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1. HEALTH AND SAFETY POLICY 

 

 

It is the intention of Forest Row Community Pre-school to provide and maintain a safe 

and healthy working environment for all employees, children and their parents/carers 

whilst on the premises. 

 

Forest Row Community Pre-school takes all positive steps to promote safety within the 

setting and outings. The Committee Chair has overall responsibility for ensuring the policy is 

implemented.  

 

Risk Assessment 

Our ongoing risk assessment process includes: 

 

• The manager on duty completing the daily health and safety checklist before children 
enter the premises. 

• The Health & Safety officer reviewing the Health & Safety policy annually. 

• The Health & Safety officer completing weekly, half-termly and termly health and safety 
checklists. 

• The Health & Safety officer reviewing the accident/incident books and risk assessments 
termly to identify any issues that need to be addressed. 

• The Health and Safety officer reviewing the Pre-school incident log file weekly to 
indentify any procedures that need to be changed to prevent similar incidents occurring. 

• The Health & Safety Officer completing fire safety log termly. 

• The manager on duty to assess daily activities with children for potential Health & Safety 
issues that may occur. 

• The Health & Safety officer to determine when it is necessary to make a written risk 
assessment in relation to a specific issue.  This should include the action required to 
minimise risk and informing staff of findings. 

• ALL STAFF to be responsible for reporting any hazards that they identify to supervisor. 
 

Risk Benefit Assessment 
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The Pre-School use a method of weighing up risk versus benefits when assessing activities 

to be used in our education. We acknowledge the importance of allowing children to engage 

in reasonable risk for their development. Each activity has risk benefit assessments in place 

and some activities require a permission from parents for children to take part in. These 

activities are low risk. We do not allow activities with higher risks due to the age of the 

children in our care. If you would like further information on this, please speak to one of our 

Forest School Leaders.  

 

 

Pre-school Incident log file 

We keep an online log of all incidents that may occur in the setting or during an outing.  This 

information will include when and what happened and the name of the relevant child (if any) 

relating to the incident. This is followed by any action that was taken or needs to be taken.  

 
 

Our Pre-school Incident Book 

We keep an incident book for recording incidents which include: 

 

• Break in, burglary, theft of personal or settings property 

• Fire, flood, gas leak or electrical failure 

• Attack on member of staff or parent on the premises or near by 

• Any racist incident involving staff or family in the settings premises 

• Death of a child  

• Serious accident or injury to a child 

• Terrorist attack or threat of one 

• Any incidents that may occur in the setting or on an outing 
 

Our incident book is not for recording issues of concern involving a child. 

 

The incident book is used to record the date and time of the incident, nature of the event, 

who was affected, what was done about it and the crime number if it was reported to the 

police. Any follow up, or insurance claim made, should also be recorded. 

 

 

Security of children 

Forest Row Community Pre-school aims to provide a secure environment for Pre-school 

children at all times, and staff make every effort to monitor children at all times. 
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• A daily online register of both staff and children is completed, recording arrival and 
departure times and the total number of children in attendance, which must be updated 
as numbers change throughout day, including the whiteboard. 

• A member of staff will always be at main entrance for drop-off and collection of children 
to monitor who enters and departs the building.  This duty involves preventing 
unauthorised persons entering the premises and children from leaving unnoticed. 

• Only permanent members of staff are permitted to open the entrance door to let people 
in or out and they must make sure it is locked afterwards. 

• The register of  children is updated on the blackboard. 

• All visitors must be signed in and out on visitor’s register. No visitor should be left 
unattended with the children. 

• Headcounts are carried out during a session when appropriate. 

• Children must leave the setting only with an authorised adult.  This is one of the 
named parent/guardians on the registration form who staff have met.  

• Staff will only release a child to an alternative adult if the parent/guardian has notified 
staff in advance of the alternative collection arrangements.  Forest Row Pre-school will 
not release a child into the care of anyone under the age of 18, unless this is a parent.  If 
staff have not previously met the person nominated to collect the child then the 
parent/carer is required to agree a one-off password between collector and Pre-school.  

• Parents/Carers may register an adult as an emergency contact that they wish to collect 
their child on a regular basis. 

 

 

Kitchen 

• Children are not allowed independent access into kitchen and the gate must be kept 
locked at all times. 

• Cleaning materials and other hazardous materials must be stored out of reach of 
children and away from foodstuffs. 

• All surfaces will be clean and non-porous. 

• Hot drinks are only consumed in the kitchen area. 

• The dishcloth and tea towel must remain in the kitchen and be changed daily. 
 

Hygiene 

• Regular hand washing by both adults and children is essential. 
a) After toileting, nappy changing, coughing/sneezing, first aid, gardening, cleaning 

      b) Before eating, cooking, preparing food, and first aid. 

• All kitchen equipment and utensils are sterilised after use, either by going through a 
dishwasher cycle or soaking in sterilising fluid. 

• Daily routines encourage the children to learn about and practise good personal hygiene. 

• Nappies must be bagged and disposed of immediately, using only designated nappy bin. 

• The nappy changing unit is sanitised after every use. 

• Staff wear Personal Protective Clothing such as disposable gloves 

• We have a daily cleaning schedule in place for the setting. The kitchen and toilet areas 
must be signed off daily when completed. 

• We have an ongoing cleaning rota for resources and equipment. 
 

We implement good hygiene practices by: 
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• Cleaning tables between activities using disposable paper roll. 

• Checking and cleaning toilets regularly throughout day. 

• Wearing protective clothing such as disposable gloves and aprons as appropriate. 

• Providing tissues and wipes 

• Providing sole use paper towels. 

• Keeping a rotating record of toy sterilisation  
 

Safety Practise 

• Staff are continuously supervising children. 

• No dangerous materials or equipment will be placed near children and will be stored out 
of reach of children. 

• Children are taught to handle and store tools safely. 

• Equipment is safe and fit for purpose.  Any dangerous items will be repaired or 
discarded. 

• Floors are clean, dry and clear of obstructions. 

• All spillages are cleared up immediately by staff using appropriate products. (General 
purpose mop and bucket used in all areas, except the bathroom). 

• Cleaning of blood and body fluid spillages:  
All spillages of blood, faeces, saliva, vomit, nasal and eye discharges should be cleaned 

up immediately whilst wearing personal protective equipment (PPE).  When spillages 

occur, cleaning is to be done with a product that combines both a detergent and a 

disinfectant.  Products are to be used as per manufacturers’ instructions and ensure that 

it is effective against bacteria and viruses and suitable for use on the affected surface.  

Mops must never be used for cleaning up blood and body fluid spillages. Disposable 

paper towels are to be used instead and discarded as clinical waste in the nappy bin.  

• The setting must be maintained at an appropriate temperature. (Thermometer kept by 
supervisor’s desk). 

• Garden gate immediately adjacent to the hall locked and entire garden perimeter is 
secure prior to children entering garden. 

• Staff medication on premises must be securely stored and out of reach of children (in 
kitchen area or locked in staff cupboard). 

 

 

Garden 

• Our outdoor area is securely fenced and gated 

• The fire exit gate is unlocked during session, but bolted 

• All outdoor activities are supervised at all times 

• Play equipment including the climbing frame is checked regularly for safety 

• The sand pit is checked before use for any foreign bodies 

• The sand pit is covered when not in use 

• The sand is cleaned and changed when appropriate 
 

 

Fire Safety 

• Fire doors are clearly marked, never obstructed and easily opened from inside. 
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• The emergency fire exit gate in garden is unlocked at all times that children are present, 
although it is kept bolted. 

• Smoke detectors/alarms and fire fighting appliances conform to BS EN standards, are 
fitted in appropriate high risk areas of the building and are checked as specified by the 
manufacturer. 

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

- Clearly displayed in the premises. 
- Explained to new members of staff and volunteers. 
- Practised termly at minimum. 
- Records of fire drills are kept. 

 

  

 

 

Date Updated Reviewed Next Review 

Updated December 2014 March 2015 March 2016 

January 2016  January 2017 

November 2016  November 2017 

November 2017  November 2018 

December 2018  December 2019 

 September 2020 September 2021 

 

 

 

 

 

 

 

 

2. HEALTH POLICY: FOOD & DRINK 
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Amendment: Due to Covid-19, the Pre-School is currently unable to serve food 

Children who attend any session between 12pm-1pm must bring a packed lunch. Parents 

are asked to provide a healthy, balanced and nutritious lunchbox for their child.  Further 

guidance on this is issued on registering with the setting. They are advised to put a cool 

pack in the lunch box as we do not have the refrigerator space for lunch boxes. Parents may 

include a fruit juice in your child’s lunch box to have at lunch. If you require advice on this, 

please see our healthy eating display or speak to a member of the staff. Children who attend 

a half day session are asked to provide a small snack of fruit/vegetable & a carbohydrate.  

 

We recognise that snack and mealtimes are an important part of the child’s day. It is a social 

time for children to enjoy food.  We aim to provide healthy, balanced, and nutritious food and 

drink to meet the child’s needs and to allow them to experience a variety of different foods. 

 

 

• Parents/carers must provide information about their child’s special dietary 
requirements, preferences and food allergies, when registering and keep us updated 
of any changes. 
 

• Details of what your child has eaten or been offered will be visible on your 
ParentZone account. 
 

• Specific dietary information for a child (or member of staff) is displayed in both the 
food preparation area, eating area and the staff tablets.  The board displayed in the 
eating area will include a photograph of the child to ensure these restrictions are 
observed. 
 

• We regularly consult with parents about their child’s dietary requirements. You are 
asked to update your child’s online profile with any relevant information. 

1. Ensure existing information is up to date. 
2. Uncover any new requirements/allergies for a child that we may not be aware 

of. 
3. Keep parents informed about any concerns or changes in eating habits. 

 

• We operate a four week snack menu which is organised to provide a healthy, 
nutritious and balanced diet.  Each weekly menu is displayed in the exterior display 
cabinet for parents to see. 
 

• From time to time the children will have something different from the menu as they 
may have cooked something that morning or picked something from the vegetable 
garden. 
 

• A choice of milk or water is provided to all children during snack time but if they wish 
they may drink something provided from home should they have a special dietary 
requirement, e.g. lactose intolerant. Juice however, is not offered at snack time, and 
should not be sent in for snack or lunch, unless recommended by a medical 
professional. 
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• Children are provided with their own named water bottle, these are sterilized each 
day. These are available to children all session and children are regularly reminded 
or offered a drink. 

 

• The Pre-School provides a hot two course lunch which meets all food trust and 
government guidelines. Allergies are carefully catered for. Children are involved in 
lunches through helping to prepare, laying the tables and serving the meals.  

 

• Staff will sit with the children during snack and lunchtime to support and monitor the 
children’s eating.  The children will always be encouraged to have a drink and to try 
new foods, at no point will staff force children to eat foods or deny them other foods 
such as pudding.  
 

• During all mealtimes it is the role of the staff to encourage each child’s 
independence, support social interaction and promote healthy eating. Staff may also 
role model healthy eating 

 

HEALTH 

 

• Fresh drinking water is available to staff and children at all times. 

• Staff promote the importance of good health in the form of physical exercise and a 
healthy diet. 

• Food is prepared hygienically for children by staff.  Staff involved in preparing food must 
receive training in food hygiene during their induction process. 

• All food is stored safely in accordance with environmental regulation. 

• All food beyond its sell-by-date is disposed of. 

• A record of the fridge temperature is taken daily to ensure it is maintained at a safe 
temperature. 

• Regular reviews are carried out on our menus. 

• We use the healthy portions book to ensure servings are appropriately sized. 

• Dairy produce is dated when opened and used within 3 days of opening. Anything 
unused is then disposed of irrespective of the use-by date. 

• Ofsted must be notified of any food poisoning affecting two or more children looked after 
on the premises.  Notification must be made as soon as is reasonably practical but in 
any event within 14 days of the incident. 

• The Pre-School collects food on a ‘best before’ date that is used to supplement snacks 
and cooking to minimize waste from local businesses.  

 

Updated Reviewed Next Review 

January 2016  January 2017 

November 2016 November 2017 November 2018 

December 2018  December 2019 

September 2020  September 2021 
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3. ACCIDENTS AND EMERGENCIES POLICY 

 

• The first aid box is kept on top of the white cabinet in the lobby for the duration of each 
session.  An additional portable first aid box is taken on all outings.  The Health & Safety 
Officer is responsible for checking the first aid box to ensure the first aid equipment is 
kept clean, replenished and replaced before items go out of date.  Sterile items will be 
kept sealed in their packages until needed. 

 

• There will be at least one member of staff present on site or on an outing who has up-to-
date paediatric training. Forest School sessions will require at least one member of staff 
to be outdoor first aid trained 

 

• All accidents are recorded by the staff.  Accidents are recorded using IConnect software 
and should be signed by two members of staff and a guardian of the child. Staff 
accidents should be signed by a member of the management team. Records should 
include specific details of any injury sustained.  

 

• In the case of a serious accident or injury a First Aider present will be informed 
immediately and will take responsibility for dealing with the child.  They will instruct a 
member of staff to telephone for the child’s parent/carer and/or ambulance where 
necessary.  If the injury or illness requires outside medical attention and the parent/carer 
cannot be contacted, then a member of staff will accompany him/her to hospital.  They 
should take with them the child’s medical information and parental consent for 
emergency medical treatment. 

 

• Ofsted must be notified as soon as possible (and at the latest within 14 days) of any 
serious accident, illness or injury, or death of any child in Pre-school’s care or any adults 
on the  
premises and of the action taken in respect of it. 

 

• Any serious accident, injury or illness that occurs must be logged by the Manager as an 
incident. It can then be reviewed to see if any action need be taken to prevent the same 
thing happening again.  Some incidents will require immediate action. (See Our Pre-
school Incident Book in the 1. Health & Safety Policy) 

 

• The local child protection agencies must also be notified of any serious accident or 
injury, or the death of any child whilst in the care of the Pre-school, and the Pre-school 
must act on any advice given.  
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• Based on RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations), the following must be reported to the Health & Safety Executive 
immediately, using the RIDDOR website at http://www.hse.gov.uk/riddor/report.htm or 
0845 300 9923: 

o Death – any work related fatality 
o Major Injury – amputation, loss of sight and most fractures 
o Dangerous occurrences – near-misses that do not result in an injury, but could 

have 
o Injuries to a member of the public – when an incident has caused death or an 

injury requiring hospital treatment to a person who is not at work 
o Gas Incidents 
o Diseases – a full list is available on http://www.hse.gov.uk this is subject to 

change. Some diseases are only reportable when in conjunction with another. 
Such as Chicken pox & Scarlet Fever 

o Some Diseases when they become epidemic.  
o Notification to RIDDOR within 10 days of an injury, when an employee is unable 

to perform their normal duties for more than 3 days 
 

See Appendix 1 

 

 

Date Updated  Reviewed Next Review 

January 2016   

July 2016  January 2017 

 March 2018 March 2019 

December 2018  December 2019 

September 2020  September 2021 

 

 

 

 

 

 

 

 

 

 

 

http://www.hse.gov.uk/
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Appendix 1 

Guidance on what do in the case of serious accidents, illness or death.  

Ofsted Guidance 

Registered providers must notify OFSTED or the childminding agency with which they are 
registered of any serious accident, illness or injury or death of any child while in their care, 
and of the action taken. Notification must be made as soon as is reasonably practicable, but 
in any event within 14 days of the incident occurring. A registered provider, who, without 
reasonable excuse, fails to comply with this requirement, commits an offence. Providers 
must also notify the Local Authority Designated officer (LADO). In East Sussex we 
recommend you do this at the same time. Providers must act on advice from the LADO. 
(Statutory Framework for the EYFS, September 2014) 

LADO Guidance 

Details about the incident must be provided, including where, when and where the incident 
happened. Personal details, for example, the name and age of the child or children involved; 
details of any other people involved, must be given to the LADO. You may be asked to put 
the information in writing. A record of all information given, whether by telephone or in 
writing, will be kept on record. This information may be shared with other agencies that have 
duties in relation to the incident, such as local authority environmental health departments.  

If you are on the Early Years Register you are committing an offence by not notifying Ofsted 
within 14 days, unless you have a reasonable excuse.  

If you are on the Childcare Register, it not an offence, but failing to notify Ofsted would be 
taken into account in making any decisions about your continued registration, if it was 
brought to Ofsted’s attention.  

You must notify OFSTED and the LADO about:  

- the death of a child whilst in your care, or later, as the result of something that 
happened while the child was in your care  

- death or serious accident or serious injury to any other person on your premises 
(Childcare Register only)  

- serious injuries (please see the section below for the definition of serious injuries)  

- where a child in your care needs to go to an Accident and Emergency Department 
of a hospital (and requires hospitalisation for more than 24 hours), either directly 
from your provision or later, as the result of something that happened while the 

child was in your care 

- any significant event that is likely to affect your suitability to care for children.
 
 

 
 
Serious injuries are defined as:  

- broken bones or a fracture  

- loss of consciousness  

- pain that is not relieved by simple pain killers  
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- acute confused state  

- persistent, severe chest pain or breathing difficulties  

- amputation  

- dislocation of any major joint including the shoulder, hip, knee, elbow or spine  

- loss of sight (temporary or permanent)  

- chemical or hot metal burn to the eye or any penetrating injury to the eye  

- injury resulting from an electric shock or electrical burn leading to 
unconsciousness, or requiring resuscitation or admittance to hospital for more 
than 24 hours  

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

- unconsciousness caused by asphyxia or exposure to harmful substance or 
biological agent  

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

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

Please note this not a fully comprehensive list. East Sussex County Council 
advice is to notify Ofsted and the LADO if you are in any doubt. 

 
You are not required to inform Ofsted of minor injuries, but you must keep a record of 
these incidents. You are also not required to inform Ofsted of general appointments to 
hospital or routine treatment by a doctor, such as the child’s general pract itioner, that is not 
linked to, or is a consequence of, a serious accident or injury.  

Minor injuries are defined as:  

- sprains, strains and bruising  

- cuts and grazes  

- wound infections  

- minor burns and scalds  

- minor head injuries  

- insect and animal bites  

- minor eye injuries  

- minor injuries to the back, shoulder and chest.  

Advice from East Sussex County Council, Early Years Improvement Team (EYIT) and 

East Sussex County Council Local Authority Designated Officer (LADO), via Single 

Point of Advice (SPOA). 

For any further advice and guidance on any safeguarding issues in the Early Years 
Foundation Stage (EYFS) please contact the Early Years Improvement Team (EYIT) 
on 01323 463026. 
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For any LADO advice please contact 01323 464222, via SPOA. 

March 2018 

 

 

6. EQUAL OPPORTUNITIES POLICY 

 
 
Forest Row Community Pre-School is committed to providing equal opportunities for both 
children and adults. It is our aim to have regard for all relevant legislations: 
 
• Race Relations Act 1976; 
• Race Relations Amendment Act 2000; 
• Sex Discrimination Act 1986; 
• Children’s Act 1989; and 
• Special Educational Needs and Disability Act 2001. 
 
Our Pre-School is open to all children and their families from all sections of our community 
and surrounding areas.  We base our admissions policy on a fair, open and communicable 
system. We believe each child and adult should be treated and respected as an individual 
irrespective of gender, race, religious belief, disability or social background.  
 
We aim to promote a positive attitude throughout. These include issues relating to gender, 
race and ability. We will not accept discriminatory remarks or behaviour from anyone 
involved in our Pre-School. This includes staff, volunteers, committee members, children, 
parents and other carers.  
 
The Curriculum 
All children will be respected and their individuality and potential recognised, valued and 
nurtured. Activities and the use of play equipment offer children opportunities to develop in 
an environment free from prejudice and discrimination. Management of resources within the 
Pre-School will ensure that both girls and boys have full access to all kinds of activities and 
equipment and are equally encouraged to enjoy and learn from them.  Appropriate 
opportunities will be given to children to explore, acknowledge and value similarities and 
differences between themselves and others.  We encourage children to contribute stories of 
their everyday life into the Pre-School.  We encourage parents/carers to take part in the life 
of the Pre-School and to contribute fully. 
 
Resources 
These will be chosen to give children a balanced view of the world and an appreciation of 
the rich diversity of our society. 
 
Materials will be selected to help children to develop their self-respect and to respect 
people who differ from themselves by avoiding stereotypes and by using images and 
words that reflect positively the contribution of all members of society. 
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Language 
We will develop the means to ensure the full inclusion of families who speak languages in 
addition to English and basic information, written and spoken, will be clearly communicated 
in as many languages as are necessary and possible.  For families who have a first 
language other than English, we value the contribution their culture and language offers the 
Pre-School.  
We also make a conscious effort to include Makaton sign language in a large proportion of 
our daily communications. To ensure any person who uses Makaton to communicate is fully 
immersed in our setting.  
 
Our provisions and room layout will be adapted where necessary and possible to 
accommodate the different needs of the children and adults attending. 
 
This Pre-School aims to ensure that staff members are recruited, selected, trained and 
promoted on the basis of the occupational skill requirements. All staff applicants and 
employees will be treated with equal fairness and will not be treated less favourably on the 
grounds of age, gender, sexuality, family status, race, religion, cultural and national origin. 
Nor will they be discriminated against on the grounds of disability.  We monitor our 
application process to ensure that it is fair and accessible.  
 
We will also where possible provide our parent/carer information in a larger print and share 
information verbally where appropriate. We also encourage parents to bring support with 
them if needed to share information.  
 

 
 
Date Updated Reviewed Next Review 

 June 2015 June 2016 

 February 2016 February 2017 

November 2016  November 2017 

November 2017  November 2018 

December 2018  December 2019 

September 2020  September 2021 
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SPECIAL EDUCATIONAL NEEDS & DISABLITIES POLICY 

 

We strive to provide a broad and balanced curriculum for all children. The Early Years 

Foundation Stage is our starting point for planning that meets the specific needs of individuals 

and groups of children. When planning, staff set suitable learning challenges and respond to 

children’s diverse learning needs. Some children have barriers to learning that mean they 

have special needs and require particular action by the Pre-School.  These requirements are 

likely to arise as a consequence of a child having Special Educational Needs or Disabilities 

(SEND). 

 

Partnerships with parents 

At Forest Row Pre-School we carry out regular observations as part of our routine assessment 

of the children in our care.  If at any point our observations raised a SEN concern about a child 

we would initially speak to the parents. If it were agreed with the parent that their child could 

benefit from more support, then a plan would be put together called a setting based support 

plan (SBSP).   

We work closely with parents in the support of those children with SEND.  We encourage an 

active partnership through an ongoing dialogue with parents.  Parents have much to contribute 

to our support for children with SEND.  Good communication is key when working with parents 

to form strong trusting relationships.  Parents will be included and encouraged to be involved 

in all stages of the SEND process. 

 

Special Educational Needs 

A child has special educational needs if they have a learning difficulty which calls for special 

educational provision to be made for them. 

A child has a learning difficulty if they:  

 

(a) have a significantly greater difficulty in learning than the majority of children of   the same 

age. 

  (b) have a disability which prevents or hinders the child from making use of educational 

facilities of any kind generally provided for children of the same age in schools within the area 

of the same Local Education Authority (LEA). 

  (c) is under five and falls within the definition at (a) or (b) above or would do so if special 

educational provision was not made for the child. 

 

We have a nominated member of staff who has the role of special educational needs 

coordinator (SENCO). 
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The SENCO’s responsibilities include: 

• Ensuring liaison with parents and other professionals in respect of children with special 
educational needs. 

• Seeking support, advice and guidance to assist with planning for a child. 

• Accessing relevant training to meet the needs of an individual child. 

• Advising and supporting other practitioners in the setting. 

• Working with other staff to produce a setting-based support plan. 

• Reviewing and updating Individual Plans for a child, with their Key Person 

• Ensuring that relevant background information about individual children with special 
educational needs is collected, recorded and updated. 

• Reviewing the SEND policies and procedures annually. 

• Reviewing and updating the settings Local Offer annually.  (This can be viewed under 
Forest Row Community Pre-school’s website under ‘Our Policies’ at 
www.forestrowpreschool.co.uk) 

• Attending local inclusion meetings  
 

 

SEND Provision 

• Provision for children with SEND is a matter for everyone in the setting. 

• The Manager has responsibility for ensuring appropriate provision for children with 
SEND. 

• The SENCO, working closely with the Manager has responsibility for the operation of the 
SEND policy and for co-ordinating provision for children with SEND. 

• All staff should be involved in identifying, assessing and making provision for children 
with SEND. 

• The decision to request help from an external agency will only be made after the SENCO 
consulting with colleagues and the parents of the child. 

• The SENCO must be allocated time to fulfil their role when necessary. 

• The setting as a whole, uses Makaton key word signing alongside all communications to 
support all children with multiple forms of communication.  

• The SENCO will also make order requests for necessary equipment and support the 
direction of funds such as Disability Access Funding for the best uses to support the 
child. 

 

Please see the Local Offer Statement for more information.  

 

 

Date Prepared Reviewed Next Review 

 June 2015 June 2016 

 February 2016 February 2017 

 November 2016 November 2017 

 November 2017 November 2018 

December 2018  December 2019 

http://www.forestrowpreschool.co.uk/
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September 2020  September 2021 

 

 

 

 

 

 

ADMINISTRATION OF MEDICINES POLICY 

 

 

Emergency Medication 

 

For children who require emergency or regular medication for chronic medical conditions: 

 

• Under no circumstances should medication be left in a child's bag, peg or tray. 

• Information regarding a child requiring emergency medication should be provided at 
point of registration or the setting should be notified as soon as it becomes necessary 
to a child. 

• Parents must then complete an emergency medication consent form for the 
administration of emergency medication. This should include instructions on when, 
how and the dosage of the medicine to be administered. This information is 
completed via our online management ParentZone. Paper copies are kept by the 
Pre-School.  

• This information should be confirmed verbally by the child’s parent to the Manager or 
the child’s key person and then shared amongst all staff. 

• If the medicine requires technical/medical knowledge, relevant training will be sought 
from a health professional. 

• Emergency medication will only be administered if prescribed by a doctor for the 
named child and in its original packaging. 

• The medicine will be kept in the medicine cabinet (along with instructions for 
administering the medicine) so it can be easily accessed during a session. This is 
kept locked when not in use. The medicine will be stored in the top door section of 
the fridge, should it need refrigeration. 

• Staff must check the medicine periodically to ensure the expiry date has not lapsed. 
(Expiry dates should be logged in the diary two weeks before the expiry date so 
parents can be informed). 

• If the medicine is administered at Pre-school then parents must be notified via our 
online app, parent’s must also co-sign this.  
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• The child’s medicine will be kept in a labelled medication bag with the child's photo 
and medication and stored in the lockable medicine cabinet. A print out of the use 
instructions will be kept in the pouch in case of a power failure.  
 

  

Administering Prescribed Medicines 

 

To administer part of a prescribed course of antibiotics or medication for chronic medical 

conditions: 

 

• Under no circumstances should medication be left in a child's bag, peg or tray. 

• The parent must the medication details on the first day that the medicine is required, 
which they must complete and sign.  

• They must also provide the last time a dose was given to ensure instructions are kept 
to.  

• Each time the medicine is administered the date, time and dosage of administration 
must be logged and signed for by two members of staff administering the medicine. 

• Only permanent staff members will give medication, only a level three trained staff 
member is able to give medication. 

• The parent must then counter sign the medicine administration on the same day at 
collection time. 

• All completed medical forms are to on the child’s IConnect profile. 

• Medicines must be stored in their original containers, clearly labelled in the medicine 
cabinet or refrigerator if required. 

• Prescribed medicines will only be administered to the child named on the medicine. 

• We can only administer medicines prescribed by a doctor, not over the counter 
medication. 

 

Medicines given at home before sessions 

 

• Parents must notify staff at drop-off if their child has had any medication administered 
before arriving at Pre-school e.g. an antihistamine – if your child requires Calpol 
before arrival we will consider them unfit for Pre-school that day and request you take 
them home. This is to minimize the risk of cross infection and allow your child the 
best chance at recovery.  

• Children are not able to attend the setting until 24 hours after the first dose of an 
antibiotic. This is to ensure no allergic reaction will take place and give them time to 
take effect.  

Medicines held at Pre-School 

The Pre-school holds a bottle of Piriton & Calpol at the setting in case of severe 

allergic reaction or high temperature. Phone consent would be sought before 

administering and you would be asked to collect your child as soon as possible.  
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Date Updated Reviewed Next Review 

February 2016  February 2017 

November 2016  November 2017 

 March 2018 March 2019 

December 2018  December 2019 

September 2020  September 2021 

 

 

 

 

 

 

9. HEALTH POLICY AND PROCEDURE 

 

 

Forest Row provides care for healthy children and works hard to keep them that way. We 

manage this by the preventing of cross infection of viruses and bacterial infections.  

 

Unfortunately pre-school aged children are particularly prone to colds, respiratory tract, 

gastro-intestinal and other infections. Ironically children need to have these infections to 

build up their immunity in future.  

 

Although we understand these illnesses and exclusions can be extremely frustrating to 

parents, they can occur up to 12 times a year. Just like ourselves, in fact more so, children 

need rest to recover from these illnesses and fight infections.  

 

If your child is ill please DO NOT send them into Pre-school, this is to benefit your child as 

well as the others in our care. Forest Row Pre-school presents sessions full of learning 

activities including physical demands, your child needs to have the energy and be well 

enough to partake in these. No child should miss out or be expected to stay inside when at 

pre-school due to illness. 
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We unfortunately are not able to offer the individual care and attention a sick child needs 

within our sessions as you can offer in a home environment. If your child rests when sick 

they are more likely to get better quicker than if they are exposed to a very busy day at Pre-

school and possibly other infectious agents. We ask you to take this policy and our 

recommendations very seriously.  

 

We ask you to always notify us if your child is sick, and the illness/symptoms they are 

suffering from. Staff will always share information of reported illness via our noticeboards. 

This information is especially important for children with immune deficiencies, expectant 

mothers and others with health conditions.  

 

Our parents are asked to support us in this by following simple guidelines regarding health 

and illness.  

 

Covid-19 

If your child has any of the below symptoms, we request that you keep them off and seek a 

test for Covid-19 through the government website. If you receive a ‘positive’ result, you must 

inform us as soon as possible and isolate for the recommended amount of time. If anybody 

in your household has a positive result, you will be unable to attend Pre-school for a period 

of 14 days. If a negative result is achieved, upon proof you may return to the setting. Please 

see the ‘Covid-19 Parent Plan’ for more information.  

• Change or loss in taste or smell 

• New & persistent cough 

• High temperature 
 

Temperature:  

• If your child has a temperature of 38 degrees or above they must not attend. If 

they are at the setting and their temperature rises, you will be asked to collect 

as soon as possible. Children with a history of febrile convulsions will be sent 

home at 37.5 degrees in line with medical advice.  

• Your child should not attend if taking medicine to lower a fever. 

• Your child should only re-attend nursery when they have been fever free for 

24 hours. 

Coughs 

• Your child should not attend if suffering from a deep hacking cough, unless a 

doctor has advised attendance. 

• Your child should not attend if they are bringing up fluid when coughing. 

• In addition to this please seek advice if your child has been coughing for more 

than three days, has had difficulty breathing or is breathing consistently faster 

than usual.  

Runny Noses 
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• Your child is able to attend pre-school with a clear runny nose that does not 

require medication, as long as the child is well in themselves.  

• Children with thick green runny noses should not attend the Pre-School, this 

is a sign of an underlying infection and it is our duty to minimise the effect this 

could have on children with lower immune systems.  

Diarrhoea and or vomiting: 

• No child who has diarrhoea or vomiting may return to pre-school until 48 

hours after the last bout of sickness. 

Antibiotics: 

• A child prescribed antibiotics for an illness may not return until 24 hours after 

the first dose. This is to ensure the medicine has begun working and to 

ensure the child suffers no allergic reaction.  

• Pre-School staff will administer prescribed antibiotics after the initial 24 hours, 

you will be asked to complete and sign a consent form as well as signing at 

the end of the day to the doses and times administered. 

• We recommend that you always complete a course of antibiotics to the 

scheduled end to ensure the infection is treated. 

Head Lice: 

• Whilst not an illness, we do ask that any child with head lice is treated before 

they return to pre-school. Head lice is very contagious and treatment/removal 

is the only way to prevent spreading.  

• We will always post a sign if a case of head lice is reported and would ask 

that all children are checked by parents when this is displayed.  

Other Infectious illnesses: 

• An in depth chart is displayed in our cloakroom explaining the recommended 

exclusions periods for many common infectious diseases and illnesses. We 

ask that you abide by these. 

• We also request that if your child is unwell enough to need calpol or other 

similar medicines they should not attend pre-school. 

We will administer medicines such as anti-histamines, inhalers and eczema creams, etc. 

When we have received signed written permission from a parent. A form to fill in for this 

is kept at the cloakroom desk. Please ask the staff member supervising the cloakroom 

that day for the form when needed.  We also request that all medications are handed to 

a staff member and not left in children’s bags. Throughout the day all medications will be 

stored in our lockable medicine cabinet, unless they need refrigerating. These medicines 

will be kept behind our locked kitchen gate.  

 

If a child becomes unwell during a session, we follow this procedure:  

 

• A first-aid-trained member of staff will be responsible for monitoring the child whilst 
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comforting and reassuring them. 

• The child will be allowed to rest in a quiet and safe space away from the other children. 

• If the child has a temperature, they will be kept cool by removing top layers of clothing. 

• The child’s parents will be contacted and informed as soon as possible, and 
arrangements made for the child to be collected. 

• If no contact is available during the session then staff would continue to monitor and 
make the child comfortable, allowing them to rest in a quiet area and offering them 
appropriate care. We would request further details upon collection and in situations 
where this is a repeat occurrence with no valid explanation, we would refer to our 
safeguarding policy.  

• If medical assistance is required then the medical services will be contacted as per 
Accidents & Emergencies Policy number 3. 

• Staff should continue to try and contact the child’s parents if they are not successful at 
first. 

• We will also call emergency contacts, though will only allow contacts we have previously 
met to collect.  

 

 

 

If a child is physically sick then: 

 

• One member of staff wearing appropriate protective clothing will deal with the child who 
is sick and start by changing the child’s clothing or cleaning the child if necessary. 

• The child should be offered a drink of water. 

• Other children will be removed from the direct area while it is cleaned. 

• Another member of staff will clean up and disinfect the area. 

• The child’s parents should be contacted and arrangements made to collect the child. 
 

 

 

Date Updated Reviewed Next Review 

 June 2015 June 2016 

February 2016  February 2017 

October 2016  October 2017 

 October 2017 October 2018 

December 2018  December 2019 

September 2020  September 2021 
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ADMISSIONS POLICY 

 

Forest Row Community Pre-School is registered by Ofsted to accept all children in the local 

community between two and five years of age.  

 

Allocating Places 

 

It is our intention to make our Pre-School accessible to children and families from all 

sections of the local community through open, fair and clearly communicated procedures.   

 

When a parent/carer goes about registering their child, they must note the requested start 

date and preferred sessions.  We require a child to take at least two sessions for 

continuity.* We will make every attempt to satisfy all requests for places but if the number of 

children requesting the specified sessions exceeds the numbers of places available, priority 

will be given in this order:- 

 

1. Children already attending Pre-School who request extra days. 
2. Children with older siblings currently attending the Pre-School. 
3. Children eligible for 2 year old funding. 
4. Older children who need to become familiar with children in the Pre-School prior to 

starting school. 
5. Children living in the Forest Row area. 
6. Then a waiting list will be put into effect. 

 

Admission will otherwise be on first come, first served basis for those children able to attend 

Pre-School at that time.   

 

The Administrator will also take into account, after consultation with the manager any 

relevant social or emotional requirements which may affect the child's allocation.  

 

Children with SEND will be offered a place and we will work closely with parents to ensure 

we are fully able to meet the needs of the child within the limits of our setting.  We will 
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endeavour to make necessary adaptations to be fully inclusive to each child.  However, 

some constraints (such as the building layout) may not make it possible. 

 

*Socialising sessions 

 

Rising 5s who are hoping to go to the Forest Row C of E Primary school in September, but 

attend another setting, can join the Monday afternoon as a socializing session.  

 

This cannot be taken from funded hours and will be charged at our sessional rates. A key 

person and a ParentZone Learning Journey will only be allocated at an additional cost per 

week, details of which can be found in our latest schedule of Term Dates & Fees. 

 

Afternoon sessions 

 

Afternoon sessions are available to all children. Children who nap in the afternoon are able 

to take a rest in our Activity room, this does not guarantee they will sleep. Children are 

usually rather excited to be at Pre-School and will not always sleep. Children having a rest 

will be provided with a pillow and blanket, the room will be darkened and a story will be read 

or some calming music played.  

 

Records 

 

Pre-School is required to obtain information on each child upon registration.  This 

information includes: child’s full name, date of birth, name and address of every parent 

and/or carer who is known to setting, the child’s main address, emergency contact details, 

medical information, allergies, name of doctor and health visitor and their contact details. We 

also request permission to contact any other health professionals that are involved in the 

care of the child. If parents are separated or divorced, we enquire as to who has parental 

responsibility. The Administrator and Manager will check a newly completed registration 

pack thoroughly to ensure all required information has been provided and if any queries 

need to be raised ahead of the child starting.  Registration packs are required to be 

submitted at least two weeks before a child’s start date. 

 

You will be asked to complete a ‘Getting to know me’ form, which will provide further useful 

information about the child. This will include the child’s likes and dislikes and details of the 

child’s personal care routine. 

 

Details of a child’s other early years setting is also requested so we are able to share 

relevant information on the child with other care providers. 
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It is the responsibility of the child’s parents/carers to inform the Administrator of any changes 

to this information as soon as possible so they can be updated. 

 

These records are stored on our online IConnect & ParentsZone, guardians are able to 

access and adapt these as needed.  

 

Holidays 

 

Forest Row Community Pre-School operates in term times. Our holidays and inset days are 

in line with the East Sussex County Council Local Authority and Forest Row Primary School 

 

We close on all Statutory Public Holidays. 

 

Withdrawing a child’s place 

 

Forest Row Community Pre-School reserves the right to withdraw a child’s place due to: 

• Persistent lateness at either drop-off or collection, which causes disruption to a session 
and/or distress to the child.  This decision would be reached only after three warnings. 
(Our sessions start promptly at 9am and 12pm. Once session has started the doors will 
not be opened again until 12pm, 1pm and 3pm). 

• Late, non-payment of fees and late collection charge.  Please refer to the Fees and 
Monies Policy, Policy number 11. 

• The child’s behaviour having a negative impact on the day-to-day operations of a 
session and being unable to resolve by other means. 

• The setting being unable to meet the needs of the child and after in-depth consultation 
with the parents/carers and relevant outside agencies. 

• A parent/carer’s behaviour being violent or abusive towards the staff. 
 

Closure 

 

In the event of the number of children subscribed to any one session falling below six 

children, we would consider stopping that particular session until we had the minimum 

number of children (six) subscribed once again.  We would give the parents of affected 

children as much notice as possible and endeavour to offer their child another session. 

 

If Forest Row Community Pre-School was unable to open due to exceptional circumstances 

that meant opening would put us in breech of safety regulations, parent/carers would be 

notified as soon as the decision had been made via the most effective means at the time. 

Where parents/carers have indicated that their child will not be attending prior to the 

announcement of such a closure, fees will not be refunded for that session. We may be 
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unable to open during cases of extreme weather and our activity plans may change due to 

this also.  

 

 

If this was to happen then: 

 

• all non-funded children would be: 
1) Offered alternative sessions. 

 2) Offered a refund if we were unable to satisfy the request of alternative sessions. 

 

• All funded children, if the closure were for longer than one week, would be given the 
option of transferring funding. 
 

If the school was to face partial closure or reduction in hours due to a pandemic, such as in 

2020. Sessions and spaces would be offered with a priority to vulnerable children and 

children of key workers as designated by government guidance.  

 

 

 

 

Date Updated Reviewed Next Review 

February 2016 July 2016 July 2017 

 November 2016 November 2017 

March 2018  March 2019 

December 2018  December 2019 

September 2020  September 2021 
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FOREST ROW COMMUNITY PRE-SCHOOL POLICY 

20. REPORTING COMPLAINTS 

 

Complaint Procedure for Parents and Carers 

 

If any Parent or Carer is dissatisfied with any aspect of Forest Row Community Pre-School 

please do not hesitate to contact our Pre-School Manager or the Pre-School Chair. We hope 

that you will feel able to discuss any issues or areas of concern which may arise with them 

directly and be able to reconcile any grievances. 

 

The committee chair will be responsible for making a written record of the complaint and 

keeping this up to date as the complaint is investigated.  The committee will hold an 

emergency meeting to discuss the complaint and decide on a plan of action if any action is 

required.  The complainant must be notified of the outcome of the investigation within 28 

days of the complaint being received. 

 

The Manager will record a complaint (if appropriate) in the Incident log file and endeavour to 

avoid anything that may have contributed to the complaint from happening again. 

 

Following this, if the matter is still unresolved and The Complainant continues to be 

dissatisfied with our response they may wish to contact the Ofsted Early Years Inspector at 

the following address: 

 

Ofsted Early Years 

Area Manager 

Piccadilly Gate 

Store Street 

Manchester 

M1 2WD  Ofsted Helpline: 0300 123 1231 

 

The most recent Ofsted report is always available to parents with a copy kept with the 

policies and procedures in the Pre-School cloakroom. 

 

Updated Reviewed Next Review 

 May 2016 May 2017 
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 March 2018 March 2019 

September 2020  September 2021 

Chair of the Committee’s signature: ……………………………. 

 

Manager’s signature: ………………………………………… 

 

Deputy’s signature: ……………………………………………..   

 

Administrator’s signature:……………………………………… 

 

 

 

28. PARENTAL INVOLVEMENT POLICY 

 

We believe that children benefit most from Early Years education and care when parents 

and Pre-School work together in partnership. 

 

We want parents to feel welcome and involved from the beginning. We aim to develop an 

honest, open and supportive relationship in the following ways: 

 

• Allowing new parents to share information about their child with staff ahead of 

their child’s first day and meeting with their child’s key person (by completing 

the ‘Getting to know me form’ and sharing of information form, if applicable).  

 

• Arranging a meeting between a child’s parents and key person after an 

agreed period to discuss how the child is settling in and for both parties to 

share any relevant information that may assist in the settling in process. 

 

• Involving parents in shared record-keeping about their own child, both 

formally and informally, ensuring that parents have access to all records on 
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their child (unless relevant exemptions apply). This must include the two 

compulsory assessments; ‘2 Year Progress Review’ at 27-30 months and 

‘The Early Years Foundation Stage Profile’. Parents are actively encouraged 

to add their observations to their child’s on-line learning journal through 

Tapestry. 

 

• Ensuring that parents are given information on a regular basis about their 

child’s progress.  Parents have the opportunity to discuss any aspect of their 

child with a member of staff at the end of a session or at another appropriate 

time. 

 

• We hold parent’s evening twice a year. One in November and one in June to 

give parents a chance to receive and give feedback on a one to one basis 

with their child’s key person. We share children’s learning, next steps and 

steps to support children at home.  

 

• Parents are able to contribute to their child’s online learning journey 

ParentZone as much as they choose, we hope parents feel able to do this 

regularly as it helps provide a strong support system for your child.  

 

• Providing opportunities for parents to learn about the Pre-School and what is 

involved in their child’s day through our online system.  

 

• As a charity and a Committee run Pre-school parents are also encouraged to 

join the Pre-School’s management committee, attend the AGM and any other 

relevant meetings and to help with fundraising activities.   

 

• Ensuring that all parents have opportunities to contribute their own skills, 

knowledge and interests to the setting. 

 

• Inviting parents to special events and trips. 

 

• Making known to all parents the systems for registering queries, complaints or 

suggestions. See our ‘Welcome letter’ to parents when your child starts. 

 
 
 

Date Reviewed Updated Next Review 

 December 2015 December 2016 

 July 2016 July 2017 

November 2017  November 2018 
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December 2019  December 2020 

 

 

 

 

 

 

 

29. BEHAVIOUR MANAGEMENT POLICY 

 

 

 

Statement of Intent: Our setting believes that children flourish best when their personal, 

social and emotional needs are met and where there are clear and developmentally 

appropriate expectations for their behaviour. We believe all children have the right to feel 

safe, respected and valued within their learning environment. 

 

Aim: We aim to teach children to behave in socially acceptable ways and to understand the 

needs and rights of others. The principles guiding management of behaviour exist within the 

programme for supporting personal, social and emotional development. To support children 

in being able to name and self-regulate their emotions in an appropriate format.  

 

Methods: All our staff have responsibility for supporting each child’s personal, social and 

emotional development, including issues concerning behaviour. 

 

• The Manager together with the staff are responsible for managing children’s behaviour in 
an appropriate way. 

 

• The Manager and staff are responsible for reviewing the behaviour management policy, 
annually. 

 

• All staff are required to keep up to date with legislation, research and thinking on 
promoting positive behaviour within the programme. 

 

• We ensure that all staff have the relevant in-service training on promoting positive 
behaviour.  
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• We recognise that codes for interacting with other people may vary between cultures and 
all staff are required to be aware of, and respect those used by members of our setting. 

 

• We require all staff and volunteers to provide a positive model of behaviour by treating 
children, parents, carers and one another with friendliness, care and courtesy. 

 

• We ensure all new staff members and volunteers familiarise themselves with our settings 
behaviour policy and sign to say they have read the guidelines for behaviour 
management. We therefore expect all members involved at Forest Row Community Pre-
School to keep to the guidelines, requiring these to be applied consistently. 

 

• We will share strategies that have been agreed for an individual child amongst the staff 
and volunteers to ensure a consistent approach from all and to promote a more 
successful outcome. 

 
 

We work in partnership with our children’s parents. Parents will be regularly informed about 

their child’s behaviour by their Key Person. We work with parents to address recurring 

inconsiderate behaviour, using our observation records to help us to understand the cause 

and to jointly decide how to respond appropriately. Parents should also frequently be 

involved in celebrating good behaviour and effort so that at all times parents and staff 

present a united and consistent interest in the children’s welfare and progress. 

 

Strategies with children who engage in inconsiderate behaviour:  

 

 

• We require all staff and volunteers to use positive strategies for handling any 
inconsiderate behaviour, by helping children find solutions in ways which are appropriate 
for the children’s ages and stages of development. Such solutions may include, for 
example, acknowledgement of feelings, explanations as to what is not acceptable and 
supporting children to manage their feelings so that they can learn a more appropriate 
response. 

• Clear and consistent boundaries are in place to support children with understanding what 
is expected of them.  

• Staff model appropriate behaviour and reactions throughout the day.  
 

• We will ensure that there are sufficient popular toys, resources and activities available so 
that children are meaningfully occupied without the need for unnecessary conflict over 
sharing and waiting for turns. 

 
 

• We acknowledge and encourage considerate behaviour such as kindness and 
willingness to share. 

• We acknowledge the feelings behind unwanted behaviour eg. “I can see you are feeling 
cross right now, your face is showing me that this has made you unhappy” 

 

• We support each child within our setting in developing self-esteem, confidence and 
feelings of competence. 

 



Document311 Forest Row Community Pre-school is a registered charity no. 1133515 

 

32 

 

• We support each child in developing their sense of belonging within our Pre-School so 
they will always feel valued and welcomed.  

 
 

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

 
 

• When children behave in an inconsiderate way, our staff help them to understand the 
outcomes of their actions and support them in learning how to cope more appropriately. 

 
 

• We never send children out of a room by themselves. 
 

 

• We never use physical punishment, such as smacking or shaking.  
 

 

• We do not use techniques intended to single out or humiliate individual children. 
 
 

• In cases of serious misbehaviour, such as racial or other abuse, we make it clear 
immediately that this behaviour and attitude is unacceptable, by means of explanations 
rather than personal blame. 

 
 

• We do not shout or raise our voices in a threatening manner to respond to the children’s 
inconsiderate behaviour. 

 

• Ideally we give a child a choice of an outcome e.g. “J, you can either come and do this 
activity, or you can sit there and watch us. What do you want to do?” 

 

• We support children in rectifying behaviour e.g “throwing x really hurt J, how can we 
make him feel better?” 

 

Use of physical intervention: 

 

The term physical intervention is used to describe any forceful physical contact by an adult 

to a child such as grabbing, pulling, dragging, or any form of restraint of a child such as 

holding down. Where a child is upset or angry, staff will speak to them calmly, encouraging 

them to vent their frustration in other ways by diverting the child’s attention 

 

• Staff should not use physical intervention – or the threat of physical intervention, to 
manage a child’s behaviour unless it is necessary to use “reasonable force in order to 
prevent children from injuring themselves or others or damaging property” 

 

If “reasonable force” has been used for any of the reasons shown above, parents are to be 

informed on the same day that it occurs. The intervention will be recorded as soon as 

possible (what happened, what action was taken and by whom, and the names of witnesses) 
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and brought to the attention of our Supervisor and/or Deputy Supervisor, ensuring that it is 

clearly stated when and how parents were informed. 

 
 

 

Children under three years:  

 

• When children under three behave in an inconsiderate way we recognise that strategies 
for supporting them will need to be developmentally appropriate and differ from those for 
older children. 

 

• We recognise that very young children are unable to regulate their own emotions, such 
as fear, anger or distress and will require sensitive adults to help them with this. 

 
 

• Common inconsiderate or hurtful behaviours of young children include tantrums, biting, 
and fighting. Our staff will remain calm and patient and will offer comfort to these intense 
emotions, helping each individual child to manage their feelings and talk about them to 
help resolve issues and promote understanding.   

 

 

• We acknowledge and encourage good and considerate behaviour by giving praise and 
by giving rewards as appropriate. 

 

Strategies for children who engage in good behaviour:  

 

• Good behaviour should be encouraged at all times 
 

• Good behaviour is defined as polite manner of speech and deed and consideration for 
the safety, needs and feelings of others. 

 

• Staff can help to promote such behaviour by always using a polite and respectful manner 
with the children, by praising effort, thoughtful actions or sharing of toys, and by giving 
reward stickers for outstanding effort or thoughtfulness. 

 

Whenever an opportunity presents itself staff should talk about safe behaviour and safety 

should frequently feature within the planned topics or activities. Subjects covered should 

include road safety, hand washing, dental health, food and diet, kitchen safety, stranger 

danger, care of animals and others. 

 

We also recognise the importance of mental health and wellbeing for the children in our 

care. We support them in understanding that all emotions are valid and giving them an outlet 

to explore these emotions. Small cosy spaces are provided for children to have thinking time 

away from other children if they choose. Adults verbally express their own emotions and use 
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several toys and resources to support children in recognising the emotions they may be 

feeling.  

 

Open conversation and discussions around emotions and feelings are encouraged and 

supported throughout our activities and group times. Children are supported in recognising 

that every emotion is valid and finding appropriate ways to express all emotions.  

 

Updated Reviewed Next Review 

January 2015  January 2016 

 July 2016 July 2017 

 November 2017 November 2018 

February 2020  February 2021 

September 2020  September 2021 

 

 

 

 

 

32. OUTINGS POLICY 

 

At Forest Row Community Pre-School we recognise the importance of outings in providing 

our children with new and enhanced experiences which embrace the EYFS. We understand 

and take seriously the health and safety involved in these outings and have a stringent policy 

and procedures in place to ensure the safety of the children in our care. 

 

All parents/carers are asked to sign a general consent form included in the registration pack 

allowing their children to be taken out of the setting in daily pre-school life. 

 

A risk assessment will be undertaken for all destinations and routes, these will be kept and 

updated/added to as needed. The safest walking route will be decided before undertaking 

any trip, taking into consideration additional needs of all children in our care. 
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We operate a flexible ratio when leaving the setting, this is generally higher than the 

government required standard to ensure the safety of the children in our care. Children’s 

age, stage and needs are deciding factors and ratios are worked depending on the children 

going on the outing.  

 

All children and adults accompanying a walk must wear high visibility vests, staff members 

will wear their id badges and Hi-Vis are clearly marked with the Pre-School landline.   

 

The children will operate a walking rope system and wear wrist straps where appropriate. A 

minimum of two permanent staff will accompany any outing. This will include at least one 

level three qualified and Paediatric First Aid trained member of staff. All children will be 

appropriately supervised with a member of staff located at the front and rear of the walking 

rope to face any oncoming hazards and manage them appropriately. All staff will be 

assigned specific children to allow appropriate supervision and ensure no child is lost and 

prevent unauthorised access to the children. 

 

The Register will be taken before leaving and after returning as well as constant counts 

whilst out. The group will always remain together on outings, any toilet trips needed will be 

undertaken only by permanent DBS checked staff. No children in our care will ever be left 

either unattended or without a permanent member of the staff. 

 

The children will be allowed the freedom to explore off the rope, within a visible area such as 

the playing field or the park, a staff member will always be nearby whilst allowing the 

children to grow and develop independently. When visiting areas such as this staff may also 

bring along planned activities including nature/treasure hunts and pond dipping. 

An outing Lead will be designated for all outings, a member of staff will carry a rucksack 

containing: 

• A charged mobile phone, where possible two to minimise risks of flat batteries 

or areas of no signal 

• A first aid kit & sterile water (plus any additional medicines required by 

children) 

• Emergency contact details, medical information and an up to date photograph 

for all children present 

• A change of clothes/nappy changing things – dependent on length of outing 

and destination. If appropriate a potty may also be taken 

• Water, disposable drinking cups and a snack if applicable to the length of 

outing. 

• Tissues, wipes and disposable gloves 

• Staff will take a tablet device to record observations and take photographs for 

children’s learning journals. These will never be left unattended or unlocked 

and will only be operated by permanent staff. The tablet device also holds 

password protected emergency contacts and medical details for all children.  
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• In addition to the above we may carry items needed for activities, such as 

forest school activities along the local railway track 

 
Action in Case of Missing Child from an Outing In the unlikely event that a child becomes 

separated from the group:  

 

• As soon as it is noticed that a child is missing, staff on the outing ask children 

to stand with a designated person and carry out a headcount to ensure no 

other child has gone astray. One staff member searches the immediate 

vicinity 

• The staff contact the police using the mobile phone and report the child as 

missing 

• The supervisor is informed, and if she is not on the outing will make her way 

to the venue to aid the search and be the point of contact for the police as well 

as support staff 

• Staff will take the remaining children back to the setting 

• The supervisor will contact the child’s parent(s) who should make their way to 

the venue.  

• The supervisor will contact the chairperson of the committee who will come 

down to the venue as soon as possible 

• Continue with the search until a satisfactory outcome is achieved 

 

 

 

Prepared Reviewed Next Review 

September 2016  September 2017 

 March 2018 March 2019 

November 2019  November 2020 

 September 2020 September 2021 
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33. LATE COLLECTION AND UNCOLLECTED CHILDREN POLICY 

 

 

When a child is not collected staff will follow this procedure. 

• If no contact has been made by parent, staff member will attempt to contact 

parent/carer. If they cannot contact parent/carer the staff member will use the 

emergency contact number. (We will only release children to emergency 

contacts we have met previously) 

• If contact is made two members of staff will wait with the child until the parent 

arrives. If a parent is not the person collecting we will observe the usual pick 

up procedure.  

• If staff are unable to make contact within 30 minutes, we will have no choice 

but to contact Single Point of Advice (SPOA) on 01323 464 222 

After hours we will contact the Emergency Duty Service on 01273 335 906 or 
01273 335905, we will also notify the police and will follow advice given.  

If we have been notified of a late collection by telephone, two members of staff will wait with 

the child until collection. The parent/carer will be fined for this. Fines are calculated by each 

15 minutes or part thereof. The first 15 minute charge will be issued after 5 minutes. The first 

15 minutes will be charged at £10, each 15 minutes from then onwards will be charged at 

£20.  

 

 

 

 

Updated Date Prepared Next Review 

 November 2016 November 2017 

November 2017  November 2018 

December 2019  December 2020 

September 2020  September 2021 
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34. MISSING CHILD PROCEDURE 

 

 

Action in case of missing child from an outing or the setting in the unlikely event that 
a child becomes separated from the group: 
 

• As soon as it is noticed that a child is missing, staff on the outing ask children 

to stand with a designated person and carry out a headcount to ensure no 

other child has gone astray. One staff member searches the immediate 

vicinity.  

• The staff contact the police using the mobile phone and report the child as 

missing.  

• The manager is informed, and if she is not on the outing will make her way to 

the venue to aid the search and be the point of contact for the police as well 

as support staff.  

• Staff will take the remaining children back to the setting.  

• The manager contacts the child’s parent(s) who should make their way to the 

venue. 

• The manager contacts the chairperson of the management committee who 

will come down to the venue as soon as possible.  

• Continue with the search until a satisfactory outcome is achieved.  

 
Action in the unlikely event that a child is missing from the setting: 
 

• The register will be taken to identify the missing child. 

• The manager will allocate duties to the staff to a) entertain those children 

present b) execute a thorough search of the immediate vicinity, with the 

assistance of any volunteers/helpers present. This is to take no longer than 5 

minutes, time is a crucial factor in a missing child. 

• If a child is definitely missing, the manager will contact the police and the 

child’s parents immediately (asking the parent to bring a recent photograph of 

the missing child).  

• Inform committee chair at earliest opportunity.  

• Continue with the search until a satisfactory outcome is achieved.  

 
The Investigation 
 

• The management committee chairperson will carry out a full investigation, 

taking written statements from all the staff present at the time, including 
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parents/carers/ helpers or volunteers, who were present on the outing. The 

manager will write an incident report detailing 

• The date and time of the report 

• What staff/children were on the outing, including parents/carers/ helpers and 

volunteers  

• When the child was last seen in the pre-school/outing  

• What has taken place in the pre-school/outing since  

• The time it is estimated the child went missing 

• A conclusion will be drawn as to how the breach of security happened. If the 

incident warrants a police investigation, all staff will co-operate fully. In this 

case, the police will handle all aspects of the investigation including 

interviewing staff. Social Services may become involved if it seems likely that 

there is a child protection issue to address. The incident will be reported under 

RIDDOR arrangements and is recorded in the incident book. OFSTED will be 

informed. The Insurance Department at the Early Years Alliance is informed. 

 

Date Updated Reviewed Next Review 

November 2017  November 2018 

December 2018  December 2019 

September 2019  September 2020 

 September 2020 September 2021 

 

 

 

 

SUN SAFE POLICY 

 

 

We acknowledge the importance of sun protection and want all the children to enjoy the sun 

safely.  

 

When experiencing high temperatures and or/sunny weather:  
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• Children will be encouraged to take regular water and rest breaks.  

• Parents should provide a named sun hat in the summer that protects the 

head, ears and neck 

• Parents are asked to provide a t-shirt to cover shoulders 

• The garden is equipped with a sun shade to provide the children with shelter 

from direct sunlight  

• Parents are asked to give signed permission at point of registration for top-up 

sun cream to be applied by staff when necessary. This sun cream is always a 

sensitive, factor 50+ but brand may vary. Speak to staff to find the current sun 

cream. You are able to supply your own sun cream if needed.  

• Parents are required to send their child to Pre-school with sun cream already 

applied  

• Sun Cream must be a minimum of factor 30+ 

• Staff will act as appropriate role models in sun safety and in addition we will 

always have a supply of spare hats and sun cream to ensure your child’s 

safety.  

 

 

 

Date Updated Reviewed Next Review 

November 2016  November 2017 

 September 2018 September 2019 

December 2018  December 2019 

September 2019  September 2020 

 September 2020 September 2021 

 

 

 

Chair of the Committee’s signature: …………………………. 

 

Manager’s signature: ………………………………………… 

 

Deputy’s signature: …………………………………………….. 

 

Deputy’s signature: ……………………………………………..   
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Date: …………………………. 

 

Fees & Monies Policy 

Fees 

Fees are payable in accordance with the rates in force at the time. Invoices 

for non-funded and funded children are issued monthly in advance. Extras 

are billed in arrears.  

Payment Types 

The Pre-School requests that all cash payments be made on a Monday, 

Wednesday or Thursday to prevent cash being kept on the premises 

overnight and to ensure the administrator handles all cash transactions. 

Payment is preferred through bank transfers with a reference of your child’s 

name & ‘fees’ to enable us to tally the amounts.  

Non Payment & Late Payment Charge 

Any fees that have not been paid within the specified time period (21 days) 

will face a late charge of £25. There will be an additional £5 added each 

week the payment is delayed from then.   

In the event of non-payment of fees the following procedure will be followed: 

•If payment is not received within 14 days of the invoice being issued, a 

follow-up letter will be issued asking the parents/guardians to contact the 

administrator within 7 days of the letter to discuss the situation.  

•If no reply is forthcoming within those 7 days, a final letter will be sent to the 

parent/guardian informing them that they have 7 days to pay the 

outstanding fees. 

•If no reply is forthcoming within 7 days of the final letter being sent, the 

chairperson will decide the following whether the child’s place at Pre-school 

should be withdrawn until all fees for the half-term are paid in full 

• All non-paid fees will be taken to county court to recover costs.   

•Charges will be levied for any returned cheques. 

•Additional sessions will not be booked whilst any fees are outstanding. 

Difficulty with Fees & Financial Support Requests 

If you feel you will struggle with fees we ask that you arrange to speak with 

the Manager before the invoice is due. This will then be discussed with the 

administrator and/or the Chair and a decision to suit each parent/guardian’s 
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individual financial needs will be made. Please note it is the 

parent/guardian’s responsibility to initiate any such discussions.  upon receipt 

of an invoice or follow-up letter.  

In certain circumstances it may be possible to pay fees weekly; this must be 

arranged with the administrator and treasurer prior to the start of the half 

term. Fees which are paid weekly must be paid in full on the first day of each 

week. Weekly fees must be presented as the exact amount in a sealed 

envelope. The word ‘fees’, the amount, date and name of the child must be 

written on the envelope; a receipt will be issued upon request.  

In some circumstances the Pre-School may be able to support a subsidised 

fee rate or apply for additional funding to reduce fees. These are means 

tested services and are dependent on the Pre-School’s financial security. It 

may be decided that a caregiver’s time could be exchanged for a reduced 

fee rate. Or a parent may be liable for supplying consumables and supplies. 

Children may be required to attend limited hours not including our lunch 

hour.  

Please see our financial aid policy for more information.  

Missed Sessions 

Sessions missed by a child due to sickness or holiday will not be refunded. We 

are happy to accommodate additional sessions if spaces are available but 

do not allow the swapping of sessions.  

The cost of the group remains the same despite absence as staff and 

resources will already have been booked/purchased.  

Notice Period 

Parents/guardians must give half a term’s notice in writing before 

withdrawing their child from Pre-school. If notice is not received it will be 

necessary for the payment of half a term’s fees to be paid in lieu of notice. 

Any decrease in the number of sessions will also require half a term’s notice in 

writing or again we will charge half a term’s fees for the sessions dropped. The 

notice period for After School & Breakfast Clubs is one full term.  

Late Collection Charge 

Prompt collection is important for safety and insurance reasons. Where a 

child is collected late, the Pre-school reserves the right to invoice the 

parents/carers for every 15 minutes after the end of session, or part thereof. 

The first 15 minute charge will be issued at 1 minute past collection. The first 15 

minutes will be charged at £10 and each 15 minutes from then onwards will 

be charged at £20.  
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After School Club has to be closed, with all persons leaving the building by 

6pm latest, this is to ensure we meet the terms set by our insurance. When 

collecting from After School Club please do so promptly.  

If you are aware you will be late, please let staff know as soon as possible 

and consider alternative collection arrangements.  

Pre-school reserves the right to increase fees when necessary. Any changes 

will be issued using our parent communication systems.  

 

Date Prepared Date Reviewed  Date Review Due  

March 2020  March 2021 

 September 2020 September 2021 

   

 

 

Messy Play & Spare Clothes Policy 

The Pre-School runs an active and involved range of activities and creative provocations. All 
activities are aimed to support children's development in the areas of learning, as set out by 
the government EYFS framework.  
One part of this is messy play, we believe in grand scale creative projects to build self-
confidence and bolster children’s capabilities.  
Children need self-confidence and self-esteem to support them later in life, we need to 
build this now alongside independence. This will create thoughtful, proactive adults.  
Children need to be fully engaged physically and emotionally in learning in order to be an 
active learner. This includes using their whole body, and not concerning themselves with the 
mess created - it is not mess, it's the product of good learning. Pre-School Staff fully support 
this ethos and immerse themselves as fully in play, you will often see them leaving just as 
messy as the children!  
We ask that as parents you support our ethos and encourage children that getting dirty is 
ok, many children can become anxious around mess due to parental feelings and responses. 
This means they may not fully engage in learning and exploring, as worrying how they look is 
more important to them.  
Children in our care will not be excluded from activities, unless on medical advice (this must 
be a document from your Doctor). This is linked in with our Healthy child policy which 
requests ‘children should only attend Pre-School if they are fit enough to take part in our 
fully active and demanding day’. Activities are adapted for different age levels and abilities 
we cater for. No child is forced to take part in an activity.  
With this in mind, all children are actively encouraged to take part in messy play. Messy play 
activities involve a variety of materials and outcomes, these materials do unfortunately stain 
at times. We ask that all children attend Pre-School in old clothes that are able to have 
staining etc, if you would rather not use your own clothes we highly recommend our 
uniform – it has the double benefit of giving children a sense of belonging. Please ensure 
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you do provide the list of items required for your child upon starting, this is provided in the 
registration pack with the order form for our uniform.  
 
All our messy play activities are considered for the benefits and health & safety risks before 
being carried out. Our activities range from clay modelling to body painting, potion making 
& many more – if you have an idea please share it with us via the ‘manager’ email. If you 
would like to take part in any of our activities, please speak to a member of staff as you are 
more than welcome to join any of our sessions. This, as with all our activities are designed to 
broaden horizons, provide life experiences & support children in moving out of their 
comfort zone.  
 
This is a list of resources we use for messy play, it is not complete: 
Pasta, Rice (dried/cooked) 
Water 
Lentils, dried beans and other dried foods & herbs 
All kinds of flour, sugar 
Bicarbonate of soda, crème of tartar, vinegar  
Beans 
Custard powder/custard, Cocoa powder, angel delight 
Food dyes, essences, oils 
Paints (including face), chalks, pastels, felt pens & other mark making instruments 
Hair conditioner, shaving foam 
Aqua beads, jelly, slime 
Clay, playdough 
Soap, bubble bath, bubble mixture 
Tea, coffee 
 
 

 
Spare Clothes Policy 

We also ask that a full set of spare clothes is provided for each session – two sets is ideal. 
These sets should be named and labelled and placed in a rucksack on your child’s peg – 
please avoid bags with long strings that could get caught on necks or carrier bags. The bags 
can stay there throughout your child’s time at Pre-School, we ask you check them each 
session.  
The Pre-School does have a small selection of spare clothes for emergencies and when 
we’ve had such a good day more changes are needed. We do not want children to be left in 
cold/wet clothes. As we are increasingly finding spare clothes are not being returned, we 
are introducing a fee for spare clothes not returned within a week. 
A charge of £1 per item will be added to your next bill. We will be recording spare clothes 
lending and notifying parents on leaving, most of our clothes are marked with a black FRPS. 
This is to ensure we can replace clothes that are not returned.  
If you are struggling financially and feel you need further support from the Pre-School to 
provide your child with these necessities, please speak to a member of staff. We are 
sometimes able to signpost families for support or support through Pre-school.  
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