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SAFEGUARDING AND PROMOTING CHILDREN’S WELFARE
Safeguarding children

1.1 Children’s rights and entitlements

Statement of intent

· We will promote children’s right to be strong, resilient and listened to by creating an environment that encourages children to develop a strong self-image, which includes their heritage arising from their ethnicity, their home languages, their religious beliefs, cultural traditions and home background

· We will promote children’s right to be strong, resilient and listened to by encouraging children to develop a sense of autonomy and independence

· We will promote children’s right to be strong, resilient and listened to by enabling children to have the self-confidence and vocabulary to resist inappropriate approaches

· We will help children to establish and sustain satisfying relationships within their families, with peers and with other adults

· We will work with parents to build their understanding of, and commitment to, the principles of safeguarding all our children

1.2 Safeguarding children and child protection (including managing allegations of abuse against a member of staff)

Statement of intent

Bright Sparks Montessori School will work with children, parents and the community to ensure the rights and safety of children and to give them the very best start in life. 

Procedures

· Our Designated Safeguarding Lead is Debbie Froud 

· We ensure all staff and parents are made aware of our safeguarding policies and procedures through our website and parent information packs
· We provide adequate and appropriate staffing resources to meet the needs of the children

· Applicants for posts within the setting are clearly informed that the positions are exempt from the Rehabilitation of Offenders Act 1974. They are also informed of the need to carry out DBS checks with the Disclosure & Barring Service before posts can be confirmed

· Where applications are rejected because of information that has been disclosed, applicants have the right to know and challenge incorrect information.

· We abide by Ofsted requirements in respect of references and police checks for staff and volunteers, to ensure that no disqualified person or unfit person works at the school or has access to the children.

· Volunteers do not work unsupervised.

· We abide by the Protection of Children Act requirements in respect of any person who is dismissed from our employment or resigns in circumstances that would have otherwise led to dismissal for reasons of child protection concern.

· We have procedures for recording the details of visitors to the school.

· We take security steps to ensure that we have control over who comes into the school to that no unauthorised person has unsupervised access to the children.

Statement of intent

Bright Sparks Montessori School is committed to responding promptly and appropriately to all incidents or concerns of abuse that may occur and to work with statutory agencies in accordance with the procedures that are set down in “Working Together to Safeguard Children” (HMG 2015)

Procedure when responding to suspicions of abuse

· We acknowledge that abuse of children can take different forms - physical, emotional, sexual and neglect. All staff have read and are aware of The Prevent Duty departmental advice. They are aware of their duty to look out for the following risk groups/signs of parents misusing drugs or alcohol, Domestic Abuse, Parents with learning difficulties or mental health problems, Children with disabilities, Babies, Teenage pregnancy, Highly mobile families, Self-harming, Child Sexual Exploitation & grooming, Child trafficking, Female Genital Mutilation, Breast ironing, Honor based violence, Forced marriage & Faith abuse 
· When children are suffering from physical, sexual or emotional abuse, this may be demonstrated through changes in their behaviour or in their play. 
· Where such evidence is apparent, the child’s key person makes a dated record of the details of the concern and discusses what to do with the nursery’s Designated Safeguarding Lead, Debbie Sharpe. This information is stored on the child’s personal file
· We refer concerns to SPA (Single Point of Access)T. 03004709100 E. cmash@surreycc.gov.uk and cooperate fully in any subsequent investigation. In some cases, this may mean working with the police or other agencies identified by the above board
· We endeavour to investigate with sensitivity. Staff take care not to influence the outcome either through the way they speak to children or ask questions of children.

· We are aware that bruising should not usually occur in non-mobile children and will challenge and report any cases.

Recording suspicions of abuse and disclosures

Where a child makes a disclosure to a member of staff or a staff member observes signs or signals that give cause for concern, that member of staff:

· Offers reassurance to the child

· Listens to the child

· Gives reassurance that he or she will take action

· Does not question the child or make promises to the child.

· Makes a written record that forms an objective record of the disclosure or observation that includes:

· The child’s name, address, age

· The date and time of the observation or disclosure

· The exact words spoken by the child

· The name of the person to whom the concern was reported, with date and time.

· The names of any other person present at the time.

These records are signed and dated and kept in a separate confidential and secure Safeguarding file.

All members of staff know the procedure for recording and reporting.

Making a referral to the local authority social care team, liaising with other bodies

· We work within the Surrey Safeguarding Children Board guidelines

· We have access to Surrey Safeguarding Board manual of procedures and have signed up for regular updates. 
· We notify Ofsted within 14 days and SPA, within 24 hours, of any allegations of serious harm or abuse. 

· We have procedures for contacting the local authority on child protection issues, including maintaining a list of names, addresses and telephone numbers of social workers, to ensure that it is easy, in any emergency, for the school and social services to work well together

· Records of the local NSPCC contacts are also kept

· If a report is to be made to the authorities, we act within the Surrey Safeguarding Children Board guidance in deciding whether we must inform the child’s parents at the same time.

· When necessary the Designated Safeguarding Lead, Debbie Froud, will contact SPA and Ofsted. The person who raised the original concern should be present at this time to ensure that all relevant information is transferred.

· The setting will give only factual information about which it has first hand knowledge and experience.

· Personal details about the child including name, address, family circumstances, schools/out of school clubs/childminders etc that child and siblings attend are passed to SPA.
· Setting records information passed to SPA, their advice and information etc. This is dated and signed and a copy sent to SPA within 24 hours of the call.

Informing Parents

· Parents are normally the first point of contact.

· If a suspicion of abuse is recorded, parents are informed at the same time as the report is made, except where the guidance of the local Surrey Safeguarding Children Board does not allow this. 

· This will usually be where the parent is the likely abuser. In these cases the investigating officers will inform parents.

Procedure for bruising in non-mobile children

· Staff are aware of their duty of care to be vigilant and report any signs of bruising in non-mobile children

· If bruising is seen, staff members will ask the parent/carer how it occurred. They will then explain that it is their duty to report it

· We will refer to SPA 0300 470 9100. 
Procedure if allegation is made against a member of staff

· We ensure that all parents are aware of our complaints procedure on our notice board and in our 'Notes to Parents' booklet
· We follow the guidance of the Surrey Safeguarding Children Board when responding to allegations of abuse by staff.
· The allegation must be put in writing and passed to the manager who will investigate the matter and record all details of the alleged incident
· If parents use any member of staff for babysitting this is an agreement between the two parties and not the school. This must not affect the staff members ability to work. Bright Sparks takes accepts no liability to such an agreement.
· We will refer any such complaint and the measures we have taken as soon as reasonably practicable, but at the latest within 14 days of the allegation being made to SPA and to Ofsted to investigate. We are aware that it is a criminal offence not to do so. We will report to Surrey County Council Local Authority Designated Officer (LADO) by telephoning the Emergency Duty Desk on 0300 123 1650 (option 3) or by emailing LADO@surreycc.gov.uk
contact numbers are
Surrey LADO (Allegations against adults working with children and young people) 

Tel: 0300 123 1650
Select option 3 

EYCS named person (allegations against adults working with children and young people) 

North East/West/South West 01372 833826 
Ofsted 

Piccadilly Gate, Store Street, Manchester. M1 2WD 

Helpline: 0300 123 1231 

To report an allegation against a member of staff or volunteer 

Tel: 0300 1234 666
· We will co-operate fully with any investigation carried out in response to the allegation
· Where the manager and the Safeguarding Children Board think it appropriate the member of staff will be suspended on full pay and conditions until a resolution has been reached. This is not an indication of admission that the alleged incident has taken place, but is to protect the staff, children and families throughout the process
Disciplinary Action

Where a member of staff or a volunteer is dismissed from the nursery, we will notify the Disclosure & Barring Service so that the name may be included on the Protection of Children and Vulnerable Adults Barred List. It is the responsibility of employers, social services and professional regulators who are under a legal duty to notify the Disclosure and Barring Service (DBS), so that individuals who pose a threat to vulnerable groups can be identified and barred from working with these groups. If the setting dismisses or removes a member of staff or volunteer from working with children because they have harmed or may have harmed a child, we have a legal duty to inform the DBS. If the member of staff resigns during an investigation or before they are dismissed, we must still inform the DBS. Telling the DBS does not mean the person will be automatically barred from working with children. A setting which knowingly employs someone who is barred is breaking the law.

Disclosure and Barring Service 

Tel: 0870 90 80 81 

www.gov.uk/dbs 

customerservices@dbs.gsi.gov.uk
Training

· We seek out training opportunities for staff to ensure that they are able to recognise the signs and symptoms of possible physical, emotional and sexual abuse and neglect and so that they are aware of the local authority guidelines for making referrals. This is through Surrey training, staff induction training, in house training and email updates. These will include:

· unsuitable behaviour displayed by other members of staff, students and volunteers 

· clear safeguarding procedures 

· how to respond to pre-existing injuries and use a body map 

· bruising in children who are not independently mobile
· We ensure that all staff knows the procedures for reporting and recording their concerns. 
· The Designated Safeguarding Lead (DSL) is required to undertake a Multi-Agency Awareness course, every two years as well as the Deputy DSL and all other staff members complete Safeguarding Children courses.
Planning

· The layout of the rooms allows for constant supervision. Where children need to spend time away from the rest of the group with a single staff member, the door is left ajar so that they are visible to others.

Curriculum

· We introduce key elements of child protection into our curriculum so that children can develop understanding of why and how to keep safe.

· We create a culture of value and respect for the individual, having positive regard for children’s heritage.
· We ensure that this is carried out in a way that is appropriate for the ages and stages of development of our children.

Confidentiality

· All suspicions and investigations are kept confidential and shared only with those who need to know. Any information is shared under the guidance of the Surrey Safeguarding Children Board
Support to families

· The nursery takes every step in its power to build trusting and supportive relations among families, staff and volunteers in the group.

· We make clear to parents our roles and responsibilities in relation to child protection, such as the reporting of concerns, providing information, monitoring of the child, and liaising at all times with the Surrey Safeguarding Children Board

· The nursery continues to welcome the child and the family whilst investigations are being made in relation to abuse in the home situation.

· We follow the Child Protection Plan as set by the child’s social care worker in relation to the setting’s designated role and tasks in supporting the child and his/her family, subsequent to any investigation

· Confidential records kept on a child are shared with the child’s parents or those who have parental responsibility for the child only if appropriate under the guidance of the Surrey Safeguarding Children Board. 
Escalation

· The nursery works with other professionals and outside agencies in order to safeguard children. Occasionally situations may arise when we feel that the decision made by a worker from another agency working on a child protection case is not a safe decision. In this instance it is our duty to progress a case. 

· We would aim to resolve this conflict of opinion in the shortest timescale possible, our aim would be to resolve this directly with the practitioner /agency.

· If we feel a child is at immediate risk of harm we would contact Surrey SPA and/or Surrey police. 

Legal Framework

· Children Act (1989 s47)

· The Children Act (2004)

· Childcare Act (2006)

· What to do if you are worried a child is being abused (2015)

· Working Together to Safeguard (2018)

· Statutory Framework for the EYFS (Dept of Ed, 2017)

· Information sharing advice for practitioners providing safeguarding services (2015)

· Keeping children safe in education (2016)

· Prevent Duty Guidance for England & Wales

· Data Protection Act (1998)

· Equality Act (2006)
· Human Rights Act (1998)

1.3 Looked after children 

Definition: Children and young people become “looked after” if they have been either taken into care by the local authority, or have been accommodated by the local authority. Most of them will be living in foster homes but a smaller number may be living in a children’s home, with a relative or with their natural parent(s) 

Statement of intent

We are committed to doing all we can to enable “looked after” children in our care to achieve and reach their full potential. We recognise that there are many reasons for children to be taken into the care of the local authority and that these will have a significant impact on their emotional well-being. We will work with the local authority to support these children, to listen to them and enable them to become strong and resilient.

We will offer places to funded children who are in care to ensure they receive their entitlement to early education. We expect that a child will have been with a foster carer for a minimum of one month and will have formed a secure attachment to the carer. We expect that the placement will last for a minimum of one term. Children between 2 and 3 will be accepted if they have been with the foster carer for at least two months, have formed an attachment to the carer, and will be in the setting for a minimum of three months.

Where a child who normally attends the nursery is taken into care and is cared for by a local foster carer we will continue to offer the placement to the child.
Procedures

· The designated person for “looked after” children is the Designated Safeguarding Lead (DSL), Debbie Froud
· Each child is allocated a key person (KP). The DSL will ensure the KP has the information, training and support to fulfill his/her responsibilities to the child.

· The KP and DSL will work with outside agencies to gather and share information to support the child

· The setting recognises the role of the local authority social care department as the child’s “corporate” parent and the key agency in determining what takes place with the child. Nothing changes, especially with regard to the birth parent’s or foster carer’s role in relation to the setting without prior discussion and agreement with the social worker.

· At the start of the placement there is a professionals’ meeting that will determine the objectives of the placement and draw up a care plan that incorporates the child’s learning needs. This plan is reviewed after two weeks, six weeks and three months. Thereafter it is reviewed at three to six monthly intervals.

· The care plan needs to consider such issues for the child as:

· The child’s emotional needs and how they are to be met

· How any emotional issues and problems that affect behaviour are to be managed

· How to support the child’s sense of self, culture, language(s) and identity

· The child’s need for sociability and friendship

· The child’s interests and abilities and possible learning journey pathway

· How any special needs will be supported

· How information will be shared with the foster carer and local authority
· What information is shared with whom and how it will be recorded and stored

· What contact the child has with birth parent(s), what arrangements will be in place for supervised contact

· What written reporting is required

· Wherever possible, and where the plan is for the child’s return home, the birth parent(s) should be involved in planning 

· With the social worker’s agreement, the birth parent(s) should be involved in the setting’s activities that include parents, such as outings, fun days etc. alongside the foster carer

· The settling in procedure is agreed and is the same as all children with the foster carer taking the parent(s)’ role unless otherwise agreed. The procedure may take longer than normal

· The KP will observe the child particularly concentrating initially on his/her sociability and ability to manage his/her feelings.

· Concerns will be noted and filed and discussed with the foster carer

· If concerns are about the foster carer’s treatment of the child, or if abuse is suspected, these are recorded in the child’s file and reported to the child’s social worker according to the safeguarding children procedure

· Regular contact will be maintained with the social worker through planned meetings that will include the foster carer

· Transition to school will be handled sensitively and the DSL and KP will liaise with the school, passing on relevant information and documentation with the agreement of the child’s birth parents.
1.4 Confidentiality and client access to records

Definition: “Confidential information is information of some sensitivity, which is not already lawfully in the public domain or readily available from another source and which has been shared in a relationship where the person giving the information understood it would not be shared with others”. (Information Sharing: Practitioners’ Guide, HMG 2006)

Statement of intent

It is our intention to respect the privacy of children, their parents and carers, whilst ensuring that they access high quality pre-school care & education.

Aim

We aim to ensure that all parents and carers can share information with us in the confidence that it will be only used to enhance the welfare of their children. There are record keeping systems in place that meet legal requirements; means of storing and sharing that information takes place within the framework of the Data Protection Act and the Human Rights Act.

Procedures
To ensure that all those using-and working in- the school can do so with confidence we respect confidentiality in the following ways:

· We advise parents when we need to record confidential information beyond the general personal information we keep-for example with regard to any injuries, concerns or changes in relation to the child or the family, any discussions with parents on sensitive matters, any records we are obliged to keep regarding action taken in respect of child protection and any contact and correspondence with external agencies in respect of their child.

· We are not responsible for any information a parent may exchange with another parent

· Parents have ready access to the files and records of their own children but not to information about other children. Parents should submit a written request to view their children’s records so that staff can take into account data protection rules with respect of third parties named in the records.

· Staff will not discuss personal information given by parents with other staff members except where it affects planning for the child’s needs. Staff induction includes an awareness of the importance of confidentiality

· Any concerns/evidence relating to the child’s personal safety are kept in a secure, confidential file and shared with as few people as possible on a “need to know” basis.

· Personal information about children, families and staff is kept securely in a lockable cupboard whilst remaining as accessible as possible

· Issues to do with the employment of staff remain confidential to the people directly involved with the decision making process

· Student and parent helpers are advised of our confidentiality policy and required to give written agreement to respect it.

All the above undertakings are subject to our paramount commitment to the safety and well-being of the child. Please also see the child protection policy.

Legal Framework

· Data Protection Act 1998
· Human Rights Act 1998
1.5 Information Sharing (new guidance 2015)
Statement of intent

We recognise that parents have a right to know that information they share will be regarded as confidential as well as be informed about the circumstances and reasons when we are obliged to share information.

We are obliged to share confidential information without authorisation from the person who provided it or to whom it relates if it is the public interest. That is when:

· It is to prevent a crime from being committed or intervene where one may have been or to prevent harm to a child or adult
· Or not sharing it could be worse than the outcome of sharing it
The decision will be made by the manager and class supervisor. The criteria for the decision to share information will be:

· Where there is evidence that the child is suffering, or is at risk of suffering, significant harm
· Where there is reasonable cause to believe that a child may be suffering or at risk of suffering significant harm
· To prevent significant harm arising to children or serious harm to adults including the prevention, detection and prosecution of significant crime.
Procedures

· We ensure parents receive information about our policy when starting their child and they sign a form to say that they understand when information may be shared without their consent. This will only be when it is a matter of safeguarding a child or vulnerable adult.
· We ensure parents have access to our Safeguarding Children policy
· We ensure parents have information about the circumstances when information will be shared with external agencies, for example with regard to any special needs the child may have or transition to school
· We record concerns and discuss them with the nursery’s DSL, Debbie Sharpe. We record decisions made and why information will be shared and with whom according to the procedures stated in our Safeguarding Children policy
· We respect the wishes of children and parents not to consent to share confidential information. However, in the interests of the child and if there are concerns regarding significant harm, the child’s well being and safety are paramount. In these situations we will judge it reasonable to override their wishes
· The DSL will consult the Surrey Single Point of Access (SPA) for advice when there are doubts or uncertainties 
· Information shared should be accurate, up-to-date and necessary for the purpose it is being shared. It should be shared only with those who need to know and shared securely
Legal Framework

· Data Protection Act 1998
· Human Rights Act 1998
1.6 
Uncollected child
Statement of intent

In the event of a child not being collected at the agreed time the following procedure will take place. This ensures that the child is cared for safely by an experienced and qualified practitioner who is known to the child.

Aim

In the event that an authorised adult does not collect a child, we will ensure that the child receives a high standard of care in order to cause as little distress as possible. We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children are properly cared for.

Procedures

· Parents will be asked to provide specific information that will be recorded on a registration form. This will include

· Home address and telephone number

· Place of work, address and telephone number of both parents (if applicable)


· Mobile telephone numbers (if applicable)

· Who has parental responsibility for the child

· Names, addresses, telephones numbers of two adults who are authorised by the parents to collect their child

· Information about any person who does not have legal access to the child

· On occasions when parents are aware that they cannot be contacted at the above address(es) they record how they can be contacted in the class register

· On occasions when parents or the person normally authorised to collect the child are not able to collect her/him, they record the name, address and telephone number of the person collecting the child on a temporary collection form that will then be placed in the class register. We then operate a password system to identify the person.

· Parents are informed that if they are not able to collect the child as planned, they must inform us. We provide parents with our contact numbers. We also inform parents that – in the event that their children are not collected from school by an authorised adult and the staff can no longer supervise the child in our premises – we apply our child protection procedures as set out in our child protection policy,

· If a child is not collected at the end of the session we make all reasonable attempts to contact the parent(s) and/or the persons authorised by the parent(s) as emergency contacts

· If no-one collects the child and staff are no longer available to care for the child, we will contact SPA. 0300 470 9100 and inform Ofsted (Tel: 0300 123 1231) within 14 days of the incident.
· The child will stay at the nursery in the care of two fully-vetted staff members until s/he is collected by a parent or a social care worker

· A full written report is made of the incident

· Depending on circumstances we reserve the right to charge parents for the additional hours worked by our staff at our published hourly rate.

1.7
Missing child

Statement of intent

Children’s safety is maintained as the highest priority at all times both on and off the premises. Every attempt is made through carrying out the outings procedure and the exit/entrance procedure to ensure the security of children is maintained at all times. In the unlikely event of a child going missing the following procedure takes place

Procedure if child is reported missing on premises
· The event will be immediately be reported to the manager
· The children will be gathered in one area and the register called. Staff will remain with this group of children.

· The manager will make careful search of all areas.

· If search is unproductive, the manager will immediately contact police and child’s parents.

Procedure if child is reported missing on an outing
· Headcount is carried out to ensure no other children are missing

· One staff member will search immediate area

· Incident is reported to manager who will contact parents and police. S/he will also contact security staff at the venue, if appropriate, to initiate a search

· According to circumstances, staff and children return to nursery or gather in one area at venue
· The manager carries out an investigation into the incident, gathering reports from all staff and carers on the outing. This will include:

· The date and time of the report

· The names of the staff, children and carers on the outing

· The name of the staff member designated to care for the missing child

· When the child was last seen

· What took place in the group since the child went missing

· The time it is estimated that the child went missing

· All staff will co-operate fully with any investigation

All incidents will be reported within 14 days to RIDDOR, Ofsted, the Local Authority Designated Officer (LADO) and our insurance provider. Parents will receive copies of all reports of the investigation.
· Supervision of children on outings and visits

Statement of intent

Children benefit from accessing activities outside the nursery which enhance their learning experiences. Staff ensure that there are procedures to keep children safe on outings. All staff and volunteers are aware of and follow the procedures below

Procedures 

· Parents sign a general consent form for their children to be taken out as part of the daily activities of the setting

· A risk assessment is carried out before an outing takes place and are available to parents

· Parents always sign consent forms before major outings

· The adult to child ratio on outings is one adult to two children. Named children are assigned to individual staff members or volunteers. 

· The children are appropriately supervised to ensure no child gets lost and that there is no unauthorised access to children

· Only licensed coach companies with three point harnesses are used.
· Outings are recorded in the operational manual and state

· The date and time of the outing
· The venue and mode of transport

· Names of staff/volunteers assigned to named children

· Time of return

· Risk assessment

· Staff take a mobile phone, first aid kit, wipes, tissues, spare clothes, water etc on outings. They will also take a list of children and their parents’ contact numbers.

· Maintaining children’s safety and security on premises
Statement of intent

We maintain the highest possible security of our premises to ensure that each child is safely cared for.

Procedures

Children’s personal safety

· All employed staff have been checked for criminal records by an enhanced disclosure from the Criminal Records Bureau or the Disclosure & Barring Service
· Adults do not normally supervise children on their own

· All children are supervised by adults at all times

· Whenever children are on the premises at least two adults are present

· We carry out risk assessments to ensure children are safe on the premises and in all activities

Site security

· Emergency exits to be kept unlocked throughout sessions (Class supervisor)

· Keys to main gates to be kept on outside hook and presence checked before each session (Class supervisor)

· Perimeter fences to be checked before each session (Daily supervisor)

· When children are arriving/leaving premises entrance to building will be constantly supervised by staff members responsible for maintaining register. This person must either ask another staff member to replace her or lock the door if she has to leave her post.

· Front door will be locked using a key that is inaccessible to children.

· All gates in perimeter fence will be locked after children have arrived. Children will only be permitted to play in fenced outside area, under supervision, when these gates are locked.

· No person will be permitted on site without an appointment or without showing identification to staff. A staff member will accompany visitors throughout a visit. Visitors will be asked to sign the visitor log and their arrival/departure times will be recorded.

· External gates will be unlocked at 14.00 to allow parents/carers to access car parks. All children will be kept inside the building, the external doors will be closed until a staff member opens them and then monitors them until all children and their parents have left the building. 

· Parents complete a form before their child starts to identify persons who are permitted to collect their child. If they wish another person to collect their child they must inform staff at the beginning of the session. Staff members must record the name of the person and a telephone contact for him/her. If the parent telephones during the session to inform staff of another person collecting their child a Password System will be set up with the parent and the person collecting the child. This information will be kept with the class register.

· The class supervisor records the arrival and departure times of staff, children and visitors daily.

· Staff will lock window shutters, playhouse, shed, external doors and perimeter gates at the end of session before leaving premises
“Whistle blowing” Policy

Statement of intent

The Public Interest Disclosure Act 1998 protects workers who “blow the whistle” about wrongdoing. It applies where a worker has reasonable belief that his/her disclosure tends to show one or more of the following offences or breaches:

· A criminal offence

· The breach of a legal obligation

· A miscarriage of justice

· A danger to the health & safety of any individual

· Danger to the environment

· Deliberate covering up of information tending to show any of the above

Bright Sparks Montessori School strongly supports measures which protect whistle blowers from any form of victimisation. Staff members who genuinely believe that people they work with are behaving in a way that seems wrong or who have a serious concern about an aspect of service will be doing their duty and acting in the public interest by speaking out.

Procedure

Bright Sparks Montessori School has a procedure to ensure that all concerns are dealt with effectively and efficiently and that they can to preserve the confidentiality of workers who raise such concerns

How to raise a concern

Concerns should initially be raised with the manager. This depends, however, on the seriousness and sensitivity of the issues involved and who is suspected of wrong doing. Staff can raise concerns with the local authority (Surrey County Council), the LADO or Ofsted (Whistle blowing hotline 0300 123 3155 or e-mail whistleblowing@ofsted.gov.uk) 

Concerns may be raised verbally or in writing. Staff members who wish to make a written repost are advised to set out the background of the concern, giving names, dates and places, where possible, and the reasons for making the disclosure. This will make the investigation easier to complete. Although a staff member is not expected to prove beyond doubt the truth of the allegation, he/she will need to demonstrate that he/she has an honest and reasonable suspicion that malpractice has occurred, is occurring or is likely to occur.

Bright Sparks Montessori School will respond to any concerns raised. In order to protect a member of staff who raises a concern and those accused of wrong doing, initial enquiries will be made to decide whether an investigation is appropriate and, if so, what form it should take. Concerns or allegations which fall within the scope of specific procedures (e.g. safeguarding, conduct or discrimination issues) will normally be referred for consideration under those procedures. Some concerns may be resolved by agreed action without the need for investigation. If urgent action is needed this will be taken before any investigation is conducted. Staff members will be told how Bright Sparks Montessori School proposes to deal with the concern within ten days of it being brought to its attention.

Confidentiality

All concerns will be treated with confidence and every effort will be made not to reveal a staff member’s identity. However, while making all reasonable efforts to maintain the confidentiality of the matter as a whole, at a certain stage in the investigation it will be necessary to make the origin of the complaint known to the person or persons the allegation concerns. All concerns raised within the remit of this procedure will be assessed to determine if confidentiality extends to withholding the name of the complainant. There shall be substantial reason for doing so, such as real risk of personal harm. Complainants should be aware, however, that their identity may be revealed by inference.

Untrue allegations

Bright Sparks Montessori School accepts that deciding to report a concern can be very difficult and uncomfortable. If a staff member makes an allegation in good faith but it is not confirmed by the investigation, no action will be taken against him/her. If, however, a staff member makes an allegation frivolously, maliciously or for personal gain, disciplinary action may be taken against him/her.

Internet and Social networking

The internet can be freely accessed for nursery matters (including finding resources, for planning etc) during working hours. Personal use is not permitted.

In order to protect our facilities:

· Staff must be aware of viruses and are asked to only search on reputable sites. If unsure about a site do not use. 

· It is vitally important that staff members are careful about content that they search out or download. Every time a page is viewed on the internet it is possible to trace this back to the nursery computer. This means that it is possible to tell if the nursery computer was being used to look at inappropriate web pages.

· Children are to be encouraged to use the internet if appropriate but must be supervised at all times when online.

· Staff members must be aware of their responsibilities to the nursery when using social networking sites such as “Facebook”. Our confidentiality policy must be adhered to at all times, even outside working hours.

· It is important for staff members to maintain their status as professional childcare workers and are therefore urged to think twice before fostering online friendships with parents. Disciplinary action could result if the nursery is brought into disrepute.

· Staff members must not post anything onto social networking sites that could be construed to have any impact on the school’s reputation. This includes images of children.

Staff members must not post anything onto social networking sites that would offend any other member of staff or parent using the nursery.

Use of mobile phones

Statement of intent

Bright Sparks Montessori School is committed to protecting the children in its care and this includes managing the use of all mobile phones effectively to ensure the potential for misuse is minimised. 

Procedure

· The recording, taking and sharing of images, video and audio on any mobile phone is not permitted. 

· Staff members must keep their mobile phones in the locked office during working hours. The landline can be used if they need to be contacted in an emergency.
· Use of mobile phones in the toilet and nappy changing areas is forbidden

· Staff members are responsible for their own behaviour regarding the use of mobile phones and should avoid putting themselves into compromising situations which could be misinterpreted and lead to potential allegations

· Class supervisors must monitor visitors to the setting to ensure that they use their mobile phones responsibly e.g. parents taking photos only of their child, contractors taking work related photos etc.

· All staff members must be vigilant and alert to any potential warning signs of the misuse of mobile phones and report their concerns immediately to the class supervisor or manager

· Staff are advised that management will accept no liability for loss or damage to mobile phones and should ensure their phones are security marked, password protected and insured. 

· All mobile phone use is open to scrutiny and the management can withdraw or restrict authorisation at any time. Phones should not hold inappropriate or illegal content
· Making a complaint
Statement of intent

Bright Sparks Montessori School believes 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 school and will give prompt and serious attention to any concerns about the running of the school. We anticipate that most concerns will be resolved quickly by an informal approach to the appropriate staff member. 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 the school to a satisfactory conclusion for all the parties involved.

Procedures

To achieve this, we operate the following procedure:

· Any parent who is uneasy about any aspect of our provision, discusses concerns with the supervisor and/or principal

· If this does not have a satisfactory conclusion, or if the problem recurs, the parent should put the complaint in writing to the principal who will investigate and submit a response to the complainant within 28 days.

· If the complaint is still not resolved, the parent requests a meeting with the principal. Both parties may have a colleague, partner or friend present if they wish. An agreed written record of the discussion is made. All parties present sign the record and receive a copy. This signed record signifies the procedure has concluded.

· If, at the meeting, agreement cannot be reached, an external mediator is invited to help settle the complaint. This person should be acceptable to both parties, listen to both sides and offer advice. A mediator has no legal powers but can help define the problem, review the action so far and suggest further ways it may be resolved.

· When the mediator has concluded his/her investigations, a final meeting between parent and principal is held. The purpose of this meeting is to reach a decision on action to be taken to deal with the complaint. The mediator’s advice is used to reach this conclusion. The mediator is present at the meeting if all parties think this will help a decision to be reached.

· A record of the meeting, including the decision on the action to be taken, is made. Everyone present signs the record and receives a copy of it. This signed record signifies that the procedure has been concluded.

· Parents may approach Ofsted directly at any stage of this procedure. In addition, where there seems to be a possible breach of our registration requirements, it is essential to involve Ofsted (Tel: 0300 123 1231) as the registering body with a duty to ensure the Welfare Requirements of the Early Years Foundation Stage are adhered to.

· If a child appears to be at risk we follow the procedures of the Surrey Safeguarding Children Board. 

· A record of complaints against the school and/or the children or staff is kept, including the date, circumstances of the complaint and how the complaint was managed. This is available to parents and Ofsted inspectors on request.
Equality of opportunity
· Valuing diversity and promoting equality
Statement of intent

We will ensure that our service is fully inclusive in meeting the needs of all children, particularly those that arise from their ethnic heritage, social and economic background, gender, ability or disability including statement of special educational needs. The nursery is committed to providing equality of opportunity and anti-discriminatory practice for all children and families in accordance with the Equality Act 2010.

Aim

We aim to:

· Provide a secure environment in which all our children can flourish and in which all contributions are valued

· Include and value the contribution of all families to our understanding of equality and diversity

· Provide positive non-stereotyping information about different ethnic groups and people with disabilities

· Improve our knowledge and understanding of issues of equality and diversity

· Make inclusion a thread which runs through all our activities

Our named person who co-ordinates equality of opportunity issues is Pav Dhuga. She will monitor and review our practice and report at least once a term to the manager and staff.

Admissions

Statement of intent

It is our intention to make our school accessible to children and families from all sections of the local community. We aim to ensure that all sections of our community have access to the group through open, fair and clearly communicated procedures.

Procedures

In order to achieve this aim, we operate the following admissions policy.

· We ensure that the existence of the school is widely advertised in places accessible to all sections of the community.

· We ensure that information is accessible in written and spoken form. Where necessary we will try to provide information in different languages or through signing or through an interpreter.

· Children will be admitted to the school in the term of their third birthday. If there are still spaces available after these children have been admitted, children of no younger than two years may be admitted at the discretion of the principal. There will be a maximum of eight younger children admitted daily. The waiting list is arranged in order of the date of registration.

· We welcome families from the whole community regardless of gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English.

· We are committed to providing children with disabilities the opportunity to participate fully in the life of the school.

· Whenever possible, we are flexible about attendance patterns to accommodate the needs of individual children and families.

Employment

· Posts are advertised and all applicants are judged against explicit and fair criteria.

· Applicants are welcomed from all backgrounds and posts are open to all

· The applicant who best meets the criteria is offered the post, subject to references and checks by the Criminal Records Bureau. This ensures fairness in the selection process.

· All job application packs include a commitment to promoting equality and recognising and respecting diversity as part of their specifications

· We monitor our application process to ensure that it is fair and accessible

Training

· We seek out training opportunities for staff to enable them to develop anti-discriminatory and inclusive practices that enable all children to flourish.

· We ensure that staff are confident and fully trained in administering relevant medicines and performing invasive care procedures when these are required

· During termly staff meetings we review our practices to ensure that we are fully implementing our policy for equality and diversity.

Curriculum

The curriculum encourages children to develop positive attitudes to people who are different from themselves. It encourages children to empathise with others and to begin to develop the skills of critical thinking.

We do this by:

· Making children feel valued and good about themselves

· Ensuring that children have equality of access to learning

· Reflecting the widest possible range of communities in the choice of resources

· Making adjustments to the environment and resources to accommodate a wide range of learning, physical and sensory impairments

· Avoiding stereotypes or derogatory images in the selection of materials

· Celebrating a wide range of festivals

· Creating an environment of mutual respect and tolerance

· Helping children to understand that discriminatory behaviour and remarks are unacceptable

· Ensuring that the curriculum offered is inclusive of children with special educational needs and children with disabilities

· Ensuring that children whose first language is not English have full access to the curriculum and are supported in their learning

Valuing Diversity in Families

· We welcome the diversity of family life and work with all families

· We encourage children to contribute stories of their everyday life 

· We encourage parents/carers to take part in the life of the school and to contribute as fully as they wish.

· For families who have a language other than English, we value the contribution their culture and language offer

· We offer a flexible payment system for families of differing means and offer information regarding sources of financial support
Food

· We work in partnership with parents to ensure that the medical, cultural and dietary needs of children are met.

· We help children to learn about a range of food, cultural approaches to mealtimes and eating and to respect the differences amongst them.

The legal framework for this policy is

· The Equality Act 2006

· Disability Discrimination Act (DDA) 1995, 2005

· Race Relations Act 1976

· Race Relations Amendment Act 2000

· Sex Discrimination Act 1986

· Children Act 1989 and 2004
· Special Educational Needs and Disability Act 2001

· Supporting children with special educational needs & disabilities

Statement of intent

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

Aims 

· We have regard for the DfES Special Educational Needs Code of Practice (2001)

· We include all children in our provision

· We provide practitioners to help support parents and children with special educational needs & disability (SEND)

· We identify the specific needs of children with SEND and meet those needs through a range of strategies

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

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

Procedures

· Linda Johnson acts as the nursery’s Special Educational Needs Coordinator (SENCO) and her name is given to parents

· We ensure that the provision for children with SEND is the responsibility of all members of the setting

· We ensure that our inclusive admissions practice provides equality of access and opportunity

· We ensure that our physical environment is, as far as possible, suitable for children with disabilities

· We work closely with parents of children with SEND to create and maintain a positive partnership

· We ensure that parents are informed at all stages of the assessment, planning, provision and review of their children’s education

· We provide parents with information on sources of advice and support

· We liaise with other professionals involved with children with SEND and their families, including transfer arrangements to other settings and schools

· We use the graduated response system for identifying, assessing and responding to children’s special educational needs

· We provide a broad, balanced and differentiated curriculum to meet individual needs and abilities

· We use a system of planning, implementing, monitoring, evaluating and reviewing individual support plans (ISPs) for children with SEND

· We ensure that children with SEND are appropriately involved at all stages of the graduated response, taking into account their levels of ability

· We have systems in place for supporting children through a graduated approach. We will work with outside agencies on Education, Health and Care Plans (EHCPs) for children with more complex needs

· We keep written records of the assessment, planning, provision and review for children with SEND and provide parents with copies

· We provide resources to implement our SEND policy

· We ensure the privacy of children with SEND when intimate care is being provided

· We provide in-service training for staff

· We welcome other professionals to the school and value their advice

· We provide a complaints procedure

· We monitor, evaluate and review our procedure regularly
1.13 Achieving positive behaviour/Behaviour Management
Statement of intent
We believe that children flourish best when their personal, social and emotional needs are met and where there are clear and developmentally appropriate expectations for their behaviour. Children need to learn to consider the views and feelings, needs and rights, of others and the impact their behaviour has on people, places and objects. This is a developmental task that requires support, encouragement, teaching and setting the right example.
Methods

· Debbie Froud has overall responsibility for issues concerning behaviour. She will maintain up-to-date knowledge on legislation, research and thinking, support and train staff and be able to access additional professional support and expertise when necessary
· We require all staff, volunteers and students to provide a positive model of behaviour by treating children, parents and one another with friendliness, care and courtesy. We encourage staff members to attend behaviour management training courses.

· We require all staff, volunteers and students to use positive strategies for handling any conflict by helping children find solutions in ways which are appropriate for the children’s ages and stages of development – for example, distraction, praise and reward.

· We familiarise new staff and volunteers with this policy and rules for behaviour.

· We encourage children to help develop the rules of the classroom and expect all members of the school – children, parents, staff, volunteers and students - to keep to them, requiring them to be applied consistently.

· We praise and endorse behaviour such as kindness and willingness to share.

· We avoid creating situations in which children receive adult attention only in return for undesirable behaviour.

· We recognise that codes for interacting with people vary between cultures and require staff to be aware of and respect these.

· When children behave in unacceptable ways, we will help them to see what was wrong and how to cope more appropriately.

· We never send children out of the room by themselves. We never use physical punishment such as smacking or shaking. Children are never threatened with these.

· We do not use techniques intended to single out and humiliate individual children.

· We only use physical restraint, such as holding, to prevent physical injury to children or adults and/or serious damage to property. Details of such an event are brought to the attention of the supervisor and are recorded in our Incident file. A parent is informed on the same day and signs the Incident file to record that he/she has been informed.

· In cases of serious misbehaviour, such as racial or other abuse, we make clear immediately the unacceptability of the behaviour and attitudes, by means of explanation rather than personal blame.

· We do not shout or raise our voices in a threatening way to respond to children’s behaviour.

· We handle children’s unacceptable behaviour in ways that are appropriate to their ages and stages of development – for example, by distraction, discussion or by withdrawing the child from the situation.

· We work in partnership with children’s parents. Parents are regularly informed of their children’s behaviour by their keyworker. We work with parents to address recurring unacceptable behaviour, using objective observation records to help us understand the cause and to decide jointly an appropriate response.

· In cases of ongoing behavioural issues a behaviour plan will be written for the child in question. This will be shared and implemented by all staff and shared with parents. 

Bullying

Bullying involves the persistent physical or verbal abuse of another child or children. It is characterised by intent to hurt, often planned, and accompanied by an awareness of the impact of the bullying behaviour. We take bullying very seriously.

If a child bullies another child or children:

· We intervene to stop the child harming the other child(ren)

· We explain to the child doing the bullying why his/her behaviour is inappropriate.

· We give reassurance to the child(ren) who have been bullied

· We recognise that children who bully are often unable to empathise with others and for this reason we do not insist that they say sorry unless it is clear that they feel genuine remorse for what they have done
· We make sure that children who bully receive praise when they display acceptable behaviour.

· We do not label children who bully

· We recognise that children who bully may be experiencing bullying themselves, or be subject to abuse or other circumstances that cause them to express their anger in negative ways towards others

· When children bully, we discuss what has happened with their parents and work out with them a plan for handling the child’s behaviour

· When children have been bullied, we share what has happened with their parents, explaining that the child who did the bullying is being helped to adopt more acceptable ways of behaving

Promoting health and hygiene

· Animals in the setting

Statement of intent

Children learn about the natural world, its animals and other living creatures, as part of the Early Years Foundation Stage. This may include contact with animals either in the setting or on visits. We aim to ensure that this is in accordance with sensible hygiene and safety controls.

Procedures 

· When choosing an animal for the setting, we will carry out a risk assessment with a knowledgeable person particularly with reference to any hygiene or safety risks posed.

· We will provide suitable housing and food for the animal and ensure it is kept clean and safe.

· We will teach the children to handle and take care of the animal and they will do this under adult supervision

·  At the present time (Sept 2018) the nursery has pet fish. One child a day in each class is chosen to feed the fish under adult supervision. The adult will ensure that the child washes his/her hands after feeding it.

· Approximately every 4 weeks two children will be chosen to help a staff member clean the tanks. The teacher is responsible for supervising the activity, ensuring the children wear protective clothing and that they wash their hands thoroughly after completing it.

· Visiting animals will only be permitted when accompanied by their owner who will be responsible for them. Children and their parents will be informed in advance of the visit and the class supervisor will be responsible for ensuring that the animals are healthy and safe to be with children. She will also instruct staff to monitor children, responding appropriately to children who are nervous of the animals or who show signs of allergic reactions. All children and staff must wash their hands thoroughly after touching animals.

· A risk assessment is completed before visits to farms or other animal centres take place and suitable procedures are developed for the outing.

· Children wash their hands after contact with animals

· Outdoor footwear worn to visit farms are cleaned of mud and debris and should not be worn indoors

Legal Framework
The Management of Health and Safety at Work Regulations 1999

· Administering medicines

Statement of intent

While it is not our policy to care for sick children, who should be at home until they are well enough to return to the nursery, we will agree to administer medication as part of maintaining their health and well-being or if they are recovering from an illness.

In accordance with guidelines published by Surrey County Council in “Young People’s Health and the Administration of Medicines in “Medication in Schools” the nursery agrees to administer medicine if:

· Children’s prescribed drugs are provided in their original containers and are clearly labelled with the prescribed dosage. Non-prescribed medicines will not be administered except in unusual circumstances such as allergic reactions that have been agreed in advance with parents.

· Parents give prior written permission for the administration of medication. The administration is recorded accurately and parents sign the record sheet to acknowledge the administration.

Procedures

· Children taking prescribed medication must be well enough to attend the setting
· Only prescribed medication is administered. It must be in-date and prescribed for the current condition
· Medication is clearly labeled in its original container, is stored either in a refrigerator or on a high shelf in the locked office that is inaccessible to children

· Parents give prior written permission for the administration of medication. The staff member receiving the medicine must ask the parent to sign a consent form stating the following information. No medication can be given without these details being provided:

· Full name of child and date of birth

· Name of medication 

· Who prescribed it

· Dosage to be given in the setting

· How the medication should be stored and expiry date

· Any possible side effects that may be expected

· Signature, printed name of parent and date
· The administration is recorded accurately each time it is given and is signed by staff and countersigned by the parent at the end of the session

· If the administration of prescribed medicine requires medical knowledge, individual training is provided for the member of staff by a health professional.

· Parents of children who have long term medical conditions and who require ongoing medication will be asked to complete a health plan so there is agreement between nursery and home about the care of the child.

· A risk assessment will be completed by the manager, key person and parents with, occasionally, additional contributions by professionals involved in the child’s care.

· Staff will be trained in basic understanding of the condition and administration of medication 

· The health plan will include measures to be taken in an emergency and will be reviewed every six months or earlier if necessary

· Medication must be taken on outings and staff fully informed about it and the child’s needs. The medication is stored in a sealed plastic box clearly labeled with the child’s name, name of the medication. Inside the box is a copy of the consent form with a space to record when medicine has been administered, as above. If the child is taken to hospital, this box must accompany him/her.
· All staff prescribed regular medication must complete information regarding this on their staff information sheet.

Legal Framework

Medicines Act (1968)
· Managing children with allergies, or who are sick or infectious (including reporting notifiable diseases)
Statement of intent
We provide care for healthy children and promote health through identifying allergies and preventing contact with the allergenic substance and through preventing cross infection of viruses and bacterial infections
Procedures for children with allergies

· A risk assessment is completed with the parents for each child with allergies. This is kept in the child’s file and a copy is displayed where staff can see it

· If necessary staff are trained to administer medication in the event of an allergic reaction

· Nuts and nut products are banned from the setting

· When necessary the insurance provider will be informed in order to extend the cover for children suffering life threatening conditions or requiring invasive treatments

Procedures for children who are sick or infectious

· If a child becomes ill or suffers an accident that requires medical attention during the session his/her parents will be informed immediately and arrangements will be made with them to collect the child. 

· Until collection the child will be kept apart from other children and comforted/nursed by a member of staff. 

· If it is necessary to call an ambulance a member of staff will accompany the child to the hospital and remain with him/her until a parent arrives. 

· Parents should be advised that children will be excluded from school according to the “Guidelines on Infection Control in Schools and other Child Care Settings” issued by Surrey and Sussex Health Protection Unit. The school is required to report within 14 days to the Incident Contact Centre and OFSTED (Early Years Directorate) all cases of Reportable Injuries, Diseases and Dangerous Occurrences under the 1995 regulations

· Parents are asked to take their child to the doctor before returning to nursery; the nursery can refuse admittance to children who have a temperature, sickness and diarrhea or a contagious infection or disease

· Where children have been prescribed antibiotics, parents are asked to keep them at home for 48 hours

· After diarrhea, parents are asked to keep children at home for 48 hours or until a formed stool is passed.

· If a child or adult is diagnosed suffering from a notifiable disease under the Public Health (Infectious Diseases) Regulations 1988, the GP will report this to the Health Protection Agency (HPA). When the setting becomes aware or is formally informed of the notifiable disease, the manager informs Ofsted and acts on any advice given by the HPA.

· HIV virus, like other viruses such as Hepatitis is spread through bodily fluids. Hygiene precautions for dealing with body fluids are the same for all children and adults. See nappy changing procedure (1.17) for details. All body fluids are dealt with in the same manner
· Parents must inform the nursery if their child does not attend, giving reasons for absence. If no contact is made the setting will make contact with the parent and record the outcome in the register.

1.17 Nappy changing
Statement of intent

No child who may, for any reason, not yet be toilet trained is excluded from the nursery. We work with parents towards toilet training, unless there are medical or other developmental reasons why this may be inappropriate.
We will make necessary adjustments to our bathroom provision and hygiene practice to accommodate children who are not yet trained.

We see toilet training as a self-care skill that children have the opportunity to learn with the full support and non-judgemental concern of adults

Procedures for changing nappies

· Primary or secondary Key persons will change children in their groups

· Tell other staff that you are going to change the child’s nappy. Block open doors to changing areas so that you are in view of other staff.
· Collect child’s spare nappy, wipes and clothes from peg if provided

· Lower nappy changing table or prepare mat on floor, assemble clean nappy, wipes, spare clothes, 2 nappy bags and bags for wet/soiled clothes. Put on latex gloves and plastic apron

· If able, lift child onto changing table, remembering advice for lifting (see poster in kitchen). If child is too heavy or resistant to using table, lay on changing mat on floor.

· Remove soiled nappy, clean child with wipes, put on clean nappy. Explain to child what you are doing and why and touch child particularly in genital area as little as possible.

· Send child to wash his/her hands if necessary or back to the classroom.

· Put soiled clothes in doubled, named plastic bags and store in container in nappy changing area to be collected by parent/carer at end of session.

· Clean changing area with anti-bacterial spray and paper towels.

· Put dirty nappy, wipes, paper towels, gloves and apron into double nappy bags and dispose of in named dustbin.

· Re-stock area if necessary, fold up table or store mat, lock door of area as you leave.

· Wash hands thoroughly.

· Complete changing record

Procedure for changing wet or soiled clothing

· Tell other staff you are going to change child as above.

· Gather dry/clean clothing, plastic bags, wipes etc and take child to nappy changing area or toilet, explaining what you are going to do.

· If child has soiled him/herself put on latex gloves and plastic apron.

· Encourage child to remove/replace as much clothing as he/she can unaided. Clean the child with wipes if necessary. Touch the child as little as possible.

· Ensure child washes his/her hands with soap before returning to classroom.

· Deal with soiled clothes as above.

· Clean area with diluted bleach solution and paper towels.

· Double bag paper towels, wipes, apron and gloves and dispose as above

· Complete changing record

1.18
No-smoking

Statement of intent

We comply with health and safety regulations and the Welfare Requirements of the EYFS in making our setting a no-smoking environment both inside and outside. This includes electronic cigarettes and vaping.
Procedures re smoking, alcohol and drugs

· Smoking is not allowed on the premises at any time. 

· Alcohol and drugs are also banned and any staff member found using them or being under the influence of them during school hours will be suspended from duty and disciplined in accordance with the procedure set out on staff employment contracts. 

· Parents or carers found to be in possession of or under the influence of drugs or alcohol will not be permitted in the classrooms or access to any children except their own.

· The supervisor will encourage the parent or carer to make alternative transport and/or care arrangements but is not permitted to refuse the parent access to his/her child. However if it is felt that the child is at risk reference should be made to the Child Protection Policy

Legal Framework

· The Smoke-free (Premises and Enforcement) Regulations 2006

· The Smoke-free (Signs) Regulations 2007

1.19 Food and Drink
Statement of intent

We regard snack and meal times as an important part of the nursery’s day. Eating represents a social time for children and adults and helps children to learn about healthy eating. We aim to provide nutritious food which meets the children’s individual dietary needs.

Procedures

· Staff who prepare and handle food and drink understand and comply with food safety and hygiene regulations

· All food and drink is stored appropriately

· Snack and meal times are appropriately supervised 

· Fresh drinking water and milk are available to the children at all times

· Systems are in place to ensure that children do not have access to food/drinks to which they are allergic

· The nursery recognises that a healthy lifestyle contributes to children being able to develop to their full potential. We therefore promote healthy eating by providing suitable food and drink for snacks. The children help prepare snacks and are encouraged to try a variety of fruits and vegetables. Staff members eat lunch with the children, choosing healthy items so that they can “lead by example”. 

· Parents are advised, via the Parents’ handbook and during the induction visit, not to send sweets, chocolate in any form or nuts into school. These items will be returned with a note explaining our policy. They are also informed of our procedure of storage of lunch boxes in the refrigerators

· Parents are also invited to access the information about healthy eating available in the Parents Library and to add any suggestions they may have to the ideas file kept there.

· The nursery will notify Ofsted within 14 days if two or more cases of food poisoning are reported. 

Legal Framework

Regulation (EC) o852/2004 of the European Parliament and of the Council on hygiene of foodstuffs

1.20 Accidents and First Aid

Statement of intent

All staff members attend 12 hour Paediatric First Aid courses approved by Surrey County Council. They are trained to take action to apply first aid treatment in the event of an accident involving a child or adult. At least one member of staff with a current first aid training certificate (relevant to infants and young children) is in the premises or on an outing at any one time.

Procedures

Our first aid kit

· Complies with the Health and Safety (First Aid) Regulations 1981

· Is regularly checked by a designated member of staff and re-stocked as necessary

· Is easily accessible to adults and is kept out of the reach of children

· At the time of admission to school, parent’s written permission for emergency medical advice or treatment is sought. Parents sign and date their written approval. 

· Parents sign a consent form at registration for staff to take their child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that nursery staff will contact the parents immediately and send them to the hospital
Our Accident Book

· Is kept safely and accessibly

· All staff know where it is kept and how to complete it

· Is signed by parents to confirm that they have been informed of a child’s accident and the action the school took

· Is reviewed regularly to identify potential or actual hazards

· Ofsted is notified of any injury requiring treatment by a hospital admission of more than 24 hours, of the death of a child or adult or of two or more cases of food poisoning, not more than 14 days after the event.
· Any injury requiring more than 24 hours hospital treatment to a child, parent, volunteer or visitor is reported to the local office of the Health and Safety Executive.
· We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the local office of the Health and Safety executive any accident to a member of staff requiring treatment by a GP or hospital or any dangerous occurrences (i.e. an event that does not cause an accident but could have done) within 10 days of their occurrence.

Legal Framework

· Health and Safety (First Aid) Regulations (1981)

SUITABLE PEOPLE
Employment 

2.1    Employment and staffing (including vetting, contingency plans, training and development)
Statement of intent

We provide a staffing ratio in line with the Welfare Requirements of the Early Years Foundation Stage to ensure that our children have sufficient individual attention and to guarantee care and education of a high quality. Our staff members are appropriately qualified and are checked for criminal and other records in accordance with statutory requirements.

Procedures

· We use the following ratios of adult to child


Children aged 2 years

1 adult: 4 children


Children aged 3 to 5 years

1 adult : 8 children

· A minimum of two staff are on duty at any one time

· We use a key person & secondary key person system to ensure that each child and his/her family has a particular member of staff for discussion and consultation

· We hold regular staff meetings to undertake curriculum planning and to discuss children’s progress, their achievements and any difficulties that may occasionally arise

· We work towards offering equality of opportunity by using non-discriminatory procedures for staff recruitment and selection

· All staff have job descriptions which set out roles and responsibilities

· We welcome applications from all sections of the community. Applicants will be considered on the basis of their suitability for the post, regardless of marital status, age, gender, culture, religious belief, ethnic origin, or sexual orientation. We will also accept applications from ex-offenders. Applicants will not be placed at a disadvantage by unjustifiable conditions or requirements. However all applicants will be asked to declare any criminal convictions or any other information that may have a bearing on their suitability for the post. They will also be advised that an Enhanced Disclosure will be sought from the Criminal Records Bureau. 

· All members of the teaching staff hold recognised Early Years qualifications. Nursery assistants are encouraged to gain qualifications from recognised bodies.

· The nursery budget allocates resources for training and courses are accessed from a variety of providers according to the needs of the school and the interests of the staff. All staff members are encouraged to complete First Aid and Safeguarding Children training.

· We provide staff induction training in the first weeks of employment. This includes our Health and Safety Policy and Procedures and Safeguarding Children Policy and Procedures.

· Staff participates annually in a self-appraisal process.

· We are committed to recruiting, appointing and employing staff in accordance with all relevant legislation and best practice

· We have contingency plans to cover staff absences and maintain ratios

2.2 Induction of staff and volunteers
Statement of intent

We provide an induction for all staff and volunteers in order to fully brief them about the setting, the families we serve, our policies and procedures, curriculum and daily practice
Procedures

· We have a written induction plan for all staff
· The induction period lasts two weeks. The manager and/or class supervisor inducts new staff and volunteers

· During the induction period the individual must demonstrate understanding of and compliance with policies, procedures, tasks and routines

· Successful completion of the induction forms part of the probationary period

· Parents and carers are encouraged to volunteer to help in the classroom by appointment with the class supervisor. An information pack will be given to the parent 
2.3
Student placements
Statement of intent

Bright Sparks Montessori School recognises that qualifications and training make an important contribution to the quality of the care and education provided by pre-school settings. As part of our commitment to quality we offer placements to students undertaking early years qualifications and training and work experience placements to students from local secondary schools.

We aim to provide for students on placement with us, experiences which contribute to the successful completion of their studies and which provide examples of quality practice in early years care and education.

Procedures

· We take out employers’ liability insurance and public liability insurance which covers both trainees and voluntary helpers.

· We require students on qualification courses to meet the “suitable persons” requirements of Ofsted and have DBS checks carried out

· The nursery will only accept students from reputable organisations or schools and will work in partnership with these organisations respecting their procedures and expecting them to respect those of the nursery. We require schools placing students under the age of 17 years with us to vouch for their good character

· A pre-placement interview will be arranged with the student and a representative of the organisation to complete documentation and discuss the content of the placement. At this time the student and supervisor will discuss the policies and procedures of the school and the student will be asked to given written agreement that he/she will adhere to them.

· Parents and staff will be advised of student placements before they start.

· The nursery will keep a record of the student’s contact address and telephone numbers, emergency contact numbers for his/her parents and doctor, and the names and telephone numbers of contacts at the school and/or organisation.

· On the first day of the placement the supervisor will explain the nursery’s health and safety procedures, the importance of confidentiality within the setting and any other procedures she feels necessary. It will be emphasised to the student, other staff members and parents that at no time will the student be left alone with a child.

· At the beginning of each session the supervisor will explain to the student what his/her duties for the day will be and will introduce him/her to the staff member who will be supervising activities in which he/she will be involved. At the end of the session the supervisor will discuss the session’s activities with the student, answer questions and offer guidelines for the following day.

· At the completion of the placement the supervisor will complete a report on the student and return it to the appropriate office.

· We make the needs of the children paramount by not admitting students in numbers that hinder the essential work of the nursery.

SUITABLE PREMISES, ENVIRONMENT AND EQUIPMENT

Health and Safety
3.1 Risk Assessment
Statement of intent

We believe that the health and safety of children is of paramount importance. We make our school a safe and healthy place for children, staff, parents and visitors by assessing and minimising the hazards and risks to enable the children to thrive in a healthy and safe environment.

The member of staff responsible for health and safety is Gillian Cowen. 

Procedures 

Our risk assessment process covers adults and children and includes

· Checking for and noting hazards and risks indoors and outside, and in our activities and procedures. 

· Assessing the level of risk and who might be affected

· Deciding which areas need attention

· Developing and implementing an action plan

· We maintain lists of health and safety issues, which are checked daily before the session begins as well as those that are checked on a weekly and termly basis

Legal Framework

Management of Health and Safety at Work Regulations 1992

3.2 Health and safety general standards
Statement of intent

We believe that the health and safety of children is of paramount importance. We make our school a safe and healthy place for children, staff, parents and visitors.

We aim to make children, staff and parents aware of health and safety issues and to minimise the hazards and risks to enable the children to thrive in a healthy and safe environment.

The member of staff responsible for health and safety is Gillian Cowen. She is competent to carry out these responsibilities. She has undertaken health and safety training and regularly up-dates her knowledge and understanding.

We display the necessary health and safety poster in the kitchen.

We have public liability insurance and employer’s liability insurance. The certificates are displayed in the entrance hall.

Procedures

Awareness raising

· As with all our policies, all members of staff sign a record to confirm that they have read, understood and agree to implement the health and safety policy. This takes place during the induction process with new staff and then reviewed annually with all.

· Health and safety issues form an item on the agenda of termly staff meetings.

· Health and safety issues are explained to the parents of new children and are re-inforced particularly with parents who volunteer to work in the classrooms.

· Children are made aware of health and safety issues through discussions, planned activities and routines.

· We have a no smoking policy

Safety of adults

· Adults are provided with guidance about the safe storage, movement, lifting and erecting of all large pieces of equipment

· When adults need to reach up to store equipment or change light bulbs they are provided with safe equipment to do so.

· All warning signs are clear and in appropriate languages

· Adults do not remain in the building on their own or leave on their own after dark

· The sickness of staff and their involvement in accidents is recorded. 

· We keep a record of all substances that may be hazardous to health – such as cleaning chemicals.
Windows, doors and floors

· Low level windows are made from materials which prevent accidental damage or are made safe

· Windows are protected from accidental breakage or vandalism from people outside the building

· Internal doors are fitted with safety devices to prevent children’s fingers being trapped.

· All floors are checked daily to ensure they are clean and are not uneven or damaged

Electrical/gas equipment

· All electrical/gas equipment conforms to safety requirements and is checked regularly

· The boiler/meter cupboard is not accessible to children

· Radiators, electric sockets, wires and leads are properly guarded and the children are taught not to touch them

· There are sufficient sockets to prevent overloading

· The temperature of hot water is controlled to prevent scalds

· Lighting and ventilation are adequate in all areas.

Storage

· All resources and materials which children select are stored safely

· All equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing.

Outdoor area

· The outdoor area is securely fenced

· It is checked for safety and cleared of rubbish before it is used

· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides. A list of dangerous plants is kept in the kitchen. No herbicides or pesticides are used.

· Where water can form a pool on equipment, it is emptied before children start playing outside

· The sand pit is covered when not in use and cleaned regularly

· All outdoor activities are supervised at all times

Hygiene

· We comply with information and recommendations from the Environmental Health Department and the Health Authority.

· Our daily routines encourage the children to learn about personal hygiene and staff will actively promote healthy practice and make children aware of the necessity of good hygiene in order to keep healthy.

· We have a daily cleaning rota that includes cleaning classrooms, kitchen, toilets and nappy changing area.

· We have a schedule for cleaning resources and equipment, dressing up clothes and furnishings

· The toilet area has a high standard of hygiene including hand washing and drying facilities and the disposal of nappies. 

· We implement good hygiene practices by 

· cleaning tables and checking toilets regularly 

· wearing protective clothing (disposable gloves and aprons) as appropriate.

· providing sets of clean clothes

· providing tissues, wipes and paper towels


Activities

· Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and stages of the children attending the nursery

· The layout of equipment allows adults and children to move safely and freely between activities

· All equipment is regularly checked for cleanliness and safety and any dangerous items replaced or repaired. Any faulty equipment is removed from use and is repaired or discarded
· All materials are non toxic

· Sand is clean and suitable for children

· Physical play is constantly supervised

· Children are taught to handle and store tools safely

· Children who are sleeping are regularly checked

· Children learn about safety, health and personal hygiene through the activities we provide and the routines we follow

Legal Framework
· Health and Safety at Work Act (1974)

· Management of  Health and Safety at Work Regulations 1992

· Electricity at Work Regulations 1989

· Control of Substances Hazardous to Health Regulations (COSHH) (2002)

· Manual Handling Operations Regulations 1992 (as amended)

· Health and Safety (Display Screen Equipment) Regulations 1992

3.3 Fire safety and emergency evacuation/closure
Statement of intent

We ensure our premises present no risk of fire by ensuring the highest possible standard of fire precautions. Staff are familiar with current legal requirements and are trained to evacuate children from the building in the event of fire or other emergencies

Procedures

· A fire risk assessment has been completed and is reviewed annually.
· Fire doors are clearly marked, never obstructed and open easily from inside.

· Smoke detectors and fire fighting appliances conform to BESN standards, are fitted in appropriate high risk areas and are checked as specified by the manufacturer. The principal is responsible for ensuring these are inspected annually.
· Our emergency evacuation procedures are:
· clearly displayed in the premises

· explained to new members of staff, volunteers and parents

· are practised regularly at least once every six weeks
· Records are kept of fire drills and the servicing of fire equipment. All emergency evacuations or closures are recorded in the incident file.
· Fees will be refunded if the nursery is closed due to shortage of staff, damage to the building or lack of services. The nursery will not refund fees in the event of closure due to severe weather conditions when local SCC schools are also closed or when closed on the advice of SCC or the local Health Authority in, for example, the event of a health epidemic.
· The principal will inform parents and staff of closures/re-openings via text and/or e-mail messages. She will also inform Ofsted, SCC and any other relevant bodies such as electricity and water suppliers.
Legal framework
Regulatory Reform (Fire Safety) Order 2005

Recording and reporting of accidents, disease and incidents (including procedure for reporting to HSE, RIDDOR)

Statement of intent

We follow the guidelines of the Reporting Injuries, Diseases and Dangerous Occurrences (RIDDOR) for the reporting of accidents and incidents
Procedures

· Our Accident Book is kept safely and accessible

· All staff know where it is kept and how to complete it

· It is signed by parents to confirm that they have been informed of a child’s accident and the action the school took

· It is reviewed regularly to identify potential or actual hazards

· Ofsted is notified of any injury requiring hospital treatment of more than 24 hours, of the death of a child or adult, not more than 14 days after the event.

· Any injury lasting more than 3 days requiring GP or hospital treatment to a child, parent, volunteer or visitor is reported to the local office of the Health and Safety Executive using the format for the Reporting of Injury, Disease and Dangerous Occurrences within 10 days.

· We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the local office of the Health and Safety executive within 10 days:

· Any accident to a member of staff requiring treatment by a GP or hospital

· Any dangerous occurrences (i.e. an event that does not cause an accident but could have done). This is recorded in our incident file

Legal framework
Reporting Injuries, Diseases and Dangerous Occurrences (RIDDOR 1995)

3.4 Food Hygiene (including procedure for reporting food poisoning)

Statement of intent

In the nursery we provide and/or serve snacks and packed lunches to the children. We maintain the highest possible food hygiene standards with regard the purchase, storage, preparation and serving of food.
Procedures

· All staff members hold a current Food Hygiene Certificate

· The person responsible for food preparation and serving ensures daily checks on the kitchen are completed to ensure standards are met consistently

· We use reliable food suppliers

· Food is stored at the correct temperature and is checked to see that is in-date and not contaminated

· Packed lunches are refrigerated.

· Food preparation areas are cleaned before and after use

· Waste food is disposed of daily

· All surfaces are clean and non-porous

· There are separate facilities for hand-washing and for washing up

· Cleaning materials and other dangerous materials are stored out of children’s reach

· Children do not have unsupervised access to the kitchen

· When children take part in cooking activities they are supervised at all times, are kept away from hot surfaces and hot water and do not have unsupervised access to electrical equipment.

· Where children and/or adults have been diagnosed by a GP or hospital doctor to be suffering from food poisoning and where it seems possible that the source of the outbreak is within the setting the manager will contact the Environmental Health Department and the Health Protection Agency to report the outbreak and will comply with any investigation

· If food poisoning is identified as a notifiable disease under the Public Health (Infectious Diseases) Regulations 1988 the setting will report the matter to Ofsted within 14 days.
Legal Framework

Regulation (EC) 852/2004 of the European Parliament and of the Council on the hygiene of food stuffs 

3.5 Sun safety

Statement of intent

Bright Sparks will work with parents to ensure that children are kept safe in the sun.

Our aims are to

· Inform parents how we will protect their children in the sun and request written permission to apply sun cream

· Ensure that all children are fully protected by sun cream and appropriate clothing whilst playing in the sun

· Provide shaded areas by means of sun umbrellas and canopies

Procedures

Explain policy and procedure to parents during the induction period and ask them to give written permission for staff to apply suncream. At this time parents will also be asked if their child is allergic to any particular sun care product or if s/he has any reaction to the sun of which staff should be aware. This information will be added to the sheets displayed in both kitchens that keep staff informed of allergies etc.

The setting supplies sun hats for the children and children will only be permitted to play outside if they are wearing hats on sunny days. The  hats will be washed fortnightly by the supervisor.

Parents will be asked to apply suncream to their children before arriving in the morning. Staff members will apply more cream at 11.00/11.30 before general outside playtime. Staff will clean hands with wet wipes between applying cream to each child.
Staff will monitor children when playing outside, ensuring that they are wearing hats and staying in the sunshine for a limited amount of time (according to temperature). They will encourage children to make full use of shaded areas 

Staff will ensure that children do not become dehydrated in hot weather by encouraging them to drink.

ORGANISATION
Administration

4.1 Admissions

Statement of intent

It is our intention to make our school accessible to children and families from all sections of the local community. We aim to ensure that all sections of our community have access to the group through open, fair and clearly communicated procedures.

Procedures

· We ensure that the existence of the school is widely advertised in places accessible to all sections of the community.

· We ensure that information is accessible in written and spoken form. Where necessary we will try to provide information in different languages or through signing or through an interpreter.

· Children will be admitted to the school in the term of their third birthday. If there are still spaces available after these children have been admitted, children of no younger than two years may be admitted at the discretion of the principal. There will be a maximum of eight younger children admitted daily. The waiting list is arranged in order of the date of registration.

· We welcome families from the whole community regardless of gender, special educational needs, disabilities, background, religion, ethnicity or competence in spoken English.

· We are committed to providing children with disabilities the opportunity to participate fully in the life of the school.

· Whenever possible, we are flexible about attendance patterns to accommodate the needs of individual children and families.

4.2 The role of the key person and settling in
Statement of intent

We believe that children settle best when they have a key person & secondary key person to relate to, who knows them and their families well and who can meet their individual needs. 

We want children to feel safe, stimulated and happy at nursery and to feel secure and comfortable with staff. We also want parents to have confidence in both their children’s well being and their role as active partners with us.

We aim to make the nursery a welcome place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families.

Procedures
· Before a child starts to attend the school, we use a variety of ways to provide his/her parents with information. These include written information including our “Notes to Parents”, displays about activities, Open Days and individual meetings with parents.

· During the half-term before a child starts, we provide opportunities for the child and his/her parents to visit the school

· We allocate a key person & secondary key person to each child and his/her family, before s/he starts to attend; the key person welcomes and looks after the child and his/her parents at the first session

· When a child starts school the key person will work with his/her parents to decide on the best way to help the child settle into the school

· We use induction visits to explain and complete with parents the child’s registration records. We will also inform parents of our policies and procedures, pointing out a synopsis in the “Notes for Parents” book and advising them to read the full document which is available on-line or in the Parents’ Library.
· A key person is responsible for developmental records and for sharing information on a regular basis with a child’s parents. S/he will work with the parents and other carers, such as childminders & other settings, to develop and implement an individual learning experience for each child.

· The key person will give continuous feedback to the child’s parents either verbally, via the home/school diary or, if necessary, by telephone

· We provide a secondary key person so that children and parents have a key contact in the absence of the primary staff member

4.3
Our curriculum
Statement of intent

The Early Years Foundation Stage Curriculum and the Montessori Philosophy.
“Help me to do it for myself” is one of Maria Montessori’s most repeated sayings and accurately describes the philosophy of Bright Sparks Montessori School. Here children learn at their own pace, within a prepared environment providing structure and freedom within limits. The teacher observes and guides the child in choosing an activity which is appropriate to his stage of development, never pushing but actively encouraging him to explore and develop to his fullest potential.

The Montessori activities are very tactile and move from concrete to more abstract concepts and the child builds on what he has previously learnt. The Montessori prepared environment is of utmost importance and is divided into different areas. The first activities that children take part in are called ‘Practical life’- these develop their ability to look after themselves and their surroundings therefore gaining independence. They involve the mind and the hand and develop their eye-hand co-ordination, dexterity and concentration. As Maria Montessori states in ‘The Absorbent Mind’, ‘The first essential for the child’s development is concentration. It lays the whole basis for his character and social behaviour’. As a child masters these skills his self-esteem and confidence increase.’

The Sensorial materials help to develop observational skills, stimulate senses, auditory discrimination and co-ordination of movement. These involve sorting, matching, grading, shape and colour activities and are also an indirect preparation for maths. The child becomes more aware of his environment and develops the ability to deal with ideas concepts and pattern.

When a child has developed his concentration and dexterity using the activities above, he progresses to phonics and reading, writing and mathematics through concrete materials. Each piece of Montessori apparatus has specific learning objectives. New information is given in small and graded steps through the Montessori 3 period lesson. In this way a child only experiences success and a love of learning is fostered.

This underlying philosophy informs our curriculum which provides education in line with the statutory requirements of the recently revised Early Years Foundation Stage (EYFS) promoted by the Department for Education (DfE) which comes into force in September 2012. This covers the period from birth to the end of the Reception Year (i.e. between the ages of 5 and 6).

We have quoted below from a publication of the DfE, 2012, entitled Development Matters in the Early Years Foundation Stage, which explains the requirements. Further information including ideas on how parents can support children’s development, is available on the Department for Education’s website: www.education.gov.uk/publications. 

The Early Years Foundation Stage curriculum is divided into two areas – called the prime and specific areas. The prime areas (consisting of Personal, Social & Emotional Development, Physical Development and Communication and Language) “are fundamental, work together, and support development in all other areas.” (DfE).  These form the core of our curriculum at Bright Sparks and are the areas which we feel the most important and on which we place the most emphasis. We feel it is important that children use their time here to develop skills in these areas in order to develop a secure base on which to build their future learning.

The more academic areas, what the DfE call “specific areas”, (Literacy, Mathematics, Understanding the World, and Expressive Arts and Design) “grow out of the prime areas and provide important contexts for learning. They include essential skills and knowledge for children to participate successfully in society”. Children will be introduced to activities to support these areas whilst at Bright Sparks and will continue to develop their skills when they transfer to Reception classes.

A description of how we support development in both the Prime and the Specific Areas is given below. Of course each activity may help develop skills in more than one area and we encourage this holistic approach to learning.

Procedures

Prime Areas

Personal, Social and Emotional Development.

In a Montessori environment a child’s freedom, dignity and independence are of paramount importance. Staff members are trained to show the children respect. Their remarks are listened to seriously and answered thoughtfully and courteously. In this way we hope to encourage the children to develop effective relationships with both their peers and adults.

Children will discuss and agree our “Rules of the Class” and will be encouraged to follow them, treating each other with care and respect.

The children have free access to all the activities in the classroom and are encouraged to concentrate and complete one task before going onto the next. Care of self and of the environment are promoted in our Practical Life area. Here there are: Dressing Frames to practice the fastening of buttons, zips, poppers and bows; small jugs filled with rice, beans or water to develop pouring skills; plants to water and nurture; and a host of other activities designed to promote independence and self respect.

An awareness of the diversity of the human race is fostered via stories, songs, books, pictures and the handling of artefacts. Our topic work often includes celebrating festivals with tastes of exotic foods, listening and learning songs and music from other countries and investigating customs. Whenever possible we try to invite guests to talk to the children of their experiences.

Physical Development.

Much of the traditional Montessori equipment is designed to promote gross and fine motor control, co-ordination and spatial awareness. Children use a variety of tools and materials, including scissors, glue, material, clay and play dough, paper and card, brushes, sponges, corks, man made and natural materials such as junk boxes, leaves and twigs, screws, screw drivers and wood. They thread beads and learn how to fasten clothing with the dressing frames. Outside there are frames to climb, cars and scooters to ride, large blocks with which to build and a variety of games to play. Each week we have a music and movement session and a PE session. We encourage children to recognise healthy foods by providing them for snacks and, occasionally, the children will help prepare healthy lunches for us all to share.

Communication and Language.

Staff members are always ready to listen carefully and politely to the children. They respond positively to the children’s expressions of their ideas and feelings and promote language development and understanding. The children are encouraged to express themselves by looking at and talking about books, posters and photographs. They learn songs and rhymes and enjoy playing in the role play area. There are discussion and drama activities connected with our topic work. Each child has a designated time for “Show and Tell” when he/she can bring a treasured item to share with the rest of the group at circle time.

Specific Areas 

Literacy

Writing skills are learned by colouring shapes drawn with insets, completing pencil mazes and “dot to dots” and Montessori Sandpaper letters enable letters to be experienced by touch as well as sight and sound. A wide range of story and reference books is always available as well as a scrapbook of stories written and illustrated by the children themselves. Each session always finishes with a story and some of our favourites often form the basis of drama work.

The building of phonetic knowledge is encouraged by activities supporting letters and sound recognition and word building using the wooden letters of our moveable alphabet. 
Mathematics 

The children’s first exposure to mathematical concepts is with our Sensorial activities. For example, Montessori’s famous “Pink Tower”, as well as teaching co-ordination and spatial awareness, also develops an idea of shape, size and an understanding of mathematical terms. Thus children gain a physical impression of size and quantity long before they begin to manipulate numbers by handling number rods, counting out beads, counting spindles into boxes and arranging counters in patterns - odd and even numbers. Numbers are built up using beads and their sandpaper symbols traced with the fingers. Apparatus designed to develop an understanding of number operations is available and the children record their solutions both in their own individual workbooks and, on occasion, in the form of wall displays.

Understanding of the World.

Much of our work in this area takes place in our topic projects which are initiated by children’s interests. These cover a variety of subjects some examples of which include homes, food, animals, transport, people who help us. We aim to provide the children with a wide experience both within the classroom and on occasional excursions outside. In the past these have included trips to Childe Beale Park, Sea Life Centre and the Natural History Museum. The children are often taken for walks within the immediate area, we walk to Frimley to look at the shops and sometimes have trips on the train or bus. We have also welcomed visitors from the police and fire services.

In the classroom there is a wide variety of activities to extend the children’s knowledge and understanding of the world. Nature is studied by growing and tending plants, observing and discussing small animals such as chicks, worms, snails, spiders and tadpoles etc. Science is explored through experiments such as sink and float, investigating ice, learning about magnetism. Our collection of books, puzzles and classified cards promote enquiry and discussion amongst the children. 

Montessori exercises that assist the development of an understanding of the senses are very popular. They isolate one sense at a time and the children enjoy matching and identifying sounds, smells, buttons and other objects by their sense of touch, and tastes. They learn to match and identify an increasing number of colours and their various shades with the Montessori colour boxes.

Our “Geography Table” contains books, pictures, flags, artefacts and examples of music and art from many countries. We are constantly adding to this and would be very grateful for suitable contributions. We also ensure that the children are aware of other cultures by exploring celebrations such as Chinese New Year, Diwali, Eid and Christmas. We promote this diversity by reading stories, cooking authentic foods and through art and craft activities.  We endeavour to include all religions and cultures of our multi cultural society and invite all the parents to come and share their celebrations of various festivals with the Nursery children and staff.
Our curriculum is supported by technological aids such as a computer, CD player, digital camera etc and the children also enjoy learning with “Pixie”, our programmable toy.

Expressive Arts and Design

The wide variety of tools and materials available allow the children to express their ideas, feelings and imagination in both 2 and 3D form. The role-play area allows the development of imaginative play and music, drama and dance activities are encouraged both in group and individual exercises. They explore a variety of instruments, learning about rhythm and how to change sound, using it to express their imagination and respond to it in dance.

The children listen to and enjoy a variety of music, stories and rhymes both at circle time and via a CD player. They often write and illustrate their own stories that are added to our scrapbook for the enjoyment of all.

Observation, assessment and record-keeping

Statement of intent
Observation plays an integral part in planning activities for children to allow them to develop and achieve to their full potential. Bright Sparks Montessori School will use observation to assess children’s abilities and inform planning. 

We aim to use observation to assess children’s abilities and inform planning. Full records will be kept to monitor each child’s development and progress.

Procedures

Each key person will be responsible for maintaining records for children in his/her group and will plan activities via the procedure below.

Observe child regularly in both adult and child initiated/led situations and identify interests and abilities of child, levels of development, needs etc. 

Before writing plan, look at:

· Comments on previous plans, activity plan records and progress charts.

· Observations

· Comments from parents, children, carers and colleagues

· Child’s Learning Journey folder, periodically looking at it with child and/or parent to gather more information about his/her interests, needs etc

When writing plan:

· Identify areas of development that you wish to support/develop. Be aware that you need to ensure that the child is developing in all areas and that you may need to address any shortfalls

· Identify Montessori, individual or group activities in class’s continuous provision, inside and out, to promote learning in the areas targeted 

· Plan must state activity and its aims and include a space for comments to help record achievements and aid future planning

Observe, monitor, assess and adjust/extend fortnightly

All records are considered confidential and are kept in a locked cupboard when not in use. Parents are entitled to see their own child’s records, via written request, at any time and the nursery will not pass information to any other body without parents’ permission

Parental involvement
Statement of intent

The staff will work with parents as partners in providing quality care and education for their children.

Our aim is to support parents as their children’s first and most important educators, to involve parents in the life of the school and their children’s education and to support parents in their own continuing education and personal development

Procedures 

· We are committed to ongoing dialogue with parents to improve our knowledge of the needs of their children and support their families

· Through access to written information and through regular informal communication, we inform all parents about how the group is run and its policies. We check to ensure that parents understand the information that is given to them.

· We encourage parents to play an active part in the school. All parents automatically become members of the support group Friends of Bright Sparks and are invited to all events.

· We regularly inform all parents about their children’s progress

· We involve parents in the shared record keeping about their children and ensure parents have access to their children’s records

· We provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the group

· All parents are welcome to visit the school at any time.

· We inform parents about relevant conferences, workshops and training

· We inform parents of the systems for registering queries, complaints and suggestions and check to ensure they are understood. All parents have access to our written complaints procedure

· We welcome the contributions of parents in whatever form these may take

4.3 Working in partnership with other agencies
Statement of intent

We work in partnership with local and national agencies to promote the well-being of all children.

Procedures 

· Procedures are in place for sharing of information about children and families with other agencies. Please see Information sharing, Safeguarding Children and Special Educational Needs policies

· Information shared by other agencies with us is regarded as third party information. This is kept in confidence and not shared without consent from that agency

· When working in partnership with staff from other agencies, we make them welcome in the nursery and respect their professional roles

· We follow the protocols for working with agencies

· Staff from other agencies do not have unsupervised access to the child they are visiting 

· Our staff do not casually share information or seek informal advice about any named child/family

DOCUMENTATION
Record keeping

5.1
Children’s records

Statement of intent

Bright Sparks Montessori School will maintain all documents and records according to current legislation. It will store and share information within the framework of the General Data Protection Regulations and Human Rights Acts. All parents are issued with a policy statement when joining the setting. 
Procedures

We keep two kinds of records on children attending the nursery.

Developmental records 

Key person files that include observations, children’s development profiles, work plans etc. These are locked away securely when the nursery is closed. Parents are free to view their own child’s records on request.

Individual “Learning Journey” booklets to which children, parents/carers and staff contribute. These are stored in the children’s personal drawers in the hallway.

Personal records

· These include registration and admission forms, signed consent forms, correspondence concerning the child or family, reports or minutes of meetings concerning a child from other agencies, an on-going record of relevant contact with parents and observations by staff on any confidential matter concerning a child

· These confidential records are kept secure in a locked cupboard in the office which is lockable

All the above is confidential information and is only available to those entitled to access it or to use within the nursery under the guidelines of our Confidentiality policy. Any information shared with the local authority is sent via encrypted email. All information stored on the nursery computer is backed up through cloud storage within the UK.
Legal Framework

Data Protection Act 1998

Human Rights Act 1998
5.2
Provider Records
Statement of intent

We keep records for the purpose of maintaining our business. These include:

· Registration records 

· Risk assessments

· Employment records

· Financial records (some kept on school premises, some at owner’s residential address)
Procedures

· All records are the responsibility of Debbie Froud who is registered with the ICO, who ensures they are kept securely

· All records are kept in an orderly way and every effort is made to keep files up-to-date

· Health and safety records are maintained: these include risk assessments, details of checks or inspections etc

· Our Ofsted certificate and Public Liability insurance certificates are displayed

Legal Framework

Data Protection Act 1998

Human Rights Act 1998
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