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Sparklers

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 wildlife area ,trim trail/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.

Tea time 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.Tea time club will follow the main ethos of the EYFS.
Parents may use their child care vouchers for tea time club but Government funding of either 
15 hours or extended hours cannot be used for tea time club.

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.

Ball skills
Ball skills will all be offered in some terms (Summer) and this will be charged at 4-50 per 
session.

French 
French with Madame Deeks will be funded by Sparklers.

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 and relevant safeguarding certificates.. 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.

This document will be reviewed and updated regularly, the next review will be – September 
2019
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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.

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 half term 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 child/ren on 
the date required.
If a child wishes to leave the pre school for any reason, a whole terms notice MUST be given 
so as not to incur any costs due to Government funding being paid by West Berks Council.

FEES

Fees are payable termly in advance (unless by special arrangement with the preschool’s 
Treasurer) and within seven days of the invoice date.  Invoices will be emailed before the start 
of term. The costs are:-

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 
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the extra funded hours. You will need to produce the relevant code to claim this extended 30 
hour funding.

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

For sessions not funded the fees are £16.50 per 3 hr. session if you book in 
advance. A discount is applied for each additional related child (£15:50).  

Children aged 2 to 3 years
£19.50 per session. A discount is applied for each additional related child 
(£18:50).  

 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 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.
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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.

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 
and any changes to collection of  child. It is the responsibility of the parent to sign out their 
child daily. 

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 £5.50 will be charged. Tea 
time club will run from 3pm-6pm and will be charged separately at £22. Tea time club hours 
are not covered by Government funding.

COLLECTION FROM THE PRESCHOOL

Children can be collected from the Preschool any time between 9am and 3pm or 6pm when 
tea time club finishes.  Children must be ‘signed out’ as they leave 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 OR 6PM”, 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.
- Once it has been used, the ‘password’ will be changed.
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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 15 minutes after 3.00pm that a child remains 
uncollected unless there are extenuating circumstances and communication is made by 
the parent.  This will be implemented at the discretion of the management committee 
and will be added to the following terms invoice.
Collection from Tea time club must be prompt at 6pm or an additional cost of £1 per 
minute after 6pm will be incurred.  

IN THE EVENT OF A CHILD NOT BEING COLLECTED BY 3PM OR 6PM

(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).

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 unlikely event of a child going missing at  Sparklers Pre-school whilst taking part in 
Outdoor learning

In the case that a member of staff fears that a child has gone missing they should-
- calmly inform the nearest member of staff
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- gather together children calmly and check against the register
- sensitively question other children about the missing child
- check all areas of the indoor and outdoor environment
- Keep other children safe
- Inform parents if child not found after 10 minutes and a member of the senior 

management team will make a decision as when to call the police.
- Communicate any medical or learning needs to the police or other agencies.
-

In the unlikely event of a child going missing at  Sparklers Pre-school whilst taking part in 
visits off-site

Visits off-site
A thorough risk assessment is made and adequate staff/pupil ratio’s are maintained when off-
site. Pre- school 1:2
Regular head counts are made, a communication contact list is taken and a list of children on 
the trip. Each group of adults and children should be lead by a member of staff who should 
carry a mobile phone.

In the case that a member of staff fears that a child has gone missing they should-
- calmly inform the nearest member of staff
- gather together children calmly and check against the register
- sensitively question other children about the missing child

      -     the visit leader must maintain safety of other children and leave adequate                       
supervising staff with the remaining group

-one or more adults should start searching immediately
-venue staff must be informed
-visit leader to contact school
-visit leader to call police if child not found in 10 minutes and the parents should be notified

A written record of any incident should be made as soon as possible after the incident as 
practicable and placed in the pupils confidential file.

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
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OUTINGS POLICY

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 should be recorded, the MOT Certificates and the 
insurance details should 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 should 
also be checked to ensure that the licence is valid.

Staff Vehicle Records Policy

Whether we are transporting children on a regular or on an occasional basis (for off-site 
activities), we must hold information about the vehicles we are using. 

Points to consider
 Do you have a copy of the up to date MOT certificate?
 Is the car’s tax disc in date?
 Are drivers appropriately insured to transport children? 
 Have you seen current drivers’ licences?
 How will you make sure drivers are aware of, and follow, current legislation regarding 

seat belts and car seats?

Staff/volunteers will be asked to complete and sign a form to confirm that their vehicles are 
roadworthy and that all of the above documentation is current and available to be checked by 
the Manager. Staff will request that parents/carers fit their child’s car seat into the staff vehicle 
on the morning of an off-site activity. 

On any outing we will ensure that at least two 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. 

In the event that a child goes missing on an outing then the procedures detailed above 
will be followed. However, in addition after contacting the police and the parents of the 
missing child two allocated members of the committee will be contacted. They will then 
assist with reuniting the remaining children with their parents. 
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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 parent 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.

Work Experience Student and Parent/Voluntary Helpers

Work experience students aged 17 or over may be included in ratios except for toileting and 
nappy changing.  Parent and voluntary helpers are always welcome in school and have a 
valuable contribution to make to our pupils’ education. 
They:-

 provide extra support, interacting and promoting discussion in the different areas of the 
learning environment 

 help with activities such as gardening, cooking, library time etc. 
 assist on visits and help with various school events

Any parent or volunteer who wishes to help in school must be DBS checked before they are 
allowed to work with children. They must also be within sight of a permanent member of staff 
at all times. They must also sign a suitability form before commencing work experience.

Student Placement Policy

This policy represents the agreed principles for student placement throughout Sparklers. 
Staffs representing Sparklers have agreed this policy.
We recognise that the quality and variety of work which goes on in Sparklers make it an ideal 
place for students on placement from school and college childcare courses as well as 
students who may still be in full time education on work ex-students are welcomed into the 
setting on the following conditions-
- the needs of the children are paramount
- students will not be admitted in numbers which hinder the essential work of Sparklers
- staff will obtain permission from parents if any child is to be observed individually as part of 
their studies
- any information gained by the students will remain confidential
- mobile phones may only be used in the lunch break
- managers must be provided with the students details including medical needs and an 
emergency contact 
- tutors must always accompany students on preliminary visits 
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Computer Usage (Children) Policy
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.

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.

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 supervisor 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.
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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.

Special Educational Needs and Disability Policy
Status  
Statutory
Purpose
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 special educational needs 
/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 National 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 or disability, 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

• 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.

      We follow government guidelines to meet the needs of LAC.

Main ECM outcomes: all
Relationship to other policies
This policy should be read in conjunction with the policies on teaching and learning, the 
school curriculum, equality and assessment, recording and reporting. The accessibility plan is 
an integral part of this policy.
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Roles and responsibilities of Preschool manager, other staff and the committee
Provision for children with special educational needs is a matter for the pre-school as a whole. 
It is each staff member’s responsibility to provide for pupils with SEND in the setting, and to 
be aware that these needs may be present in different learning situations. All staff are 
responsible for helping to meet an individual’s special educational needs and for following the 
pre-school’s procedures for identifying, assessing and making provision to meet those needs.
The Management committee, in co-operation with the Preschool manager, has a legal 
responsibility for determining the policy and provision for pupils with SEND. It maintains a 
general overview.
The Preschool Manager has responsibility for:
• the management of all aspects of the pre-school’s work, including provision for pupils 

with SEND

• keeping the Management Committee informed about SEND issues

• working closely with the SEND personnel within the pre-school

• ensuring that the implementation of this policy and the effects of inclusion policies on 
the pre-school as a whole are monitored and reported to the management committee.

The management committee will ensure that:
• SEND provision is an integral part of the pre-school operational plan

• the necessary provision is made for any pupil with SEND

• all staff are aware of the need to identify and provide for pupils with SEND

• pupils with SEND join in pre-school activities alongside other pupils, as far as is 
reasonably practical and compatible with their needs and the efficient education of 
other pupils

• they have regard to the requirements of the SEND Code of Practice (2014)

• parents are notified if the school decides to make special educational provision for their 
child

• they are fully informed about SEND issues, so that they can play a major part in pre-
school self-review

• they set up appropriate staffing and funding arrangements, and oversee the pre-
school’s work for pupils with SEND

• the quality of SEND provision is regularly monitored by the member of staff responsible 
for SEND

• they, and the pre-school as a whole, are involved in the development and monitoring of 
this policy.

Arrangements for complaints
Should pupils or parents/carers be unhappy with any aspect of provision they should discuss 
the problem with the preschool manager in the first instance. Anyone who feels unable to talk 
to the preschool manager, or is not satisfied with the preschool managers’ comments, should 
ask to speak to the Chair of the Management Committee. For a problem that might need time 
to be explored fully, parents/carers should make an appointment rather than rushing the 
discussion before or after school.
In the event of a formal complaint parents are advised to contact the pre-school manager, or 
a committee member if they prefer. The LA Parent Partnership Service is available to offer 
advice.
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STAFFING POLICY
Sparklers staff are recruited from all sectors of the community – no emphasis is put on age, 
gender, culture, disability, or religion. All staff are suitably checked by the DBS – An enhanced 
check will be sought through an appropriate agency (recommended by the DofE), identity 
checks and Police Checks are carried out as part of this process, references are sought and 
copies of qualification certificates requested. A rigorous interview process will also be 
undertaken. Sparklers will ensure that any person who has not been vetted as described above 
will not be left alone at any time with the children.

Days off are permitted for illness of a family member and for religious purposes, in conjuction 
with the Staff Handbook.

Staff will be assisted with childcare within Sparklers for their own children if required, subject 
to the appropriate ratios of children and staff being maintained.

Regular training opportunities are given to all staff. This includes health and hygiene training, 
first aid training and Safeguarding (child protection) training. Where appropriate, training for 
recognised child care qualifications will also be provided 

All staff will be given up to date copies  of the Staff Handbook and the Operational Plan 
to ensure that all staff have a clear understanding of their role and responsibilities.

 
Children will be supervised at all times based on the appropriate adult:child ratios:-
For children aged 2 years  there will be 1 member of staff to 4 children with at least 
1 level 3 and half of the remaining staff should be level 2.
For children aged 3 years plus there will be 1 member of staff to 8 children

Details of the Managers named Deputy will be communicated to parents via email in 
the event that if the Managers is absent parents and visitors will know who to speak 
to. 

Supervision and Appraisal Policy

“Effective supervision provides support, coaching and training for the practitioner and 
promotes the interests of children. Supervision should foster a culture of mutual support, 
teamwork and continuous improvement which encourages the confidential discussion of 
sensitive issues.”
(Statutory framework for the Early Years Foundation Stage 3.19)

What is supervision and why is it important?
Supervision is an opportunity to meet at regular intervals to discuss and provide support and 
empowerment to staff to make sure they feel equipped and happy to fulfill their job effectively. 
The meeting needs to foster a culture of open discussion where staff have the time to discuss 
any concerns, worries and constraints within their role and the setting as a whole. The key 
elements of supervision are coaching, training, personal development and the focus on 
children and their well-being. It should also be a two way process that enables both parties 
involved to develop a positive and mutually supportive discussion and ongoing development 
plan. Spontaneous supervision must occur in the event of concerns or safeguarding issues 
arising. An ‘open door’ culture should be emphasised when implementing a system for 
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supervision.

Supervision and appraisals what is the difference?
Supervision is a regular one to one meeting in order to meet organisational, professional and 
personal objectives. This should include current feelings and well-being, concerns or 
constraints and review of notes from last supervision.

Appraisal is an annual meeting to: 
 Assess and record a staff members performance, potential and development needs 

over the year (what has gone well/not so well?) 
 Set measurable targets and objectives for the coming year
 Identify training needs and support continuing professional development
 Give the Manager an opportunity to ask if there has been a change to personal 

circumstances and remind staff that they are expected to disclose any convictions, 
cautions, court orders, reprimands and warnings which may affect their suitability to 
work with children (whether received before or during their employment at the setting)

It is important to remember that although appraisals and supervision are different, annual 
targets from appraisals should be discussed and reviewed through supervision and changed 
or adapted as necessary.

Purpose
Organisational

 To find out about staff as individuals and enable them to see where the setting they 
work for is going and how they can contribute to it

 An opportunity to respectfully challenge practice
 To manage performance and capabilities
 Reiterates organisational expectations
 To make sure children and their families receive the highest quality care and service
 To improve communication and share responsibility
 Assist staff retention
 Maximise safeguarding of children - During staff appraisals the Manager will ask if 

there has been a change to personal circumstances and remind staff that they are 
expected to disclose any convictions, cautions, court orders, reprimands and warnings 
which may affect their suitability to work with children (whether received before or 
during their employment at the setting). The Manager will be appraised by the 
Chairperson and will be asked the same questions.

Professional
 Opportunity to look at your role and responsibilities, where you are now and where you 

would like to go. This could include training opportunities
 To reflect on, analyse and evaluate own practice
 Supports the setting of personal goals and a chance to review, change or adapt recent 

or past actions
 Promotes confidence and safe working practices
 Provides an opportunity to agree actions for both parties
 Allows disagreements to be recorded and solutions explored at the earliest opportunity

Supportive
 It is a time to be listen to each other
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 Value, motivate and empower staff their work and ongoing commitment
 Get staff involved in decision-making and problem solving
 Can be used to reduce stress and explore staff feelings
 Will support staff to manage work effectively
 Any issues can be discussed including issues related to health and safety, 

safeguarding and workload
 Allows implementation of Coaching and Delegation

Records
It is important to keep a record of all supervision meetings in order to keep track of agreed 
discussions and actions, give a starting point to the next meeting and an opportunity to review 
where you have got to with any goals or actions. These records will also link with staff 
appraisals, management of performance and overall training and development plans. You will 
also need written records of any concerns, issues or disagreements that have arisen.
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RECRUITMENT POLICY
Sparklers will ensure any new member of staff undergoes the following process to check on 
their suitability to work with children.

1. A rigorous interview process that will test the applicant’s attitude to children and 
aptitude for the job.  As part of this process, applicants will be expected to disclose 
any convictions, cautions, court orders, reprimands and warnings which may affect 
their suitability to work with children, suitability declaration and disclosure form must 
be completed  signed by all new members of staff on employment and updated 
annually or by request.

2. Under section 76 of the childcare act of 2006, in certain circumstances, Ofsted may 
consider a waiver of disqualification, in line with the relevant legislation, which the 
preschool would apply for if appropriate.

3. Applicants will be asked to provide copies of their qualification certificates with an 
application and any other supporting documentation which they feel may be 
relevant to their application. This must include a full employment history and 
agreement for references to be sought.

4. Prior to making the final selection decision, references will be sought from at least 2 
previous employers. If these are not available (newly qualified staff) the applicant 
will be asked to provide referees who have been employed in a professional 
capacity to vouch for their character and suitability for the job. In the event that 
references are not deemed sufficiently relevant/detailed to the job applied for, the 
applicant will be asked to provide alternative reference contacts to ensure absolute 
fairness. One reference should be from the candidates most recent employments 
and telephone references will be taken in addition to written ones.

5. If recruiting a new Manager the successful applicant should have at least 2 
years of appropriate experience.

6. Medical suitability/health checks will be made with the applicant’s doctor if 
necessary. 

7. An Identity check will be undertaken, requests to view the applicant’s passport, 
photo driving license, a home utility bill and bank statement will also be sought.

8. Criminal records and Police checks will be undertaken through an agency provided 
by the DofE.

9. The preschool will meet the requirements of the new DBS.
10. Any new employee shall be subject to a 3 month probation period.

Information gathered on the new employee will be recorded and retained, including the 
individuals address and telephone number, and their DBS Reference number. This 
information will be available for inspection by OFSTED. 

New recruits will be provided with an induction programme suitable for their needs and will 
be provided with copies of the Operational Plan, Staff and Parents Handbook prior to 
commencing work with Sparklers – This is to ensure they are familiar with our policies and 
procedures.  Staff will be issued with a job description prior to commencing their 
employment. All staff and committee members must complete a suitability form annually 
and inform the manager and chair of any change in circumstances.

New staff should be made aware that at all times the welfare and safety of the children 
in our care is paramount in our minds and we will do our utmost to ensure that no 
unsuitable person comes in to contact with the children in our care.
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STAFFING CONTINGENCY POLICY 
In the event that one of the members of staff is taken ill, whilst at work, the following will take 
place:

1. If possible, remaining senior staff member(s) will contact other play workers on 
Sparklers’ rota to arrange emergency cover. (N.b. the School may be able to help 
whilst cover arrives.) If this is not possible due to staff to child ratios Committee 
chairman shall try to obtain emergency cover

2. If emergency cover cannot be arranged, in order to maintain appropriate staff to child 
ratios, the required number of parents must be contacted and a request made for them 
to collect their children urgently.

In the event that a member of staff becomes ill before the preschool starts;

1. Senior staff will contact other play workers on Sparklers rota to make best attempts to 
obtain the necessary cover.

2. If no one is available to offer cover, the preschool Manager/Chairman will approach the 
headteacher of the school to see if any assistance can be offered from the school staff.

3. In the event that the school is not able to offer any assistance, the preschool 
Manager/Chairman will seek to arrange agency cover.

4. In the event that cover has still not been obtained, the remaining member of staff(s) will 
ensure that only the exact number of children will be accepted into the preschool on 
the day in question. Attempts will be made to contact all parents to ask them if they 
definitely need the place on that day. If still oversubscribed, children will be accepted 
on a first come, first served basis until the ratio is filled.

5. Apologies will be made to all affected parents.

At no time will staff that haven’t been checked for suitability nor have a valid/current 
DBS Disclosure be allowed to care for children unsupervised.
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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.

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
 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). Basildon Primary school does have a nut free policy.

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 



20

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.   
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CHILDCARE CULTURE
Our childcare staff value and respect the different racial origins, religions, culture and languages 
in our multi-racial society and this is reflected in all our activities, topics and resources. Each 
child in our care is valued as an individual without racial, gender, or ability stereotyping.

Children are encouraged to develop positive attitudes to differences of race, culture, language 
or disability. All children are encouraged to take part in the activities. Children are encouraged 
to be expressive and explore the world around them making new discoveries and using their 
imagination.

Children with Special Needs and Disabilities are fully integrated. Where necessary and 
possible, adaptations are made so that they can participate in group activities and sports.

Daily activities are planned using the guidance provided by the DofE (Department of 
Education) – EYFS – Early Years Foundation Stage.  Children will be supported at all times in 
their play. Our daily activities provide opportunities for children to develop emotionally, 
physically, socially and intellectually.

The welfare of each child will be foremost in our minds at all times.

SAFEGUARDING (CHILD PROTECTION)
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 (see details 
below) and adhere to the procedures within the Berkshire Local Safeguarding Childrens 
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 staff and committee 
members must sign and update annually the suitability document.

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.

If staff have any concerns the following guidance should be followed.

Disclosure from a Child
 Listen carefully to what you are being told. Support the child by telling them you believe 

them and that you are glad they have told you. 
 Do not promise to keep a secret, but explain that in order to help them you will have to tell 

someone else.
 Let the child talk and gather the minimum information required to get a clear picture of the 

events at this stage but do not interrogate them. Questioning a child could prejudice any 
future court action.

 Ensure that this is recorded- disclosure record sheet appendix 6
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 Report the matter to the Manager (or to the Chairperson in the case of any allegation 
against the Manager)

 Unless it is considered potentially detrimental to the child, all suspicions of abuse will first 
be reported to the parent/carer of that child.

Disclosure from an Adult
 Do not promise total confidentiality. 
 Explain that you will have to refer the matter to your line manager who may have to 

involve the necessary authorities.
 Offer support, but do not make judgements or become personally involved.

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 West Berkshire Referral and Assessment Team in accordance 
with the Berkshire Local Safeguarding Children Boards Child Protection Procedures. 

Staff will report the following to the Manager:
 significant changes in a child’s behaviour
 deterioration in a child’s general well-being
 unexplained bruising, marks or signs of possible abuse
 signs of neglect
 comments made by children which raise concerns.

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 be immediately informed (within 14 days of the allegation), as 
will West Berks Referral and Assessment Team, in accordance with the Berkshire Local 
Safeguarding Children Boards Child Protection Procedures.

Following investigation staff should be aware that options available to the registered 
provider may range from:
 A training need identified
 A verbal warning
 A written warning
 Suspension, or
 Dismissal in situations of gross misconduct, following an independent investigation.
In the event of a suspension the member of staff will remain on full salary until the 
investigation has been concluded. The person under investigation will be treated fairly and 
honestly and will be supported throughout the process, as will others who are involved. The 
investigation will be completed as quickly as possible.  Under section 76 of the childcare act 
of 2006, in certain circumstances, Ofsted may consider a waiver of disqualification, in line with 
the relevant legislation, which the preschool would apply for if appropriate.

Do’s and Don’ts
 No member of staff should be left in sole charge of a child/group of children without being 

in sight of another member of staff. This is as much for the protection of the staff as for the 
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children in their care. 
 Caring for children and building relationships quite often involves some physical contact 

however, staff must be aware of where and when this is appropriate. 
 Always respect children’s wishes. 
 Staff should always use separate toilet facilities to the children.
 At no time will staff that haven’t been checked for suitability nor have a 

valid/current DBS Disclosure be allowed to care for children unsupervised.

Drink and drugs 
We take our responsibility for every child in our care very seriously. Where a parent/carer 
arrives to collect a child and a member of staff suspects he/she is under the influence of 
alcohol or drugs, the member of staff will refuse entry into the preschool and will report their 
concerns to the manager. 
The manager will discuss the concerns with the parent/carer and should it be felt that the 
person is incapable of taking responsibility for the child the manager will refuse to release the 
child into his/her custody.
The manager will then call the emergency contact listed on the registration form. If the 
situation cannot be resolved in a reasonable manner then the police will be called. The 
Preschool is obliged to report anyone they feel is incapable of driving a vehicle and are a 
danger to others. If the police are called then Children’s Services will automatically be 
involved. 
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Continence and Nappy Changing Policy

Sparklers Preschool is committed to supporting children's continence and toileting 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 keypeople 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. We follow our safeguarding policy to ensure the well being of all our children.

Procedure for Changing a Nappy on a Young Child

We have a specific area for nappy changing at the top of the stairs in our main classroom, 
opposite our office. It offers privacy for the child but allows the staff member to be seen by other 
staff members. 
1.     Let another member of staff know that you are going upstairs to change a nappy
2.    Put on a pair of disposable gloves, and a disposable apron, and wipe the changing mat with 
antibacterial spray.
3.    Get all the equipment you will need out ready, constantly talking your actions through with 
the child and asking the child to help where possible  
4.    Help the child onto the changing mat allowing the child as much independence as possible - 
DO NOT LIFT THE CHILD.
5.    Undo or take off necessary clothing.
6.    Remove dirty nappy and:

 For boys – use wipes to clean around nappy area including groin, lift up and clean bottom 
area.  

 For girls – use wipes to clean nappy area front to back, lift up and clean bottom area. 
7.    Place wipes in dirty nappy, fold up nappy and place in nappy sack, double bag if necessary. 
dispose of in the Grundon bin in the main school car park.
8.    Put new clean nappy onto child and redress or use clean clothing as appropriate   
9.    Help child up from changing mat.
10.  Clean around the mat with antibacterial spray and a paper towel.
11.  Remove and throw away disposable apron and gloves. 
12.  Thoroughly wash hands with soap and ask the child to wash their hands too.
13. Dispose of nappy in Grundon bin in the main school car park.
14. Wash hands
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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, are 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.

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 Child Care 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.

We recognise that bullying behaviour is:-
 sustained, persistent and not an isolated incident.
 a deliberate intention or desire to inflict hurt, distress, humiliation or to intimidate, 

threaten or frighten an individual or individuals repeatedly over a period of time.
 cumulative, building up with experience of success and status and it may  influence 

others to join in.
 an abuse of power.

We recognise the three main types of bullying.
 Physical:-  this includes repeated hitting, kicking, and all forms of physical violence, 

taking belongings, damaging  belongings and extortion.
 Verbal/mental;-   this includes repeated nasty teasing, name calling, making offensive 

remarks and threats.
 Indirect/Mental:- this includes repeated spreading of nasty stories or rumours, social 

isolation or exclusion, the 'look', the 'whisper behind the hand', scorn and derision.

Specifically we will:-
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 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.
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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. 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/Key Worker. 

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. 

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 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 West Berkshire Early Years team 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.  
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 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.

 In any event, complainants will be advised of the outcome of the investigation into 
their complaint within 28 days.

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 
Early Years Foundation Stage Standards are adhered to. 

The address and telephone number of OFSTED is:
The National Business Unit, Ofsted, Piccadily Gate, Store Street, Manchester.  M1 2WD
Telephone: 0300 123 1231.

These details are displayed on Sparklers’ notice board.

If a child appears to be at risk, Sparklers follow the procedures of the West Berkshire Early 
Years  Team

In these cases, both the parent and Sparklers are informed and the Preschool Manager works 
with OFSTED or the West Berkshire Early Years Team to ensure a proper investigation of the 
complaint followed by appropriate action.

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.

 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.

Records
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 for 22 years. 
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HEALTH AND SAFETY

Everyone is responsible for Health and Safety in that they should consider their own safety 
and that of others in all aspects of their work.  If anyone sees something dangerous or unsafe 
practice going on, they should take action.  If they cannot put it right themselves their duty is 
to report it to someone who can.

Activities

 Activities should always be planned with an appropriate level of supervision.
 Any activity involving dangerous equipment (i.e. cooking, candle making, crafts etc.) 

should have constant supervision.
 If children are playing outside the building, there should be at least one member of staff 

outside with them.
 Dangerous behaviour by the children should be discouraged at all times.

Staff are responsible for carrying out regular health and safety checks, some of these will be 
carried out daily (e.g. checking of doors, windows, and electric points, making sure fire exits 
are clear and the outside area is free from debris and hazardous rubbish, checking that 
equipment is in good condition).  Others (e.g. the state of repair of the building) will be 
checked weekly and, where appropriate, outside agencies will be brought in termly to carry 
out their own checks (e.g. fire-fighting equipment). 

There will be  appointed committee member responsible for Health and Safety who will 
report monthly to the committee on all health and safety issues and keep a record of 
risk assessments undertaken. The committee member will keep the committee 
informed of the condition of the building, the playing apparatus, the play house and all 
the toys. The Health and Safety Officer will maintain the Health and Safety Policy 
Document, organise regular Fire Drills and review the accident book on a regular basis 
to determine if any action is required to improve the environment in which the 
preschool operates.

Records of risk assessments carried out detailing  when it was carried out, by whom 
any details of any action taken following the review of an incident which promoted a 
risk assessment.

The Supervisor will be in charge of Health and Safety when the Health and Safety 
Officer is not present.

Where the Health and Safety Officer identifies any changes to procedures or practices 
necessary to improve Health and Safety these required changes should be brought to 
the attention of the Supervisor and to the Chairperson. How these changes are to be 
implemented can then be discussed and the procedures and practices can be updated.

We have a strict policy of no smoking anywhere on the premises.

PROCEDURES IN THE EVENT OF FIRE

If a member of staff detects a fire, or the smoke detector alarm sounds, follow the procedure 
specified below:
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The Manager (or if she is not present, the named deputy will take charge, ensuring that the 
register is taken). The school office will call the fire brigade.

IF YOU DISCOVER A FIRE

1.  Sound the fire alarm 

2. Evacuate the area concerned.

3. Attack the fire, if possible, with the appliances provided but without taking personal risks.

ON HEARING THE ALARM OF FIRE

1. The responsible person will at once organise the evacuation of the building via the 
specified fire exits.

2. All staff and children will assemble at the far end of the school field where a roll call will be 
taken.

1. The responsible person will take charge of evacuation and ensure that no one is left in 
the building/area. 

4.   The responsible person will ensure that the following is carried out:
- All machines are switched off. Gas and electricity is switched off (other than 

lighting) where possible and all doors and windows are shut.
- All staff and children proceed in an orderly manner to the assembly point, without 

stopping to collect personal belongings.
- Check all rooms and lavatories to ensure that everyone has cleared the building.

5.   Staff not in their own department at the time of hearing a fire alarm must go immediately 
to the fire assembly point.

PEOPLE WITH DISABILITIES

When such persons are on the premises, the management committee are to make 
contingency arrangements, after taking into consideration the nature of disability, to ensure 
that all such person are able to leave the premises safely in the event of an emergency.

No-one may re-enter the building until told it is safe to do so.

A fire drill will be practised with the children at least once a term.

WHEN DEALING WITH FIRE

If a person’s clothing is on fire, wrap a blanket, rug or similar article closely round them and 
lay them on the ground to prevent flames reaching the head. 

If electrical appliances are involved, switch off the current before dealing with the fire.

Shut the doors and, if possible, the windows of the room in which the fire is discovered.
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Emergency 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 
 no electricity 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)   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.

(b)  n 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.

(c)    Any costs incurred will be charged to the parent(s).

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.

Fees will not be refunded unless there are exceptional circumstances.
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ACCIDENT RECORDING AND FIRST AID 
In the case of the children, any accident, however minor, must be reported to the parent/carer 
who collects the child.  Details of all accidents must be entered in the Accident File and 
parents/carers should 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.

Any members of Staff or Adults who have an accident should report it to the Manager and an 
accident record will be completed and retained on file.

In the case of Food Poisoning affecting two or more children on the premises OFSTED 
should be notified as soon as possible, within 14 days of the incident occurring.

MAJOR ACCIDENTS

A major accident is defined as:
 suspected fracture
 burns
 concussion
 any injury that a Manager feels needs an expert opinion.

In the event of any of the above occurring, staff should:
(a) Apply emergency first aid and/or send for another first-aider
(b) Call an ambulance, if necessary, providing as much information as required.
(c) Call parent/carer, advising them as to what has happened and what steps have been 

taken.
(d) If the parent/carer has not arrived by the time the ambulance has arrived, then the 

Manager/assistant should accompany the child, taking with them the child’s registration 
forms which will contain the consent from the parent/carer for any emergency treatment.

(e) The Manager/assistant should remain with the child until the parent has arrived.
(f) A full accident report must be written up as soon as possible and sent to OFSTED within 

14 days of the incident occurring.
(g) The incident must be reported to the Ofsted and to West Berkshire Early Years Team 

and the West Berkshire Referral and Assessment team.

CHILDREN’S HEALTH & INFECTIOUS DISEASES

 No child should be accepted at the session if she/he is unwell.
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 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.

 In the case of sickness and/or diarrhoea, the child should not attend the Preschool until at 
least 48 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. headlice.

 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.   It is advisable to remind parents of these requirements 
when the weather becomes hot.  Parents should sign the Suncream Consent form when 
registering their child. 

 Basic hygiene rules should be observed.  All Preschool staff and children should 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.  Parents are requested to keep a spare set of 
clothes on their child’s peg.  Parents should ensure that Wellies are in the preschool and 
weather appropriate clothes.

 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 are affected by food poisoning OFSTED will be notified.

SICK CHILD POLICY

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 continuously

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 (t.l.c.)

4. If the child has diahorrea or is vomiting staff will contact parents immediately to arrange 
collection (same procedure as above).

5. 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). 
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Sparklers’ staff will first contact emergency services and secondly contact the 
parents of the child, where appropriate.

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.

SAFE PROCEDURES

Safe procedures should be carried out by staff in the case of injury or bleeding.  Always:
 Wash hands with soap and water.
 Disposable gloves must be worn and any cuts or grazes must be covered with a 

waterproof plaster.  Where appropriate, children should be given disposable gloves to 
wear.

 Wrap any blood-stained dressings in a polythene bag and dispose of them in a bin with a 
liner and cover and away from children.

HIV (Human Immunodeficiency Virus) and AIDS (Acquired Immune Deficiency Syndrome)
Consideration should be given to the needs of children both infected with and affected by HIV.  
No extra hygiene procedures should be necessary when caring for a child with HIV infection.  
The standard hygiene precautions should be followed so that such children are not 
unnecessarily exposed to the risk of infection, as they may be particularly vulnerable to 
common childhood ailments, such as measles and chicken pox.

Staff  taking medication should inform their practitioner that they work with children 
and should confirm that the medication will not impair their ability to look after the 
children in their care.

Any staff medication should be kept in the staff lockable filing cabinet in the staff 
office.

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 
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or support then the Supervisor should assess the requirement and then approach the 
committee to obtain the necessary resources.

Further Medical Assistance 

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 Convulsions 

In the event of a child having a convulsion the procedures to be employed are:-

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

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

loosen clothing around the neck.
4. Another member of staff should phone the parent/guardian never leave the child 

alone
5. Continue to monitor the child ensuring that their airways are clear.
6. If the attack is prolonged or is quickly repeated – Call an ambulance
7. After the attack keep the child in the recovery position.
8. 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 requested it and supplied Calpol – and they have 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 

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 
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all staff are familiar with the 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 Preschool 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.

CONFIDENTIALITY
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.

Parents may have access to records and files concerning their own children, on request and at 
parent coffee mornings and parent’s 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.
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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.

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 6-12 weeks.

A monitoring cohort will be complied in line with the individual monitoring sheets.  These will be 
used to inform planning and next steps.

Evidence of a child’s progress will be recorded in the following ways:
1. Skillful 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.

This list is not exclusive
In addition we use a program called ‘To build a profile’ (Purple Mash) enabling staff to track 
children’s progress in line with the EYFS

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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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 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.

Settling in policy 
We want children to feel safe and happy in the absence of their parents, to recognise other 
adults as a source of authority, help and friendship and to be able to share with their parents 
afterwards the new learning experiences enjoyed in the pre-school. We implement the following 
procedures to help your child to settle.

We encourage parents to visit the pre-school with their children during the weeks before an 
admission is planned.

3We make clear to families from the outset that they will be supported in the pre-school for 
as long as it takes to settle their child there.

4We reassure parents whose children seem to be taking a long time settling into preschool.

5If possible we introduce new families into the group on a staggered basis.
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6We encourage parents, where appropriate, to separate from their children for brief periods 
at first, gradually building up to longer absences. Although parents can stay for as long as 
they feel necessary during the session.

9Parents may phone the pre-school if worried about their child and talk to the Supervisor/key 
person or child if deemed necessary.

2
.

We will help the children and parents to adjust to Pre-School routines using consistent 
approaches appropriate to the child's development level and individual needs.

3
.

Reassurance offered to help children deal with unfamiliar features is promptly and 
sympathetically given, and individual attention and comfort are appropriate to the child’s 
anxiety and distress.

4
.

Strategies are appropriately used to encourage children to join in activities and allow them 
to adjust to the pre-school in their own way and at their own pace.

5
.

Time will be set aside at the end of the session to report back to the parents. Parents are 
also able to make appointments to discuss their child’s progress with their key person and/or 
Manager.

6
.

Transition Policy
Policy statement

1. We believe that all our children and their families deserve support at points of transition.  
2. We recognise that periods of transition include major changes such as first entry to our 
setting and the move to a new setting or into school.  We also know that children need 
support to change key person and also with day to day transitions such as being welcomed 
into our setting each morning and helped to share their experiences with parents when it is 
time to go home.
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3. We know that we have a statutory duty within the EYFS (2012) to provide each child with a 
key person who should help them to become familiar with our setting and to feel confident 
and safe within it, developing a genuine bond with the child and family and offering a settled, 
close relationship, before entry.
4. We also have a statutory responsibility to share relevant information about a child with 
parents and other settings that they may attend.
5. We recognise that more vulnerable children and families may need additional support at 
points of transition.

Procedures

We have a person who has responsibility for co-ordinating our transition policy.  That person 
is the manager Carrie Denton
This transition policy is closely linked to our Key Person Policy, our Settling-in Policy and our 
Equality and Diversity Policy.

At point of entry to our setting:

1. We have a written welcome procedure, which includes the collection of essential 
information through registration forms as well as information from the parent about the child’s 
needs, likes and development.
2. We encourage parents to visit with their child as part of the settling in process.  Please see 
our Settling-in Policy.
3. Our brochure is designed to be an effective welcome document.  It aims to answer parent’s 
frequently asked questions, is easy to read and can be translated for EAL families. 
4. Photos of our enabling environment can be found our photo album. The classroom and on 
the website 
5.  We invite parents, carers and children to meet with their key person in a relaxed 
atmosphere before the child starts at our setting.
6. We provide ‘All About Me’ booklets to encourage parents to give us a range of information 
about their child’s development, needs, routines, likes and dislikes.
7. We display information for parents about what happens in our setting.  These include 
photographs of children at play.
8. We encourage parents to supply photographs of their child and family to display in their 
Learning Journey.  This helps the child to keep home in mind and shows families that we 
value them.
9. We are happy for children to bring a favourite toy, comfort item or other transitional object 
with them from home. 
10. Parents and children have the opportunity to spend time getting to know their key person.
11. The environment in our setting reflects the needs and interests of each child. 
12. The key person is aware of the likely emotional needs of the child.
13. The key person has knowledge about the child’s home routine and matches this, if 
possible, with the child’s routine in the setting.
14. We collect information at point of entry about any other professionals who are involved 
with the child and family.
15. We ask for parental permission to work with other professionals, before entry to ensure 
that the setting is ready to meet the child’s physical, emotional, social and learning needs.
16. We have a procedure for sharing information about a child who attends more than one 
setting. We give parents information about why this is important and (their key person) has 
responsibility for liaison with the other setting/carer.
17. The manager monitors the effectiveness of daily or weekly communication between 
parents, child, and different settings where a child attends more than one setting on a regular 
basis.
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18. The key person is usually responsible for telling the parent or carer about events in the 
day that have been important for the child.
19. We use observation and assessment to plan for each child’s learning and 
development.  All those involved with the child share this information.
20. Learning Journeys show a child’s interests, learning, development and progress through 
written observations and photos.
21. We make our Learning Journeys easily available for parents to look through or to borrow 
on request. 
22. We encourage parents and children to look at and to add information to the Learning 
Journey.
23. We deploy staff to allow key people to be available at hand-over times to talk to parents.  
24. We take photos of activities and events to show parents what happens in our setting for 
their Learning journeys and displays. 
25. We promote communication with families by using a variety of methods, for example, 
newsletters, open sessions, meetings, parents’ boards, informal conversations, fund-raising 
events, and outings.
26. We work with parents as equal partners with, for example, IEP’s, SEND, CAF

At transition to a new setting, or transition into school

1. We talk to parents and children about the application for a place in the setting/school.
2. We ask parents for permission to contact the new setting to share information about the 
child’s needs and interests.
3. Where possible we invite a practitioner from the new setting to visit the child in our setting 
prior to the move.
4. We ask parents to tell us about the school place that has been given to their child.  We 
invite school staff to visit their ‘new’ children in our setting and we talk to key practitioners 
about individual children’s needs.
5. We complete a copy of the Berkshire Record at Transfer from Pre-school to School for 
each child in the half term prior to school entry.  This is completed with the child’s parents and 
sent to school before the end of the term in which the child starts school.
6. We accompany the children, who will be going into reception, to Basildon School for 
regular visits for activity sessions and stories with the Reception teacher. The Reception 
teacher visits the Pre-school on a regular basis
 7. Have a going to school party before the children leave so they can say a proper goodbye 
to the people they will be leaving behind and get excited about going to school.

We offer the following additional support for more vulnerable children and families.

1. Our Equality and Diversity Policy identifies the procedures for transition for children with 
additional needs.
2. We ask for parental permission to contact other professionals before entry to ensure that 
we are ready to meet the child’s physical, emotional, social and learning needs.
3. We collect information at point of entry from any other professionals who are involved with 
the child and family.
4. We welcome professionals who support individual children to work in our setting where 
appropriate.
5. We make referrals to other professionals where appropriate and signpost families to 
services provided.
6. We work with parents as equal partners with, for example, IEPs and FSP.
7. We offer families the opportunity to attend a transition meeting at points of entry. (Home to 
pre-school, pre-school to school).  There may be occasions where other professionals take 
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the lead on FSP’s or transition meetings for a child.  At these times we work closely with 
these colleagues. 
8. We make an application for additional funding if we believe a child has a sufficient level of 
identified need with parental permission.
9. We would contact and work with the appropriate professional for vulnerable groups For 
example English as an Additional Language (EAL), Portage, Looked After Children
10. We will alert Social Services if children, about whom there is child protection concerns, 
leave the setting.
11. Each child in our setting with complex medical needs has a Care Plan, which is shared 
with all those who have contact with the child.
12. We assess and modify our environment to ensure that it meets the needs of the child.

“This organisation is committed to safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to share this commitment”

Intruder Policy
Statement of intent
This setting believes that the safety of the children and staff in our setting is of paramount 
importance. We make every effort to keep our setting secure from intruders. 
Aims
The aim of this policy is to inform practitioners and parent/carers of the procedures to take in 
the event of an intruder being identified on the premises. All practitioners must be aware that 
it is their priority to maintain the safety of any child/ren in their care as well as their own safety 
and to protect
the setting’s environment and equipment. 

Methods
An intruder is an individual in the setting who has not followed established visitor procedures 
and may or may not be a safety hazard to the setting. This policy provides a means of dealing 
with either situation. 
Any member of staff who observes an individual in the setting who appears suspicious or out-
of-place should either approach the individual (if safe to do so), ask for their name and 
purpose in the setting or should contact the Manager / Deputy Manager for assistance. 
The person approaching the suspicious individual must determine if the person poses a 
safety hazard or just needs to be made aware of the setting’s visitors' policy. 
While determining the status of a visitor, every effort must be made to ensure children in our 
care are safe, feeling secure and where possible, continuing to be engaged in their current 
activities. If need be children must be given reassurances as to their own and others safety 
and well-being. 

Procedure: (To be followed if unsure whether person poses potential risk)
1. Politely greet intruder, identify yourself and ask purpose of the visit to the setting. 
a. if you have concerns ask a colleague to observe your approach to the intruder. 

2. If the person has a legitimate reason for visiting the pre-school; 
a. escort them (providing it is safe to do so and will not adversely affect staff/child ratios) to 
the Office and have them check in as a visitor. 
b. ensure they are aware of the settings visitor policy for future reference. 
c. review security to determine how the intruder gained entry. 
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3. If the person does not appear to have a legitimate reason to be on the premises, explain 
that all visitors must report to the manager/ deputy and escort the person to the Office. Inform 
the main school office asap.

4. Depending on the circumstances and the demeanour of the intruder, the Manager/Deputy 
Manager will make every effort to call the police to report the incident. If the intruder appears 
agitated, irrational or refuses to leave the building in a peaceful manner, endeavour to calm 
the person by talking in a low calm reassuring voice whilst also trying to gain the attention of 
another staff member to call the police. 

5. If police are called and the individual leaves or attempts to leave prior to the police arriving, 
do not attempt to physically detain or restrain the person. Contact the police to inform the 
responding officers that the individual has left the building, the direction and means of 
transport. 

6. If individual stays until police arrive, inform the officers what has happened that led to the 
individual being with you so they can establish probable cause for arrest for trespassing. 
Whilst still in the presence of the police, verbally ask the person not to return to the Pre-
school. 

7. Review security immediately. 

8. Log incident and actions as soon as possible. 

Procedure: intruder who is armed or otherwise poses a safety hazard

1. As safely as possible, alert all staff members that there is an intruder in the building. Inform 
the main school office if possible

2. Contact the police as soon as possible to report the incident. 
a. Give operator all the information regarding location of the intruder, a physical and clothing 
description and the weapon(s) involved. 
b. Advise the operator what you are doing to ensure the safety of the children and other staff 
members. 
c. Remain on the line until the operator advises you to hang up. 
d. Until police arrive, monitor location of intruder. 
e. When confronting an intruder, if possible without compromising the safety of others, take 
another staff member with you. Ask a third staff member who is not involved to contact the 
main school office if possible. Determine who will initiate contact with the intruder and who will 
be the back-up person. Both staff members should break off contact and leave when it is safe 
to do so. 
Attempt to direct the intruder to the main office/or away from areas occupied by the children. 
Use casual conversation or body language to calmly direct the situation. If the intruder refuses 
to 
cooperate, do not escalate the situation. If the intruder shows a weapon, assure him/her that it 
is not necessary for him/her to consider using the weapon. 

3 Back away slowly and leave the area. 

4. Both of your hands should be up with your palms facing the intruder while slowly backing 
away. 
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5. Remain calm, do not attempt to disarm the person. 

6. Once the police officers arrive provide them with the following information: 
a. Location of intruder 
b. Description of intruder 
c. Any known weapons 
d. Any statements made by the intruder 

7. Be prepared to keep media, parents and other community members out of the setting. The 
police will secure the building. Contact the press office at National Centre if you need help 
with a press statement. 

8. All other staff members and official visitors should remain in their designated area/room 
with the children unless otherwise directed by the police, reassuring and engaging the 
children as appropriate. 
In any event there will be a thorough investigation of the incident, and a report will be made 
by all staff involved. 
Inform Ofsted and the settings parents of the incident and the subsequent investigation, with 
due regard to both data protection and confidentiality policies
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THE MANAGMENT COMMITTEE
Following each AGM where the new committee is formed details of the responsibilities 
for each position will be provided to the relevant committee members along with an up 
to date copy of the Operational Plan thus informing the committee fully of their 
responsibilities and the specific legal requirements of the preschool.

The Management Committee 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.  Where appropriate, Associate members 
may join the Committee.  Associate members are not members of the committee and 
have no voting rights, nor do they have the right to attend meetings but may be invited 
to attend meetings.

Parents will be notified of the AGM at least 21 days in advance and are invited to attend.  
Other meetings are for the Committee, Staff and any Associate members only and take 
place according to the requirements of the committee and/or preschool

Government Funding
The following information will be provided to the West Berks Early Years Team for 
children being funded under the Government Early Years Free Entitlement Scheme:-

 name
 date of birth
 address
 gender
 ethnicity (if volunteered by the parent)
 special educational needs status
 number of funded hours in census week
 total number of hours in census week

Sparklers Preschool - EYFS Staff Behaviour Policy 

EYFS Staff Behaviour  is managed by Mrs Carrie Denton (Manager) and Mrs Steph Ollis 
(Chair). This policy should be read in conjunction with Sparklers Preschool Safeguarding and 
Child Protection Policy. 
Aims and objectives 
In our setting we are committed to establishing a learning environment that promotes positive 
behaviour and relationships where children treat each other with care and respect. We have 
an inclusive setting that supports all children as they take increasing responsibility for 
themselves and their actions, and consider the welfare and wellbeing of others. We aim to 
prevent bullying through regular PSHE activities with a moral theme, circle time sessions and 
an understanding of our simple Golden Rules. The over- arching message is to treat others, 
as you would wish to be treated. Children are praised for good behaviour and poor behaviour 
is dealt with promptly and appropriately. 
EYFS staff will :

  have a commitment to developing children’s positive and acceptable behaviour 

  identify specific procedures and guidelines to manage children’s behaviour 

  be familiar with and have access to the policy and procedures 
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  have the skills to support staff and liaise with other agencies for further advice and   
expertise, if needed 

  specifically identify behaviour that is unacceptable within the EYFS and develop strategies 
for improving this behaviour 

  arrange appropriate use of staff to support young children in developing relationships with 
other children and resolving conflict successfully 

  actively promote high expectations of children’s behaviour within the setting 

  attend training where available to help with promoting positive behaviour 
EYFS staff will never :

  use, or threaten to use, any form of physical or corporal punishment 

  use any form of physical intervention, unless this is absolutely necessary in order to prevent 
children from causing harm to themselves, to others or serious damage to property. All such 
incidents will be recorded with notes in the child’s file and will be reported to parents on the 
same day 

  humiliate children 

  deprive them of medical treatment, food, warmth or comfort 

  lock a child in a room or a building 
Sparklers Preschool EYFS staff currently :

  organise the learning environment so that it has a positive impact on behaviour in terms of 
space, access and choice of activities 

  take a positive and consistent approach towards managing children’s behaviour 

  handle issues of behaviour in ways appropriate to the child’s stage of development and 
level of understanding. This may be ‘time out’ from the immediate situation giving the child 
time to reflect 

  encourage appropriate behaviour in all interactions with children and staff and show that 
good behaviour is valued 

  encourage children to be aware of our routines and procedures 

  establish clear expectations and boundaries for behaviour, appropriate to the children’s 
level of understanding 

  record all significant incidents relating to behaviour 

  identify and implement strategies that encourage positive behaviour 

  deal with negative behaviour at the earliest opportunity 
How we encourage positive behaviour: 

  we use praise specifically related to the children’s actions or behaviours – this could be 
through verbal praise or use of stickers and other simple rewards 

  if appropriate, we refocus the child’s attention on another activity and then praise 
immediately 

  we focus on activities and routines that encourage sharing, negotiation and co- operation 

  we encourage responsibility in caring for others, animals and the environment (helping with 
tidying/watering plants/setting out activities/handing out drinks, snacks and equipment) 

  we encourage positive behaviour through play and learning activities (circle 
time/stories/role-play/puppets) 
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  we model appropriate behaviours in different contexts and set good examples 

  we consult with the children to draw up rules for behaviour within our setting 

  we involve parents in establishing rules for appropriate behaviour and our Golden Rules are 
published in the Parent Handbook. 

  we demonstrate that the child is still valued even if his/her behaviour is unacceptable 

  we discuss with children what is acceptable behaviour in all areas of learning and 
experiences 

  we encourage the children to express openly their feelings/likes and dislikes 

  we help the children to understand the consequences and effects of their behaviour on 
others 

  we support the children to resolve conflicts with other children 

  we have a strong pastoral element to our work in class and staff continually reinforce the 
golden rules during the school day 

  we regularly reward children for good behaviour or for following the golden rules by giving 
stickers, having ‘Super Sid’ or ‘Roxy’ for a sleepover
Staff Mobile Phones

The preschool accepts that employees will bring their mobile with them into the work place, 
however, it is the preschool policy that employees are not permitted  to make or receive calls 
or texts during working hours as this inevitably impacts on performance.

Staff should ensure mobile phones are kept in the locked Staff filing cabinet in the Staff Room. 
Use of mobile phones is limited to break times in the office, away from the children or outside 
of the Basildon CE Primary School boundary.

Staff will not take photographs with their mobile phones within the preschool.

Social Networking 

Staff should not post anything on Social Networking Sites that may cause offence to any parents 
using the preschool or to members of staff.

No photographs taken at the setting may appear on any site other than the preschool’s own 
website/ social media site, when parental consent has been obtained.

Staff must not post anything on social networking sites which may undermine the reputation of 
the preschool. Staff members should avoid communication with parents through social 
networking media. However where such communication does exist (due to friendships outside 
the setting) there should be no discussion about anything which relates to the work setting

Failure to comply with this policy will lead to disciplinary action which may result in dismissal.

Photography

Photographs are taken of the children attending the preschool as documental evidence of their 
development and the preschool has a camera which it uses for this purpose.
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No personal cameras belonging to staff are to be used to take photographs of the children in 
the preschool setting. Cameras on staff mobile phones must not be used to take photographs 
of children in the preschool setting.

If staff need to use their personal cameras within the preschool setting to record evidence, 
photographs are not to be stored outside the preschool setting, without prior authorisation from 
the manager.

No photographs of children currently attending the preschool or who have previously attended 
the preschool may 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.

 Whistle Blowing
Policy statement
1.1 The preschool is committed to maintaining the highest possible standards of openness, 
reflective practice and accountability. 
1.2 In line with this commitment we expect employees, and others that we deal with, who 
have serious concerns about any aspect of the Preschool’s work to come forward and voice 
those concerns. We expect our staff to act in a professional manner at all times. 
2. Whistle blowing
2.1 Whistleblowing encourages and enables Staff to raise serious concerns within the 
Preschool rather than overlooking a problem or 'blowing the whistle' outside. 
2.2 Fears of Whistleblowing: staff are often the first to realise that there is something seriously 
wrong with another colleague or aspect of the setting. However, they may not express their 
concerns as they feel that speaking up would be disloyal to their colleagues or to the 
Preschool. They may also fear harassment or victimisation. In these circumstances it may be 
easier to ignore the concern rather than report what may just be a suspicion of malpractice. 
2.3 The Preschool asks that Staff put aside their fears, and follow the Whistleblowing 
procedure (point 4). 
3. This policy 
3.1 This policy is intended to encourage Staff (paid and volunteer), students and others to 
report suspected or actual occurrence(s) of illegal, unethical or inappropriate events, 
behaviours or practices without retribution. It is recognised that most cases will have to 
proceed on a confidential basis. 
4. Whistle blowing porcedure 
4.1 At the earliest opportunity the Whistleblower should promptly report the suspected or 
actual event to the Preschool Designated Senior Member of Staff for Safeguarding (DMS) or 
in her absence the Designated Member of Staff for Safeguarding Deputy (DDMS) or Chair 
person.
4.2 In the event of a concern being raised against the DMS, concerns are to be raised with a 
member of the Safeguarding team or the MASH (Multi-Agency Safeguarding Hub) team who 
may refer to the LADO (Local Authority Designated Officer). Such concerns should always be 
logged with Ofsted. 
5. Examples of situations
5.1 The whistleblowing policy is intended to cover major concerns that fall outside the scope 
of other procedures including: 
5.2 Conduct which is an offence or a breach of law, or likely to be committed, including 
damage to the environment 
5.3 A person who has failed, or likely to fail to comply with any legal obligation to which they 
are subject (e.g. EYFS Statutory Framework) 2 
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5.4 Health and safety risks, including risks to the public as well as other employees 
5.5 Emotional, sexual or physical abuse of children 
5.6 Any other unethical conduct 6. 
Any information
6.1 Tendancies to show any of the above examples are likely to be deliberately concealed. 
6.2 If the information relates to child protection or safeguarding, then the Preschool’s Child 
Protection Policy procedure should be followed. 
6.3 The Whistleblower can report the event with his/her identity, or anonymously.
6.4 The Whistleblower shall receive no retaliation or retribution for the report that was 
provided in good faith – that was not done primarily with malice to damage another or the 
Preschool’s reputation. 
6.5 A Whistleblower who makes a report that is not done in good faith is subject to discipline. 
6.6 Anyone who retaliates against the Whistleblower (who reported an event in good faith) will 
be subject to discipline (See disciplinary action in Staff Policy). 
7. The designated senior member of staff for safeguarding(DMS)
7.1 The DMS or DDMS who receives the report must promptly act to investigate and/or 
resolve the issue 
7.2 If the investigation of a report, that was done in good faith and investigated by the 
DMS/DDMS, is not to the Whistleblower’s satisfaction, then he/she has the right to report the 
event to Ofsted on 0300 123 1231. 7.3 The identity of the Whistleblower, if known, shall 
remain confidential to those persons directly involved in applying this policy, unless the issue 
requires investigation by Ofsted or the Police. 
8. Important contact information 
MASH – Multi Agency Safeguarding Hub - 
LADO - Local Authority Designated Officer - 
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PREVENT DUTY POLICY 
This policy is prepared using the following publications:-
DFE “The Prevent duty. Departmental advice for schools and childcare providers June 2015” 
DFE “Keeping children safe in schools July 2015” - HM Gov. Channel Guidance - Preventing 
vulnerable people from being drawn into terrorism 2015.
POLICY STATEMENT 
From 1 July 2015 all schools, registered early years childcare providers and registered later 
years childcare providers (referred to in this advice as ‘childcare providers’) are subject to a 
duty under section 26 of the Counter-Terrorism and Security Act 2015, in the exercise of their 
functions, to have “due regard to the need to prevent people from being drawn into terrorism”. 
This duty is known as the Prevent duty. It applies to a wide range of public-facing bodies. 
What is Radicalism? 
Radicalism refers to the process by which a person comes to support terrorism and forms of 
extremism. Protecting children from the risk of radicalisation is seen as part of Sparklers 
Preschool wider safeguarding duties, and is similar in nature to protecting children from other 
forms of harm and abuse. During the process of radicalisation it is possible to intervene to 
prevent vulnerable people being radicalised.
There is no single way of identifying an individual who is likely to be susceptible to an 
extremist ideology. It can happen in many different ways and settings. Specific background 
factors may contribute to vulnerability which are often combined with specific influences such 
as family, friends or online, and with specific needs for which an extremist or terrorist group 
may appear to provide an answer. 
The internet and the use of social media in particular has become a major factor in the 
radicalisation of young people. 
What is Extremism?
Extremism is vocal or active opposition to fundamental British values, including democracy, 
the rule of law, individual liberty and mutual respect and tolerance of different faiths and 
beliefs. We also include in our definition of extremism calls for the death of members of our 
armed forces, whether in this country or overseas. 
Constant Practice and Procedure 
At Sparklers Preschool it is essential that staff are able to identify children who may be 
vulnerable to radicalisation, and know what to do when they are identified.
Protecting children from the risk of radicalisation should be seen as part of schools’ and 
childcare providers’ wider safeguarding duties, and is similar in nature to protecting children 
from other harms (e.g. drugs, neglect, sexual exploitation), whether these come from within 
their family or are the product of outside influences. 
We can also build pupils’ resilience to radicalisation by promoting fundamental British values 
and enabling them to challenge extremist views. 
In Sparklers Preschool we can emphasise this in daily work such as assisting the children’s 
personal, social and emotional development and understanding of the world.  All staff are 
DBS checked with a view to a s128 direction (Secretary of State under s.128 of the Education 
and Skills Act 2008 barring individuals from taking part in the management of an independent 
school).
Risk assessment 
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Sparklers Preschool staff and committee, particularly the staff who work directly with the 
children are expected to assess the risk of children being drawn into terrorism, including 
support for extremist ideas that are part of terrorist ideology. This means being able to 
demonstrate both a general understanding of the risks affecting children and young people in 
the area and a specific understanding of how to identify individual children who may be at risk 
of radicalisation and what to do to support them. 
As with managing other safeguarding risks, staff should be alert to changes in children’s 
behaviour, which could indicate that they may be in need of help or protection. Staff should 
use their professional judgement in identifying children who might be at risk of radicalisation 
and act proportionately which may include making a referral to the Channel program (see 
appendix one for further information on Channel) 
Procedure for reporting concerns 
If a member of staff has a concern about a particular child they should follow the preschool’s 
normal safeguarding procedures, including a discussion with the school’s designated 
safeguarding lead Mrs Carrie Denton (Manager) and/or Mrs Caroline Collins (Deputy) who 
will, where deemed necessary instigate the escalation process with the LSCB and Channel.
You can also contact your local police force or dial 101 (the non-emergency number).
They can talk to you in confidence about your concerns and help you gain access to support 
and advice. Also, they can advise if this would be a case for Channel
The Department for Education has dedicated a telephone helpline (020 7340 7264) to enable 
staff and governors to raise concerns relating to extremism directly
Concerns can also be raised by email to counter.extremism@education.gsi.gov.uk. 
Appendix one 
Channel 
Channel is a programme, which focuses on providing support at an early stage to people who 
are identified as being vulnerable to being drawn into terrorism. It provides a mechanism for 
schools to make referrals if they are concerned that an individual might be vulnerable to 
radicalisation. An individual’s engagement with the programme is entirely voluntary at all 
stages. 
Section 36 of the CTSA 2015 places a duty on local authorities to ensure Channel panels are 
in place. The panel must be chaired by the local authority and include the police for the 
relevant local authority area. Following a referral the panel will assess the extent to which 
identified individuals are vulnerable to being drawn into terrorism, and, where considered 
appropriate and necessary consent is obtained, arrange for support to be provided to those 
individuals. 

Prevent Officer 
Thames Valley 
Police

Jo 
Physick

Reading Police 
Station
Castle Street
Reading  RG1 7TH

01189 536349
07768 711826

jo.physick@thamesvalley.
pnn.police.uk 

Principal Education 
Psychologist and 
PREVENT Lead, 
Education

Cathy 
Burnham

Council Offices
West Street House
West Street
Newbury
Berkshire
RG14 1BD

01635 519014 cburnham@westberks.go
v.uk
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Principal Education 
Welfare Officer, 
Lead Officer in 
Education for 
Safeguarding, 
Local Authority 
Designated Officer 
for Schools (LADO 
Schools), Principal 
Education Welfare 
Officer (PEWO)
Contact can be 
made via CAAS

Karen 
Pottinger

Council Offices
Turnham’s Green 
Park
Pincents Lane
Tilehurst
Reading
Berkshire  RG31 
4UH

01635 503190 kpottinger@westberks.go
v.uk

Channel is available at: 
https://www.gov.uk/government/publications/channel-guidance 
Appendix Two 
Mrs Carrie Denton – Manager Sparklers Preschool
Mrs Caroline Collins – Deputy Sparklers Preschool
Mrs Janine Cruickshank– Chair of Sparklers Preschool

The Department for Education has dedicated a telephone helpline (020 7340 7264) to enable staff and 
governors to raise concerns relating to extremism directly. Concerns can also be raised by email to 
counter.extremism@education.gsi.gov.uk 

This policy will be reviewed and revised by Sparklers Preschool Manager and Chair on an annual basis. 
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OFSTED 
OFSTED should be informed in the event of the following:-

 the address or  telephone number of the provision change.
 any major changes to the premises which may affect its suitability
 any activity which may affect the smooth running of the preschool over a 

sustained period of time
 changes to the exterior of the building which may impact on safety
 there is an event which is thought may affect the suitability of the preschool or a 

member of staff to provide care for children.
 a change of supervisor or chairperson,- providing details of the new responsible 

person’s name and address, their date of birth and any previous names. This is to 
be done within 14 days of the change

 a change in the name of the provision or the charity registration number
 a change in the committee members
 there are any Court Orders, convictions or any other grounds for disqualification 

from registration.
OFSTED should be contacted on 0300 123 1231.
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Appendix One

COLLECTION OF CHILDREN FROM YOUR CARE
Advice from the Early Years Team

 Children should not be allowed off the premises without prior permission of their parent 
or primary carer.  This may mean that the parent has introduced an alternative carer to 
you personally or has given written or verbal permission on the day that another carer 
can collect the child.  In the latter case, identification of this person must be agreed, 
either a code word or phrase or more formal documentation.

 In the case of marital or custody disputes, unless there is a court order of which you 
have had sight, you do not have the right to prevent a child leaving with either parent if 
the couple are married, or with a partner who has parental rights.  However, should 
you be unable to prevent this happening, it is important that you alert the person who 
normally collects the child.

 Should a parent/carer come to collect a child and you suspect that they may be under 
the influence of drugs or alcohol, you should try to detain the person and contact 
another carer, for example the other parent or emergency contact number to ask them 
to come to escort the adult and child home.

Also contact the Social Services Duty Desk for advice and support.

If you are unable to detain the person you should alert the police if a vehicle is 
involved, and/or Social Services Duty Desk if the care of the child is in question.

 At all times remember that the welfare of the child is paramount but also that you and 
your colleagues/family should not put yourselves in a risk situation.

 It would be useful if you had the telephone number of the local police to hand or in your 
register, together with the telephone number of the Social Services Duty Desk.

Social Services Duty Desk 01635 503090
           Social Services Out of Hours Number 01344 786543
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Appendix two

     

After reviewing and discussing the employee’s comments to Part A and the appraiser’s comments to 
Part B, the appraiser should use Part C to record their agreed comments and future training/targets 
agreed with the employee during the meeting.

1. I would like to give you this opportunity to tell me if there has been a change to your personal 
circumstances and remind you that you are expected to disclose any convictions, cautions, court orders, 
reprimands and warnings which may affect your suitability to work with children (whether received before 
or during your employment at Sparklers Preschool)

Nothing to disclose Something to disclose
(see attached sheet)

2. What has been agreed as key strengths and achievements over this last period?

3. What has been agreed as areas for improvement?

Sparklers Preschool Appraiser/Employee Form
Part C: to be completed by the appraiser during the meeting with the 
employee

Employee Name _______________________________

Appraiser Name _______________________________

Date _______________
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4. How is this being supported?

5. General comments (including actions to be taken forward with review of job description)

List here any training needs or targets set for the employee:

Please set the next appraisal date today, this should be in 12 months time
Date_______________

Appraiser
I agree that the above has been discussed and agreed with the employee and that a copy of Part C has 
been given to the employee.
Position: 

Print Name: Signature:
Date:

Employee
I agree that the above has been discussed and agreed with the appraiser and I have received a copy of 
Part C of the form.

Print Name:    Signature:
Date:
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1.What has the appraisee achieved in their key area of work during the appraisal period?

2. What are their key strengths?

3. Are there areas they can improve upon?

4. What goals would you like to see achieved in this next period?

6. Does the appraisee routinely undertake any duties outside of their job description?

Sparklers Preschool Employee Appraisal Form
Part B: to be completed by the appraiser prior to the meeting

Employee Name _______________________________

Appraiser Name _______________________________

Date _______________
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1. What have you achieved in your key area of work during the appraisal period?

2. What do you consider to be your key strengths?

3. Does your job description accurately reflect your current duties and if not please describe them here

4. What skills/area of work do you feel you need to improve the most?

5. Which parts of your job do you like the most?

6. Which parts of your job do you dislike the most?

Sparklers Preschool Employee Self Appraisal Form
Part A: to be completed by the employee

Employee Name _______________________________

Date _______________
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7. What are you personal work goals for the next appraisal period?

8. Do you feel there is anything that we could do to help you meet these goals and perform more 
effectively?

9. Please comment on any areas/issues that have not been addressed?

Thank you for completing Part A
Please hand this form in to the appraiser one week before the arranged meeting date. 
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Item Summary Action Agreed

Progress against working 
objectives

Learning & Development

Other items discussed

1.

2.

3.

4.

Signed (Supervisee) _______________________________

Signed (Supervisor) _______________________________

Date _________________

Sparklers Preschool Supervision Record

Employee Name _______________________________

Manager Name ________________________________

Date _______________
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Appendix Three

INCIDENT FORM
PLEASE PRINT IN BLUE OR BLACK INK
Any incident recorded will also be recorded in Sparklers incident book.
To be completed by Sparklers Preschool 

Full Name of Child     

Date and time of incident

Date    Time

Nature of Incident

Adult(s) involved

Any other witnesses   

Initial action taken following the incident/ by whom:

Any further action required   Yes O  No   O 
How has the incident been satisfactorily resolved?

Signed by registered      Date
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Person in charge

To be completed by the parent/guardian of the child involved
I confirm that I have been informed of the above incident

Signed by Parent/ Guardian           Date
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Appendix Four

PARENTAL PERMISSION FOR EMERGENCY TREATMENT
Please print in blue or black ink

In order that staff can ensure that your child receives the best and most appropriate care, 
attention and treatment should there be an emergency in the provision, or while out on an 
authorised outing, you need to complete, sign and date the declaration below.  

Full name of child………………………………………..Date of Birth…………………………

Name of Parent 1……………………………………..….2………………………………………..
Please complete, sign and date the following declaration.

Declaration for Emergencies

I agree to staff at Sparklers Preschool taking the necessary steps to ensure that my 
child…………………………..(name of child) receives the best and most appropriate care, 
attention and treatment should there be an emergency or accident in the provision or while 
my child is on an authorised outing. I understand the staff at Sparklers Preschool will make 
every effort to inform me of an emergency or accident as soon as possible after the event.  In 
my absence, they may have to accompany my child to hospital in the case of serious 
accident. I give permission for the staff at Sparklers Preschool to authorise hospital staff to 
administer essential treatment until my arrival.

Signature of Parent/Guardian 1………………….……………..Date………..………….

2…………..…………………….Date…………….……..

If you do not agree with any or all of the above declaration, please do not sign it but make 
your views known in the space below. Sparklers Preschool will then discuss this with you and 
do their best to accommodate your particular wishes.
I do not agree with the declaration and would prefer the following procedure to be followed for 
my child……………………………in the event of an emergency.

…………………………………………………………………………………………………………..

…………………………………………………………….……………………………………………

………………………………………………………………………..…………………………………

Signature of Parent/Guardian 1………………………………………..Date………………….

2…………….………………………….Date…………………..
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Appendix Five

Consent Form 

Childs’ 
Name………………………………………………………………………….............................

I give consent for my child to have sun cream applied if and when necessary.
I will provide sun cream and sun hat for my child

Signed…………………………………………………..Date…………………………………………
….

*********************

I give consent for my child to be given a hypo-allergenic or low allergy plaster or dressing.

Signed…………………………………………………..Date…………………………………………
….

*********************

I give consent for my child to use anti-bacterial or low allergy hand wash when necessary.

Signed…………………………………………………..Date…………………………………………
….

Print 
Name…………………………………………………………………………………………………

Please indicate relationship to 
child..........................................................................................
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Consent Form 

Childs’ 
Name………………………………………………………………………….............................

I give consent for my child to be photographed during Sparklers sessions. I understand that 
these photographs may be used for publicity purposes in local publications and promotional 
posters to be placed in the area.

Signed…………………………………………………..Date…………………………………………
….

*********************

I give consent to my child’s photograph being used on the Sparklers website.

Signed…………………………………………………..Date…………………………………………
….

Print 
Name…………………………………………………………………………………………………

Please indicate relationship to 
child..........................................................................................

Appendix six
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Appendix 6 Disclosure form

Record of disclosure

Please complete all relevant sections.  For any sections that do not apply, please mark clearly 
as ‘not applicable’.

A:  DISCLOSURE

Name of child: _______________________________________________________
Date and time the disclosure was made:
___________________________________________________________________

What lead to the disclosure?
Try to detail the circumstance leading up to the disclosure

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Were there any other people present at the disclosure?             YES/NO/UNSURE
If ‘YES’, please complete the following:
Name: _____________________________________________________________
Position: ____________________________________________________________
Role played: _________________________________________________________
___________________________________________________________________
___________________________________________________________________
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What feelings did the child express before, during and after the disclosure?
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________

Give details of the allegation or suspicion:
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________

B:  SIGNS AND SYMPTOMS

Describe any signs of physical injury evident on the child:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

                                                          
                                              Indicate site of injury on body map 

If you have known the child for a period of time, have you noticed any changes in behaviour?  
YES/NO

Please give details:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
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___________________________________________________________________

___________________________________________________________________

Has the child made the allegation about a particular individual? YES/NO
Please give details:
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

Any additional comments:

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

C:  SIGNATURES

To be signed by the person reporting the concern

Name:   ____________________________________________________________

Signed:   ____________________________________________________________

Date:   _____________________________________________________________

Referred to setting’s designated Child Protection Coordinator

Name:   ____________________________________________________________

Signed:   ____________________________________________________________
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Date:   _____________________________________________________________

DATA PROTECTION ACT
The information contained on this form will be held for the purpose of carrying out an investigation into child 
protection issues to meet statutory duties.  The information may be disclosed to the Social Services and Police.
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Appendix Seven
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