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Student Placement Policy and Volunteers 
 

 

We recognise that the quality and variety of work accomplished at Ashridge Nursery makes it an attractive example for 

students on placement from a recognised school or college child care course. 

 

Students and volunteers are welcomed into the Nursery on the following conditions: 

 

• Students and Volunteers will be required to complete an induction form with a member of staff. 

 

 

 The needs of the children are paramount. Students and volunteers will not be admitted in numbers that hinder the 

essential work of the Nursery. 

 

• Students must be confirmed by their tutor as being engaged in a bona fide child care course which provides necessary 

background understanding of children’s development and activities. 

 

• Students and regular volunteers will require a CRB check. 

 

• Students required to conduct child studies will obtain written permission from the parents of the child to be studied. 

 

• Any information gained by the students or volunteers about the children, families or other adults in the Nursery must 

remain confidential. 

 

• Students and volunteers will not have unrestricted access to children. 

 

• Students and volunteers will be visible to staff at all times 

 

• Students and volunteers are not allowed to discipline the children in any way. 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Reviewed and amended on May 5th 2004 

Amended and re-adopted March 26th 2007 

Amended and re-adopted March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

Reviewed and re-adopted on March 31st 2011 

 

 

 

Signed on behalf of Ashridge Nursery _________________________________________ 
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Parent Involvement Policy 
 

 

Parents are the first educators of their children. The aim of the group is to support their essential work, not to supplant 

them. Ashridge Nursery will: 

 

 

• Make all new parents aware of the group’s systems and policies. 

 

• Encourage parents to play an active part in the management of the Nursery. 

 

• Give parents of all children the opportunity to be informed on an ongoing basis about their child’s progress. 

 

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

of the group. 

 

• Involve parents in shared record keeping about their own child, either formally or informally. 

 

• Ensure that all parents are fully informed about meetings, conferences, workshops and training. 

 

• Where possible parents are encouraged to receive and send updates and information via email. 

 

• Hold meetings in venues that are suitable for all. 

 

• Welcome the contributions of parents, whatever form these may take. 

 

• Make known to all parents the systems for registering queries, complaints or suggestions. 

 

• Provide opportunities for parents to learn about the Nursery Early Years Foundation Framework. 

 

• Parents present in the Nursery are required to respect the Confidentiality Policy and complete the Parent/Visitor 

Induction Form. 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on April 9th 2003. 

Reviewed on March 6th 2007 

Amended and re-adopted 30th March 2009 

Reviewed and re-adopted on March 30th 2010 

Reviewed and re-adopted on March 31st 2011 

 

 

 

Signed on behalf of Ashridge Nursery _______________________________________ 
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Selecting Equipment / Toys - Policy and Practise 

 
 

The toys and equipment at Ashridge Nursery provide opportunities for children, with adult help, to develop new skills 

and concepts in the course of their play and exploration. The equipment we provide: 

 

 

• Is suitable for the various ages and stages of the children’s development and appropriate for individual needs. 

 

• Offers challenges to developing physical, social, personal and cognitive skills. 

 

• Features positive images of all people. 

 

• Includes a range of raw materials which can be used in a variety of ways and encourages an open-ended approach to 

creativity and problem-solving. 

 

• Will enable children, with adult support, to develop individual potential and move towards the early learning goals of 

the Early Years Foundation Stage Framework. 

 

• Conforms to all relevant safety regulations and is sound, well-made and maintained. 

 

There is a named person responsible for overseeing the condition of the toys and equipment. 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on 9th April 2003. 

Amended and re-adopted on March 26th 2007. 

Amended and re-adopted on March 30th 2009. 

Reviewed and re-adopted on March 30th 2010 

 

 

 

Signed on behalf of Ashridge Nursery ______________________________________ 
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Admissions and Allocation of Places Policy 
 

Statement of intent 

It is our intention to make Ashridge Nursery genuinely accessible to children and families from all sections of the 

community. 

 

Aim 

We aim to ensure that all sections of our community have access to the Nursery through open, fair and clearly 

communicated procedures. The same standards of practice are offered throughout the day regardless of whether it’s a 

morning or afternoon session being attended. 

 

We aim to ensure that each child receives a high quality of care and education, in line with government policy, when 

attending Ashridge Nursery and that the welfare of the child is our priority. 

 

We aim to ensure that the Nursery remains sustainable for future generations. 

 

Method 

In order to achieve the above aims we offer the following Admissions and Allocation policy. 

 

 To ensure that the existence of the Nursery is widely advertised in places accessible to all sections of the 

community. 

 

 To enable children to be registered with Ashridge Nursery from birth. 

 

 To arrange our waiting list in registration order, so places will be offered in registration date order once a child 

reaches the eligible age to start. (Please see attached flowchart) 

 

 To aim to offer sessions according to the preferences of the individual. 

 

 The number of hours allocated is always subject to availability. 

 

 When allocating sessions to new children, the following points will be taken into account: 

 

o We offer up to 15hrs of funded care to all children. We may need to limit the number of hours offered 

to new children when demand is high. 

o Additional hours can be purchased through Lunch Clubs, ‘Top Up’ sessions and additional sessions but 

are all subject to availability. When demand for places is high, additional sessions above 15 hours 

cannot be guaranteed.  

o We support the parent’s right not to take 15 hours of funded care immediately, and instead build up 

their child’s sessions as they grow and develop and settle into nursery life. We recommend this as an 

option for new children, as attending Nursery can be a big change in their life. (See attached example). 

o We may need to limit the number of morning sessions given to new children, as they are always the 

most popular sessions. Children may only be allocated up to 2 or 3 morning sessions in their first 2 

terms with us, if space is limited. The balance of sessions can be taken in the afternoon. 

o Each term parents will be given the option to increase or change their sessions. Please refer to 

Additional Hours policy. 

o The Flexibility Offer is promoted to both existing and new children and is subject to availability. 

Please refer to the Flexibility Offer policy for further details.   

 Whilst recognising parental preferences for sessions, the Nursery reserves the right to limit changes to any 

sessions to ensure adequate contact is maintained between a child and their Keyworker.    

  

 Current national guidelines state that it is not in the best interests of the child to attend more than one setting, 

however, if we are not able to offer a child 15 hours we will give the parents the option of also attending another 

setting.. 
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 We describe our Nursery and practices in terms of how it enables children with a wide range of individual and 

additional needs to take part in the life of the Nursery. 

 

 We make our equal opportunities policy widely known.  

 
 

Flow chart for Admission Policy 

Parents complete a Registration Form 

 

Parents can register their child to be added to the waiting list any time after the birth of their child. 

At the time of registration an administration fee must be paid. 

Parents view the Nursery 

 

An appointment can be made with the Nursery 

Administrator. 
 

The child is placed onto the waiting list 

 

Our waiting list is maintained in ‘Date of Registration order’ and a note is also 

made of the Term that child is eligible to start Nursery. 

 

Parents are added to our Email system 

 

We email the parents to acknowledge receipt of the forms and fee.  

Parents will also be kept up to date with Nursery news via email. 

 

 

Child is offered a place 

 

The term before the child is due to start at Nursery, the parents are 

contacted in Date of Registration order to confirm if a place is available. 

If a place is available, the available sessions will be discussed and allocated. 

If the place offered is declined then the Admission fee will not be refunded. 

If a place is not available from us we will refund the Administration fee. 
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Example of how you can build your Childs time at Ashridge Nursery  

 

 

Term 1 Your child starts with 3 3-hour sessions (9 hours) 

    

 3 Hour Session 

Morning 

 8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

 

Term 2. You choose to increase your child’s time by 1 session per week 

 

 

 3 Hour Session 

Morning  

8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

Term 3. You may choose to increase your child time again. 

 

 

 3 Hour Session 

Morning  

8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

 

Lunch clubs and 6 hour sessions can also be added if you wish, subject to availability. 

 
 

Signed on behalf of Ashridge Nursery _............................................. 
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Allocation of Additional Hours Policy 
 

Statement of intent 

It is our intention to make Ashridge Nursery genuinely accessible to children and families from all sections of the 

community. 

 

Aim 

We aim to ensure that all sections of our community have access to the Nursery through open, fair and clearly 

communicated procedures. The same standards of practice are offered throughout the day regardless of whether it is a 

morning or afternoon session being attended. 

 

We aim to ensure that each child receives a high quality of care and education when attending Ashridge Nursery and 

that the welfare of the child is our priority. 

 

We aim to ensure that the Nursery remains sustainable for future generations. 

 

Method 

 

In order to achieve this aim we offer the following Allocation of Additional Hours policy. 

 

 To offer sessions according to the preferences of the individual parent, where possible. 

 

 The number of hours allocated will always be subject to availability. 

 

 When allocating additional  time to children already attending the Nursery, the following considerations will 

apply:  

 

o Children have the right to retain their current allocation of hours. 

o Each term parents will have the opportunity to amend their child’s sessions or request additional 

time, subject to availability. 

o Change request forms will be sent out to parents for completion once a term. (Please see attached 

flowchart). 

o All change request forms must be returned to the Nursery Administrator by the deadline issued. Late 

returns may not be considered. 

o We support a parent’s right not to take 15 hours of funded care immediately, and instead build up 

their child’s sessions as they grow and develop and settle into Nursery life. We recommend this as 

an option for new children, as Nursery can be a big change in their life. (Please see attached 

example) 

o All requests will then be allocated in date of birth order, oldest child first. 

o Once current children’s sessions have been allocated the remaining sessions will then be offered to 

new children from the waiting list, in order of registration date. 

o The Flexibility Offer is promoted to both existing and new children and is subject to availability. 

Please refer to the Flexibility Offer policy for further details. 

o When demand for places is high, additional hours over the funded 15hrs cannot be guaranteed 

 

 Whilst recognising parents’ preferences, the Nursery reserves the right to limit changes to any sessions to 

ensure adequate contact is maintained between child and Keyworker.    

  

 Current national guidelines state that it is not in the best interests of the child to attend more than one setting, 

however, if we are not able to offer a child 15 hours we will give the parents the option of also attending 

another setting.. 

 

 We describe our Nursery and practices in terms of how it enables children with a wide range of individual 

and additional needs to take part in the life of the Nursery. 

 

 We make our Equal Opportunities policy widely known. 
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Flow chart for Allocation of Additional 

Hours Policy 

Parents Complete Form 

 

If additional hours or changes to current allocations are required, parents should 

complete the form and return it to the Nursery Administrator by the requested 

return date 

 

 

Change of Hours request form issued 

 

Once a term, the Nursery Administrator will issue all 

parents with a change of hours request form. 

 

Changes Allocated 

 

All request forms received before the deadline will be processed in age order of the 

children. Parents will be contacted if there are any issues with their requested changes. 

 

 

Session Confirmation Issued 

 

The Nursery Administrator will confirm in writing the sessions the child has 

been allocated for the following term 

Funding Forms 

 

Funding forms will then be signed 

 with the changes for the following term. 
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Example of How you can build your Childs time at Ashridge Nursery  

 

Term 1 Your child starts with 3 3-hour sessions (9 hours) 

    

 3 Hour Session 

Morning  

8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

 

 

Term 2. You choose to increase your child’s time by 1 session per week 

 

 

 3 Hour Session 

Morning  

8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

Term 3. You may choose to increase your child’s time again. 

 

 

 3 Hour Session 

Morning 

 8.45-11.45 

3 Hour Session 

Afternoon 

12.30 – 3.30 

Monday   

Tuesday   

Wednesday   

Thursday   

Friday   

 

 

 

Lunch Clubs and 6 hour sessions can also be added if you wish, subject to availability. 

 

 

 

Signed on behalf of Ashridge Nursery ____________________________________ 
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Flexibility Offer Policy 
 

 

Statement of  intent 

It is our intention to make Ashridge Nursery genuinely accessible to children and families from all sections of the 

community. 

 

Aim 

 

We aim to ensure that each child receives a high quality of care and education when attending Ashridge Nursery and 

that the welfare of the child is our priority. 

 

We aim to ensure that the flexibility offer is promoted to both existing and new children but is subject to availability. 

This includes the ability to access your entitlement over both an AM and a PM session on the same day, and offer a 

lunch club over three days of the week.  

We aim to ensure that the Nursery remains sustainable for future generations. 

 

Method 

 

In order to achieve the above aims we offer the following Flexibility policy. 

 

 To offer sessions according to the preferences of the individual. Please see Allocation of Additional hours, 

and Admissions policies for information of how Nursery places and hours are allocated. 

 

 The number of hours allocated will always be subject to availability. 

 

 At Ashridge Nursery  the 15 hours free entitlement may be taken as detailed below: 

 

3 Hour Sessions 

 Mornings 8.45am  - 11.45am and/or  afternoons 12.30pm – 3.30pm 

 Morning and afternoon sessions on a single day may also be selected. 

 

6 Hour Sessions 

 From 8.45am until 2.45pm 

 Available only Mondays and Wednesdays 

 Lunch Club is provided free of charge 

 The child must bring their own packed lunch 

 

Access to sessions is subject to availability. 

 

Some examples of how you may take up your 15 hrs include: 

 

 Up to 5 mornings 8:45-11:45 Monday to Friday = 15 hours 

 Up to 5 afternoon 12:30-15:30 Monday to Friday = 15 hours  

 A combination of morning and afternoon sessions. 

 

 A combination of 3 and 6 hour sessions: 

8:45am- 2:45pm on Monday and Wednesday + 1 morning or 1 afternoon = 15 hours 

8:45am- 2:45pm on Monday or Wednesday + 3 mornings or 3 afternoons = 15 hours etc   
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Additional Services  

 

We appreciate that the 15 hours free entitlement alone may not be sufficient for some families needs.  Ashridge 

Nursery can also offer the following at additional cost, subject to availability: 

 

 Extra sessions 

o   Can be purchased per 3 hour session (excluding Lunch Club) 

 

 Lunch Clubs 

o  Available on Monday, Wednesday & Friday 11:45-12:45 

o There is a charge per Lunch Club payable half termly in advance. 

o The child must bring their own packed lunch 

 

 Top up Time 

 Parents taking up the 6 hour sessions can choose to: 

o collect their child at 2.45pm on Monday and/or Wednesday  

o or collect their child at 3.30pm (the normal end time for a session) and pay a fee per Top Up session, 

half termly in advance . 

 

 

 Whilst recognising parents’ preferences for sessions, the Nursery reserves the right to limit changes to any 

sessions to ensure adequate contact is maintained between child and Keyworker.    

  

 Current national guidelines state that it is not in the best interests of the child to attend more than one setting, 

however, if we are not able to offer a child 15 hours we will give the parents the option of also attending 

another setting.. 

 

 Late collection of a child, exceeding 10 minutes, will incur a charge of a full session rate. 

 

 

 

Signed on behalf of Ashridge Nursery ____________________________________ 
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Settling in at Ashridge Nursery - Policy and Practices 
 

We want the children to feel safe and happy in the absence of their parents, to recognise other adults as a source of 

security, help and friendship and to be able to share with their parents afterwards the new learning experiences enjoyed 

in the pre-school. 

 

In order to accomplish this, we will: 

 

•  We encourage all interested parents to visit the setting with their child prior to registering with the Nursery. 

 

•  Each term, all the new starters and parents are invited to attend an Induction Session to meet their child’s key 

worker and other members of staff. This session is at the start of the term prior to the Nursery re-opening for 

existing children, allowing the younger children the space to explore their new environment.  

 

•   Children starting after the half- term, are welcome to visit again before actually starting. 

 

•   Introduce flexible admission procedures, within reason, to meet the needs of individual families and children. 

On their first day, all new starters arrive 15minutes later than the normal session time so that they can be 

individually welcomed. 

  

•  Make clear to families from the outset that the Nursery will support them as long as it takes to settle their 

children there. 

 

•   Reassure parents whose children seem to be taking a long time settling into the Nursery. 

 

•  Encourage parents, where appropriate, to separate from their children for brief periods at first, gradually 

building up to longer absences. 

 

•  To avoid upset at parental/child separation, the Lead Practitioner will telephone the parent if appropriate, 

asking the parent to return, stay with the child for 15 minutes, take the child home and return at the next set 

session. 

 

Children cannot play or learn successfully if they are anxious and unhappy. Our settling procedures aim to help parents 

to help their children to feel comfortable in the Nursery, to benefit from what it has to offer, and to be confident that 

their parents will return at the end of the session. 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on April 10, 2002. 

Amended and re-adopted on March 26th 2007 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery _____________________________________
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Unexplained Absences Policy  
 

Ashridge Nursery has a duty of care to their children along with a responsibility to the L.E.A. to ensure that the funding 

claimed for each child reflects their attendance. To this end, we operate the following approach to session allocation & 

records of attendance. 

 

Session Allocation 

 

 Whilst offering up to 5 sessions per week for each child, Ashridge Nursery supports the parent’ choice to send 

their child to fewer sessions, right through to school admission, if desired. (Please see Admissions Policy) 

 Any changes to sessions will be confirmed in writing. 

 A record of attendance is kept for each session by child. It is important that parents/carers endeavour to get 

their child to Nursery for that start of the session when the register is taken. 

 

Absences 

 

 Should the parent/carer know in advance that their child will not be attending a session/sessions then the 

Nursery requests that written notice is given i.e. holidays, visits to family, days out, etc. 

 If a child is unable to attend that day’s session, please contact the Nursery, ideally before the session starts, 

with reasons for the absence. 

 

o Where the absence is due to illness the Health & Safety Policy will apply. The Nursery needs to be 

informed of any infection that your child may have so as to alert other parents, where necessary.     

 

o Children that have been sick must be kept away for at least 48 hours after the last attack. 

 

 

Unexplained Absences 

 

 Should a child be absent for two consecutive sessions, the Nursery will contact parents to establish the reason 

for their absence. 

 Should a child be consistently absent on a particular day each week, on a regular basis, then the Nursery will 

seek to review the appropriateness of sessions taken. 

 Where repeated unexplained absences cause concern regarding the child’s safety and or welfare then the 

Safeguarding policies and procedures would apply. 

 

 

 

 

 

 

This addition to Ashridge Nursery Policies and Procedures was added 25th March 2009. It will be formally 

adopted at the A.G.M in March 2009. 

Reviewed and re-adopted on March 30th 2010 

 

 

 

 

Signed on behalf of Ashridge Nursery_______________________________________________________________ 
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Health & Hygiene Policy 
 
 

 

Ashridge Nursery promotes a healthy lifestyle and a high standard of hygiene in its day-to-day work with children and 

adults. This is achieved in the following ways:

 

Health 
 
Outdoor play 
 
• Children will have the opportunity to play in the 

fresh air throughout the year in the Nursery’s own 

outdoor play area. 
 
Illness 

• Parents are asked to keep their children at home if 

they have any infection, and to inform the Nursery 

as to the nature of the infection so that other parents 

can be alerted, and careful observations of any other 

child that seems unwell can be made. 
 
• Parents are asked not to bring into the Nursery any 

child who has been vomiting or had diarrhoea until 

at least 48 hours has elapsed since the last attack. 
  
• Head Lice – parents are asked not to bring into the 

Nursery any child with live head lice until such time 

as the infestation has been effectively treated. 
 
• If the children of any of the Nursery staff are unwell, 

the children will not accompany their parents to 

work in the Nursery. 
 
• If the child is on prescribed medication the following 

procedures will be followed: 
 
1. If possible, the child’s parents will administer 

medicine. If not, then medication must be clearly 

labelled with the child’s name, dosage and any 

instructions. 

2. Written information must be supplied by the parent, 

giving clear instructions about the administration of 

the medication and signed permission for a member 

of staff to follow the instructions. 

3. A record will be kept showing: name of child 

receiving medication; when the medication was 

administered together with the signature of the 

person who has administered the dose. 
 
• With regard to the administration of life-saving 

medication such as insulin/adrenaline injections or 

the use of nebulisers, the position will be clarified by 

reference to the Nursery’s insurance company on an 

individual basis. 

• The Nursery will ensure that the first aid equipment 

is kept clean, replenished and replaced as necessary.  

 Sterile items will be kept sealed in their packages 

until needed. 
 
 

Information Sources 

• Parents will have the opportunity to discuss health 

issues with Nursery staff and will have access to 

information available to the Nursery. 
 
• The Nursery will maintain links with health visitors 

and gather health information and advice from the 

local health authority information services and 

other health agencies, as appropriate. 
 

Hygiene 
To prevent the spread of all infection, adults in the 

group will ensure that the following good practices are 

observed: 
 
Personal Hygiene 

• Hands washed after using the toilet. 
 
• Tissues available and children encouraged to blow 

and wipe their noses when necessary. 
 
• Children encouraged to shield their mouths when 

coughing. 
 
• Hygiene rules relating to bodily fluids followed 

with particular care and all staff and volunteers 

aware of how infections, including HIV infection, 

can be transmitted. 
 
Cleaning and clearing 

• Any spills of bodily fluids will be wiped up and 

flushed away down the toilet. Rubber gloves 

always used when cleaning up spills of body fluids. 

Floors and other affected surfaces disinfected. 

Fabrics contaminated with body fluids will be 

washed at a minimum of 60C. 
 
• Spare clothes are available in case of accidents and 

polythene bags are available in which to wrap 

soiled garments. 
 
• All working surfaces cleaned daily with an 

appropriate cleaner 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on April 1st 2008 

Amended and re-adopted on March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

 

 

Signed on behalf of Ashridge Nursery _____________________________________________________   
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Safety / Policy and Practice 1 
 

The safety of young children is of paramount importance. In order to ensure the safety of both children and adults, the 

Nursery will ensure that: 

 

 Adults supervise all children at all times. 

 

 Forms are available at each session for the reporting 

of any accident/incident. 

 

 Regular safety monitoring will include checking of 

the accident and incident record. 

 

 All adults will be aware of the system(s) in operation 

for children’s arrivals and departures and two adults 

will be at the door during these periods. 

 

 Children will leave the group only with authorized 

adults. 

 

 Safety checks on premises, both outdoors and 

indoors, are made before every session. 

 

 The main entrance is locked during sessions. 

 

 Low-level glass will be covered, or replaced by 

safety glass. 

 

 Outdoor space is securely fenced. 

 

 Equipment is checked regularly and any dangerous 

items repaired/discarded. 

 

 The layout and space ratios allow children and adults 

to move safely and freely between activities. 

 

 Fire doors are never obstructed. 

 

 Fire heaters/electric points/wires and leads are 

adequately guarded. 

 

 All dangerous materials, including medicines and 

cleaning materials are stored out of reach of children. 

 

 Children do not have unsupervised access to 

kitchens, cookers or any cupboards storing hazardous 

materials including matches. 

 

 Adults do not walk about with hot drinks or place hot 

drinks within reach of children. 

 

 Fire drills are held at least once a term. 

 

 Risk assessment of the Nursery is carried out on a 

termly basis. 

 

 A register of both children and adults is completed so 

that a complete record of all those present is available 

in an emergency. 

 

 There is no smoking in the Nursery or its grounds. 

 

 A correctly stocked first aid box is available at all 

times and a qualified first-aider is on duty at all 

sessions. 

 

 Fire extinguishers are checked annually and staff 

know how to use them. 

 

 Whenever children are on the premises at least two 

adults are present. 

 

 Large equipment is erected with care and checked 

regularly. 

 

 Activities such as cooking, woodwork and energetic 

play receive close and constant supervision. 

 

 On the annual outing, the adult: child ratio will be at 

least one to four. Transport is equipped with 

individual seat belts. 

 

 If a small group goes out, there will be sufficient 

adults to maintain appropriate ratios for staff and 

children remaining on the premises. 

 

 Equipment offered to children is developmentally 

appropriate recognising that materials suitable for an 

older child may pose a risk to younger / less mature 

children. 

 

 Internal safety gates / barriers are used as necessary. 

 

 The premises are checked before locking up at the 

end of the sessions. 

 

 Children will not be taken out on public transport.

  

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Reviewed and amended on May 5th 2004 

Amended and re-adopted March 26th 2007 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery __________________________  
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Safety / Policy and Practice 2 

 
Parental/Carer’s Responsibility Outside of Nursery 

 

Start of session 

 Parents / Carers should be aware that their child remains their responsibility until they have actually been 

passed through the double white door of the Nursery to a member of staff. They are responsible for their 

safety at all times with the playground prior to this. 

 
At the End of the Session 

 Children will only leave the premises with an authorised adult, stated by the parent. Children will not 

be released to minors and the Nursery Staff reserve the right to request proof of age at their discretion. The 

Nursery School will not accept responsibility for the children’s safety once their authorised adult has 

collected them from the double white doors. It is made clear to parents that once a 

child is handed over to them at the end of the session, they then regain complete responsibility. We will, 

however, have a member of staff on the door at both the beginning and end of sessions. 

 

 In the event that no adult arrives to collect a child, the following procedure will apply : 

 

Two members of staff must remain with the child 

 

If the parents or the emergency contact cannot be reached after one hour has passed, staff should telephone the 

Duty Officer at the Social Care Department (0118 908 8002) of Wokingham Borough Council. 

 

 Unless previously agreed, we reserve the right to charge for children collected more than 10 minutes after the 

end of any session.  

 

Lost child procedure 

 

Raise alarm informing all adults present 

 

Secure safety of the remaining children 

 

Search immediate area 

 

 Telephone police and parent/carer 

 

 Inform Ofsted: National Business Unit, Royal Exchange Buildings, St Ann’s Square, Manchester, M2 7LA 

 

                                        Telephone: 0300 123 1231 

 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 10th April 2002 

Amended and re-adopted March 26th 2007 

Amended and re-adopted March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

Amended 8th November 2010 

Amended and re-adopted 31st March 2011 

 

Signed on behalf of Ashridge Nursery _____________________________________
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Addition to Safety / Policy and Practice  

 
Broadmoor Hospital 

 

Ashridge Nursery is within the vicinity of Broadmoor Hospital. The warning siren, an intermittent sound, is 

tested every Monday at 10.00a.m. for 2 minutes; after a break of one minute the all clear siren, a continuous 

tone, is sounded for another 2 minutes. If there is an escape from the hospital, the warning siren will sound 

continuously.  

 

Procedure 

 In the event of an escape either before or during a session, Ashridge Nursery will continue to operate as 

normally as possible, finishing at the usual time of either 11.30 a.m. or 3.30 p.m. 

 Parents are asked not to telephone the nursery unless absolutely necessary. 

 As always, no child will be allowed to leave the nursery unless accompanied by a nominated adult. 

 Outside play activities will be suspended until the all clear given. 

 

 

This addition to Safety/Policy and Practice was added 18th May 2004. 

This policy was adopted at a meeting of Ashridge Nursery held on 21st March 2005. 

Amended and re-adopted at a meeting of Ashridge Nursery held on March 27th 2006. 

Reviewed March 20th 2007 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery ___________________________________________ 
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Staffing and Employment Policy 

 
A high adult: child ratio is essential in providing good quality nursery school care. 

 

At Ashridge Nursery: 

 

 We have at least one member of staff to every six children. 

 

 All of our staff hold a relevant qualification in Early Years Care and Education, or are working towards one. 

 

 Regular in-service training is available to all staff by W.B.C. Early Years, Workforce Development Team 

and other professional bodies. 

 

 Our budget includes money towards training costs. 

 

 Our key worker system ensures that every child and family has one particular member of staff who takes a 

special interest in them. 

 

 Regular staff meetings provide opportunities for staff to undertake curriculum planning and to discuss the 

children’s progress and any difficulties. 

 

 We support the work of our staff by means of regular monitoring and appraisal. 

 

 We are committed to recruiting, appointing and employing staff in accordance with current legislation and 

the latest Safer Recruitment guidelines. 

 

 On commencing employment with Ashridge Nursery, staff are required to complete the Ashridge Nursery 

New Employee Induction form with a member of staff. 

 

 Staff vacancies are advertised in a prominent place, and following interviews the best candidate is selected. 

Two appropriate references are sought and followed up. All staff members have been, and will continue to 

be, police checked by the Criminal Records Bureau, and are employees of the Association. In exceptional 

circumstances, such as illness, parent volunteers may be sought in order to maintain the adult-to-child ratio. 

 

 Staff must provide evidence of eligibility to work in the UK. 

 

 Ashridge Nursery is an equal opportunities employer (see Equal Opportunities Policy). 

 

 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on 9th April 2003. 

Amended and re-adopted on March 26th 2007 

Amended and re-adopted on March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

Reviewed and re-adopted on March 31st 2011 

 

 

 

Signed on behalf of Ashridge Nursery ____________________________________  
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Equal Opportunities Policy 
 

Ashridge Nursery works in accordance with all relevant legislation, including: 

 Disabled Persons Act 1958, 1986, 1997 

 Race Relations Act 1976 & Amdt Act 2000 

 Equal Pay Act 1970 

 Sex Discrimination Act 1975, 1986 & 1995 

 Children Act 1989,2004 & 2006 

 S.E.N. & Disabled Act 2001 

We believe that the Nursery’s activities should be open to all children and families, and to all adults committed 

to their welfare. We aim to ensure that all who wish to work in, or volunteer to help with, the Nursery, have an 

equal chance to do so. 

 

Admissions 
 
• The Nursery is open to every family in the 

community according to the Admissions Policy.  

• A child may be registered from its 2nd birthday. 

 

Employment 
 
• The Nursery will appoint the best person for 

each job and will treat fairly all applicants for 

jobs and all those appointed. 

 

Families 
 
• The Nursery recognises that many different 

types of family successfully love and care for 

children. 

 

• The Nursery offers a flexible payment system 

for families with differing means. 

 

Festivals 
 
 We will be respectful of all the major events in 

the lives of the children and families in the 

Nursery, and in our society as a whole, and 

appreciate the diversity of backgrounds from 

which they come. As part of this we will ensure 

the children are made aware of different 

cultural events, thus developing the children’s 

respect not only for their own culture but those 

of others. 

 

• Children’s birthdays will be acknowledged, 

unless otherwise requested by the parents. 

 

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. Appropriate opportunities will 

be given to children to explore, acknowledge 

and value similarities and differences between 

themselves and others. 

 

Resources 
 
• These will be chosen to give children a well- 

 balanced view, appreciation, knowledge and 

understanding of the world. 

 

Specific needs  
 
 The Nursery recognises the wide range of 

individual needs of children and families in the 

community, and will consider what part it can 

play in meeting those needs. 

 

 Planning for Nursery meetings and events will 

take into account the needs of people with 

disabilities and mobility problems. 

 

Discriminatory behaviour/remarks 
 
• These are unacceptable in the Nursery. 

 

• The response will aim to be sensitive to the 

feelings of the victim(s) and to help those 

responsible to understand and overcome their 

prejudices. 

 

Language 
 
• Multilingual children and adults will be 

welcomed in the Nursery. 

 

• Named person responsible for overseeing 

equality of practice.

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on 9th April 2003 

Amended & re-adopted on March 26th 2007. 

Reviewed and re-adopted on March 30th 2010 

 

 

Signed on behalf of Ashridge Nursery   
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 _  Individual/Additional Needs Policy 
 

We welcome all children and provide an environment in which all children are supported to reach their full 

potential.  

 

We have regard for the DfES Special Educational Needs Code of Practice. 

 

We include all children in our provision. Our inclusive admissions practice ensures equality of access and 

opportunity. 

 

We provide practitioners to help support parents and children with individual & additional needs. 

 

We identify the specific needs of children with individual & additional needs and meet those needs through a 

range of strategies. 

 

We work in partnership with parents and other agencies in meeting individual children’s needs and provide 

parents with information on sources of independent advice and support. 

 

We monitor and review our practice and provision and, if necessary, make adjustments. 

 

Mrs H Lipski is our Special Educational Needs Coordinator (SENCO). However, the provision for children with 

individual & additional needs is the responsibility of all staff and resources (human and financial) are made 

available, if necessary, to implement our individual & additional needs policy. We provide in-service training for 

practitioners and volunteers. 

 

We work closely with parents of children with individual & additional needs, maintaining a positive partnership, 

whilst ensuring that they are informed at all stages of the assessment, planning, provision and review of their 

children’s education. 

 

We provide a broad and balanced curriculum for all children with individual & additional needs and provide a 

differentiated curriculum to meet individual needs and abilities. 

 

We ensure the privacy of children with individual & additional needs when intimate care is being provided. 

 

We use a system of planning, implementing, monitoring, evaluating and reviewing individual learning plans 

(ILP) for children with individual & additional needs and keep records accordingly. 

 

We liaise with other professionals involved with children with individual & additional needs and their families, 

including transfer arrangements to other settings and schools 

 

We ensure the effectiveness of our individual & additional needs provision by collecting information from a 

range of sources e.g. I.L.P reviews, staff and management meetings, parental and external agencies views, 

inspections and complaints. This information is collated, evaluated and reviewed as necessary. We monitor and 

review our policy annually. 

 

We provide a complaints procedure. 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Reviewed on May 5th 2004 and amended on May 21st 2004 

Adopted at a meeting of Ashridge Nursery held on March 27th 2006. 

Amended & re-adopted on March 26th 2007 

Amended & re-adopted on March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery __________________________________ 
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Behaviour Policy 
 

 

In order that the children may learn to care for each other and their surroundings it is necessary to operate a code 

of discipline within the Nursery. There are no hard and fast rules that the children may be unable to 

comprehend. Rather they are encouraged to recognise certain actions and behaviour might not be appropriate 

within the group. 

 

In order to achieve this: 

 

 Rules governing the conduct of the group and 

the behaviour of the children will be discussed 

and agreed within the Nursery and explained to 

all newcomers, both children and adults.  

 

 Inappropriate behaviour is dealt with at the time, 

with discussion and reasoning in a quiet manner. 

 

 All adults in the Nursery will ensure that the 

rules are applied consistently, so that the 

children have the security of knowing what to 

expect and can build up useful habits of 

behaviour. 

 

 All adults will try to provide a positive model 

for the children with regard to friendliness, care 

and courtesy. They will not raise their voices in 

a threatening way. 

 

 Violence and aggression are discouraged, as are 

toy guns and weapons of any kind.  

 

 Physical punishment is never used. 

 

 There are no “naughty chairs” or “naughty 

corners” and children are never humiliated or 

held to ridicule. However, a short “time out” 

session with an adult may on occasion become 

necessary. 

 

 The children are encouraged to have good 

manners and to speak to other children and 

adults in an acceptable fashion. 

 

 In any case of misbehaviour, it will be made 

clear to the child or children in question that it is 

the behaviour and not the child that is 

unwelcome. 

 

 Any behaviour problems will be handled in a 

developmental constructive fashion, respecting 

individual children’s level of understanding and 

maturity. 

 

 Adults will be aware that some kinds of 

behaviour may arise from a child’s individual & 

additional needs.

 

 

The Management Committee perceives there are few circumstances when it might be necessary to invoke a 

formal disciplinary procedure and given the exceptional nature of disciplinary issues with Nursery children no 

written procedure is considered to be essential. 

 

However, should a case, which might require disciplinary sanctions arise; it will be dealt with on an individual 

basis. It will take full account of the particular child’s needs, and be carried out in conjunction with the Nursery 

Lead Practitioner, the Management Committee (in practice the Chair person), the parent, and with whatever 

external agencies that might or might not be involved with the welfare of the child. 

 

Parents should understand and appreciate that the Nursery cannot rule out that in some exceptional 

circumstances it might become necessary to exclude a child where that child’s behaviour is such that the staff 

are unable to reasonably guarantee the safety of either the child concerned or the other children. 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Reviewed and amended on May 5th 2004. 

Amended and re-adopted on March 26th 2007 

Amended and re-adopted on March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery _____________________________________ 
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Anti - Bullying Policy 

 

 
Definition of Bullying 

 

Behaviour by one person or group intended or perceived to cause hurt, pain, suffering, humiliation or 

degradation by another person or group. 

 

Bullying is a problem for both the bully and the victim alike, and should be dealt with sympathetically. Best 

outcomes follow when the Nursery can work with the parents to address concerns about bullying behaviour and 

victimisation.  

 

Ashridge Nursery has a zero tolerance attitude to bullying; all staff have a responsibility for dealing with this 

problem. 

 

Parental Involvement 

 

The Nursery welcomes the active involvement of parents (both victim and bully) in bringing this problem under 

control. 

 

 

 

 

 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 10th April 2002 

Reviewed in May 2004. 

Reviewed on March 12th 2007 

Reviewed and re-adopted on March 30th 2010 

 

 

Signed on behalf of Ashridge Nursery _____________________________________ 
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Complaints Procedures 
 

 

Ashridge Nursery aims to provide the highest quality education and care for all our children, and a warm and 

happy environment within which all children can develop as they play. 

 

We believe children and parents are entitled to expect courtesy and prompt, careful attention to their needs and 

wishes. Our intention is to work in partnership with parents and we welcome suggestions on how to improve our 

group at any one time. We welcome suggestions on how to improve the nursery and will give prompt and 

serious attention to any concerns raised. We anticipate that most concerns will be resolved quickly by an 

informal approach to the appropriate member of staff. If this does not achieve the desired result, we have a set of 

procedures for dealing with concerns. 

 

We aim to bring all concerns about the running of Ashridge Nursery to a satisfactory conclusion for all of the 

parties involved. To achieve this, we operate the following complaints procedure. 

 

 Stage 1 

A parent or carer wishing to voice a concern or make a complaint or comment about any aspect of their child’s 

education at Ashridge Nursery should, in the first instance talk over his/her worries and anxieties with the 

Nursery Lead Practitioner. 

 

Stage 2 

If this does not have a satisfactory outcome, or if the problem recurs, the parent or carer should put their 

concerns or complaints in writing to the Lead Practitioner and Chair of the Management Committee. 

 

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

 

Stage 3 

The parent or carer requests a meeting with the Lead Practitioner and /or the Chair of the Management 

Committee. All parties involved should have a friend or partner present if required. An agreed written record of 

the discussion is made. All of the parties present at the meeting sign the record and receive a copy of it.  

 

This signed record signifies that the procedure has concluded. 

 

Stage 4 

If at the Stage Three meeting the parent or carer and the nursery cannot reach agreement, an external mediator is 

invited to help settle the complaint. This person should be acceptable to both parties, listen to both sides and 

offer advice. A mediator has no legal powers but can help to define the problem, review the action so far and 

suggest further ways in which it might be resolved. 

 

Staff or volunteers within the Pre-School Alliance are appropriate persons to be invited to act as mediators. 

 

The mediator keeps all discussion confidential. S/he can hold separate meetings with the Nursery personnel and 

the parent, if this is deemed to be helpful. The mediator keeps an agreed written record of any meetings that are 

held and of any advice s/he gives. 

 

Stage 5 

When the mediator has concluded her/his investigations, a final meeting between the parent or carer, the 

Nursery Lead Practitioner and the Chair of the Management Committee is held. The purpose of this meeting is 

to reach a decision on the action to be taken to deal with the complaint. The mediator’s advice is used to reach 

this conclusion. The mediator is present at this meeting if all parties think this will help a decision being 

reached. 

 

A record of this meeting, including the decision on the action to be taken, is made. Everyone present at the 

meeting signs the record and receives a copy of it. The signed record signifies that the procedure has concluded. 
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The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Local 

Safeguarding Children’s Board.  

 

Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where there seems 

to be a possible breach of the registration requirements, it is essential to involve Ofsted as the registering body 

with a duty to ensure that the National Standards for Day Care are adhered to. 

 

The address and telephone number of the nursery’s regional Ofsted centre are: 

 

National Business Unit 

3rd Floor 

Royal Exchange Buildings 

St Ann’s Square 

Manchester 

M2 7LA 

Telephone: 0300 123 4666 (Complaints Line)  0300 123 1231 (General children’s services) 

 

These details are also displayed on the notice board in the entrance hall. 

 

If a child appears to be at risk, Ashridge Nursery follows the procedure of the Local Safeguarding Children 

Board (LSCB) in our local authority. 

 

In both these cases, the parent or carer and the nursery are informed that the Lead Practitioner works with 

Ofsted or the Local Safeguarding Children Board to ensure a proper investigation of the complaint followed by 

the appropriate action. 

 

Records 

A record of complaints against Ashridge Nursery and/ or the children and/or the adults working in the nursery is 

kept, including the date, the circumstances of the complaint and how the complaint was managed. 

 

 

We believe that most complaints are made constructively and can be resolved at an early stage. We also believe 

that it is in the best interests of the Nursery and parents that complaints should be taken seriously and dealt with 

fairly and in a way that respects confidentiality. 

 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Reviewed and amended on May 5th 2004 

Amended and re-adopted on March 26th 2007 

Amended and re-adopted on March 31st 2011 

 

Signed on behalf of Ashridge Nursery ________________________________________   

 

 

 



ASHRIDGE NURSERY 
Registered Charity 27999 

26 

 

 

Record Keeping and Assessment Policy 

 
The Nursery holds information on your child in order to help support, plan for and monitor their progress during 

their time at the setting, in doing so the Nursery complies with the Data Protection Act 1988.  

  

 All personal details gathered at the time of your child’s induction to the Nursery are kept in a secure file. 

 
 Parents are responsible for ensuring that these details are correct and must notify the Administrator of any 

changes. The Nursery requires at least two contactable phone numbers whilst your child is in a session. 

 

  The key worker assigned to your child when they join the Nursery will be responsible for compiling a record     

of your child’s “learning journey” while attending the setting.  

 

   Learning journeys are accessible at all times to children and their parents. Parents are expected to observe 

our  Confidentiality Policy when viewing their child’s file. 

 

  Learning journeys may be shared with outside Professionals (e.g. Educational Psychologist, Speech & 

Language Therapist) where appropriate.  

 

 The Nursery is obliged to pass on your child’s records to their next setting. 

 

 

 

 

 

 

 
This addition to Ashridge Nursery Policies and Procedures was added on 25th March 2009.  It will be 

formally adopted at the A.G.M. in March 2009. 

Reviewed and re-adopted on March 30th 2010 

 

 
Signed on behalf of Ashridge Nursery ________________________________________   
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Confidentiality Policy 
 

 

Ashridge Nursery’s work with children and families will sometimes bring us into contact with confidential 

information. 

 

To ensure that all those using and working in the Nursery can do so with confidence, we will respect 

confidentiality in the following ways: 

 

 

• Parents will have ready access to the Observational Assessment Records of their own children whilst 

respecting the privacy of other children’s records. 

 

• Staff will not discuss individual children, other than for purposes of curriculum planning/group management, 

with people other than the parents/carers of that child, or other professionals involved with that child. 

 

• Information given by parents/carers to the Nursery Lead Practitioner or child’s key worker will be shared 

with other professionals as necessary, with their agreement. 

 

• Issues to do with the employment of staff will remain confidential to the people directly involved with 

making personnel decisions. 

 

• Any anxieties/evidence relating to a child’s personal safety and welfare will be kept in a confidential file and 

will only be shared with other professionals as necessary. 

 

• Any students and volunteers observing in the Nursery will be advised of our confidentiality policy and 

required to respect it. 

 

All the undertakings above are subject to the paramount commitment of the Nursery, which is to the safety, and 

well being of the child. 

 

Please see also our policy on Safeguarding. 

 

 

 

 

This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997   

Reviewed and amended on May 5th 2004  

Amended and re-adopted on March 26th 2007 

Amended and re-adopted on March 30th 2009 

Reviewed and re-adopted on March 30th 2010 

 

Signed on behalf of Ashridge Nursery _______________________________________ 
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Safeguarding Policy 

 
Safeguarding and promoting the welfare of the children while in our care is the first responsibility of the staff at 

Ashridge Nursery. To this end, we have created, and will maintain, an environment in the Nursery which is 

welcoming, safe and stimulating, and where children are able to enjoy, to grow in confidence and to fulfil their 

potential. 

 

Safeguarding 
 Child Protection Statement – At Ashridge Nursery we follow the Wokingham Child Protection Procedures 

for Childcare providers based on the government guidance, ‘Working Together to Safeguard Children’ and 

the Local Safeguarding Children Board (LSCB). The designated Child Protection Liaison Person (CPLP) is 

Mrs N Wells. She is responsible for Ashridge Nursery’s adherence to these procedures. She has received 

Child Protection Training and regularly attends CPLP Network Support Group Meetings. Mrs L Lipski, 

Lead Practitioner at Ashridge Nursery, is the Deputy CPLP.  

 All staff are kept informed of information received at the above meetings. 

 The Nursery has a primary and over-riding duty of care to the children in its charge. We provide and maintain 

an environment in the Nursery in which children are safe from abuse and in which any suspicion of abuse, 

from whatever suspected source, is promptly and appropriately responded to. In order to achieve this we 

will: 

 
Exclude known abusers 

 Applicants for posts at the Nursery will be asked to declare their convictions, even if spent. This is 

because posts providing care and supervision to people under the age of 18 are exempt from the 

provisions of the Rehabilitation of Offenders Act 1974.  

 Applicants for paid work within the Nursery will be interviewed before an appointment is made and 

will be asked to provide at least two references. All references will be followed up. In the case of 

applicants with unexplained gaps in their employment history, or who have moved rapidly from one 

job to another, explanations will be sought. 

 All paid appointments will be subject to a probationary period and will not be confirmed unless the 

Nursery is confident that the applicant can be safely entrusted with children. 

 Students will be required to present themselves prior to commencement of a placement and must 

supply a letter of introduction from their school or college. 

 Parent helpers are deemed appropriate adults. However, they will always be held under visual 

supervision by the Nursery staff. 

 All staff and committee members have been, and all new appointments will be, police-checked by the 

Criminal Records Bureau. 

 

Seek and supply training 

 We will seek to provide training opportunities, wherever possible, for all adults involved in the group 

in order that they might recognise symptoms of possible physical abuse, neglect, emotional abuse and 

sexual abuse. 

 

Prevent abuse by means of good practice 

 Adults will not be left alone for long periods with individual children or with small groups. An adult 

who needs to take a child aside - for example, into the quiet room for time out after inappropriate 

behaviour will leave the door ajar. 

 Adults and students who have not been registered with the Criminal Records Bureau will not take 

children to the toilet. 

 Children will be encouraged to develop a sense of autonomy and independence through adult support 

in making choices and in finding names for their own feelings and acceptable ways to express them. 

This will assist children in having the self-confidence and the vocabulary to resist inappropriate 

approaches. 

 

Respond appropriately to suspicions of abuse 

 Changes in children’s behaviour/appearance that might give cause for reasonable concern will be 

investigated. 

 Parents will normally be the first point of reference. However, suspicions will also be referred as 

appropriate to the Social Care Department. All such suspicions and investigations will be kept  
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confidential, shared only with those who need to know. The people most commonly involved will be 

the member of staff/key worker, the Nursery Lead Practitioner and other professionals as necessary. 

 

 

Respond appropriately to an allegation being made against a member of staff or volunteer 

 Any member of staff who hears about or observes a situation in which a child may have suffered 

significant harm by another member of staff or a volunteer should follow the procedure outlined in our 

child protection procedures. 

 If the child has suffered significant harm the member of staff should firstly determine whether the child 

is in need of emergency medical attention. If so, this should be sought immediately and directly from 

the appropriate services and the parents/cares informed. 

 

Keep records 

 Whenever worrying changes are observed in a child’s behaviour, physical condition or appearance, a 

specific and confidential record will be set up. This will be separate from the usual on-going records of 

a child’s progress and development. The record will include, in addition to the name, address and age 

of the child: timed and dated observations, describing objectively the child’s behaviour/appearance, 

without comment or interpretation; where possible, the exact words spoken by the child; the date, name 

and signature of the recorder. 

 Such records will be kept in a separate file and will not be accessible to people in the Nursery other 

than the Lead Practitioner, CPLP, key worker or other professionals as appropriate. 

 

Liaise with other bodies 

 The Nursery operates in accordance with local authority guidelines. Confidential records kept on 

children about whom the Nursery is anxious will be shared with the Social Care Department if the 

Nursery feels that adequate explanations for changes in the child’s condition have not been provided. 

 The group will maintain ongoing contact with the local Social Care Department, including names, 

addresses and telephone numbers of individual social workers. 

 

Support families 

 The Nursery will take every step in its power to build up trusting and supportive relationships between 

families and staff and volunteers in the group. 

 Even where abuse is suspected, the Nursery will continue to welcome the child and the family. 

 Observational Assessment Records kept on the child will be shared with the child’s parents. 

 The care and safety of the child will always have priority but the Nursery will do all in its power to 

support and work with the child’s family.  At the Nursery the Deputy Practitioner is responsible for 

overseeing Child Protection. 

 

Promoting the good health of the children 
 At Ashridge Nursery the Health & Hygiene Policy and Procedures (see page 8) ensures that the 

necessary steps are taken to prevent the spread of infection and that appropriate action happens when 

they are ill. 

 Ashridge Nursery operates a non smoking policy throughout the setting. 

 Water is accessible at all times throughout the session. Snack time break, mid session, ensures all 

children are offered and receive sufficient to drink. 

 

Managing children’s behaviour positively and in a manner appropriate for their stage of 
development 
 At Ashridge Nursery this is addressed with the following policies – Settling in at Ashridge Nursery, 

Behaviour Policy, Individual/Additional Needs Policy, and Anti-bullying Policy. 

 
This policy was adopted at a meeting of Ashridge Nursery held on 26th November 1997 

Amended and re-adopted on 30th March 2009 

Reviewed and re-adopted on March 30th 2010 

Reviewed and re-adopted on May 3rd  2012 

 

Signed behalf of Ashridge Nursery _______________________________________ 
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CHILD PROTECTION PROCEDURE 

 

Allegations of Abuse Against Staff 

 

Any member of staff who hears about or observes a situation in which a child may have suffered abuse should 

follow the procedure outlined overleaf. If the child has suffered harm the member of staff should firstly 

determine whether the child is in need of emergency medical attention. If so, this should be sought immediately 

and directly from the appropriate services and the parents/carers informed. Once the child has been referred for 

medical attention the procedure outlined overleaf  should then be followed. 

 

Confidentiality 

At all stages of the investigation, and subsequent to the investigation, the confidentiality of the staff and children 

involved should be preserved. 

 

Records 

See ‘Keep Records’ section of Safeguarding Policy. 

 

Complaints 

If at any stage of the enquiries the parents/carers are not satisfied with the investigation, the Chair and CPLP 

will advise them of their right to invoke the Complaints Procedure. 

 

Strategy Meeting 

In cases where the allegations, if true, would amount to misconduct or gross professional misconduct, the Chair 

should convene a Strategy Meeting involving the Executive Committee and Trustees. 

 Suspension should be recommended if 
o The subject or other children are at ongoing risk of harm. 

o The allegations are so serious that if proven could lead to dismissal. 

o Suspension is necessary to allow the investigation/enquiry to proceed unimpeded. 

 The safety and well-being of the child is the paramount consideration. However, the decision to suspend 

is extremely serious and this action should only be recommended when there is no alternative available. 

 Where the decision to suspend is made by the Chair of the Management Committee then the enquiry 

should progress expeditiously so that the matter can be resolved as quickly as possible in the interests of 

the child, the alleged abuser and the Nursery. 

 

At the conclusion of the investigation 

The Chair should convene a meeting to identify whether there are any general matters arising from it that 

warrant a review of Nursery Policy & Procedures and/or should be bought to the attention of managers within 

the Social Services Department Children and Families Team or Early Years and Childcare Development Team. 

Any training needs of staff should be considered. 

 

Allegations against the Child Protection Liaison Person 

If the member of staff who is the subject of the allegation is the CPLP, the Nursery Lead Practitioner should 

take on the responsibilities of the CPLP in the Child Protection Procedure. 

 

Notes from the flowchart overleaf 
1. If the information is received from a third party, the child should not be spoken to by the person receiving the original 

complaint. 

2. CPLP = Child Protection Liaison Person 

3. Details to include dates, times, witnesses etc (and if the allegation is made by a child – his/her exact words). 

4. A view that further enquiries are indicated does not presume that the allegation is to be believed. 

 

Duty Officer – Wokingham Social Care 0118 908 8002 

Out of Hours Emergency Team  01344 786543 

 

 
Reviewed and re-adopted on May 3rd 2012 

 

 

 Signed behalf of Ashridge Nursery _______________________________________ 



ASHRIDGE NURSERY 
Registered Charity 27999 

31 

 

  

 

Allegations of Abuse by Staff 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                                          Harm Likely 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For general support and guidance contact Early Years Advisor 0118 908 82600 

Allegations made by staff or third party to a member of staff. 

Does it constitute abuse? 

Inform CPLP and provide 

written report by the next day. 

Do not discuss with the accused 

member of staff. 

CPLP to consult with the Local 

Authority Designated Officer 

(LADO – Beth Bliss) to decide if an 

investigation is needed. 0118 908 

8212 

Investigation not needed, but if 

behaviour causes concern, internal 

procedures should be invoked (D.O 

to confirm in writing the content 

and conclusion of consultation within 

3 days) 

If evidence of significant harm, 

CPLP to refer directly to social 

care and inform the D.O. Confirm 

in writing to both next day. 

Designated Officer to 

inform Ofsted 

S.47 enquiry – Social care 

to hold strategy meeting to 

plan the investigation 

CPLP informed of outcome 

and to decide if internal 

discipline procedures are 

needed 

Member if staff and other interested parties informed of outcome. 
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Acceptable Use of Mobile Phones & Camera’s Policy  
 

Statement of intent  
It is our intention to provide an environment in which children, parents and staff are safe from images being 

recorded and inappropriately used in turn eliminating the following concerns:  

 1) Staff being distracted from their work with children  

 2) The inappropriate use of mobile phone cameras around children  

 

Aim  
Our aim is to:  

 Have a clear policy on the acceptable use of mobile phones and cameras that is understood and 

adhered to by all parties concerned without exception.  

 

In order to achieve this aim, we operate the following Acceptable Use Policy:  

 

Mobile Phones  

 The Nursery allows staff to bring in personal mobile telephones and devices for their own use. 

Under no circumstances does the nursery allow a member of staff to contact a current pupil or 

parent/carer using their personal device, during contracted hours.  

 Users bringing personal devices into nursery must ensure there is no inappropriate or illegal 

content on the device.  

 All staff must ensure that their mobile telephones/devices are left inside their bag throughout 

contact time with children. Staff bags should be placed in the cupboard/office unless requested by 

the Manager or Leader to move them to another appropriate location (because of Open Days, etc).  

 Mobile phone calls may only be taken at staff breaks or in staff members’ own time.  

 If staff have a personal emergency they are free to use the setting’s phone or make a personal call 

from their mobile in the foyer (when no children around or office.  

 If any staff member has a family emergency or similar and required to keep their mobile phone to 

hand, prior permission must be sought from the Manager or Leader and the mobile phone should 

be placed in the office.  

 Staff (will need to) ensure that the Manager has up to date contact information and that staff make 

their families, children’s schools etc. aware of emergency work telephone numbers. This is the 

responsibility of the individual staff member.  

 All parent helpers/students will be requested to place their bag containing their phone in the 

cupboard / office and asked to take or receive any calls in the kitchen area where their phone must 

remain.  

 It is the responsibility of all members of staff to be vigilant and report any concerns to the Nursery 

Manager or Leader.  

 Concerns will be taken seriously, logged and investigated appropriately (see allegations against a 

member of staff policy).  

 The Manager or Leader in her absence reserves the right to check the image contents of a member 

of staffs mobile phone should there be any cause for concern over the appropriate use of it.  

 Should inappropriate material be found then our Local Authority Designated Officer (LADO) will 

be contacted immediately. We will follow the guidance of the LADO as to the appropriate 

measures for the staff member’s dismissal.  

 

 
Camera’s  
Photographs taken for the purpose of recording a child or group of children participating in activities or 

celebrating their achievements is an effective form or recording their progression in the Early Years Foundation 

Stage. They may also be used on our website and/or by the local press with permission from the parents. 

However, it is essential that photographs are taken and stored appropriately to safeguard the children in our care.  

 

 Only the designated nursery cameras are to be used to take any photo within the setting or on 

outings.  

 Images taken on this camera must be deemed suitable without putting the child/children in any 

compromising positions that could cause embarrassment or distress.  
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 All staff are responsible for the location of the camera; this should be placed within the filing 

cabinet at the end of the day.  

 The camera must be locked away at the end of every session.  

 Images taken and stored on the camera must be downloaded as soon as possible, ideally once a 

week.  

 Images must only be down-loaded by the nominated senior member of staff, currently Nicola 

Wells.  

 If the technology is available images should be downloaded on-site. Should this facilities not be 

available these may be downloaded off-site and erased from the personal computer as soon as the 

images have successfully been printed.  

 Photographs should then be distributed to members of staff (keyworkers) to record in children’s 

learning journeys.  

 Under no circumstances must cameras of any kind be taken into the bathrooms without prior 

consultation with the Manager or Leader.  

 If photographs need to be taken in a bathroom, i.e. photographs of the children washing their 

hands, then the Manager or Leader must be asked first and staff be supervised whilst carrying out 

this kind of activity. At all times the camera must be placed in a prominent place where it can be 

seen.  

 Failure to adhere to the contents of this policy will lead to disciplinary procedures being followed.  

 This policy is linked to the Safeguarding Policy 

 

This policy will be implemented with immediate effect, 8th November 2010 

This policy was amended on 15th April 2013 and will be adoptd at the next AGM (13th June 2013) 

 

 

 

 Signed behalf of Ashridge Nursery _______________________________________ 
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