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Introduction 
 
This document should be read in conjunction with the Operational Plan. 
 
The village of Upper Basildon is situated six miles to the West of Reading and two miles from 
the Thameside village of Pangbourne.  Sparklers is housed within its own unit in Basildon 
Primary School, Upper Basildon.  The preschool provides high quality, affordable child care and 
education in a stimulating and safe environment for the local and surrounding areas. The 
addition of tea time club from September 2017 supports families in employment and enables 
parents to have more flexibility in working hours. 
 
The use of Basildon Schools’ facilities provides plenty of opportunity for both indoor and outdoor 
play, including our own secure garden area, a pond, wildlife area and jungle gym. 
 
The preschool caters for children from two years until they start school and offers a safe 
environment which enables them to take part in a range of activities.  Although based in school, 
the preschool aims to ensure that the atmosphere is relaxed with plenty of opportunities for play, 
creativity and social interaction. It is open to children who live within the village and surrounding 
areas. The Preschool is registered with OFSTED and works in co-operation with the West 
Berkshire Early Years Team. 
 
 
At Sparklers we aim to support the development of happy, confident children by supporting their 
emotional and social development. We also aim to give them the best possible start academically and 
cover subjects such as numeracy, literacy, phonics, science and the environment and we strive to be 
creative and innovative in how we use play to enable our children to develop their knowledge and 
understanding of these subject areas. In addition to play, we also use lots of hands on activities where 
the children learn through exploration and experimentation. Along with the usual arts, crafts, cooking etc. 
we go on bug hunts and do pond dipping; we do lots of planting and growing and also have weekly 
‘outdoor learning’ sessions where parents like to get involved. We often go to the local woods.  
 
We recognise that every child approaches learning differently and we attach considerable importance to 
supporting every child so that they can learn in a way and at a rate appropriate for them. We can do this 
because we take a lot of care getting to understand our children. We ask parents to complete a 
questionnaire through which we hope to get an insight into their child and we assign each child a key 
worker whose role it is to support and understand them. 
 
Our approach to learning enables our children to develop the skills they will need at school. Once at 
school our children display well developed emotional and social skills, they are well advanced with their 
phonics and numeracy and they show good creativity. They demonstrate a sense of responsibility for 
themselves, their friends and for their environment. We believe that by giving our children the best 
possible start they develop self belief and confidence in their ability. All the research shows that the 
quality of a child’s early years education has a significant impact on the child’s achievements and 
emotional well being through to adulthood.  
 
We encourage our parents to view their child’s development record regularly – these are kept on site and 
can be viewed on request. We are always very keen to discuss and address any concerns and 
encourage parents to approach the Manager at drop off or pick up. 
 
All of our staff have appropriate Early Years Qualifications and from September 2011 even our 
emergency cover staff will be required to have, or be training for, a relevant qualification. 
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Tea time club and Breakfast club 
 
Tea time club will provide children with an opportunity to relax, share afternoon tea and should 
they choose to, take part in a variety of activities. There will be two members of staff at all times 
providing the same quality and standard of care the children experience throughout the main 
sessions in Sparklers, following the EYFS framework.  
Tea time club may be used on an ad hock basis. Parents may use childcare vouchers for tea 
time club payment but Government funding of either 15 or extended hours cannot be used to 
pay for tea time club sessions.  
Tea time club from 3-4.30 p.m. - £11-00,   3-6 p.m. - £22.00 
 
Breakfast Club- 
 
This can be used daily from 7.50-8.50 a.m. , and can be booked ‘ad hoc’ at a cost of £8.00, two 
staff members will be present at all times.  
 
 
Mindfulness and music sessions are additional curricula activities taking place during the 
week with specialist teachers coming in to Sparklers. We understand the value of developing 
the whole child and feel these sessions support this. If a child attends on the days that these 
activities are taking place parents will be invoiced on their main bill for £3.50 per session with 10 
sessions per school term. 
 
Sparklers is managed by a team of volunteers who make up the management committee and 
four full time permanent paid staff ,two part time paid members of staff supervising the tea-time 
club and staff cover as required. All Sparklers have a current Paediatric First Aid 
Certificate. Names of the committee and staff are detailed at the end of this document. All staff 
and volunteers are appropriately vetted and referenced at the time of appointment. This 
includes registration with OFSTED and DBS checks, where appropriate. We have a strict c ‘safe 
recruitment policy.’  
 
 
REGISTRATION 
 
In order to use the preschool every child must be registered with it even if they attend only 
occasionally. (A registration form is provided with the Parents Handbook). Registration fee is 
£5:00 per family for 2 year olds, unless they are funded, in which case there is no charge.  3-4 
year olds do not pay due to Government Entitlement funding.  Children can register when they 
are 18 months old but will not be able attend a session until after their second birthday. 
 
Details of any on-going medical condition and medication which the child is prescribed 
will be recorded on the Registration Form. Any special dietary needs will also be 
recorded on the Registration Form. Parents should inform the manager in confidence if 
there are any other services involved with their child or of any personal circumstances 
which may affect their child’s well being 
Admissions Policy 
 
It is the intention of the Preschool to apply a fair, unbiased admissions policy. The following is a 
prioritised policy which will be adhered to at all times but is subject to, as a minimum, annual review. 
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Places are offered on a first come, first served basis, strictly taken from the waiting list in accordance 
with staff/pupil ratio. 
 
 

BOOKINGS 
 
Bookings roll over on a termly basis.  Parents can change or amend their bookings in 
consultation with the Manager, if places are available.  The setting requires a full terms notice to 
amend bookings, otherwise charges maybe incurred.  Booking forms are available at the 
preschool.  If a parent wishes to use the preschool on an occasional basis they are required to 
consult the Manager in advance to confirm if there is a place available for the children on the 
date required. 
 
 
 
 
 
Sessions and Fees 
 
Each Sparklers day is broken into two 3 hour sessions, 9am to 12pm and 12pm to 3pm. Children 
attending the morning session can be dropped off at 8.50am and must be collected at 11:50am. Children 
may wish to attend for a full day from 9am to 3pm. 
 
Children attending the afternoon session should be dropped off at 11:50am and collected at 3pm. 
 
Children must be ‘signed out’ as they are collected.  This is so staff are always aware of the number of 
children present. This is also in line with our strict safeguarding policies. 
 
Fees are payable a term in advance (unless by special arrangement with the preschool’s Treasurer) by 
the date specified on the bill.  Any unpaid fees will incur a penalty of 5% if the total cost of the bill for 
each week the bill remains outstanding.  The costs are as follows:- 
 
 
 
GOVERNMENT FUNDING 
 
Children aged 3 years and over can have their place funded under the Government Early Years 
Entitlement for 15 hours per week 38 weeks of the year.   Children become eligible for funding 
the term after their third birthday.  Parents can access this funded place by booking 3 hour 
sessions, morning or/and afternoon, Monday to Friday 9am to 3pm, as detailed in in this 
document.  Additional sessions not covered by funding may be available on a fee paying basis. 
In cases where the school year is more than 38 weeks then parents will have to pay for the 
additional week(s) as non-funded sessions. As from September 2017 some families will be able 
to claim 15 extra funded hours. Please access HMRC website to check eligibility for the extra 
funded hours. 
 
 

For non-funded sessions the fees are: 
Children aged 3 to 4 years 

For sessions not funded the fees are £17.50 per 3 hr. session if you book in 
advance. A discount is applied for each additional related child (£16:50).  
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Children aged 2 to 3 years 
£20.50 per session. A discount is applied for each additional related child 
(£19:50).  

● We can take employer provided child care vouchers as part/full payment of fees. 
● Please note, we will not reduce fees if a child does not attend a full session (for example, if a 

child arrives after the beginning of a session, or is collected before the end of a session). 
 
 
 
 
 
Please note our updated 30 hours funding policy: (May 2018) 
 
Any government funded hours are claimed by us via a West Berkshire government portal. This 
portal allows us to claim the universal 15 hours funding for each half term alongside any of the 
additional 15-30 hours, if eligible. In order to do so we will require written confirmation of your 
child’s schedule before each half term, along with your 30 hours eligibility code.  
We try to be flexible with amending schedules part-way through term time and with adhoc 
sessions, if required. However, please note: *we cannot claim funding for these sessions from 
your 30 hours funding in retrospect. The portal is only open twice a term and we will claim a 
child’s regular booked dates for the following half-term only. Funding only covers educational 
sessions, thereby *excluding tea-time club*; which can only be *paid for using bank transfers or 
childcare vouchers*. Any additional ad-hoc sessions or additional tea-time club sessions will be 
invoiced in arrears at the end of each half term, whereas termly fees for daytime regular 
sessions are invoiced termly in advance.  
 
 
UNPAID FEES 
 
Invoices will be issued before the start of each term.  Invoices are payable within 7 days.  In the 
event of fees not being paid or cheques not being honoured ,the preschool reserves the right to 
refuse any further bookings from these parent/s/carers for their child/ren until the debt has been 
cleared or the parents/carers and the Management Committee have reached an agreed 
repayment scheme (e.g. instalments over a specified period. It should be noted that a payment 
by these methods is solely at the discretion of the management committee). In the event that a 
cheque has been returned the preschool retains the right to charge the parents any additional 
costs this may have incurred. A 5% surcharge will be added to invoices not paid within the 
agreed timescale ( 7 days). 
Consistent non- payment of fees will result in the following actions 

i) Communication with parents to arrange a payment plan agreed by both parties 
ii) If a plan cannot be agreed and payment is still outstanding the management 

committee reserve the right to commence debt collection proceedings via the 
government debt collection service. Parents will be responsible for meeting any costs 
incurred. 

 
CANCELLATIONS AND HOLIDAYS 
 
A terms notice is required for withdrawal of a child to prevent complications with funding 
Holidays can of course be taken in term time but there will be no refund for sessions missed. 
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Refunds in the event of illness cannot be made because this would affect our ability to pay the 
preschool staff and may result in difficulties in keeping the preschool open. Under special 
circumstances there may be concessions in the case of long term illness/ bereavement.  
 
DAILY ATTENDANCE REGISTER 
 
A register will be taken at the Preschool at the beginning of each session.  This details the name 
of each child, time in to the preschool, time collected and their parents/carers signature. It also 
details the staff on duty for each day, special events planned and a comments section. It is the 
responsibility of the parent to sign out their child. It is extremely important that you notify staff 
early in the morning if your child is not attending. As part of our strict safeguarding policy a staff 
member will telephone you if we have not heard from you and your child does not arrive. 
 
 
 
HOURS OF OPERATION 
 
Funded sessions run from 9am-12noon and 12noon until 3pm. Should there be availability for a 
child to stay for lunch after the morning session the hourly rate of £6.00 will be charged. Tea 
time club will run from 3-4.30p.m/ 6pm and will be charged separately at £11/22. Tea time club 
hours are not covered by Government funding. Breakfast club runs from 7.50-8.50 a.m.  
 
 
 
Toys 
 
Children are welcome to bring any toys from home but the staff cannot accept any responsibility for 
them.  If a toy is brought into the preschool there are stickers available so that they may be clearly 
labelled with your child’s name to avoid any confusion over ownership.  In the event that items are found 
after children have gone home they will be placed in the preschool’s lost property basket. 
 
Collection from the Preschool 
 
Children can be collected from the Preschool any time between 9am and 3pm when the Preschool 
closes.  Children must be ‘signed out’ as they are collected by whoever collects them.  This is so that the 
staff are always aware of the number of children present.  
 
The Preschool needs to know who will be collecting the child after each session.  If a different 
person arrives to collect the child, the preschool needs to be informed of this by the primary 
carer.  If this does not happen, the preschool will contact the primary carer to verify that the child 
can be released to that person.  Without authorisation from the primary carer, the child will not be 
released and the preschool will follow the procedure “IN THE EVENT OF A CHILD NOT BEING 
COLLECTED BY 3PM”, AS DETAILED BELOW. 
 
The Preschool operates a ‘password’ policy which is used for all other persons attempting to collect 
children.   The password is recorded on the Registration form.  This works as follows: 
 
- The parent (possibly in conjunction with the child) selects his/her own secret password. 
- This is communicated to parents/carers and preschool staff 
- If someone arrives to collect a child who is not the parent/carer, a ‘password’ must be requested by a 
member of staff. 
- If they give the correct password and the child knows the person, they will be allowed to take the child. 
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- Once it has been used, the ‘password’ will be changed. 
 
Although the password system is in place, parents are asked to inform the Manager or a member of staff 
if somebody other than the parent will be collecting the child. 
 
Parents are required to let the staff know if they are going to be late collecting their child/ren from the 
Preschool by telephoning the Manager on 01491 671910.  
 
There will be a charge of £5.00 for every 5 minutes after 3.00pm that a child remains uncollected. 
This will be implemented at the discretion of the staff. 
 
IN THE EVENT OF A CHILD NOT BEING COLLECTED BY 3PM 
 
(a) A member of staff must try to contact the parent/carer by telephone. 
 
(b) Two members of staff will remain with the child until a parent or emergency contact collects the child 

or by agreement with the parent or emergency contact, the child is delivered to a suitable adult. 
 
(c)  If there is no reply, the emergency contact must be called.  The staff must not allow a child to go with 

anyone else unless the parent/carer request it either over the ‘phone, or if they have already filled in 
a consent form. 

 
(d) In the event that neither the parent nor the emergency contacts can be contacted within 40 minutes 

of the preschool closing a duty committee member will be advised of the situation, West Berks. 
Social Services will be telephoned and advised also – 01635 503090 (daytime) and out of hours 
01344 786543, www.westberks.org.uk 

 
(e)  Any costs incurred will be charged to the parent(s). 
 
 
 
 
Outings 
 
Before taking the children on an outing a full risk assessment will be conducted. As a result of the risk 
assessment child/adult ratios will be decided. Parental permission will be obtained and the necessary 
assistance requested. In the event that insufficient assistance can be obtained, the outing will not go 
ahead. It will be ensured that, with the exception of parents taking only their own children, any adult 
accompanying the trip to maintain appropriate ratios will have been suitably DBS checked. 
 
In the event that the outing requires coach transport, we will ensure that the vehicle has seat belts. 
 
Where children are being transported by car each child must be supplied with an appropriate child seat 
and the responsible person must ensure that seat belts have been secured. The appropriate number of 
adults should be in each car. There will be 1 adult to 2 children. The Manager can take three children. 
 
The details of the car registration will be recorded, the MOT Certificates and the insurance details will be 
checked to ensure that the person driving the vehicle is a named driver and that the insurance cover is 
adequate. The licence of the driver will also be checked to ensure that the licence is valid. 
 
On any outing we will ensure that at least one member of staff will have a paediatric first aid certificate, 
that we have at least one mobile phone, a suitable first aid kit and that we are aware of all attending 
children’s emergency contact details and special health needs (e.g. nut allergies/epipen/asthma) and 
that any necessary precautions are followed. 
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In the event of a child going missing whilst in our care 
 
In the event of a child going missing, one member of staff would carry out an initial search of the area to 
try to locate the child whilst another staff member supervises the remaining children ensuring their 
safety. 
 
If the initial search fails to find the child the parents and police will be immediately advised. Details of the 
clothes the child was wearing, where they were last seen and any other pertinent information will be 
recorded in readiness for a full scale search. 
 
Once the child has been located and reunited with its parents, a full investigation will be conducted to 
review procedures in order to prevent future recurrence. The investigation report will be shared with the 
child’s parents. 
 
In the event that a child goes missing whilst in our care we will implement our lost child procedure, 
specified in our Operational Plan. 
 
In the event of an unidentified person being found on the premises 
 
In the event of an intruder being identified on the premises our intruder policy would be implemented as 
specified in our operational plan. 
 
 
 
 
Visitors 
 
All external visitors will sign the visitors book and will be issued with a “Visitors Badge” to wear                  
at all times when they are within the provision will be escorted around the facility at all times. No                   
visitor will be left, unsupervised, with a child. 
 
All visitors will be asked to ensure that Mobile phones are switched off at all times.                
Alternatively, mobile phones can be locked away in the Staff filing cabinet in the Staff Office. 
 
Under special events, such as the Nativity play, and at the discretion of the preschool Manager,                
parents may take photos of their own children. If other children feature in these photographs,               
parents are requested to agree between themselves before photographs are uploaded onto            
social networking websites. 
(Also see Intruder policy) 
 
Key Person Policy 
 
What is a key person? 
 
The welfare requirements from the Revised Statutory Framework for the Early Years Foundation Stage 
(EYFS) 1.11 states that ‘Each child must be assigned a key person’ (a safeguarding and welfare 
requirement - see paragraph 3.26 of the Revised EYFS below).  
 
Sparklers Preschool will notify parents/carers who their child’s key person will be by letter before their 
child’s first day at Sparklers. The key person will ensure that every child’s learning and care is tailored to 
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meet their individual needs. The key person will seek to engage and support parents and/or carers in 
guiding their child’s development at home. They should also help families engage with more specialist 
support if appropriate. 
 
Paragraph 3.26 of the Revised EYFS states, ‘Each child must be assigned a key person’. Their role is to 
help ensure that every child’s care is tailored to meet their individual needs (in accordance with 
paragraph 1.11 quoted above), to help the child become familiar with the setting, offer a settled 
relationship for the child and build a relationship with their parents.  
 
The key person should meet the needs of each child in their care and respond sensitively to their 
feelings, ideas and behaviour, talking to parents to make sure that the child is being cared for. 
 
 
Working in partnership with parents and carers 
 
At Sparklers we believe it is vital that parents are completely comfortable with the care being provided to 
their children. Each day when children are dropped off and collected our staff may talk briefly to parents 
to ensure all is well with the child.  The preschool operates an open door policy and parents are welcome 
to make an appointment to discuss any issues.  All discussions will be treated with the strictest 
confidence. 
 
At least once a year the preschool holds a parents evening where parents can discuss their child’s 
progress, view their learning journeys and communicate with staff. The committee holds a termly coffee 
morning for parents to attend.  The committee also sends a weekly email to all parents to inform them of 
the activities of the week ahead and any other pertinent notices. 
 
Also see settling in and transition policies in the Operational Plan 
 
 
 
 
 
 
Confidentiality & Reporting 
 
It is our intention to respect the privacy of children and their parents and carers, while ensuring that they 
access high quality early years child care. We aim to ensure that all parents and carers can share their 
information in the confidence that it will only be used to enhance the welfare of their children. 
 
We keep two kinds of records on children attending Sparklers. 
 

1. Developmental Records. These include observations of children in the setting, including photos, 
samples of their work, summary developmental records and records of achievement. These are 
stored in the staff locked filing cabinet, in the staff room.  If they need to be taken off the 
premises, the staff member must follow the correct procedure and sign the form to state that they 
have taken the record.  The records are contributed to by staff, the children and their parents. 

 
2. Personal Records. These include registration forms, signed consents any correspondence 

regarding children or their families, report or minutes from meetings concerning children from 
other agencies. These may relate to developmental or child protection concerns. 

 
These confidential records are stored in a lockable office and are kept secure by the Manager. All staff 
are aware that all of these records are confidential. 
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Parents may have access to records and files concerning their own children, on request and at parent 
coffee mornings and parents evenings.  However, they do not have access to information concerning 
any other children. 
 
Staff will not discuss personal information given by parents with other members of staff or the 
committee, except where it affects planning for the child’s needs.  
 
Staff induction includes an awareness of the importance of confidentiality. When staff leave the 
Preschool they still have to adhere to our Confidentiality Policy. 
 
 
Privacy Notice -  GDPR 

Sparklers Preschool Privacy Notice 

Introduction 

Sparklers Preschool collects, uses and is responsible for certain personal information about you. We are 

committed to ensuring that any personal data we hold about you and your child is protected in accordance with 

data protection laws and is used in line with your expectations. This privacy notice explains what personal data we 

collect, why we collect it, how we use it and how we protect it.  

On the 25th May 2018 the current Data Protection Act (DPA) will be replaced by the new and updated General 

Data Protection Regulation (GDPR). The GDPR is a new data protection regulation designed to strengthen and 

unify the safety and security of all data held within an organisation  - meaning the way we manage all 

information and data within our  preschool will change.  

Our Data Protection Officer is Caroline Collins 

What personal data do we collect? 

We collect personal data about you and your child to provide care and learning that is tailored to meet your 

child’s individual needs. We also collect information to verify your eligibility for free childcare as applicable (2 and 

3 year old funding/30 hours). 

 

Personal details that we collect about your child include: 

● your child’s name, date of birth, address, health and medical needs, religion/culture, development needs, 

and any special educational needs. 

 

Where applicable we will obtain child protection plans from social care and health care plans from health 

professionals. We will also ask for information about who has parental responsibility for your child and any court 

orders pertaining to your child. 

 

Personal details that we collect about you include: 

● your name, home address, personal and work phone numbers, NI number, email address, emergency 

contact details, and family details. 
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This information is collected from you directly in the registration forms. 

 

Why we collect this information and the legal basis for handling your data 

We use personal data about you and your child to provide childcare services. This includes using your data to: 

● contact you in case of an emergency 

● to support your child’s wellbeing and development (2buildaprofile on ipad, summary/transition reports, 

learning journey) 

● to manage any special educational, health or medical needs of your child whilst at our setting 

● to carry out regular assessment of your child’s progress and to identify any areas of concern 

● to maintain contact with you about your child’s progress and respond to any questions you may have 

● to keep you updated with information about our services 

● provide appropriate pastoral care and support services 

● monitor attendance information (such as sessions attended, number of absences and absence reasons) 

● comply with the law regarding data sharing 

● support the primary in-year admissions process 

● safeguard children and young people 

 

With your consent, we will also record your child’s activities for their individual learning journey record. This may 

include photographs and occasionally videos. We have a legal obligation to process safeguarding related data 

about your child should we have concerns about their welfare. We also have a legal obligation to transfer records 

and certain information about your child to a new preschool setting or primary school that your child will be 

attending. 

 

Who we share your data with 

For us to deliver childcare services we will also share your data as required with the following categories of 

recipients: 

● Ofsted – during an inspection or following a complaint about our service 

● the primary school that your child will be attending (or new preschool setting) 

● West Berkshire Council (for school funding)  

● West Berkshire County Council teams working to improve outcomes for children and young people 

(training and monitoring) 

 

 

We will also share your data if: 

● We are legally required to do so, for example, by law, by a court or the Charity Commission; 

● to enforce or apply the terms and conditions of your contract with us; 
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● to protect your child and other children; for example, by sharing information with social care or the 

police; 

● it is necessary to protect our or others rights, property or safety 

● We transfer the management of the setting, in which case we may disclose your personal data to the 

prospective buyer, so they may continue the service in the same way. 

 

We will never share your data with any other organisation to use for their own purposes  

 

How do we protect your data? 

We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, 

misused, or disclosed by:  storing on a password protected laptop which is locked away in a secure lockable 

cabinet within a lockable office. All paper files are stored in a secure filing cabinet. The information/evidence that 

staff collect via ‘2buildaprofile’ on ipads are secure and protected by a password and also stored within a secure 

cabinet in a secure office. 

 
How long do we retain your data? 

We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or until our next 

Ofsted inspection after your child leaves our setting. Medication records and accident records are kept for longer 

according to legal requirements. Your child’s learning and development records are maintained by us and handed 

to you when your child leaves. 

 

We will hold all safeguarding records securely and retain it from the child’s date of birth until they reach the age 

of 25, after which the information is archived or securely destroyed.  

 

Your rights with respect to your data 

Under the GDPR you have rights which you can exercise. You have the right to: 

● request access, amend or correct your/your child’s personal data 

● request that we delete or stop processing your/your child’s personal data, for example where the data is 

no longer necessary for the purposes of processing; and 

● request that we transfer your, and your child’s personal data to another person 

 

If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about 
this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way 
your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to 
the Information Commissioner Office (ICO). The supervisory authority in the UK is the Information Commissioner 
who may be contacted at https://ico.org.uk/concerns or telephone 03031 231113. 
 
WE WILL ASK EVERY PARENT, STAFF AND COMMITTEE MEMBER TO SIGN TO SAY THEY HAVE READ AND 
UNDERSTAND THE PRIVACY, GDPR, AND ALL OTHER POLICIES. 
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Changes to this notice 

We keep this notice under regular review. You will be notified of any changes. 

 

 

 
Progress Reports 
 
For each child attending Sparklers a Learning Journey is compiled on an on-going basis, in accordance 
with the Development Matters 2012, Look What I Can Do and EYFS framework. Children will be 
monitored in their play and day to day activities and notes will be maintained.  Parents will be 
encouraged to provide information about their children’s progress at home so that this may be taken in to 
account when their children are attending Sparklers Sessions. Parents may ask to see their child’s 
learning journey at any time and are welcome to add post-it notes, photos and information. 
 
For the younger children, the preschool will focus on the 3 prime areas which are: 
C&L (communication and Language) 
PD (Physical) 
PSE (Personal, Social and Emotional) 
As children develop, progress in the other four areas is recorded against Literacy, Maths, Understanding 
the World and Expressive Art and Design. A next steps document will be updated regularly in 
consultation with parents 
 
Progress in the 3 primary areas must be discussed with the parent in situations where a child is not 
developing in accordance with the EYFS profile. 
  
Staff will provide a 2 year old check where necessary (between the ages 24-36 months).  Parents will be 
given a summary of their children’s learning with reference to the 3 key areas.  Parents will also receive 
a copy of their child’s transition report when they move on to school or leave the setting.  
 
Staff will keep a monitoring sheet for each individual child.  These will be done by the child’s key person. 
This monitoring sheet will be updated every half/full term according to when the child started.  
 
Evidence of a child’s progress will be recorded in the following ways: 

1. Skilful Observation 
2. Look Listen and Note 
3. Post-it/snap shot observations, 
4. Long observations 
5. Specific Observations 
6. Timed observations (see how children use their time, move around etc) 
7. Use of the purple mash 2 simple to build a profile programme.  

This list is not exclusive 
 
In the event of a child moving to another provider Sparklers will forward the copy of the child’s learning 
journey to the new provider. 
 
On a regular basis staff will use the Self-Evaluation Form for a reflective assessment of how 
Sparklers is providing for the children in their care and consider how this can be further 
developed. 
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Closure Policy 
 
Aim 
To inform all staff and parents about the procedure they have to follow if there is an emergency, which 
requires Sparklers Preschool to close. The welfare of all the children will be our first priority. 
 
Sparklers Preschool will consult with Basildon CE Primary School to consider implementing the 
Emergency Closure Policy for the following reasons: 
 
• fire damage 
• flooding 
• snow and/or ice 
• heatwave 
• high levels of sickness among staff or children 
• flu pandemic 
• no heating or water in our building  
 
If we have reason to believe that any child is suffering from a notifiable disease we will act on any advice 
given by the Health Protection Agency (HPA). To find a list of notifiable diseases go to the HPA website 
www.hpa.org.uk and search for notifiable diseases.  
 
In the event of the Emergency Closure taking place at the beginning of the day, staff will notify 
parent/carers of the closure of Sparklers Preschool by telephone/text/school comms. 
 
In the event of the Emergency Closure taking place during the school day, staff will notify parent/carers 
of the closure of Sparklers Preschool by telephone.  If a child remains uncollected, the following 
procedure will be followed: 
(a) a member of staff must try to contact the parent/carer by telephone. 
(b) Two members of staff will remain with the child until a parent or emergency contact collects the 
child or by agreement with the parent or emergency contact, the child is delivered to a suitable adult. 
(c) if there is no reply, the emergency contact must be called.  The staff must not allow a child to go 
with anyone else unless the parent/carer request it either over the ‘phone, or if they have already filled in 
a consent form. 
(d) In the event that neither the parent nor the emergency contacts can be contacted within 20 
minutes of the preschool closing a duty committee member will be advised of the situation, West Berks. 
Social Services will be telephoned and advised also – 01635  503405  www.westberkslscb.org.uk. 
(e) Any costs incurred will be charged to the parent(s). 
 
 

• In the event that the preschool is unable to open for a day, the preschool 
will give as much notice as possible to parents.  We aim to give at least 
24 hours of such a situation, however this may not always be possible in 
the event of unforeseen circumstances due to weather or Health and 
Safety matters etc.  

• The preschool may offer an alternative set of hours in place of the 
cancelled time in lieu of a refund. No refunds will be given in these 
circumstances. 
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• If there are any concerns about the following fees or payment of fees 

generally, parents are requested to email sparklersinvoices@gmail.com 
with any questions. 

  
 
Reopening after an emergency closure 
Staff will contact parents/carers by school comms and/or email to advise of reopening date.  Parents will 
also be kept informed through updates on our web site. 
 
 
Equal Opportunities Policy. 
 
The Preschool will ensure equality of opportunity for children, staff, parents, carers and volunteers, so 
that no person will receive less favourable treatment on the ground of race, colour, ethnicity or national 
origin, sex, age, marital status, or disability, or be disadvantaged by conditions or requirements which are 
not covered by legislation or existing codes of practice. 
 
Language or behaviour designed to be offensive to any of the groups outlined in our statement is 
unacceptable and will not be tolerated in the preschool. 
 
A positive commitment to equality of opportunity is one of the central principles of our organisation and 
applies equally to our staff, childcare and training. A positive commitment means: 
 
● Finding out how and where discrimination is happening; 
● Taking action to challenge and eliminate discrimination; 
● Taking positive action in support of those who are or have been discriminated against. 
 
 
Special Educational Needs/ Disability Policy 
 
We at Sparklers Preschool believe that each pupil has individual and unique needs. However, some 
pupils require more support than others to achieve the five outcomes of Every Child Matters. We 
acknowledge that a proportion of pupils will have a special educational need or disability (SEND) at 
some time in their pre-school career. Many of these pupils may require help throughout their time in 
pre-school, while others may need a little extra support for a short period to help them overcome more 
temporary needs. If these pupils are to achieve their full potential, we must recognise this and plan 
accordingly. Sparklers Preschool aims to provide all pupils with strategies for dealing with their needs in 
a supportive environment, and to give them meaningful access to the Curriculum. In particular, we aim 
to: 
• enable every pupil to experience success 

• promote individual confidence and a positive attitude 

• ensure that all pupils, whatever their special educational needs, receive appropriate educational 
provision through a broad and balanced curriculum that is relevant and differentiated, and that 
demonstrates coherence and progression in learning 

• give pupils with SEND equal opportunities to take part in all aspects of the pre-school’s provision, 
as far as is appropriate 

• ensure that children with SEND have opportunities to receive and make known information, to 
express an opinion, and have that opinion taken into account in any matters affecting them 

• identify, assess, record and regularly review pupils’ progress and needs 
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• involve parents/carers in planning and supporting at all stages of their children’s development 

• work collaboratively with parents, other professionals and support services 

• ensure that the responsibility held by all staff and governors for SEND is implemented and 
maintained. 

 
 
Inclusion Policy 
 
Sparklers is committed to welcoming and including children with any form of special needs as full and 
valued members of the preschool, supporting them and involving them equally.  We review our SEND 
Policy regularly. 
 
We will provide a range of activities and opportunities where able-bodied children and those with 
disabilities can interact, learn about each other and form friendships. 
 
The Manager will discuss with parents ways of meeting the needs of their children and will, where 
appropriate, provide one-to-one support if funding can be identified and the application is supported by 
the Health Visitor. 
 
Sparklers will treat all children equally whilst respecting their needs and abilities. 
 
Training of the childcare staff and management will be undertaken if required in order to raise awareness 
of the needs of children with disabilities. This will form part of any induction training and on-going training 
reviews. 
 
If we feel it will benefit the child specialist training will be undertaken by members of the staff. 
  
We may encourage specialist staff from disability organisations and people with disabilities to become 
volunteers and to seek employment on the scheme, to increase the knowledge and experience of the 
team and to provide positive role models. 
 
In order to overcome fears or prejudice, regular users will be made aware of the needs of the children 
with special needs. Sparklers will aim to provide access and appropriate facilities for children with 
physical disabilities. 
 
 
Continence and Nappy Changing Policy 
 
Sparklers Preschool is committed to supporting children's continence and toilettng needs in line with the 
EYFS and the development of their Personal, Social and Emotional needs.  We recognise that children 
develop at different rates and that some will be toilet trained when they start and some may take some 
time to develop these skills. Our key people aim to work closely with parents to support the child's 
individual needs and develop a plan of changing and toilet training that suits the child. Children who wear 
nappies or pull ups to preschool will be changed when they have soiled, and always at lunchtime if 
attending a full day.  In line with our Safeguarding Policy, only staff with a full DBS clearance will be 
allowed to provide intimate care.  We ask parents to ensure that their child arrives in a fresh nappy, to 
provide all items needed including nappies/pull-ups and wet wipes and changes of clothes in a named 
bag. If barrier cream is needed for medical reasons, parents will need to write to Sparklers giving 
consent for staff to apply. 
 
 
Computer Usage (Children) Policy 
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Preschooler’s muscles and bones are still developing - staff must be aware of the possible dangers of 
children sitting for long periods unsupported, with necks twisted and wrists overextended. Physical 
problems can also result from sitting too close to the computer screen. Staff will monitor the time children 
spend using the computer. 
 
 
 
Photography 
 
Photographs are taken of the children attending the preschool as documental evidence of their children 
currently attending the preschool or who have previously attended the preschool will be posted on the 
internet except on the preschool’s official website and with parental consent. 
 
Parents must sign a permission slip to allow staff to take photographs. 
 
 
Social Networking Policy 
 
Staff and users of the preschool should not post anything on Social Networking Sites without the prior 
consent of the preschool and photos of children other than your own should not be posted on such sites 
without the prior permission of those parents. 
 
 
 
Refreshments and Packed Lunches 
 
The preschool will provide drinks and healthy snacks, e.g. fruit, raw vegetable sticks or raisins, during the 
morning and afternoon sessions.  The children may be involved in preparing their own food, e.g.: 
sandwiches, therefore, it is important that any food allergies are notified on the Registration Form. 
Sparklers and Basildon Primary School enforce a healthy food policy. Parents are encouraged to provide 
healthy lunch boxes for their children to include things like pasta based dishes, rice based dishes, 
salads, yogurt, fruit, uncooked vegetables such as carrot sticks etc., and healthy drinks. We discourage 
chocolate, sweets, crisps and fizzy drinks.  Alternatively, your child can have a meal from the school 
kitchen.  This is provided by “Live Kitchen”.  Menus choices can be made at home or school. We 
encourage parents to do this at home with their child.  Parents are able to pay via Direct Debit or directly 
to the kitchen.  The children will sit and eat together in the school hall from 12 noon.  
 
 
Nut Policy 
 
Sparklers Preschool is a nut free preschool  
 
Peanut allergy is the second most common food allergy in children and this is increasing. It now occurs 
in 1 in 50 children. 
 
We have children in our preschool who have a nut allergy. Those children, if they come in contact with a 
nut product, can suffer life-threatening consequences. It can be easily contracted from a simple 
handshake or touching of the lunchtime tables with the crumbs of those children who may have had 
some nuts in their food. 
 
We ask that you do not provide the following foods in your child's lunch box: 

● Peanut butter 
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● Nutella 
● Chocolates/sweets with nuts in or traces of nuts 
● Muesli bars (some oaty bars have almonds in) 
● Baklava 
● Any nuts 
● Biscuits with nuts in or traces of nuts 
● Cakes with nuts in or traces of nuts 
● No products that have written on them ‘May contain traces of nuts' . 

 
What can you put in your child's lunchbox that is nut free? 

● Vegemite or Marmite sandwiches 
● Cheese/meat sandwiches 
● Fresh/dried fruit 
● Yoghurt 
● Cheese sticks 
● Chopped or tinned fruit/vegetables 
● Fruit strips 
● Check all biscuit labels and if you are not sure please leave it out 
● Any bread-based foods (bagels, muffins, pitta bread, crackers, breadsticks etc) 

 
Lunchtime staff will check the lunchbox’s of Sparklers children daily. Our school canteen also has a nut 
free policy. Unfortunately we cannot guarantee a 100% nut free environment, as we are unable to check 
the lunchbox’s of the older children in the hall (year 1 and above from Basildon CE Primary School). 
 
If your child has a nut allergy could you please inform the Sparklers Preschool staff as soon as possible 
so that we can ensure your child does not come into contact with any triggers. If your child has an 
Epipen, we will require an Epipen for the Sparklers First Aid Box and a second pen for the kitchen staff. 
They will make sure that there is a nut alert poster together with a photo of your child and their Epipen in 
the kitchen area.  
 
Please help us in providing a nut free preschool and assisting those parents who have children who may 
have a life threatening reaction.    
 
 
 
 
 
 
 
 
 
 
 
 
 
Safeguarding (Child Protection) 
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It is the policy of this preschool to comply with the Childcare Act 2006 and the procedures approved by 
the Local Safeguarding Children’s Board. Sparklers staff have the appropriate Safeguarding (Child 
Protection) training. All allegations/reports or suspicions of abuse will be treated sensitively but seriously 
and investigated promptly. The Manager will make all necessary steps to contact the West Berkshire 
Referral and Assessment Team and adhere to the procedures within the Berkshire Local Safeguarding 
Children’s Board Child Protection Procedures.  In addition to this, where appropriate, the Health and 
Safety Officer will be available to offer support to the Manager. 
 
All information should be passed on to the Manager who is the named person for Safeguarding (Child 
Protection). Any serious concerns will then be referred to the appropriate Referral and Assessment 
Team (Duty Senior) – 01635 503090 (in working hours) (out of hours 01344 786543) and to OFSTED on 
0300 123 1231. 
 
Suspicions of Abuse 
If you suspect a child in your care is suffering from any form of abuse, discuss this with your Manager. 
Do not discuss your suspicions with anyone else. The Manager will then pass on the relevant information 
to the Local Area Safeguarding Children’s Board. The Manager (as the named person for safeguarding) 
makes all necessary reference to the booklet ‘What to do if you are worried a child is being abused.” 
 
Allegations of abuse against a member of staff 
If an allegation of abuse or poor practice is made against a member of staff, the registered person will 
consider the nature of the allegation before making a decision on action to be taken. In this event 
OFSTED will also be immediately informed. 
 
A copy of our full Child Safeguarding Policy can be obtained from the preschool Manager, should it be 
required. 
 
The Preschool’s full policy document (known as the Operational Plan) is available for inspection 
in the Preschool. We ask that all parents/prospective parents take the time to read these. 
 
All staff are checked and vetted for suitability to fulfil the role expected of them: this includes identity 
checks, criminal and police records checks. 
 
 
 
 
Behaviour and Discipline 
 
Positive methods such as rewarding good behaviour (stars and stickers), praise, re-direction and 
encouraging children to talk over their problems are felt to be the most appropriate ways to discourage 
unacceptable behaviour. Discriminatory behaviour and remarks are also considered unacceptable 
 
If it is felt that all positive steps have been taken and staff remain concerned about the behaviour of 
individual children, then a meeting will be arranged with the parent(s)/carer(s) and the preschool’s 
Manager/Key Worker. 
 
Dangerous or unacceptable behaviour will be recorded and signed by members of staff, and the parents 
of the child involved. We handle children’s unacceptable behaviour in ways which are appropriate to their 
ages and stages of development e.g. distraction, discussion or by removing the child from the situation. 
Physical punishment or the threat of it is not used. Staff do not use any form of physical intervention e.g. 
holding, unless it is necessary to prevent injury to the child, other children, a staff member or serious 
damage to property. Any incident will be recorded and the parent informed on that day. 
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We work in partnership with children’s parents. We work with parents to address unacceptable 
behaviour, using objective observation and recording where appropriate, to help us understand the 
cause and decide jointly how to respond appropriately. 
 
In the event of continuous disruptive behaviour which adversely affects the running of the preschool for 
all children who attend, the preschool reserves the right to ask parent(s)/carer(s) to withdraw their child 
from the preschool. 
 
 
Anti-bullying Policy 
 
At Sparklers Preschool, we are committed to ensuring that all adults and children, who work for or attend 
the preschool, do so in a safe and secure environment which fosters co-operation, mutual respect and 
equality of opportunity. We regard all forms of bullying as unacceptable. 
 
 
Specifically we will:- 

● be vigilant 
● be fair, objective and consistent 
● work with children so that they are aware of what bullying is and is not, and how to deal with it. 
● ensure that all members of the preschool (parents, staff and children) know how they should 

report any incidences of bullying to themselves or others.  
● actively reinforce socially responsible behaviour through positive rewards and incentives. 
● express disapproval of unkind and socially irresponsible behaviour.  
● investigate any suspicions or reports of bullying thoroughly and as quickly as is practicable, as 

appropriate to the. Particular regard will be paid to the well being of the victim. 
● subject to the severity and persistence of the behaviour, we will inform parents if their child has 

been the victim, perpetrator of, or has been involved in bullying. 
● record any incidences of bullying.  Further sanctions including that of exclusion are outlined in the 

Preschool’s Discipline and Behaviour Policy. 
 
 
The preschool operates an anti-bullying policy.  If you have any concerns about bullying please 
speak to the Manager about the Anti-bullying policy. 
 
 
Health & Safety 
 
The health, safety and welfare of everyone in the preschool are paramount at all times.  The premises 
and equipment being used are regularly checked by the staff and /or the designated committee member. 
If you have any concerns please discuss them with the Preschool Manager. 
 
Every member of staff has to undergo a DBS check. 
 
The premises have been inspected by a Fire Prevention Officer. Fire apparatus is checked regularly. 
Fire Drills will be carried out half termly.   Instructions on what to do in the event of a fire are on display. 
Children will also be informed of the procedure on a regular basis to ensure that every child is aware of 
what they should do. 
 
The welfare of the children is paramount at all times.  If we have any concerns about your child we will 
endeavour to discuss this initially with you as parents.   We hope that if you have any concerns about 
your child you will discuss them with the preschool staff. 
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Children’s Health, Accident Recording and First Aid 
 
In the case of the children, any accident, however minor, will be reported to the parent/carer who collects 
the child.  Details of all accidents must be entered in the Accident File and parents/carers will be asked 
to countersign that they have been informed. 
 
Treatment for minor accidents only must be given.  Hypoallergenic plasters may be applied if necessary 
unless parents/carers have indicated otherwise on the registration form.  Parents are also required to 
sign the consent form to give permission for the administering of plasters and antibacterial hand gel.  If 
the accident is more serious the child should be taken to hospital/the health centre or the staff will ring 
999 for the emergency services.  In either case every effort must be made to contact the 
parents/guardians immediately.  Parents are required to sign an “Emergency Treatment Form” when 
they register their child. 
 
First Aid materials are available and key staff have been first aid trained. They are responsible for the 
administering of first aid attention and/or medication. 
 
● No child will be accepted at the session if she/he is unwell. 
● A child must not attend the Preschool if she/he has an infectious disease or infestation and the 

recommended exclusion period (as advised by a GP) should be observed. 
● Parents of all children in the Preschool should be informed of reported cases of all infectious 

illnesses and infestations. 
● Where possible the preschool should be informed as to why a child is absent, particularly in the case 

of Rubella. 
● In the case of sickness and/or diarrhoea, the child should not attend the Preschool until at least 24 

hours after the condition has stopped and the child is fully fit. 
● Any allergies/past major illnesses should be included on the registration forms and staff should 

ensure that they are aware of these. 
● Parents must be informed of any persistent problems brought to the attention of the Preschool, e.g. 

head lice. 
● During the summer months children are required to bring their own sun protection cream and sun hat 

to the Preschool. The cream must be a minimum of Factor 20 and must not be shared with any other 
child.  If a child does not have sun protection cream and/or a hat they should not be allowed out of 
doors.  

● Basic hygiene rules are observed.  All Preschool staff and children wash their hands after using the 
toilet facilities and before handling food and drink. 

● The children’s’ clothing may be changed as and when necessary.  A supply of spare clothes is kept 
at the Preschool for emergencies.We request that your child has a spare set of labelled clothing in a 
bag on their peg. 

● Smoking is not permitted. 
● In the event of a child being reported as having a communicable or serious disease OFSTED will be 

notified. 
● In the event that 2 or more children being affected by food poisoning OFSTED will be notified. 
● Safe procedures are always carried out by the staff in the case of injury or bleeding.  They have been 

trained to deal with spillage of blood and other body fluid in a safe way at all times to avoid the risk of 
cross contamination.  We protect all children and adults by wearing protective gloves and using the 
recommended cleaning solution as and when necessary. 

● Drugs and medicines cannot be administered by the preschool unless there are exceptional 
circumstances and the treatment is prescribed by the child’s doctor.  In this case written permission 
and instructions must be provided by the child’s doctor via the parents/guardians.  A written record of 
any drugs administered will be kept and countersigned by a second member of staff. 

● Our local assigned health visitor will make periodic visits to the preschool. They will be announced on 
our notice board. 
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In the event that a child is taken ill, whilst attending the preschool, the following will take place: 
 
1. At first signs of illness or the child being unwell, staff will: 

- watch the child 
- Take temperature if necessary 
- Maintain monitoring over time, at least ½ hourly 

 
2. If the child continues to be ill or shows signs of getting worse, staff will: 

- Contact the child’s parents to explain condition of child and arrange immediate collection: 
- If first parent cannot be contacted, second parent will be tried, known mobile phone numbers 

will also be tried and lastly the emergency contacts provided 
 
3. Whilst the child is still in the care of Sparklers’ staff all possible care will be provided. 

- The child will be encouraged to rest quietly or lie down 
- Temperature checks will be maintained and cooling compresses applied if required 
- Continued attention to the child will be maintained (tlc) 

 
4. If the child has diarrhoea or is vomiting staff will contact parents immediately to arrange collection 

(same procedure as above). 
 
4. In the event that a child has an accident resulting in the need for significant first aid attention 

and/or the calling of the emergency services (e.g. a broken limb). Sparklers’ staff will first contact 
emergency services and secondly contact the parents of the child. 

 
All parents of children attending Sparklers will have provided and emergency first aid consent form duly 
signed so that if necessary, emergency first aid can be applied and/or transporting to hospital can take 
place without the parent present. In this event continued efforts to contact the parents will be made until 
successful, when a full explanation of the incident and action taken can be explained. 
 
 
Medicines 
 
Drugs and medicines cannot be administered by the Preschool without permission.  In this case written 
permission and instructions must be provided by the child’s parents/guardians on a Medical Consent 
form.  Drugs will only be administered where they are stored in the original container in which 
they were dispensed and which details the child’s name and has full instructions for 
administering. A written record of any drugs administered must be countersigned and dated by the 
collecting parent at the end of each day medicine is to be administered for. Aspirin will not be 
administered to a child unless prescribed by a doctor. 
 
All medicines must be kept out of the reach of children.  Some medicines may need to be refrigerated. 
 
In the event of a child needing regular medication, i.e. an inhaler for asthma, the parent/carer must 
complete a Medical Consent form, indicating on it that it is on-going medication. 
 
If a child has an on-going medical condition this information should be supplied along with need 
for administering any medication when the child is first registered. If this condition or the 
process of administering any medication requires specialist training or support then the 
Supervisor should assess the requirement and then approach the committee to obtain the 
necessary resources. 
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Further Medical Assistance Policy 
 
Should further medical aid be necessary, the setting will contact the emergency services and the parents 
of the child immediately. In cases where the child may need to be admitted to hospital, a member of staff 
will travel with the child and remain with them until the parents or carers arrive - the staff member will 
remain mindful of our safeguarding procedures at all times and remaining staff will organize emergency 
cover if ratios of adults/children are compromised as a result.  
 
 
Febrile Convulsion Policy  
 
In the event of a child having a convulsion the procedures to be employed are:- 
 

1. Do not intervene with the attack. 
1. Carefully turn the child’s head to one side to prevent choking and if possible put the child in 

the recovery position 
2. Move anything around the child that they may hurt themselves on and if necessary loosen 

clothing around the neck. 
1. Another member of staff should phone the parent/guardian  

never leave the child alone 
2. Continue to monitor the child ensuring that their airways are clear. 
3. If the attack is prolonged or is quickly repeated – Call an ambulance 
4. After the attack keep the child in the recovery position. 
1. Determine if this is the first time the child has had an attack – if so the parent should be 

advised to take them to hospital. 
 
If there are children in the unit who have previously had a febrile convulsion then there should be an 
Alert Notice displayed for that child and staff should constantly monitor the child for the following 
symptoms: 
 
1. Temperature – when such a child displays a temperature any excess clothing such as jumpers 

etc. should be removed and the child should be given plenty of cold drinks. If the parent has re 
signed the necessary forms then Calpol should be given as per the recommended dosage for the 
child’s age. 

2. The child may go pale immediately before the attack. 
3. The attack often begins with the child losing consciousness, throwing their head back. The body 

and limbs go stiff. 
4. The legs and arms begin to jerk. 
5. After a few minutes the shaking stops, the child goes limp and then normal colour and 

consciousness slowly return. 
 

 
Asthma Policy  
 
Asthma is a serious condition which affects the lives of many children and we very much welcome 
children with asthma. When a child with asthma joins the preschool the staff should:- 
 

1. Have a meeting with the parents to discuss the child’s asthma, including what triggers an 
attack, the symptoms and how to recognise them; how to recognise if they are getting worse 
and how to help them take their medicine. It is important that all staff are familiar with the 
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child’s condition, its symptoms and how to administer their medicine. 

2. An Alert Notice should be displayed for the child detailing their condition, its triggers, the 
symptoms displayed prior to an attack, how to administer their medicine and the location of 
their medicine. Along with parents’ contact details in the event of an emergency. 

3. All medicines should be accessible to the child and clearly labelled with their name. They 
should be kept in the Nursery unit and inhalers should never be locked away. 

4. If necessary the child should be reminded to take their medicine especially before exercise – 
staff should be aware that the child may want privacy when taking their medicine. 

5. A log should be kept of medicine administered. 
6. A spare inhaler should be kept at the preschool. 
7. All staff should be trained in what to do if a child has an asthma attack. 
8. Medicines should be taken on school outings. 
 
Children with asthma should be encouraged to join in all activities and supported if necessary. 
 
 

  
 
Complaints Procedure 
 
Sparklers believe that children and parents are entitled to expect courtesy and prompt, careful attention 
to their needs and wishes. We welcome suggestions on how to improve our preschool and will give 
prompt and serious attention to any concerns about its running. We anticipate that most concerns will be 
resolved quickly by an informal approach to the preschool Manager. 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 Sparklers to a satisfactory conclusion for all of the 
parties involved. To achieve this, we operate the following complaints procedure. 
 
All Complaints are recorded on the Complaint Form. This is attached at the back of this document. 
The complaint form will always be completed without reference to the child or adults concerned to protect 
confidentiality. 
 
How to Complain 
 
Stage 1 
Any parent who is uneasy about an aspect of Sparklers’ provision, first of all, should discuss his/her 
worries or anxieties with the Preschool Manager.  
 
Stage 2 
● If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to Stage 2 of 

the procedure by putting the concerns or complaint in writing to the Chairman of the management 
committee.  

● Most complaints should be able to be resolved informally at Stage1 or at Stage2. 
 
Stage 3 
● The parent requests a meeting with the chair of the management committee. Parents and the 

Chairman 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 3 meeting the parent and the Preschool cannot reach agreement, an external 
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mediator is invited to help to 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 Learning 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 Preschool 
personnel (Preschool Manager and chair of the management committee) and the parent, if this is 
decided 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, the 

Preschool Manager 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 the meeting if all parties think this will help 
a decision to be 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.  This signed record signifies that the 
procedure has concluded. 

● Complainants will be advised of the outcome of the investigation into their complaint within 
28 days. 

 
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 our registration requirements, it is essential to involve Ofsted as 
the registering and inspection body with a duty to ensure the National Standards for Day Care are 
adhered to.  
 
The address and telephone number of our OFSTED regional centre are:  
Ofsted, Picadilly Gate, Store Street, Manchester, M1 2WD 
Complaints and Enforcement: 0300 123 4666 
 
These details are displayed on Sparklers’ notice board. 
 
If a child appears to be at risk, Sparklers follow the procedures of the Local Safeguarding Children’s 
Board in our local authority. 
 
In these cases, both the parent and Sparklers are informed and the Preschool Manager works with 
Ofsted  or the Local Safeguarding Children’s Board to ensure a proper investigation of the complaint 
followed by appropriate action. 
 
A record of complaints against Sparklers and/or the children and/or the adults working in our Preschool 
is kept, including the date, the circumstances of the complaint and how the complaint was managed.  
 
 
 
Complaints against a Member of Staff 
 
If an allegation of abuse is made against a member of staff an investigation will be commenced 
immediately and OFSTED will be informed of the allegation and the outcome of the investigation. 
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Complaints against a Committee Member/Chair of Committee 
 
In the event of a complaint against the Chair of the committee, other committee members should be 
informed of the allegation/complaint and OFSTED will be informed. An investigation will be conducted 
immediately and OFSTED advised of the outcome. OFSTED may decide to become involved dependent 
upon the allegation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Management Committee 
 
The Preschool is managed by a voluntary Management Committee, which is made up of 11 members, 
including a Chair,  Treasurer and Secretary and up to 8 further members who will take on other roles, as 
appropriate, according to the requirements of the Preschool.  Elections are held at the Annual General 
Meeting. 
 
The current Management Committee members are: 

Chair Janine Cruickshank 

Vice Chair  

Secretary Amanda Stone 
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Treasurer Candice Nicholl 

Health and Safety Officer Melissa Stradling  

  

Invoice Secretary Sophie Denton 

portal funding officer Janine Cruickshank 

  

Website officer Caroline Collins 

GDPR Officer Caroline Collins 

Committee Member Charlie Jones 

 Mikki Popa 

  

  
 
 
 
 
 
 
 
 
 
Staff 
 
 
The current staff members are: 

Preschool Manager Carrie Denton NNEB,  DSL  

Deputy Manager Caroline Collins NVQ3/ level 4 SEN 

Play Worker 
 
Tea time club staff 

Melissa Stradling NVQ2, H&S 
Emma Berry  NVQ3 
 
 
Janine Cruickshank, Tracey Williams 
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COMPLAINT RECORD 
 

Date of Complaint: 
 

Source of Complaint: 
 

Parent – In Writing Staff Member 

               In Person Anonymous OFSTED 
(Inc. Complaint No.) 

               Phone Call Other (please state) 

 
 
 
Nature of Complaint: 
 

Suitable People  

Organisation  

Safeguarding and promoting 
children’s welfare 

 

Suitable premises, environment and 
equipment 

 

Documentation  

  

  

 
 
 
Details of the Complaint: 
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How Complaint was dealt with: 
 

Internal Investigation: 

Investigation by OFSTED: 

Investigation by Other Agencies: (provide details) 
 
 
 
 
 
 

Provide details of Internal investigation or attach any outcome letter from OFSTED: 
 
 
 
 
 
 
 

 
 
 
Actions and Outcomes: 
 

Internal Action: 

Action Agreed With OFSTED: 

Changes to Conditions of Registration: 
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Other Action Taken by OFSTED: 

No Action Taken: 

Actions Imposed or Agreed With Other Agencies: 

Please give details: 
 
 
 
 

 
 
 
Has a copy of this record been shared with parents? Yes or No 
 

Name of Recorder Outcome notified to Parent within 28 Days? 
 
Date: 

Position: 
 
Name: 
 
Signature: 

Date Completed: 
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