vigilant to signs 

and evidence of physical, sexual and emotional abuse or neglect . 

Physical Abuse: This involves hitting, shaking, throwing, burning, suffocating or any 

other physical harm. Deliberately causing a childõs ill health also constitutes 

physical abuse. 

Sexual Abuse: This involves forcing or enticing a child to take part in sexual 

activities, whether or not the child is aware of what is happening. The activities 

may involve physical contact, including penetrative or non -penetrative acts. 

Showing children pornographic materials, sexual activities, or encouraging children 

to be have in sexually inappropriate ways also constitutes sexual abuse.  

Emotional abuse: Varying degrees of emotional abuse is present in virtually all child 

protection incidents, but can also constitute abuse in its own right. Emotional abuse 

involves persiste nt or severe emotional ill - treatment or torture causing, or likely to 

cause, severe adverse effects on the emotional stability of a child. Such behaviour 

may involve conveying to a child that they are worthless, unloved, or inadequate, or 

making them feel unnecessarily frightened or vulnerable.  

ACPCõs bring together representatives of each of the main agencies and 

professionals responsible for helping to protect children from abuse and neglect in 

a given area. The ACPC is a multi-agency forum set up to agre e how the different 

services and professional groups should co -operate to safeguard children in that 

area, and for making sure that arrangements work effectively to bring about good 

outcomes for children.  

Neglect: Neglect is the persistent failure to meet a childõs basic physical, 

emotional or psychological needs, such as is likely to have a severe impact on their 
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health, development or emotional stability. Neglect may involve failing to provide 

adequate food, shelter or clothing for a child, or failing to adequately protect them 

from physical harm or ill health Neglect can also manifest itself in a failure to 

meet the basic emotional needs of child.  

Staff Support and Training  

The Club is committed to ensuring that it meets its responsibilities in respect of  

child protection through the provision of support and training to staff. Therefore, 

the Club will ensure that:  

Å All staff, students and volunteers are carefully recruited, have verified 

references and have full and up to date Criminal Record Bureau check s. 

Å All staff and volunteers are given a copy of the Child Protection policy during 

their induction, and have its implications explained to them.  

Å All staff and volunteers receive regular training and supervision in child 

protection issues and are provi ded with any relevant information and guidance.  

Å All staff are provided with supervision and management support commensurate 

with their responsibilities in relation to child protection, and their requirement to 

maintain caring and safe relationships with children.  

Å All staff are aware of the main indicators of child abuse. 

Å All staff are aware of their statutory requirements in respect of the disclosure 

or discovery of child abuse and the procedure for doing so. All students and 

volunteers are instructed  to report the disclosure or discovery of abuse to the 

Manager.  

Å The Club will take appropriate action in relation to the findings of any 

investigation into allegations of abuse, consistent with itõs duties to protect the 

safety of children and up hold f air processes for staff, students and volunteers.  

Å Any member of staff, a student or volunteer under investigation for the alleged 

abuse of a child, will be subject to the provisions of the Staff Disciplinary Policy.  

Safe Caring  

All staff understand the  Clubõs child protection procedures and have had 

appropriate training and guidance in the principles of safe caring. To this end:  

Å Every effort will be made to avoid or minimise time when members of staff, 

students or volunteers are left alone with a chil d. If staff are alone with a child, 

the door of the room should be kept open and another member of staff should be 

informed.  

Å If a child makes inappropriate physical contact with a member of staff, students 

or volunteer, this will be recorded fully in the  Incident Record Book.  

Å Staff will never carry out a personal task for children that they can do for 

themselves. Where this is essential, staff will help a child whilst being accompanied 

by a colleague. Unless a child has a particular need, staff should not accompany 

children into the toilet. Staff are aware that this and other similar activities could 

be misconstrued.  
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Å Staff will be mindful of how and where they touch children, given their age and 

emotional understanding. Unnecessary or potentially inap propriate physical contact 

will be avoided at all times.  

Å All allegations made by a child against a member of staff will be fully recorded, 

including any actions taken, in the Incident Record Book. In the event of there 

being a witness to an incident, the y should sign the records to confirm this.  

Dealing With Allegations  

The Club is committed to ensuring that it meets its responsibilities in respect of 

child protection by treating any allegation seriously and sensitively. The Club will 

not carry out any i nvestigation itself into a suspected child abuse incident. On 

discovering an allegation of abuse, the Child Protection Officer will immediately 

refer the case to the local statutory child protection agencies.  

Further to this, the following principles will govern any suspected or reported case 

of abuse:  

Å Where actual or suspected abuse comes to the attention of staff, they will 

report this to the Manager and the Child Protection Officer at the earliest 

possible opportunity.  

Å Staff are encouraged and supported to trust their professional judgment and if 

they suspect abuse has, or is taking place, to report this.  

Å Full written records of all reported incidents will be produced and maintained. 

Information recorded will include full details of the alleged inci dent; details of all 

the parties involved; any evidence or explanations offered by interested parties; 

relevant dates, times and locations and any supporting information or evidence 

from members of staff. The Club will demonstrate great care in distinguish ing 

between fact and opinion when recording suspected incidents of child abuse.  

Å The Manager and the Child Protection Officer will be responsible for ensuring 

that written records are dated, signed and kept confidentially.  

Å If an allegation of abuse is made against the Manager or the Child Protection 

Officer, the Registered Person will be informed as soon as possible. They will then 

assume responsibility for the situation or delegate this role to a senior member of 

staff.  

Å Staff will ensure that all concerns and allegations are treated with sensitivity and 

confidentiality.  

Å Any children involved in alleged incidents will be comforted and reassured. 

In circumstances where a child makes an allegation or a disclosure, the 

member of staff concerned will:  

1 Listen fully to all the child has to say.  

2 Make no observable judgement.  

3 Ask open questions that encourage the child to speak in their own words.  

4 Ensure the child is safe, comfortable and not left alone.  

5 Make no promises that cannot be kept; such as  promising not to tell anybody 

what they are being told.  
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Staff will be made aware of the Department of Healthõs booklet ôWhat to do if 

Youõre Worried A Child Is Being Abused?õ (2003), and itõs recent guidance on 

ôProtecting Children from Harmõ. 

Referring A llegations to Child Protection Agencies  

If the Manager or the Child Protection Officer has reasonable grounds for 

believing that a child has been ð or is in grave danger of being ð subject to abuse, 

the following procedure will be activated:  

Å Contact will be made, at the earliest possible opportunity, with the local social 

services department.  

Å The Manager or the Child Protection Officer will communicate as much 

information about the allegation and related incidents as is consistent with advice 

given by social services and the police.  

Å At all times, the safety, protection and interests of children concerned will take 

precedence. The Manager and staff will work with and support parents/carers as 

far as they are legally able.  

Å The Club will assist the social services and the police, as far as it is able, during 

any investigation of abuse or neglect. This will include disclosing written and verbal 

information and evidence.  

Å OFSTED will be informed of any allegations of abuse against a member of staff, 

st udent or volunteer, or any abuse that is alleged to have taken place on the 

premises or during a visit or outing.  

MOBILE PHONE AND SOCIAL NETWORKING POLICY  

Date: September 2010   Review Date: September 2011  

 

We believe our staff should be completely attent ive during their hours of working, 

to ensure all children in the nursery receive good quality care and education. This is 

why mobile phones are not to be used during working hours.  

 

Staff mobile phones will not be used for photography within the Nursery.  

 

We also believe that restrictions need to be placed on staff accessing social 

networking sites. The nursery has a high reputation to upkeep and comments made 

on sites such as ôFacebookõ could have an impact on how parents using the nursery 

view the staff.  

 

¶ Å Mobile phones are not to be turned on during your working hours 

¶ Å Mobile phones must not be used unless on a designated break and then this 

must be away from the children  

¶ Å Mobile phones should be stored safely in our work safe located in the 

Television  room, at all times during the hours of your working day  

¶ Å Staff must not post anything onto social networking sites such as ôFace 

bookõ that could be construed to have any impact on the Nurseryõs reputation 
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¶ Å Staff must not post anything onto social networking sites that would 

offend any other member of staff or parents using the nursery  

¶ Å If staff choose to allow parents to view their page on social networking 

sites then this relationship must remain professional at all times  

¶ Å If a member of staff fails to comply with this policy they will face 

disciplinary action, which could result in dismissal.  

¶ Personal laptops are also to be locked into the office during work hours  

 

CR2.3 

The registered person must ensure that no individual who is unsuitable to work 
with children has unsupervised access to a child receiving childcare.   

 

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 

Keeping safe Parents as 

partners  

  

Health and well -

beign 

   

 

See also òJob Application  

In our job applicati on forms, we have this statement, which applicants must sign  

òI certify the information is correct. I understand that failure to deliberately 

provide false or incorrect information will result in a withdrawal of an offer of 

employment, or if employed you w ill be instantly dismissed.ó 

The Interview Process  

1. We request the candidate sends in a CV  

2. We invite the candidate for a formal interview in which: - they complete 

application form, bring relevant qualifications, are asked a series of interview 

questi ons, and put in relevant scenarios so we can see how they respond to 

difficulties in which they may encounter, they will do some sample activity planning, 

they are shown a job description and given a tour of the building, we arrange a date 

for an informal interview. References will be obtained.  

3. The informal interview ð candidates will be fully supervised and observed on 

their interaction and initiative with children of all age ranges and to see how they 

function within a team, they may be asked relevant questions to the job post.  

4. If successful staff will fill in a CRB disclosure  

5. Candidate will be formally written to offering them the job, and also will be 

telephoned of the job offer.  

6. The new staff member will be placed with the most experienced m embers of 

staff who will act as a mentor, giving them on job coaching and support  

Qualifications, Experience and Safety Checks ó on page 32 
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Students and Volunteers  

We believe that a placement for a student or volunteer at our Club is a 

valuable opportunity to build experience while learning about working within a 

childcare setting. Equally, we appreciate the positive contribution that such 

committed and enthusiastic people can bring to our Club.  

However, at all times the needs of the children are paramount and therefore a 

Club needs to restrict the number of students and volunteers admitted at any 

particu lar time, in order to minimise disruption to the Clubõs core activities. 

The Manager is responsible for ensuring that all students and volunteers working 

at the Club are suitable and that they will not detrimentally affect the service 

provided for children  and their parents/carers. The Manager has overall 

responsibility for supervising and supporting students and volunteers while they 

are at the Club.  

All students and volunteers must be 16 years old or over, submit two character 

referees, and have up to da te Criminal Records Bureau checks before they begin 

their placement at the Club.  

The Manager will enter into a formal written agreement with students and 

volunteers at the start of the placement agreeing hours of work, dress code and 

expected behaviour wit hin the Club. This agreement will also detail what the 

student or volunteer can expect from the Club. Students and volunteers must read, 

understand and sign the conditions of work before accepting or making a 

commitment to voluntary work.  

Students will be encouraged to discuss their individual learning needs with the 

Manager when they start at the Club, and at regular intervals during their 

placement.  

Students required to conduct child studies beyond the Clubõs normal activities (ie: 

conducting a survey or  a group based activity) as part of their course will need to 

obtain appropriate written consent from the parents/carers of the children 

concerned.  

The Manager will ensure that students and volunteers undertake the full induction 

process given to permanent staff, as set out in the Clubõs ôStaffingõ policy.  

New students and volunteers will be allocated a member of staff who will have day 

to day responsibility for them and their needs while at the Club.  

Students and volunteers will be expected to adopt a pr ofessional manner at all 

times, and work within the Clubõs existing policies and procedures. 

While on the placement, students and volunteers will be both allowed ð and 

expected ð to participate in all aspects of work at the Club, unless otherwise 

instructe d by the Manager. Students and volunteers will attend staff meetings and 

be encouraged to contribute ideas and share opinions.  

Regular supervision and appraisal sessions with the Manager and the designated 

member of staff will be established as a means of monitoring progress.  

Students and volunteers on placement should not be included in the staff to 

children ratio.  
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Students and volunteers on placement are subjected to the same vetting process 

as any staff members and are fully supervised at all times, when  in direct contact 

with children, and Students and volunteers on placement found committing any 

accounts of gross misconduct/ or not following standards of behaviour will follow 

the same disciplinary procedures as staff members, students and volunteers are  

always supervised by a supervisor or suitably qualified staff member.  

Suitability of persons to care for, or be in regular contact 

with, children  

CR3 

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships 

Enabling 

Environments  

Learning and 

Development 
Keeping safe Respecting each other  Supporting every child  Areas of learning and 

development 

Child development    Active learning  

Health and well -beign   Creativity and critical 

thinking  

 

The register ed person must have effective systems to ensure that the registered 
person and any person caring for, or in regular contact with children:  

 
Â is suitable to work with children which must include obtaining an enhanced  
CRB check 
Âis of integrity and good character  

Â has skills and experience suitable for the work  

Âis physically and mentally fit for the work.  

Job Application  

In our job applicati on forms, we have this statement, which applicants must sign  

òI certify the information is correct. I understand that failure to deliberately 

provide false or incorrect information will result in a withdrawal of an offer of 

employment, or if employed you w ill be instantly dismissed.ó 

The Interview Process  

1. We request the candidate sends in a CV  

2. We invite the candidate for a formal interview in which: - they complete 

application form, bring relevant qualifications, are asked a series of interview 

questi ons, and put in relevant scenarios so we can see how they respond to 

difficulties in which they may encounter, they will do some sample activity planning, 

they are shown a job description and given a tour of the building, we arrange a date 

for an informal interview. References will be obtained.  

3. The informal interview ð candidates will be fully supervised and observed on 

their interaction and initiative with children of all age ranges and to see how they 

function within a team, they may be asked relevant questions to the job post.  
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4. If successful staff will fill in a CRB disclosure  

5. Candidate will be formally written to offering them the job, and also will be 

telephoned of the job offer.  

6. The new staff member will be placed with the most experienced m embers of 

staff who will act as a mentor, giving them on job coaching and support  

Qualifications, Experience and Safety Checks  

The Manager and all staff (including students and volunteers) will be suitably 

qualified, have relevant experience and have under gone full Criminal Records 

Bureau checks.  

The Club will not employ staff or volunteers that have been convicted of an 

offence or have been the subject of an order that disqualifies them from 

registration under regulations made under schedule 9A of the Chi ldrenõs Act 1989. 

Criminal record checks will be updated every three years.  

No person who has not received full Criminal Records Bureau checks, but who is on 

the premises (such as a member of staff awaiting registration clearance) will be 

left alone with a  child.  

The Manager will have at least an NVQ Level Three qualification appropriate to the 

post, along with at least two yearsõ experience of working in a day care setting. 

The registered person ensures there are 2 suitably qualified people at level 3 to 4  

are on site at all times, and ensures that at least half of the staff members have 

appropriate Early Years qualifications.  

Staff Development and Training  

Staff are our Clubõs most valuable resource, as it is only through their 

commitment and effort that g ood quality provision can be both established and 

maintained. We are therefore committed to providing good training and 

development opportunities for staff so that they are able to perform their 

roles both efficiently and effectively.  

The Club recognises t hat regular training and monitoring of professional 

development is important for all staff. Staff development and training is vital 

because it allows staff to keep up to date with current thinking and practice about 

both play and child development issues. Additionally, well -trained and motivated 

staff, a club is better able to meet the diverse and complex needs of children 

within its local community.  

The Club is committed to providing for staff:  

Å A full induction process. 

Å A regular system of appraisals. 

Å An up to date record of staff qualifications and training.  

This will help to ensure that staff development needs are being met and that staff 

training and qualifications are meeting the requirements of the club and the 

National Standards.  
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Staff Induct ions 

New members of staff will be issued with a job description and a copy of the Clubõs 

policies and procedures. Staff will also undergo an induction process during the 

first month of their employment and be assigned a mentor to help them settle in.  

As part of the induction, the mentor will discuss and talk through everyday 

practices of the Club. These will include:  

Å Showing new staff around the premises, pointing out all fire exits, toilets and 

areas such as the staff room, kitchen and Club office.  

Å Explaining staff shifts, breaks and all aspects of the day -to -day management and 

running of the Club.  

Å Introducing the new member of staff to their colleagues, children and 

parents/carers where appropriate.  

Å Pointing out the practical implications of the Clubõs policies and practices, 

including how they relate to the Clubõs obligations under the National Standards. 

Staff Appraisal and supervision  

The main objective of the Clubõs appraisal and supervision system is to review 

employeesõ performance and potential, and to identify suitable and appropriate 

training and development needs.  

Appraisals will take the form of annual meetings between staff and the Manager. 

They will be used to identify current knowledge, skills, areas for future 

development and potential  training needs.  

Supervisions will take the form of regular monthly discussions between staff and 

the Manager, and will be an opportunity for reflecting on recent professional 

progress, as well as the targets set, and issues raised, during appraisals.  

The appraisal and supervision process will be used to build up a Personal 

Development Plan (see below) for each member of staff.  

Staff Meetings  

There will be fortnightly staff meetings for problem solving, information sharing 

and acknowledging work issues. Th ese are also opportunities for staff to reflect on 

their work performance and review any difficulties they may be facing. Staff 

meetings will be a forum for setting objectives for the Club.  

Personal Development Planning  

Personal Development Planning is a continuous process to ensure that staff needs 

are both identified and acted upon as they arise. It is the joint responsibility of 

both the member of staff and the Manager to ensure that the plan is kept up to 

date and that all decisions are followed throug h. 

The Manager will keep a copy of this plan, but each staff member is also 

encouraged to keep a copy of their own Personal Development Plan, listing any 

training undertaken and additional skills gained since starting work at the club.  
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Training Opportunit ies 

The Club will do all it can to support staff who are working towards improving their 

qualifications and training experience. All staff should read and have a good 

understanding of the settings policies and procedures, Staff are required to 

attend the m inimum of three training courses per annum but we recommend for 

their own professional development they attend more.  

It is the responsibility of the Manager to identify and promote suitable training 

courses for staff and strongly encourage them to take adv antage of these. 

Support will be given to help staff overcome any barriers to accessing such 

training.  

Staff will be expected to attend training courses and update skills as and when 

requested by their Manager.  

Thurrock Tigers will pay for training in co nnection with any childcare courses, to 

improve staff performance and qualifications.  

Specific training courses in Food Hygiene, Equal Opportunities, Child Protection, 

Special Educational Needs, Data Protection and Health and Safety are obligatory 

and staff members must always attend such courses when requested. It is the 

Managerõs responsibility to ensure that staff are kept up-to -date with recent 

legislation and are suitably enrolled on any courses that are necessary to fulfil the 

Clubõs legal responsibilities.  

 

Qualifications and training  

CR4.3 

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting e very child  Areas of learning and 

development 

Keeping safe Parents as partners  The Wider context  Active learning  

Child development  Supporting learning  Observation, assessment 

and planning 

Creativity and critical 

thinking  

Health and well -beign Key person The learning environment  Play and exploration  

 

The Registered Person will ensure that:  
Â       at least half of all persons caring for children have successfully completed a 
qualification at a minimum of level 2 in a relevant area of work*, and  

Â       the manager has a qualification at a minimum of level 3 in a relevant area of 
work as set out in the National Qualifications Framework and determined by the 
Qualifications and Curriculum Authority*  

* Childcare providers on domestic premises who were registered as childminders 
immediately before 1 September 2008 have until 1 September 2011 to co mply with 
these requirements where they have informed us by 1 September 2008.  
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Suitability and safety of premises and equipment  

CR5.1 

The registered person must ensure that the premises and equipment used for the 
purposes of the childcare are safe and suit able for that childcare.  
This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child  Areas o f learning and 

development 

Keeping safe Parents as partners  The learning environment  Active learning  

Child development  Supporting learning   Creativity and critical 

thinking  

Health and well -beign Key person  Play and exploration  

 

Risk Assessment  

We unde rstand the importance of ensuring that systems are in place for 

checking that our Club is a safe and secure place for children, staff and other 

visitors. Our risk assessment procedures are part of a continuous process to 

prevent any dangerous incident taki ng place. They are the responsibility of all 

staff as part of their daily duties.  

In accordance with our duties under the Management of Health and Safety at 

Work Regulations 1999, the Club is required to undertake regular risk assessments 

and take any necessary action arising from these according to provisions set out in 

the Health and Safety policy and elsewhere.  

The Manager is responsible for making sure that risk assessments are completed, 

logged and effectively monitored. Reviews are conducted when th ere is any change 

to equipment or resources, any change to the Clubõs premises, or when particular 

needs of a child or other visitor necessitates this.  

The Manager is further responsible for conducting any necessary reviews or 

making changes to the Clubõs policies or procedures in the light of any potential 

risks that they or other members of staff discover.  

A visual inspection of both the equipment and the entire premises ð both indoor 

and outdoor ð will be carried out daily. This will, ordinarily, be car ried out by a 

designated member of staff on arrival at the Club and will be completed before any 

children arrive.  

During the session, staff will be vigilant and continuously aware of any potential 

risks to health and safety arising from:  

Å The Clubõs environment, both indoors and outdoors  

Å All surfaces, both indoors and outdoors  

Å All equipment used by children or staff  

On discovering a hazard, staff will take all steps necessary to making themselves 

and any other people potentially affected safe. They will then notify the Manager 

and ensure that a record is made in the Incident Record Book.  

The Manager is then responsible for ensuring that any necessary action is taken.  
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Recording Accidents, Incidents and Dangerous Occurrences  

All accidents, incidents a nd dangerous occurrences will be recorded in either the 

Incident Record Book or the Accident Record Book on the same day as the event 

took place.  

Records must contain:  

Å The time, date and nature of the incident, accident or dangerous occurrence. 

Å Details of the people involved.  

Å The type, nature and location of any injury sustained. 

Å The action taken and by whom. 

Å The signature of the member of staff who dealt with the event, any witnesses 

and, if deemed necessary, a countersignature by the parents/car ers of the child or 

children involved.  

Staff should inform the parents/carers of the child or children concerned at the 

end of the session in which the incident, accident or dangerous occurrence took 

place. Where this is not possible, the information will be passed on at the earliest 

possible opportunity.  

Outdoor Play  

Any outdoor play will take place in safe secure and well -supervised spaces. Before 

any outdoor activities commence, a thorough safety check and risk assessment will 

take place.  

Outdoor play ar eas will be well maintained and free from holes, bumps or uneven 

surface areas. Ponds, drains, pools or any unnatural water will be made safe or 

inaccessible to children.  

Any outside water features will be kept safe, and inaccessible to unsupervised 

childr en. If children are involved in water sports, staff will ensure that a qualified 

lifeguard supervises them.  

In the event of snow or ice on external walkways, staff will ensure that this is 

regularly cleared and kept safe.  

Staff will make sure there is a r egular supply of water available to children at all 

times, especially in hot conditions. In such circumstances, staff will also ensure 

that children are adequately protected from the sun, according to the provisions 

set out in the Health, Illness and Emerg ency policy. 

Equipment 

Our Club is committed to providing children with access to a wide range of 

equipment that stimulates enjoyment, learning and development, both indoors 

and outdoors.  

All furniture, toys and equipment are kept clean, well maintained a nd in good repair 

and in accordance with BS EN safety standards or the Toys (Safety) Regulations 

(1995) where applicable.  

Equipment will be properly maintained and inspected in accordance with the 

manufacturerõs instructions. All electrical toys and equipment are subject to PAT 

(Portable Appliance Testing), and that relevant staff are trained on the correct 

use of computers and other IT equipment.  
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Levels of staff supervision will be sufficient to ensure that the safety of children 

is assured, and set accord ing to the type of equipment being used, along with the 

ages and number of children involved in a given activity.  

All equipment and resources will be selected with care, and risk assessments 

carried out before new toys and equipment are purchased, accordi ng to the 

principles of the Risk Assessment policy.  

The Club has equipment and resources suitable for all children currently in 

attendance, including those with special educational needs, physical disabilities and 

for those for who English is not their fir st language. 

The Clubõs equipment and resources 1 reflects positive images with regard to 

culture, ethnicity, gender, and disability.  

Resources will, whenever possible, show men and women in a variety of roles and 

jobs, and people with different abilities  being both active and creative. Examples 

of every day life will portray people from a variety of family groupings and cultural 

backgrounds in a range of non -stereotypical roles.  

The Club provides a wide selection of books that are regularly updated, as f inancial 

resources allow. The selection will always include reference books, dual language 

books and a range of age -appropriate formats. Staff are encouraged to select 

books that reflect a multicultural society, challenge stereotypes, and which meet 

the ed ucational needs of the children.  

Outside a Clubõs opening hours, all equipment will be kept in a suitable and secure 

location; safe from unauthorised access or use. When discovered, defective or 

broken equipment will be taken out of use and stored in a saf e place before being 

disposed of. Flammable equipment will be stored in a safe location away from 

sources of heat and/or naked flames.  

There will be a named member of staff with responsibility for planning and 

reviewing the stock of equipment every three months, and annually updating the 

Clubõs Inventory Record. The Inventory Record must include all electrical items, all 

items valued at £50 or more and any item not otherwise included that is 

considered to be at high risk of theft. The Inventory Record will  be kept on the 

Clubõs records, and be updated whenever a new item is added or when an old item is 

removed from use.  

The Manager, or designated member of staff, will keep a formal record of any item 

of equipment loaned to a member of staff, a voluntary org anisation or a 

parent/carer to ensure that it is returned on time and in a good state..  

Equipment refers to such things as books and toys while Resources could include 

posters, audio/video equipment, pens and papers.  

Fire Safety  

Our Club understands the im portance of vigilance to fire safety hazards. The 

Club has an up to date fire certificate and notices explaining the fire 

procedures are positioned next to every fire exit. All staff, students, 

volunteers and children are aware of the fire safety procedure s set out in this 

policy.  
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All staff are aware of the location of all fire exits, the fire assembly point and 

where fire safety equipment is stored. They are all trained in using basic fire -

fighting equipment. Particular attention is paid to distinguishing  between the 

various types of fire extinguisher and their methods of operation.  

Children will be made aware of the fire safety procedures during their settling in 

period and on regular occasion from then on. All children will be made aware of the 

location of fire exits and the fire assembly point.  

Fire doors and fire exits are clearly marked, are not obstructed at any times, and 

are easily opened from the inside.  

Fire exits are kept closed at all times but never locked. Fire extinguishers and fire 

alarm systems are regularly tested in accordance with manufacturerõs guidance. 

The Manager will appoint a designated Fire Safety Officer who will be responsible 

for arranging fire drills and tests. Fire drills will take place periodically and staff 

will be informe d of when these will occur.  

Twice a year, the Club will hold a fire drill without prior warning.  

All fire drills, fire incidents and equipment checks will be recorded in the Incident 

Record book. 

Fire Prevention  

The Club will take all steps possible to pr event fires occurring. As such, the 

Manager and the staff team are responsible for:  

Å Ensuring that power points are not overloaded with adaptors.  

Å Ensuring that the Clubõs No Smoking policy is always observed. 

Å Checking for frayed or trailing wires. 

Å Checking that fuses are replaced safely.  

Å Unplugging all equipment before leaving the premises. 

Å Storing any potentially flammable materials safely. 

The Manager will explain fire safety procedures to new staff, students and 

volunteers as part of the indu ction process.  

In the event of a fire  

A member of staff will raise the alarm immediately and the emergency services will 

be called at the earliest possible opportunity.  

All children will immediately be escorted out of the building and to the assembly 

point using the nearest marked exit. No attempt will be made to collect personal 

belongings, or to re -enter the building after evacuation.  

The entire premises will be checked by the Fire Safety Officer and the register 

will be collected, providing that this do es not put anyone at risk. On exiting the 

building, the Fire Safety Officer will close all accessible doors and windows to 

prevent the spread of fire.  

The register will be taken and all children and staff accounted for. If any person is 

missing from the r egister, the emergency services will be informed immediately. If 

for any reason the register is not to hand, the Manager should access the 

emergency contacts list that is kept off the premises (for further details see the 

Documentation and Information poli cy). 
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If for any reason the designated fire safety officer is absent at the time of an 

incident, the Manager will assume responsibility or nominate a replacement member 

of staff.  

CR5.2 

The registered person must ensure that a child is unable to leave the pr emises 
unsupervised except where the childcare is open access childcare, or in the case of 
older children, where the registered person has agreed with the parent of the 
child that they may leave the provision unaccompanied.  
This policy links to the followi ng key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Keeping safe Respecting each other  The learning environment   

Health and well -beign Parents as partners    

 

Site Security  

Our Cl ub is committed to providing care and learning for children in a safe and 

secure environment. All staff have an individual and collective responsibility to 

ensure that they have continuous regard for the safety and security of all 

children at the Club.  

Parents/carers are encouraged to talk to their children about the importance of 

remaining safe and not leaving the Clubõs premises during the session.  

These messages will be reinforced by both the Club and its staff.  

Safety and security procedures will be regularly reviewed by the Manager in 

consultation with staff and parents/carers.  

Staff and any other authorised persons who are regular visitors to the Club will be 

issued with either an identity badge or clearly identifiable clothing, which they are 

expected to wear them at all times while on the Clubõs premises.  

Supervision  

Children will not be left unsupervised at any time during activity sessions. In the 

event of staff shortages, available space will be restricted to ensure that children 

are adequately  supervised, in accordance with the staff ratio provisions set out in 

the Staffing policy.  

The Manager will allocate responsibility to individual members of staff for 

observing and supervising the main entrance and exit points at the beginning and 

end of t he session.  

Visitors  

The Club has a Visitors Book which is kept close to the main entrance in which 

visitors must sign on arrival, alongside giving the following information:  

Å Their name. 

Å The date and time of their arrival. 

Å The reason for their visit. 

Å Their expected departure time.  
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Visitors to the Club will not be left unsupervised with children at any time.  

Staff have a duty to approach any visitor on the premises who has not signed in. 

They must introduce themselves and establish immediately who  the visitor is and 

the reason for them being on the Clubõs premises. If the visitor has no suitable 

reason to be on the Clubõs premises, then they will be asked to leave immediately 

and escorted from the premises. If the visitor repeatedly refuses to leav e, the 

police will be telephoned immediately.  

A record will be made of any such incidents in the Incident Record Book, and the 

Manager will be immediately notified.  

CR5.3 

The registered person must ensure that no one can enter the premises without the 
knowledge of a person who is caring for children on the premises.  
This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Health and well -beign Respecting each other  Supporting every child   

Keeping safe Parents as partners  The learning environment   

 

Arrivals and Departures  

Our Club will give a warm and friendly welcome to each child on arrival and 

ensure that they depart safely at the end of each session.  

Admissions 

It is the responsibility of the Manager to ensure that an accurate record is kept 

of all children in the Club, and that any arrival or departure to and from the 

premises is recorded in the register. The register will be kept in an accessible 

location on the premises at all times (for exemptions to this rule, see the Visits 

and Outings policy). This process will be supplemented by regular head counts 

during the day.  

The Club should keep records of daily registers for at least two years.  

Arrivals  

On arrival, a member of staff will immediately record the childõs attendance in the 

daily register, including the time of registration.  

If the parent/carer wants their child to be given medicine during the day by a 

member of staff, they must complete and s ign the Administering Medication Form 

(See Appendix Three). Further details of this procedure are contained in the 

Clubõs Health, Illness and Emergency policy.  

Departures  

If the child is to be collected by someone other than the parent/carer, this must 

be indicated to a member of staff and recorded at the start of the session. The 

adult nominated to collect a child must be one of those named on the Admissions 
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Form (see Appendix Four). Only adults ð aged 16 years and over ð and with suitable 

identification,  will be authorised to collect children or a password must be supplied, 

if staff members still remain dissatisfied they may contact the manager for 

support. We have intruder alarms on fire exits which will raise concern if a child 

was to open the door, to prevent this from happening children under the age of 8 

years are fully escorted around the building at all times.  

Permission and arrangements for children leaving the Club alone at the end of a 

session will be a matter for discussion between the Manager and parents/carers, 

based on an understanding of a childõs age, maturity and previous experience. 

Written consent for children leaving the Club alone must be submitted to the Club 

before such arrangements are able to commence.  

No child will be allowed to l eave the Club unaccompanied. 

No adult other than those named on the Admissions Form will be allowed to leave 

the Club with a child. In the event that someone else should arrive without prior 

knowledge, the Club will telephone the parent/carer immediately.  

If the parent/carer or alternative nominated adult is going to be late to collect 

their child, staff must be informed of this on arrival. If the designated adult is 

late in picking up their child without prior warning, the provisions of the 

Uncollected Chi ldren policy will be activated.  

Upon departure, the register will be marked to show that the child has left the 

premises. The time of departure will also be recorded.  

Absences  

If a child is going to be absent from a session, parents must indicate this to  the 

Club in advance. 

If a child is absent without explanation for more than three days concurrently, 

staff will contact the parents/carers to try to ascertain the reasons behind this.  

Regular absences from the Club could be an early sign and/or symptom th at a child 

or family may be encountering some difficulties and might need support from the 

relevant statutory agencies. The Club and its staff will always try to discover the 

causes of prolonged and unexplained absences.  

Escorting Children between School a nd the Club  

Where children are escorted between school premises and the Club, the following 

procedures will be carried out:  

The Manager will ensure that a thorough risk assessment is carried out and 

regularly reviewed, according to the provisions of the Ri sk Assessment policy.  

A contact within the school will be identified, with whom the Manager will liase.  

A clear agreement will be reached between the Club and the school about when 

responsibility for childrenõs safety is officially transferred. 

The Manager will ensure that an identical register of all children who require 

escorting between locations is kept by both the school and the Club and updated 

daily. 

A regular meeting place for children will be established within both the school and 

the Club. If the  meeting place is complex, children under eight should be escorted 

directly from and to classrooms and the Clubõs premises. 
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There will always be two staff members accompanying any such group including a 

member of staff at the front and one at the rear.  

Sta ff will ensure that children are given instructions on road safety.  

If a child is absent from the Club without prior warning, staff will check to see if 

they attended school that day ð they will not simply accept the word of other 

children. If the whereabo uts of the child is not clear, staff will immediately inform 

the designated contact at the school and the parents/carers.  

Transport  

Where possible, the Club will use a minibus when escorting children longer 

distances. When escorting children by minibus or  other private vehicle, staff will 

ensure that the following rules are always adhered to:  

Å In addition to the driver, there will always be at least one adult supervising at all 

times. This adult will be seated in the back of the vehicle and nearest to the  door. 

All adults, who are involved in the transportation of children will have appropriate 

and up to date Criminal Records Bureau checks.  

Å Children should not sit at the front of a minibus. 

Å The driver will have a valid Section 19 Small Bus Permit, suitable for driving a 

minibus and escorting children.  

Å All vehicles are suitably insured and all children are wearing seat belts.   

Visits and Outings  

Our Club believes that visits and outings play an important and enriching role 

in the programme of activiti es that we provide for children. However, during 

such events, the safety of children remains paramount.  

Prior to a visit or outing, if logistically possible, a member of staff will carry out an 

exploratory visit of the proposed destination so as to pre -empt any potential 

difficulties.  

The Manager will ensure that a thorough risk assessment has been carried out 

prior to the proposed visit of an outing, according to the provisions set out in the 

Risk Assessment policy. This should include consideration of th e journey and any 

transportation involved. If a prior visit is not possible, the Manager will write to 

the venue requesting all relevant information and a risk assessment statement 

where available.  

The Club will make every effort to involve children in th e planning of a visit or 

outing. Staff will explain to children the aims and objectives of the event, along 

with what is expected of them in terms of their behaviour and contribution.  

Children will be talked through any potential safety hazards and told t o remain 

with staff at all times. Staff will explain to children what to do in an emergency, 

including designating a suitable meeting point.  

Parental Consent 

No less than two weeks before a proposed visit or outing, the Club will send a 

letter and the Vis its and Outings Form (see Appendix One) to parents/carers 

giving them detailed information about the proposed event. This will include a full 

programme of activities, any costs involved, an outline of any journey involved and 
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the mode of transport being us ed as well as approximate arrival and departure 

times.  

Parental consent is needed for all off -site visits and outings. The Manager will take 

a photocopy of the signed Visits and Outings Forms on the trip while the original 

will be stored in the Clubõs records. 

Parents/carers have the absolute right to withhold consent for a proposed visit or 

outing. No child who does not have a signed consent form will be allowed to 

participate.  

During visits and outings  

On visits or outings, the staff to child ratio will  be 1:8, unless all children are over 

10 in which case it can be 1:10; subject to the nature of the activity and the risk 

assessment. 

Å Children will remain under close supervision at all times. 

Å The Manager will ensure that a full First Aid kit is on hand, in compliance with the 

relevant provisions of the Health, Illness and Emergency policy.  

Å Two designated members of staff will keep mobile phones with them at all times 

and their numbers will be circulated to all parents/carers in advance of the visits  

and outings. These numbers will also be left at the Club in case of an emergency.  

Å A register will be taken at the beginning, middle and end of the visit or outing. 

Additionally, regular head counts will be taken by staff.  

Å A list of all members of staff and children participating in the visit or outing, 

along with relevant mobile phone numbers, will be left with the member of staff 

left on duty at the Clubõs premises (if staff numbers allow for such a provision). 

Uncollected Children  

Our Club has the hi ghest regard for the safety of the children in our care ð 

from the moment they arrive to the moment that they leave.  

At the end of every session, the Club will ensure that all children are collected by a 

parent, carer or designated adult, in accordance wit h the Arrivals and Departures 

policy. If for some reason a child is not collected at the end of a session, the 

following procedures will be activated.  

Å If a parent, carer or designated adult is more than 15 minutes late in collecting 

their child, the Man ager will be informed.  

Å The Manager will call the parent, carer or designated adult, and use any other 

emergency contact details available in order to try to ascertain the cause for the 

delay, and how long it is likely to last. Messages will always be le ft on any 

answerphone requesting a prompt reply.  

Å While waiting to be collected, the child will be supervised by at least two 

members of staff who will offer them as much support and reassurance as is 

necessary.  

Å If, after repeated attempts, no contact is made with the parent, carer or 

designated adult, and a further period of 30 minutes has elapsed, the Manager will 

call the local social services department for advice.  

Å In the event of the social services being called and responsibility for the child 

being passed to a child protection agency, the Manager will attempt to leave a 



Thurrock Tigers Childcare Centre Polices and Procedures  

Welfare Requirments.doc  v10.11 Page 45 of 104 

further telephone message with the parent/carer or designated adultsõ answer 

phone. Furthermore, a note will be left on the door of the Clubõs premises 

informing the parent, care r or designated adult of what has happened. The note 

will reassure them of their childõs safety and instruct them to contact the local 

social services department.  

Å Under no circumstances will a child be taken to the home of a member of staff, 

or away from  the Clubõs premises unless absolutely necessary, in the course of 

waiting for them to be collected at the end of a session.  

Å The child will remain in the care of the Club until they are collected by the 

parent, carer or designated adult, or alternatively  placed in the care of social 

services.  

Å Incidents of late collection will be recorded by the Manager and discussed with 

parents/carers at the earliest opportunity. Parents and carers will be informed 

that persistent late collection may result in the impo sition of a fine or the loss of 

their childõs place at the Club. 

Å A late payment fee is charged at Ã1.00 per minute for all children collected 

after 7 pm, as at least two members of staff must stay with the child(ren).  

Missing Children  

Our Club has the hi ghest regard for the safety of the children in our care. 

Staff will always be extremely aware of the potential for children to go 

missing during sessions.  

Even when all precautions are properly observed, emergencies can still arise. 

Therefore members of st aff will undertake periodic head counts, especially at the 

transition points between sessions (in addition to the registration procedures set 

out in the Arrival and Departures policy). If for any reason a member of staff 

cannot account for a childõs whereabouts during a session at the Club, the following 

procedure will be activated:  

Å The member of staff in question will inform both the Manager and the rest of 

the staff team that the child is missing and a thorough search of the entire 

premises will commence. The staff team will be careful not to create an 

atmosphere of panic and to ensure that the other children remain safe and 

adequately supervised.  

Å The Manager will nominate two members of staff, one male and one female, to 

search the area surrounding th e premises. All staff will be extra vigilant to any 

potentially suspicious behaviour or persons in and around the Club.  

Å If after 15 minutes of thorough searching the child is still missing, the Manager 

will inform the police and then the childõs parent/carer.  

Å While waiting for the police and the parent/carer to arrive, searches for the 

child will continue. During this period, other members of staff will maintain as 

normal a routine as is possible for the rest of the children at the Club.  

Å The Manager will be responsible for meeting the police and the missing childõs 

parent/carer. The Manager will co -ordinate any actions instructed by the police, 

and do all they can to comfort and reassure the parents/carers.  
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Å Once the incident is resolved, the Manager and the staff team will review 

relevant policies and procedures and implement any necessary changes (paying 

particular note to the relevant provisions of the Clubõs Site Security and Risk 

Assessment policies).  

Å All incidents of children going missing from the Club will be recorded in the 

Incident Record Book, and in cases where either the police or social services have 

been informed, Ofsted will also be informed, as soon as is practicable.  

 

CR5.4 

The registered person must undertake a risk assessment of th e premises and 
equipment: 
This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Parents as partners  Supporting every child  Areas of  learning and 

development 

Keeping safe Supporting learning  The Wider context  Active learning  

Health and well -beign  Observation, assessment 

and planning 

Creativity and critical 

thinking  

  The learning environment  Play and exploration  

 
Â       at least once in each calendar year, and 
Â       immediately, where the need for an assessment arises  

The registered person must ensure that all necessary measures are taken to 
minimise any identified risks.  

Fire Safety  

Our Club understands the importance of vigila nce to fire safety hazards. The 

Club has an up to date fire certificate and notices explaining the fire 

procedures are positioned next to every fire exit. All staff, students, 

volunteers and children are aware of the fire safety procedures set out in this 

policy.  

All staff are aware of the location of all fire exits, the fire assembly point and 

where fire safety equipment is stored. They are all trained in using basic fire -

fighting equipment. Particular attention is paid to distinguishing between the 

various types of fire extinguisher and their methods of operation.  

Children will be made aware of the fire safety procedures during their settling in 

period and on regular occasion from then on. All children will be made aware of the 

location of fire exits and the fire assembly point.  

Fire doors and fire exits are clearly marked, are not obstructed at any times, and 

are easily opened from the inside.  

Fire exits are kept closed at all times but never locked. Fire extinguishers and fire 

alarm systems are regularl y tested in accordance with manufacturerõs guidance. 
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The Manager will appoint a designated Fire Safety Officer who will be responsible 

for arranging fire drills and tests. Fire drills will take place periodically and staff 

will be informed of when these wi ll occur.  

Twice a year, the Club will hold a fire drill without prior warning.  

All fire drills, fire incidents and equipment checks will be recorded in the Incident 

Record book. 

Fire Prevention  

The Club will take all steps possible to prevent fires occurr ing. As such, the 

Manager and the staff team are responsible for:  

Å Ensuring that power points are not overloaded with adaptors.  

Å Ensuring that the Clubõs No Smoking policy is always observed. 

Å Checking for frayed or trailing wires. 

Å Checking that fuses are replaced safely.  

Å Unplugging all equipment before leaving the premises. 

Å Storing any potentially flammable materials safely. 

The Manager will explain fire safety procedures to new staff, students and 

volunteers as part of the induction process.  

In  the event of a fire  

A member of staff will raise the alarm immediately and the emergency services will 

be called at the earliest possible opportunity.  

All children will immediately be escorted out of the building and to the assembly 

point using the neares t marked exit. No attempt will be made to collect personal 

belongings, or to re -enter the building after evacuation.  

The entire premises will be checked by the Fire Safety Officer and the register 

will be collected, providing that this does not put anyone at risk. On exiting the 

building, the Fire Safety Officer will close all accessible doors and windows to 

prevent the spread of fire.  

The register will be taken and all children and staff accounted for. If any person is 

missing from the register, the emerg ency services will be informed immediately. If 

for any reason the register is not to hand, the Manager should access the 

emergency contacts list that is kept off the premises (for further details see the 

Documentation and Information policy).  

If for any re ason the designated fire safety officer is absent at the time of an 

incident, the Manager will assume responsibility or nominate a replacement member 

of staff.  

 

At Thurrock Tigers childcare centre we recognise our duties under the health and 

safety work ac t 1974, we will endeavour to follow this legislation to ensure we 

maintain a safe and healthy work environment.  

Thurrock Tigers recognises our duties to ensure the following: - 

¶ To provide and maintain a safe place of work, this consists of safe 

systems of good practise, safe equipment and a healthy and safe 

working environment  
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¶ To ensure that hazards are identified and regular assessments of 

risks are undertaken as preventive measures to reduce the risk of 

harm 

¶ To provide information, instruction and trainin g, as it is necessary to 

ensure employees and others are ensured of a healthy and safe 

working environment.  

¶ To promote the awareness of health and safety and encourage health 

and safety best practise through out our entire organization.  

¶ To ensure we are ta king appropriate protective and preventive 

measures 

¶ To ensure we have access t competent advice and are able to comply 

with our statutory duties.  

 

At Thurrock tigers we understand our legal duty to report certain accidents 

and incidents (including specific  diseases) to the enforcing authorities: - 

RIDDOR/ local safe guarding board/ board of health etc. We have the 

response to instigate appropriate control measures i.e. exclusion from day 

nursery our control measures will include: - 

¶ Identifying these acciden ts, diseases and incident including near miss, 

that should be reported to the enforcing authority e.g. the health and 

safety officer at Thurrock Tigers, the nominated person will be 

responsible to see if there are any re -occurrences and will take 

positive steps with risk assessments to ensure there are no re -

occurrences.  

   

Named Health and Safety officers  

Miss Kim Higham 

Mrs Ginnie Higham  

We recognise our duties to control the use of electrical equipment we under 

obligation to ensure year appliances are PA T (portable appliance tested) to ensure 

they are in safe working order, when purchasing appliances we are obliged to 

perform risk assessments to determine who will be using, the area it will be used 

within, we will ensure blanket plates are replaced when p lugs are removed, staff 

will carry out regular vigilant checks on equipment, i.e. checking wires are not 

fraying, cables are not fraying and that plugs are not damaged.  

Due to the nature of our business we own a significant amount of equipment 

and itõs every individuals responsibility to ensure that equipment is used for itõs 

desired purpose, itõs up to the practitioners to risk assess activities before 

carrying them out, to ensure equipment is safe and age appropriate.  

When performing risk assessments, whi ch must be logged as evidence, so 

suitable control measures can be reflected upon in our best practise, i.e. discarding 

of equipment or removing equipment until itõs fully repaired or restored. Itõs up to 

the proprietor to organise in house training on pro bationary periods to ensure 

staff are familiarised with polices and procedures, the proprietor will organise 
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further training to further professional development and to ensure everyoneõs 

welfare is paramount.  

We will keep hazardous materials away from heat  sources; we have risk 

assessed room usages and have arranged appropriate fire fighting equipment in the 

desired location for its use.  

Itõs the responsibility of the proprietor to ensure fire fighting equipment is 

checked yearly to ensure itõs fit for use, itõs the responsibility of the proprietor to 

ensure fire drills are carried out twice yearly (minimum) itõs the responsibility of 

the proprietor to ensure fire alarms, emergency lighting, smoke detectors and 

sounders are checked twice yearly by officials  and fort nightly checks by the 

nominated person (S)  

Regular vigilant checks will consist of: -  

¶ Ensuring floors and fire exits are obstruction free at all times  

¶ We will endeavour to ensure staff receive training and are made 

aware of procedures i.e. staff  wearing protective clothing.  

¶ Itõs the responsibility of the proprietor to ensure bodily fluids are 

disposed of correctly.  

 

Itõs every individualõs responsibility to ensure first aid kits are accessible 

and are correctly equipped, itõs the responsibility of the named first aider to 

record accidents, and to ensure they are made aware to parents and carers 

to encourage a proactive approach within our child care setting, we have 

implemented a hazard reporting system, which enables employees to raise 

awareness of situations which could potentially cause harm, we have the 

following control measures in place: -  

¶ We have hazard log forms in place so hazards can be formally 

reported  

¶ We provide necessary training to all staff members to enable them 

to identify hazard s so they know the channel to follow when 

reporting hazards.  

¶ Staff will know how to flag any hazards, to their line manager or 

supervisor.  

¶ Through training staff members can ensure hazards are promptly 

and properly dealt with.  

 

We recognise our duties to e nsure the health and well being of any 

persons who may be affected by our work activities, if risk assessments 

deem necessary: - we have the following control measures in place: - 

¶ Hazards that can cause injury or work related ill healths are 

identified in risk assessments.  

¶ We will refer to a specialist occupational health practitioner if 

the situation deems necessary.  

¶ We will ensure all our employees understand the system for 

reporting hazards.  
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How the childcare provision is organised  

CR6.1 

The registered person must make arrangements with other childcare providers or 
with parents for occasions on which the registered person is not able to provide 
childcare.  
This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child  Areas of learning and 

development 

Keeping safe Parents as partners  The Wider context  Active learning  

Child development  Supporting learning Observation, assessment 

and planning 

Creativity and critical 

thinking  

Health and well -beign Key person The learning environment  Play and exploration  

 
 

Closing the centre  

 

Thurrock Tigers endeavours to give our customers the minimum of six weeks notice 

prior to closing the setting, you can contact Thurrock Council who will supply you 

with a list of registered childminders. There may be some unforeseen 

circumstances in which the setting may not be able to give our customers 

sufficient notice i.e. i f there is no: - central heating, water or electricity, other 

reasons for closure could be if there is a fire or bomb scare on the premises if 

this is the case we would re -convene at our safe space  

St Thomasõs Church 

16 East Street Road, Grays, Essex.  

 

 

CR6.2  

The registered person must ensure that childrenõs behaviour is managed in a 
suitable manner.  

Behaviour Management  

This policy links to the following key themes and commitments of the EYFS  

A Unique Child Positive 

Relationships  

Enabling 

Environments  

Learning and 

Development 
Inclusive practise  Respecting each other  Supporting every child   

Keeping safe Parents as partners  The Wider context   

Child development     

Health and well -beign    

 

Our Club recognises the importance of positive and effective behav iour 

management strategies in promoting childrenõs welfare, learning and enjoyment.  
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The aims of our Behaviour Management policy are to help children to  

Å Develop a sense of caring and respect for one another. 

Å Build caring and co-operative relationships  with other children and adults.  

Å Develop a range of social skills and help them learn what constitutes acceptable 

behaviour.  

Å Develop confidence, self discipline and self esteem in an atmosphere of mutual 

respect and encouragement.  

Behaviour Management Strategies  

The Club, the Manager and the staff team will manage behaviour according to 

clear, consistent and positive strategies. Parents/carers are encouraged to 

contribute to these strategies, raising any concerns or suggestions.  

Behaviour management in the Club will be structured around the following 

principles:  

Å Staff and children will work together to establish a clear set of ôground rulesõ 

governing all behaviour in the Club. These will be periodically reviewed so that new 

children have a say in how the rules of the Club operate.  

Å The Clubõs ôground rulesõ will apply equally to all children and staff. 

Å Positive behaviour will be reinforced with praise and encouragement.  

Å Negative behaviour will be challenged in a calm but assertive manner. In the first 

instance, staff will try to re -direct childrenõs energies by offering them 

alternative and positive options. Staff will be open in stating and explaining non -

negotiable issues.  

Å When dealing with negative behaviour, staff will always communicate in a clear, 

calm and positive manner.  

Å Staff will make every effort to set a positive example to children by behaving in 

a friendly and tolerant manner themselves, promoting an atmosphere where 

children and adults respect and value one another.  

Å Staff will avoid shouting at work.  

Å Staff will facilitate regular and open discussions with children about their 

behaviour. This will help them to understand the negative aspects of their 

behaviour and enable them to have their say and be helped to think through th e 

causes and effects of their actions.  

Å Staff will work as a team by discussing incidents and resolving to act collectively 

and consistently.  

Å Staff will try to discuss concerns with parents/carers at the earliest possible 

opportunity in an attempt to he lp identify the causes of negative behaviour and 

share strategies for dealing with it.  

Å Children who experience bullying, racism or other unacceptable behaviour will be 

given the confidence to speak out  

Å Staff will encourage and facilitate mediation between children to try to resolve 

conflicts by discussion and negotiation.  

Å Activities will be varied, well planned and structured, so that children are not 

easily bored or distracted.  
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Dealing with Negative Behaviour  

When confronted with negative behaviour , staff will be clear to distinguish 

between ôdisengagedõ, ôdisruptiveõ and ôunacceptableõ behaviour. 

ôDisengagedõ behaviour may indicate that a child is bored, unsettled or unhappy. 

With sensitive interventions, staff will often be able to re -engage a child in 

purposeful activity.  

ôDisruptiveõ behaviour describes a child whose behaviour prevents other children 

from enjoying themselves. Staff will collectively discuss incidents and agree on the 

best way to deal with them.  

ôUnacceptableõ behaviour refers to non-negotiable actions and may include 

discriminatory remarks, violence, bullying or destruction of equipment. Staff will 

be clear that consequences will follow from such behaviour, including in the first 

instance, temporarily removing a child from the act ivity session.  

When an incidence of negative behaviour occurs, staff will listen to the child or 

children concerned and hear their reasons for their actions. Staff will then explain 

to the child or children what was negative about their behaviour and that such 

actions have consequences for both themselves and for other people.  

Staff will make every attempt to ensure that children understand what is being 

said to them. Children will always be given the opportunity to make amends for 

their behaviour and, unl ess it is judged inappropriate, be able to rejoin the activity.  

In the event that unacceptable behaviour persists, more serious actions may have 

to be taken, in accordance with the Suspensions and Exclusions policy. At all times, 

children will have explain ed to them the potential consequences of their actions.  

The Use of Physical Interventions  

Staff will use physical interventions only as a last resort and only then if they have 

reasonable grounds for believing that immediate action is necessary to prevent  a 

child from significantly injuring themselves or others or to prevent serious damage 

to property.  

Before reaching this stage, staff will have used all possible non -physical actions, 

such as dialogue and diversion, to deal with the behaviour. The child o r children 

concerned will be warned verbally that physical intervention will be used if they do 

not stop.  

A dialogue will be maintained with the child or children at all times, so that the 

member of staff can explain what they are doing and why they are do ing it. Staff 

will make every effort to avoid the use of physical interventions if they are alone 

with the child or children.  

Only the minimum force necessary to prevent injury or damage should be applied. 

For example, by diverting a child or children by l eading them away by a hand or by 

an arm around their shoulders.  

Staff will use physical intervention as an act of care and control and never 

punishment. Physical interventions will not be used purely to force a child to do 
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what they have been told and when  there is no immediate risk to people or 

property.  

As soon as it is safe, the physical intervention should be gradually relaxed to allow 

the child or children to regain self -control.  

The force of the physical intervention will be always appropriate to the age, size 

and strength of the child or children involved.  

If staff are not confident about their ability to contain a particular situation or 

type of behaviour, consideration will be given to calling the Manager or, in extreme 

cases, the police.  

Where a m ember of staff has had to intervene physically to restrain a child, the 

Manager will be notified and the incident recorded in the Incident Record Book. 

The incident will be discussed with the parent/carer at the earliest possible 

opportunity.  

If a staff m ember commits any act of violence or abuse towards a child at the 

Club, serious disciplinary action will be implemented, according to the provisions of 

the Staff Disciplinary Procedures Policy.  
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Biting in the Childcare Environment  

If your child has been bi tten?   If your child is biting ? 

Staff will intervene immediately, getting between the 2 

children  

 Remain calm, will give a short explanation their behaviour was 

wrong, telling them biting is unacceptable they will use a short 

statement i.e. òI donõt like it when you bite peopleó show the 

child how they have affected injured child i.e. you hurt them and 

now they are crying.  

Help the child who has been bitten, comfort them and apply 

first aid, (if the skin is broken wash the wound with arm 

soapy water, appl y an ice pack or cold compress to reduce 

swelling, if the skin is broken consult Dr or NHS direct.)  

 Record this in incident book, notify parent on collection, and get 

them to sign the incident log  

Fill in the incident log, and accident form, notify pare nt Upon 

collection and get them to sign the log, apologise to Parent/ 

carer ð do not breach confidentiality by disclosing the biting 

childõs name, explain to them we have followed  Our company 

policy on biting, reassure parent/ carer by  Explaining how 

the  situation was handled.  

 When Biting persists after several weeks, meet formally with 

biterõs parent/ carer ð discuss reason for biting and work 

together to change the biting behaviour, use re -direction i.e. if 

you are noticing a pattern i.e. itõs at a certain time of day use 

re -direction techniques to take their mind off this time of day.  

 

Steps to Managing Childrenõs Unwanted Behaviour 

1. When communicating come down to the childõs level, encourage the child to make eye contact. 

2. Use a non-verbal prompt i.e.  finger to the lip or a shake of the head  

3. Use a diversion tactic i.e. if children are failing to share offer a duplicate object to resolve the situation  

4. As a last result if unwanted behaviour persists, remove the child from the situation i.e. a time out, t he use of physical 

interventions is only to be used if a child is likely to cause injury to them self, another individual or if they are damagin g 

property  
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Rainbow rules of the room  

 
 

 

 

 

 




































































































