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Michael’s Family Centre Admissions and Charging policy (EYFS organisation) 
 

Statement of intent 

It is our intention to make our family centre accessible to children and families from all sections of the local 

community.  

Aim 

We aim to ensure that all sections of our community have access to use facilities within the family centre through 

open, fair and clearly communicated procedures. 

Methods 

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

 We ensure that the existence of the family centre is widely advertised in places accessible to all sections of the 

community. 

 We ensure that information about our family centre is accessible - in written and spoken form and, where 

appropriate, in different languages. Where necessary, we will try to provide information in Braille, or through 

signing or an interpreter. 

 We arrange our waiting list on a needs basis to take into account the following: date of birth, vicinity of the 

home, siblings attending /attended the family centre. In addition our policy will take into account the numbers 

of children that we are able to take in each room to allocate spaces to maintain the staff ratios. Note spaces will 

be allocated to families that live in the Nar Children’s Centre area as a priority and then the criteria above will be 

used for those outside of our catchment area). 

 We keep a place vacant, if this is financially viable, to accommodate emergency admission. 

 We describe our family centre and its practices in terms which make it clear that it welcomes both fathers, 

mothers, other relations and other carers, including childminders. 

 We describe our family centre and its practices in terms of how it treats individuals, regardless of their gender, 

special educational needs, disabilities, background, religion, ethnicity or competence in spoken English. 

 We describe our family centre and its practices in terms of how it enables children with disabilities to take part in 

the life of the family centre. 

 We monitor the gender and ethnic background of children joining the group to ensure that no accidental 

discrimination is taking place and we make our equal opportunities policy widely known. 

 We consult with families about the opening times of the family centre to avoid excluding anyone. 

 We are flexible about attendance patterns to accommodate the needs of individual children and families 

whenever possible. 

 Saddlebow Road centre is open from 8.00am – 6.00pm Monday – Friday for 50 weeks per year 
   

 Church Lane centre is open from 8.00am – 6.00pm Monday to Friday school term time. 
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Booking and Charging policy 
 

Opening times 
 

Saddlebow Road centre is open from 8.00am – 6.00pm Monday – Friday for 50 weeks per year. 
Church Lane centre is open from 8:00am – 6.00pm Monday to Friday school term time. 

 

Bookings: 
 

All bookings are based on term time dates (see Norfolk County Council’s calendar).  A separate booking form must 
be completed for all childcare required during the school holidays; note we have a shut-down period over the 
Christmas break and 3 INSET days per year. 
 
For working parents time can be booked to meet parents working hours by completing a booking from – this can be 
either a paper or electronic form which every is more suitable. Once the booking has been confirmed the 
cancellation period is 4 weeks in writing to the centre leader at Saddlebow Road.    
 

Changes to bookings can be requested as long as places are available. There will be no refunds if changes are made 
within the same calendar month and the hours are less as a result of the change.   
 

Charges:  
 

Fees are reviewed periodically to cover any rising costs and/or change in legislation.  Parents will receive the new 
price list in advance of these changes being made. 
 

Fees and times as of 6th September 2021 

Breakfast Club Saddlebow Road/ Church Lane 
8.00am – 9.00am 

Including light breakfast,  
1 hour of care and / or transport to school 

 
£4.15 for the hour 

(Minimum of 1 hour charged) 

Hourly rates for all areas Saddlebow Road  
Tiny Owls: Barn Owls: Snowy Owls and Wise Owls 

8:45am – 6.00pm 
Church Lane:  Tiny Owls, Little Owls and Tawny Owls  

8:45am – 6.00pm 

 
£3.95 after 8:45am 

 
minimum of 1 hour charged 

After School Club  
Saddlebow Road 3.00pm - 6.00pm 

Church Lane 3pm – 6.00pm 
Including snack and collection from school  

 
£3.95 

minimum of 1 hour charged 

Holiday Club (Saddlebow Road) 
(Out of school term time 9am -6pm ) 

 

 booking necessary – minimum of 1 hour charged 
(Note the hour between 8 and 9 am will be charged at £4.00) 

 
 

£3.95 after 9am 

Cooked Lunch only available at Saddlebow Road  
Varying menu –limited places must be booked all booked lunches are 

chargeable 

 
£2.10 

 

Joining Fee:- You will be required to pay a £100.00 joining fee for a full time place for non-funded hours and £50.00 
for a part time place which will be returned to you either when your child leaves or at the point that you no-longer 
are required to pay fees. 
 

All sessions and hours that are booked are chargeable; you will be invoiced for these fees by email at the end of the 
month and payment is due within 10 days.  
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Shift patterns:-  50% of childcare fees will be charged for any unused hours a child does not attend due to 
alternating shift patterns.  
 
Absence for holiday or sickness:- Payment for absence for holiday and sickness will apply as detailed. Sessions that 
are booked and not attended owing to illness will be charged at the normal hourly rate. Holiday in term time will be 
charged unless we have been notified 4 weeks in advance.  
 
If a child is absent for more than four weeks and the centre lead at Saddlebow Road has not been informed as to 
why the child is absent – the place will be cancelled.  Parents will have to inform the centre lead at Saddlebow Road 
in writing to hold a place for longer periods of non-attendance and discuss any payment required or the need to put 
child back onto the waiting list. 
 
Early Years Education Funding places: 

The 15 hour 2, 3 and 4 year old free entitlements or 30 hour funded entitlement will be delivered consistently so 
that all children accessing these entitlements will receive the same high quality and access to provision, regardless 
of whether they opt to pay for additional hours, services, or meals.  

Government funding is intended to be free at point of delivery and cover the cost to deliver 15 or 30 hours a week, 
high quality, flexible childcare only. It is not intended to cover the cost of meals, consumables, additional hours or 
additional services.  A ‘top up’ fee is not charged unless additional hours are attended.  Additional hours and 
services will be charged at the current hourly rate where hours are not funded as Early Education / 30 hour funded 
by the Local Authority. 

Our notice period for Early Education / 30 hour funded places is four weeks. 

 Charges for additional services such as trips will be agreed in advance with families. 

 The following charges apply when taking a free funded entitlement place – 

      Cost of Hot Lunch:        £2.10      (It may be possible to waive or reduce these costs in exceptional circumstances, 
please discuss this with the centre lead).  
 

Note Families are able to supply a packed lunch from home but we are unable to cook or reheat foods. 

Payment:- All families will be issued an invoice monthly unless the balance equals zero.  The invoice will be 
itemised to provide clear and transparent information concerning the charges as agreed in the parent contract.  It 
will allow parents/carers to see that the entitlement is received completely free of charge and understand 
additional fees that have been applied. These invoices will be emailed at the end of each month period and 
payment is required in 10 days payment can be cash, by cheque, direct debit from your account or childcare 

vouchers.  

Detailed receipts will be issued for all cash and cheque payments. 

Overdue Fees: 
 
As a registered charity, we are dependent on the fees paid by the parents – as such prompt payment is essential.  If 
fees are overdue – the following process will be followed: 
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 One month overdue admin staff will contact parent by the most appropriate method i.e. telephone, 

e-mail, text, letter) to advise them that their payment has not been received and they need to make 

a payment.  

 If payment is not received by the end of the 2nd month, a child’s place will be withdrawn for any fee 

paying hours. 

o And Court Action could be taken to recover any outstanding fees  

 
Additional Fees: 
 
If a child is dropped off early or picked up late more than 3 times, an additional fee will be charged at half the hourly 
rate which will need to be paid for at the additional time child is dropped off or collected. 
 
If a child is collected after the centre closes at 6:00 pm without prior notice a late fee of £5 per half hour will be 
charged.  
If a parent regularly collects their child after 6:00 pm, the childcare place will be cancelled. 

 

 
Notice to Cancel: 
 
A full four week notice period is required in writing to cancel all childcare, breakfast or afterschool club.  Out of 
School holiday club ONLY requires one full week notice in writing.   
 
 
Emergency Closure: 
All payments are still due if the centre has to close in an emergency due to unforeseen circumstances for a short 
period of time such as severe weather conditions.  No refund or credits will be made in these situation. In the event 
of closure for more than 2 full days all places will be cancelled and no charges will be made. 
 
Further Guidance: 
 
 Early Education and Childcare Statutory Guidance for Local Authorities - March 2019 

 Early years Entitlements: Operational Guidance for Local Authorities and Providers - April 2019 
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St Michael’s Family Centre settling in policy (EYFS positive relationships) 

 

Statement of intent 

We want children to feel safe, stimulated and happy in the Family Centre 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 the Family Centre. 

 

Aim 

We aim to make the Family Centre 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.  

 

Methods 

 Before a child starts to attend the family centre, we use a variety of ways to provide his/her parents with 

information. These include written and web based information (including our prospectus and policies), displays 

about centre activities, information days and evenings 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 

centre. 

 We offer a home visit by the person who will be the child's key worker, to ensure all relevant information about 

the child can be made known. 

 When a child starts to attend, we work with his/her parents to decide on the best way to help the child to settle 

into the group.  

 We allocate a key worker to each child and his/her family, before she/he starts to attend; whenever possible the 

key worker will welcome and look after the child and his/her parents at the child's first session. 

 We use introductory home visits and the first session at which a child attends to explain and complete with 

his/her parents the child's registration records.  

 Within the first four weeks of starting we discuss and work with the child's parents to create their child's record 

of achievement using Tapestry online learning journal. 

 

Procedure for looked after children 

Looked after children are welcome to register and attend family centre groups and activities, the carer of the child 
will be expected to provide details of the child’s natural parents to enable them to be kept informed of the child 
learning and development as appropriate to the situation. 
 
The child’s key worker will keep a personal learning life story for the child to enable them to have a detailed record 
of their life events whilst in the centre. Photographs and other materials will be used for this purpose. Duplicate 
copies of this record will be available for the child’s natural parent and the child’s carer as appropriate to the 
situation. 
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St Michael’s Family Centre - The non-collection of children policy  
(EYFS welfare requirement on safeguarding and promoting children’s welfare) 

 

Statement of intent 

In the event that an authorised adult at the end of a session/day does not collect a child, the centre puts into 

practice agreed procedures.  These ensure an experienced and qualified practitioner who is known to the child cares 

for the child safely.   

 

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 will be properly cared for. 

 

Procedures 

1. Parents of children starting at the Family Centre are asked to provide specific information which is recorded on 

our Registration Form, including: 

 Home address and telephone number if the parents do not have a telephone, an alternative number must be 

given, perhaps a neighbour's; 

 Place of work, address and telephone number; 

 Mobile telephone number and email address;  

 Names, addresses, telephone numbers of adults who are authorised by the parents to collect their child, for 

example a childminder or grandparent; 

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

 

2. On occasions when parents are aware that they will not be at home or in their usual place of work, please inform 

us so that we can record how they can be contacted in our daily diary. 

 

3. On occasions when parents or the persons normally authorised to collect the child are not able to collect the 

child, we will record the name, and telephone number of the person who will be collecting their child in our daily 

diary.  We agree with parents how the identification of the person who is to collect their child will be verified. 

 

4. Parents are informed that if they are not able to collect the child as planned; they must inform us so that we can 

begin to take back-up procedures. We provide parents with our contact telephone number. We also inform 

parents that in the event that an authorised adult does not collect their children and the staff can no longer 
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supervise the child in our premises we will apply our child protection procedures as set out in our child 

protection policy. 

 

5. If a child is not collected at the end of the session/day, we follow the following procedures: 

 The daily diary is checked for any information about changes to the normal collection routines 

 If no information is available, parents/carers are contacted at home or at work 

 If this is unsuccessful, the adults who are authorised by the parents to collect their child and whose 

telephone numbers are recorded on the Registration Form are contacted 

 All reasonable attempts are made to contact the parents/carers, for example a neighbour is contacted or 

another member of staff visits the child's home 

 The child stays at the centre in the care of two fully-vetted workers until the child is safely collected 

 The child does not leave the premises with anyone other than those named on the Registration Form and in 

the daily diary 

 A full written report of the incident is recorded; and 

Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff. 

 

Lost Children: 
All staff within St. Michaels Family Centre are aware of and follow the procedures for logging children in and out of 

the group.  The children’s security is off paramount importance therefore the following procedure is followed by all 

staff members: 

 

 Children’s attendance is marked in register on arrival by the staff within the base room 

 Total numbers of children present recorded in register  

 Names of any children taken out of the group are recorded on a notice board within base room (office staff 

informed of outing and numbers taken) 

 Head count completed after outdoor play 

 Main door to each base room kept closed at all times  

 Main door kept secure at all times. 

 Garden area secure fire exits secure  

 Departure recorded as child leaves group (staff member in base area responsible for this task) 

If a child were to go missing while in the care of St. Michaels Family Centre the person in charge in conjunction with 

the room leader for the area from which the child had gone missing would immediately: 

 

Instigate a search of the premises / areas of St. Michaels Family Centre without causing undue panic amongst the 
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other children. 

 

 If still unable to locate child, contact the parents and inform them of the situation. 

 

Widen the search to the local and immediate area of St. Michaels Family Centre. 

 

If the child is still not found contact the police to conduct a full and detailed search of the area. 

 

 Staff ratios to be maintained at all times 

 

Incident to be fully recorded in incident log and review of security arrangements to take place. 

 

Once review completed all parties to be informed of review and new procedures.  

 

Please note emergency situations are dealt with immediately and recorded as appropriate. Major accidents are 

reported to chairperson of committee and Insurance Company. 
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St Michael’s Family Centre Behaviour management policy  
 

Statement of intent 

Our family centre believes that children flourish best when they know how they are expected to behave and should 

be free to play and learn without fear of being hurt or unfairly restricted by anyone else.   

Aim 

We aim to provide an environment in which there is acceptable behaviour and where children learn to respect 

themselves, other people and their environment. 

Methods 

 We have a named person who has overall responsibility for issues concerning behaviour. 

 We require the named person to keep her/himself up-to-date with legislation, research, and thinking on 

handling children's behaviour; access relevant sources of expertise on handling children's behaviour; and check 

that all staff have relevant in-service training on handling children's behaviour. We keep a record of staff 

attendance at this training. 

 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 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 the family centre's behaviour policy and the rules for behaviour. 

 We expect all members of the family centre children, parents, staff, volunteers and students to keep to the rules, 

requiring these to be applied consistently. 

 We praise and endorse desirable 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 other people vary between cultures and require staff to be aware 

of and respect parental values and views. 

 When children behave in unacceptable ways, we support and help them to see what was wrong and how to 

cope more appropriately.  

 We never use physical punishment, such as smacking or shaking and 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 (what happened, what action was taken and by whom, and the 

names of witnesses) are brought to the attention of our family centre leader and are recorded in our Incident 

Book. The parent is informed on the same day and asked to signs the Incident Book to indicate that he/she has 

been informed. 
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 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 explanations rather than personal blame. An account of the incident 

and action taken will be recorded in the Incident book. 

 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, which are appropriate to their ages and stages of 

development for example by distraction, discussion or by withdrawing the child from the situation. 

 We always work in partnership with children's parents, providing regularly information about their children's 

behaviour. We work with parents to address recurring unacceptable behaviour, using objective observation 

records to help us to understand the cause and to decide jointly how to respond appropriately. 

Bullying: 

Bullying involves the persistent physical or verbal abuse of another child or children. We take bullying very seriously. 

If a child bullies another child or children: 

 We intervene to stop the child harming the other child or children;  

 We explain to the child doing the bullying why her/his behaviour is inappropriate and unacceptable; 

 We give reassurance to the child or children who have been bullied; 

 We help the child who has done the bullying to say sorry for her/his actions; 

 We make sure that children who bully receive praise when they display acceptable behaviour; 

 We do not label children; 

 When children bully, we discuss what has happened with their parents and work out with them a plan for 

handling the child's behaviour; and 

 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.  

E-Bullying: 

Children are given age appropriate information on the risk associated with the use of electronic forms of 

communication for example mobile phones, tablets, computers and other forms of IT devices to try to prevent E-

bullying.  

In situation whereby the bullying takes place using electronic forms and devices for example text messages or using 

social media sites to post or send threating messages then we will in the first instance work with the child and parent 

doing the bullying to educate them to the hurt and harm this may cause to prevent any further occurrences and help 

them behaviour in a more appropriate manner; note should this continue we will seek advice from the police. For 

the child that has been bullied in this manner we will work with them to support and help them to understand what 

action can be taken to protect themselves in the future; for extreme situations whereby self-esteem and well-being 

has been negatively impacted referrals for additional support services may made. 
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Code of behavioural conduct  
Children / staff attending  
St Michael’s Family Centre 
 
 
The following behaviour is expected from all children and staff 

within the family centre. 
 
   Respect for the views of others. 
 
   Talking quietly and calmly at all times. 
 
   Take responsibility for own actions. 
 
   Sharing of all equipment and toys. 
 
  Clearing away toys/equipment when finished using them. 
 
  Following accepted 'norms' of the group. 
 
  Use all ICT respectfully and sensibly 
 
  Treat others as you would like to be treated 
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St Michael’s Family Centre Confidentiality policy / data protection procedures (EYFS statutory framework) 
 

Statement of intent  

It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high 

quality care and education. 

Aim  

We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to 

enhance the welfare of their children. 

 

Methods 

To ensure that all those using and working in the Family Centre can do so with confidence, we respect confidentiality 

in the following ways. 

 

 Parents have ready access to the files and records of their own children but do not have access to information 

about any other child. 

 Staff will not discuss personal information given by parents with other members of staff, except where it affects 

planning for the child's needs. Staff induction includes an awareness of the importance of confidentiality in the 

role of the key worker. 

 Any concerns/evidence relating to a child's personal safety are kept in a secure, confidential file and are 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 file whilst remaining as 

accessible as possible. 

 Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly 

involved with making personnel decisions. 

 Students on recognised qualifications and training, when they are observing in the Family Centre are advised of 

our confidentiality policy and required to respect it. 

 

Data protection procedures: 

All personal information held on children and families is stored in keeping with the requirements of the Data 

Protection Act (GDPR) 2018 and in a secure place with only those that are authorised to access the information 

having access. 

All personal detail records are kept for 3 years after the child or family has had contact or services from the centre 

and then disposed of by shredding or incineration (note the protocols related to Record Keeping in the Child 

Protection and  Safeguarding Policy also apply). 

Information stored on IT based facilities are pass-word protected and only accessed by those authorised to do so –

such records are deleted 3 years after the last attendance date of the child. 
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Financial information is retained for 7 years in secure files and then shredded or incinerated 

 

Accident reports are retained for 21 years in secure files and then shredded or incinerated 

 

Complaint logs are kept for 3 years after the complaint date in a secure place and then shredded or incinerated (EYFS 

Statutory guidance) 

 

All mobile telephones are stored in a secure locker away from the children throughout the time the adult is in the 

centre.  

 

Staff files are retained for 3 year’s after the staff member has left and then the details of the staff name / address 

with start and end date of employment are entered onto a data base plus any disciplinary investigation and 

outcomes. 

 

Staff are provide details on the use of Social networking sites to include the need to maintain a professional code of 

conduct which includes not discussing any issues related to work / children / families on such site – disciplinary 

action will be taken for any misuse of such sites. 

 

All the undertakings above are subject to the commitment of the family centre, which is to the safety and well-being 
of the child/ family and staff members.  
 

 

 

Please see also refer to our policy on: complaints/e-safety/safeguarding children/child protection/social networking/ 

standards of behaviour expected from staff/whistle-blowing. 
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St Michael’s Family Centre Privacy Notice  
(How we use parents/carers and children’s information) 

All information that we collect is necessary to meet our contractual and legal requirements as an Early 
Years Setting, from Ofsted, Local Authorities and the EYFS. 

 
The categories of information that we collect, hold and share include:  
• Personal information (such as name, date of birth and address) 
 • Characteristics (such as ethnicity, language, nationality, country of birth and funding eligibility) for 
children  
• Attendance information (such as sessions attended, number of absences and absence reasons) for 
children  
• Relevant Medical information for children  
• Special Educational Needs information for children  
• Assessment information for children  
• Bank details for adults  
• Proof of identity for adults  
• Birth certificates for funding for children  
• Details of any accidents / incidents / existing injuries  
• Relevant documentation for child protection and safeguarding concerns  
• Funding information and details  
 
Why we collect and use this information  
We use the data:  
• to support children’s learning  
• to monitor and report on their progress  
• to provide appropriate pastoral care  
• to assess the quality of our services  
• to comply with the law regarding data sharing  
• to comply with the requirements of the EYFS and Ofsted  
• to ensure children are eligible for funding  
• to process nursery fees  
• to ensure children’s health, safety and wellbeing  
 
The lawful basis on which we use this information  
We collect and use child information under the Statutory Framework for the Early Years Foundation Stage 
(given legal force by the Childcare Act 2006), The Limitation Act 1980.  
 
By completing and signing the St Michael’s Family Centre Admission/registration form you are giving 
consent for us to process yours and your child’s personal data for the specific purposes of being part of the 
family centre. The processing of the information you have provided about yourself and your child is 
necessary for the contract you have completed in the admission/registration form. We have a legal 
obligation to process the information provided to comply with the law.  
 
Collecting Children’s Information: 
Whilst the majority of children’s information you provide to us is mandatory, some of it is provided to us 
on a voluntary basis. In order to comply with the General Data Protection Regulation, we will inform you 
whether you are required to provide certain information to us or if you have a choice in this.  
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Storing children’s data: 
We hold children’s data such as their registration and attendance details, for 1 year after the child’s last 
attendance, accidents and incident records until each child has reached the age of 21.  
Learning and assessment for the children is stored for up to three months after the child has left the 
setting, then removed from electronic storage.  
Parents are able to download or print this themselves at any point up until this time.  
 
Who we share children’s information with: 
We routinely share child information with:  
• Department for Education (DfE)  
• Schools or other settings that the children attend after leaving us 
• Our local authority  
• Ofsted  
• Health Visitors  
• Social Workers  
• Inclusion teams, SEN panels, funding etc  
• Local Children’s safeguarding boards / LADO  
• Other providers that a child attends 
• Multi agency professionals working with individual children   
 
Why we share child information 
We do not share information about children with anyone without consent unless the law unless we are 
obliged to as part of a lawful process/investigation. Decisions on whether DfE releases this personal data to 
third parties are subject to a robust approval process and are based on a detailed assessment of who is 
requesting the data, the purpose for which it is required, the level and sensitivity of the data requested 
and the arrangements in place to store and handle the data. To be granted access to child level data, 
requestors must comply with strict terms and conditions covering the confidentiality and handling of data, 
security arrangements and retention and use of the data.  
For more on information on how this sharing process works, please visit 
http://www.gov.uk/guidance/national-pupildatabase-apply-for-a-data-extract.  
For information on which third party organisations (and for which project) child level data has been 
provided to, please visit https://www.gov.uk/government/publications/national-pupildatabase-requests-
recieved.  
 
If you require more information about how we and/or the DfE use this information please visit DfE’s 
website https://www.gov.uk/data-protection-how-we-collect-and-share-researchdata or email us at 
office@stmichaelsfamilycentre.co.uk 
Requesting access to your personal data Under data protection legislation, parents and children have the 
right to request access to information about them that we hold. 
To make a request for your personal information, or be given access to your child’s educational record, 
contact our Company Compliance Officer at office@stmichaelsfamilycentre.co.uk  
 
You also have the right to:  
• object to processing of personal data that is likely to cause, or is causing, damage or distress  
• prevent processing for the purpose of direct marketing  
• object to decisions being taken by automated means  

mailto:office@stmichaelsfamilycentre.co.uk
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• in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and  
• claim compensation for damages caused by a breach of the Data Protection regulations  
If you have a concern about the way we are collecting or using your personal data, we request that you 
raise your concern with us in the first instance at office@stmichaelsfamilycentre.co.uk 
Alternatively, you can contact the Information Commissioner’s Office at https://ico.org.uk/concerns/  
Contact:  If you would like to discuss any of the content in this privacy notice please email: 
office@stmichaelsfamilycentre.co.uk  
 

 

  

https://ico.org.uk/concerns/
mailto:office@stmichaelsfamilycentre.co.uk
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St Michael’s Family Centre Complaints procedure  

 

Statement of intent 

Within the Family centre we believe that children and parents are entitled to expect courtesy and prompt, careful 

attention to their needs and wishes. We welcome suggestions on how to improve our services and will give prompt 

and serious attention to any concerns about the running of the centre. We anticipate that most concerns will be 

resolved quickly by an informal approach to the appropriate member of staff. If this does not achieve the desired 

result, we have a set of procedures for dealing with concerns. 

Aim 

We aim to bring all concerns about the running of our centre to a satisfactory conclusion for all of the parties 
involved. 

Methods 

To achieve this, we operate the following complaint procedure. 

How to complain 

Stage 1 

 Any parent who is uneasy about an aspect of the centre provision talks over, first of all, his/her worries and 

anxieties with the EYP in the relevant centre or the centre leader.  

Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to Stage 2 of the 

procedure by putting the concerns or complaint in writing to the Family centre leader and the chair of the 

management committee.  

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

Stage 3 

 The parent requests a meeting with the family centre leader and the chair of the management committee. Both 

the parent and the centre lead can have a friend or partner present if required. An agreed written record of the 

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

 This signed record signifies that the procedure has concluded. 

Stage 4 

 If at the Stage 3 meeting the parent and ‘the family centre’ cannot reach agreement, an external mediator is 

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

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

suggest further ways in which it might be resolved. 

 Staff or volunteers within the Pre-School Learning Alliance or Early Years Network are appropriate persons to be 

invited to act as mediators. 



St Michael’s Family Centre Policies and Procedures 

 

 
 
Policy document reviewed September 2021                                                        Next review date September 2022        
 

19 

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

(centre manager and chair of the management committee) and the parent, if this is decided to be helpful. The 

mediator keeps an agreed written record of any meetings that are held and of any advice s/he gives. 

Stage 5  

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

manager and the chair of the management committee is held.  

The purpose of this meeting is to reach a decision on the action to be taken to deal with the complaint. The 

mediator's advice is used to reach this conclusion. The mediator is present at the meeting if all parties think this 

will help a decision to be reached. 

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

meeting signs the record and receives a copy of it.  This signed record signifies that the procedure has concluded. 

 

The role of the Office for Standards in Education, Early Years Directorate (OfSTED) and the Local Safe Guarding 

Children Board. 

 

Parents may approach OfSTED directly at any stage of this complaint procedure. In addition, where there seems to 

be a possible breach of our registration requirements, it is essential to involve OfSTED as the registering and 

inspection body with a duty to ensure the National Standards for Day Care is adhered to.  

The address and telephone number of our OfSTED centre are:  

OfSTED: Application Regulatory and Contact (ARC) team OfSTED, Piccadilly Gate, Store Street, Manchester, M1 2WD 

Telephone number: 0300 123 1231. These details are displayed on our family centre parent notice board. 

If a child appears to be at risk, our centre follows the procedures of the Local safeguarding Children Board. In these 

cases, both the parent and centre manager are informed and the centre manager works with OfSTED or the Local 

Safe-guarding Children Board to ensure a proper investigation of the complaint followed by appropriate action. 

Records 

A record of complaints against our Family centre and/or the children and/or the adults working in the Family centre 

is kept, including the date, the circumstances of the complaint and how the complaint was managed. 
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St Michael’s Family Centre Equality and diversity policy 
 

Statement of intent 

Our family centre is committed to providing equality of opportunity and anti-discriminatory practice for all children 

and families. 

 

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 of the activities of the family centre 

 We have a named ENCO  and SENCO who is suitability trained in this area 

 

The legal framework for this policy is: 

 Race Relations Act 1976 

 Race Relations Amendment Act 2000 

 Sex Discrimination Act 1986 

 Children Act 1989 /2003/ Children and Families Act  2014 

 Special Educational Needs and Disability Act 2014 

 Single Equality Act 2010 

 

Methods 

Admissions 

Our family centre is open to all members of the community. 

 We advertise our service widely. 

 We reflect the diversity of members of our society in our publicity and promotional materials. 

 We provide information in clear, concise language, whether in spoken or written form. 

 We provide information in as many languages as possible. 

 We base our admissions policy on a fair system of need age and geographical location. 

 We do not discriminate against a child with a disability or refuse a child entry to our family centre because of any 

disability. 

 We ensure that all parents are made aware of our equal opportunities policy. 
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 We develop an action plan to ensure that people with disabilities can participate successfully in the services 

offered by the family centre and in the curriculum offered. 

 

Employment  

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

 The applicant who best meets the criteria is offered the post, subject to references and checks by the DBS. This 

ensures fairness in the selection process. All job descriptions include a commitment to equality and 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 and volunteers to enable them to develop practices, which enable all 

children to flourish.  

 We review our practices to ensure that we are fully implementing our policy for equality and diversity. 

Curriculum 

The curriculum offered in the family centre encourages children to develop positive attitudes to people who are 

different from them. 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; 

 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; and 

 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. 
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 We encourage children to contribute stories of their everyday life into the family centre. 

 We encourage parents/carers to take part in the life of the family centre and to contribute fully. 

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

offer. 

 We offer a flexible payment system for families of differing means. 

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 among them. 

Meetings 

 Meetings are arranged to ensure that all families who wish to may be involved in the running of the family 

centre. 

 Information about meetings is communicated in a variety of ways written verbal and in translation to ensure 

that all parents have information about access to the meetings. 
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St Michael’s Family Centre Special Educational Needs/Disability policy  
(EYFS welfare requirement promoting children’s welfare) 

 

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 2014 Special Educational Needs and Disability Code of Practice. 

 We include all children in our provision.  

 We provide practitioners to help support parents and children with special educational needs and disabilities 

(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.  

 

Methods  

 We designate a member of staff to be Special Educational Needs Co-ordinator (SENCO) and give his/her name to 

parents.  

 We provide a statement showing how we provide for children with SEND.  

 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 ensures 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 independent 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 and request assessment for Education Health and Care plans as needed.  

 We provide a broad and balanced curriculum for all children with SEND. 

 We provide a differentiated curriculum to meet individual needs and abilities. 

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

(previously IEP’s) for children with SEND. 
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 We ensure that children with SEND are appropriately involved at all stages of the graduated response, taking 

into account their levels of ability.  

 We use a system for keeping records of the assessment, planning, provision and review for children with SEND. 

 We provide resources (human and financial) 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 practitioners and volunteers. 

 We raise awareness of any specialism the setting has to offer, e.g. Makaton trained staff.  

 We ensure the effectiveness of our SEND provision by collecting information from a range of sources e.g. 

Support plan reviews, staff and management meetings, parental and external agencies views, inspections and 

complaints. This information is collated, evaluated and reviewed annually.  

 We provide a complaints procedure. 

 We monitor and review our policy annually. 
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St Michael’s Family Centre Equipment and resources policy  
(EYFS Suitable premises, environment and resources) 

 

Statement of intent 

We believe that high quality care and education is promoted by providing children with safe, clean, attractive, age 

and stage appropriate resources, toys and equipment.  

 

Aim 

We aim to provide children with resources and equipment, which help to consolidate and extend their knowledge, 

skills, interests and aptitudes. 

 

Methods 

In order to achieve this aim: 

 

We provide play equipment and resources, which are safe and where applicable conform to the BSEN safety 

standards or Toys (Safety) Regulation (1995) 

 We provide a sufficient quantity of equipment and resources for the number of children 

 We provide resources which promote all areas of children's learning and development, which may be child- or 

adult-led 

 We select books, equipment and resources which promote positive images of people of all races, cultures and 

abilities, are non-discriminatory and avoid racial and gender stereotyping 

 We provide play equipment and resources which promote continuity and progression, provide sufficient 

challenge and meet the needs and interests of all children 

 We provide made, natural and recycled materials which are clean, in good condition and safe for the children to 

use 

 We provide furniture which is suitable for children and furniture which is suitable for adults 

 We store and display resources and equipment where children can independently choose and select them 

 We check all resources and equipment regularly, as they are set out at the beginning of each session and put 

away at the end of each session. We repair and clean, or replace any unsafe, worn out, dirty or damaged 

equipment 

 We keep an inventory of resources and equipment which records the date on which each item was purchased 

and the price paid for it 

 We use the inventory to review the balance of resources and equipment so that they can support a range of 

activities across all areas of play, learning and development; and record the dates and results of checking the 

resources and equipment 



St Michael’s Family Centre Policies and Procedures 

 

 
 
Policy document reviewed September 2021                                                        Next review date September 2022        
 

26 

 We provide adequate insurance cover for the resources and equipment 

 We use the local library and toy library to introduce new books and a variety of resources to support children's 

interests 

 We plan the provision of activities and appropriate resources so that a balance of familiar equipment and 

resources and new exciting challenges is offered  
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St Michael’s Family Centre Food and drink policy (EYFS welfare  
requirement promoting children’s welfare) 
 

Statement of intent 

This family centre regards snack and meal times as an important part of the normal session/day. Eating represents a 

social time for children and adults and helps children to learn about healthy eating. 

 

Aim 

At snack and meal times, we aim to provide nutritious food, which meets the children's individual dietary needs. We 

aim to meet the full requirements of EYFS / OfSTED requirements on Food and Drink. 

 

Methods 

 Before a child starts to attend the Family centre, we find out from parents the children's dietary needs, including 

any allergies. 

 We record information about each child's dietary needs in her/his registration record and parents sign the 

record to signify that it is correct. 

 We regularly consult with parents to ensure that our records of their children's dietary needs including any 

allergies are up-to-date. Parents sign the up-dated record to signify that it is correct. 

 We display current information about individual children's dietary needs so that all staff and volunteers are fully 

informed about them. 

 We implement systems to ensure that children receive only food and drink, which is consistent with their dietary 

needs and their parents' wishes. 

 We provide on request information about the ingredients of food provided to prevent allergies in keeping with 

current guidelines (Food Information Regulation 2014) 

 We plan menus in advance, involving children and parents in the planning (Note for those having a cooked lunch 

a menu is available which is produced by Chartwell). 

 We display the menus of meals/snacks for the information of parents. 

 We provide nutritious food in keeping with the government healthy eating guidelines at all meals and snacks, 

avoiding large quantities of fat, sugar and salt and artificial additives, preservatives and colourings. 

 We include the following elements in meals which are offered: 

Protein for growth; and essential minerals and vitamins in raw foods, salads and fruits. 

 We include foods from the diet of each of the children's cultural backgrounds, providing children with familiar 

foods and introducing them to new ones. 
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 Through discussion with parents and research reading and training events by staff, we obtain information about 

the dietary rules for the children to include: religion, culture vegetarian, vegan and food allergies. We take 

account of this information in the provision of food and drinks. 

 We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use a child's diet or 

allergy as a label for the child or make a child feel singled out because of her/his diet or allergy, (note details of 

all diet requirement are recorded and displayed). 

 We organise meal and snack times so that they are social occasions in which children and staff participate. 

 We use meal and snack times to help children to develop independence through making choices, serving food 

and drink and feeding themselves. 

 We provide children with utensils which are appropriate for their ages and stages of development and which 

take account of the eating practices in their cultures. 

 We have fresh drinking water constantly available for the children. We inform the children about how to obtain 

the water and that they can ask for water at any time during the session/day.  

 In accordance with parents' wishes, we offer children arriving early in the morning and/or staying late an 

appropriate meal or snack. 

 We inform parents who provide food for their children about the storage facilities available in the family centre 

(note all food preparation areas are cleaned and checked daily which is monitored by the local environmental 

health authority).  

 We give parents who provide food for their children information about suitable containers or food in keeping 

with government guidelines on healthy eating.  

 We have rules about children sharing and swapping their food with one another in order to protect children with 

food allergies. 

 For children who drink milk, we provide semi skimmed pasteurised milk. 

 For each child under two, we provide parents with daily written information about feeding routines, intake and 

preferences. 

 We ensure that all people involved in the preparation of food are suitably trained and have completed basic 

food hygiene certificates. 

 We use safe food handling methods when preparing food and drinks and the kitchen is registered with the local 

authority environmental health department 

 OFSTED and the LA environmental health department are notified of any food poisoning affecting 4 or more 

children looked after on the premises within 48 hours of the outbreak of food poisoning. 
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St Michael’s Family Centre Health and safety policy  
(EYFS welfare requirement on premises and security) 
 

Statement of intent 

This Family Centre believes that the health and safety of children is of paramount importance. We make our centre a 

safe and healthy place for children, parents, staff and volunteers. 

 

Aim 

We aim to make children, parents and staff 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. 

 

Methods 

The health and safety officer is Jeanette Nowrung / Louise Harris; they monitor health and safety issues within the 

centre. They are competent to carry out these responsibilities and have undertaken health and safety training and 

regularly update their knowledge and understanding. We display the ‘HSE health and safety poster’ in the main 

entrance at Saddlebow Road and the office area at Church Lane 

 

Risk assessment 

The risk assessment process includes: 

 Checking for hazards and risks indoors and outside, and in activities and procedures, this assessment covers 

adults and children 

 Deciding which areas need attention 

 Developing an action plan, which specifies the action required, the time scales for action, the person responsible 

for the action and any funding required 

 

We maintain health and safety checks: 

 Daily before the session begins and on an ongoing basis with annual full risk assessment which is recorded.  

 

Insurance Cover 

We have public liability insurance and employers' liability insurance. The certificate is displayed in main entrance at 

Saddlebow Road and Church Lane. 

 

Awareness raising 

 Our induction training for staff and volunteers includes a clear explanation of health and safety issues so that all 

adults are able to adhere to our policy and understand their shared responsibility for health and safety.  The 
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induction training covers matters of employee well-being, including safe lifting and the storage of potentially 

dangerous substances. 

 Records are kept of these induction training sessions and new staff and volunteers are asked to sign the records 

to confirm that they have taken part. 

 Health and safety issues are explained to the parents of new children so that they understand the part they play 

in the daily life of the Family Centre. 

 As necessary, health and safety training is included in the annual training plans of staff and health and safety is 

discussed regularly at staff meetings. 

 We have a no smoking policy in line with government guidelines.  This means that all staff, parents and other 

visitors will not be allowed to smoke on the premises of the Family Centre including vehicles used to transport 

children.  Posters are displayed in all public areas of the Family Centre including vehicles used to transport 

children.  

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

 

Children's safety 

 Only persons who have been checked for criminal records by an enhanced disclosure from the DBS service and 

are vetted in keeping with the EYFS /  OfSTED as fit persons have unsupervised access to the children, including 

helping them with toileting.  

 Adults do not normally supervise children on their own. 

 Adults supervise all children at all times. 

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

 

Security 

 Systems are in place for the safe arrival and departure of children. The times of the children's arrivals and 

departures are recorded within daily registers. 

 The arrival and departure times of all adults’ staff, volunteers and visitors are recorded either within the daily 

register or the visitor’s book. 

 Security cameras and checking of all people arriving at the family centre prevents unauthorised access to our 

premises. 

 Security cameras and register systems prevent children from leaving our premises unnoticed. 

 The personal possessions of staff and volunteers are securely stored during sessions. 

 

Windows 

 Low-level windows are made from materials, which prevent accidental breakage or are made safe. 
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 Windows are protected from accidental breakage or vandalism from people outside the building. 

 

Doors 

We take precautions to prevent children's fingers from being trapped in doors by having ‘finger traps’ fitted to all 

doors. 

 

Floors 

All surfaces are checked daily to ensure they are clean and not uneven or damaged. 

 

Kitchen 

 Children do not have unsupervised access to the kitchen. 

 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. 

 When children take part in cooking activities, they are supervised at all times; kept away from hot surfaces and 

hot water; and do not have unsupervised access to electrical equipment. 

 The kitchen is inspected by the environmental health officer and follows the safer food guidelines 

 

Electrical/gas equipment 

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

 Our boiler/electrical switch gear/meter cupboard is not accessible to the children. 

 Electric sockets, wire, 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 is adequate in all areas including storage 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 

 Our outdoor area is securely enclosed with the sensory garden fenced. 

 Our outdoor area 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. 

 Where water can form a pool on equipment, it is emptied before children start playing outside. 
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 All outdoor activities are supervised at all times. 

 

Hygiene 

 We regularly seek information from the Environmental Health Department and the Health Authority to ensure 

that we keep up-to-date with the latest recommendations. 

 Our daily routines encourage the children to learn about personal hygiene. 

 We have a daily cleaning routine for the family centre, which includes play room(s), kitchen, rest area, toilets and 

nappy changing areas. 

 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 between activities 

- Checking toilets regularly 

- Wearing protective clothing such as aprons and disposable gloves as appropriate 

- Providing sets of clean clothes in the event of soiling 

- Providing tissues and wipes for noses  and other tasks 

- Having colour codes cloths for routine cleaning tasks 

 

Activities 

 Before purchase or loan, equipment and resources are checked to ensure that they are safe for the ages and 

stages of the children currently attending the family centre.  

 The layout of play 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 are repaired or discarded. 

 All materials including paint and glue are non-toxic. 

 Sand is clean and suitable for children's play. 

 Physical play is constantly supervised. 

 Children are taught to handle and store tools safely. 

 Children who are sleeping are checked regularly and a record of checks maintained. 

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

follow.  
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Food and drink 

 Staff who prepare and handle food receive appropriate training, understand, and comply with food safety and 

hygiene regulations. 

 All food and drink is stored appropriately in keeping with the local authority environmental health guidelines. 

 Adults do not carry hot drinks through the play area(s) and do not place hot drinks within reach of children. No 

hot drinks are consumed in areas where children are playing. 

 Snack and meal times are appropriately supervised and children do not walk about with food and drinks. 

 Fresh drinking water is available to the children at all times. 

 We operate systems to ensure that children do not have access to food/drinks to which they are allergic. 

 

Outings, visits and school transportation 

 We have agreed procedures for the safe conduct of outings. 

 Procedures to be followed on outings are contained within our operational plan. 

 A risk assessment is carried out and recorded before an outing takes place. 

 Parents always sign consent forms before major outings. 

 Our adult to child ratio is high, normally one adult to two- four children. 

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

children. 

 Records are kept of the vehicles used to transport children, with named drivers and appropriate insurance cover, 

up to date MOT’s and driver details logged. 

 

For those children remaining at centre, the adult to child ratio conforms to the requirements of the EYFS National 

Standards for Day Care. 

Animals  

 Animals visiting the family centre are free from disease, safe to be with children and do not pose a health risk. 

 Our pets are free from disease, safe to be with children and do not pose a health risk. 

 

Fire safety 

 Fire Risk Assessment is completed on an Annual basis in line with HSE Fire Risk Assessment guidelines. 

 Fire doors are clearly marked, never obstructed and easily opened from inside. 

 Smoke detectors/alarms and firefighting appliances conform to BSEN standards, are fitted in appropriate high-

risk areas of the building and are checked as specified by the manufacturer. 

 Our emergency evacuation procedures are approved by the Fire Safety Officer and are: 
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- Clearly displayed in the premises 

- Explained to new members of staff, volunteers and parents; and 

- Practised regularly at least once every six weeks. 

 Records are kept of fire drills and the servicing of fire safety equipment. 

 

First aid and medication 

All staff in each area have a current first aid training certificate (relevant to infants and young children) is on the 

premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young 

children in keeping with the EYFS guidance. 

Our first aid kit: 

 Is available in each room and area of the Family Centre including vehicles used to transport children. 

 Complies with the Health and Safety (First Aid) Regulations 

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

 Is easily accessible to adults  

 Is kept out of the reach of children 

 

Medication: 

Only prescribed medication will be given or administered to children using the following guidelines: 

 At the time of admission to the family centre, parents' written permission for emergency medical advice or 

treatment is sought. Parents sign and date their written approval and all medication is stored in its original 

container with the child’s name on it the locked medication cupboard in the staff room or other appropriate 

place. 

 Children's prescribed drugs are stored in their original containers, which should be clearly labelled and stored 

inaccessible to the children in a locked medicine cupboard which is in the staff room of the Family Centre 

Saddlebow Road and the office at Church Lane. 

 The administration is recorded accurately and parents sign the record book to acknowledge the 

administration of a medicine. 

 Note medication will not be given to any child within the first 24 hours of the medication being prescribed 

and as such children should be at home for this period of time. 

 If the administration of prescribed medication requires medical knowledge, then individual training would be 

provided for the relevant member of staff by a health professional. 

 Note: staff that require regular medication for example inhalers  will be stored in the medication cabinet in 

the original storage container labelled with the staff members name date and details of when and how to 

administer.   
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Our Accident Book: 

 Is available in each area and kept safely and accessibly in accordance to protect Data Protection. 

 All staff and volunteers know where they are kept and how to complete them; 

 Are reviewed at least half-termly to identify any potential or actual hazards. 

 

The requirements of the EYFS are maintained regarding the notification of any injury requiring treatment by a 

General Practitioner or hospital with 48 hours of the injury occurring within the centre, or the death of a child or 

adult resulting from an injury within the centre. 

 

Any injury requiring General Practitioner or hospital treatment to a child, parent, volunteer or visitor within 48 hours 

of the injury occurring 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 General Practitioner or hospital  within 48 hours of 

the injury occurring (note this is recorded in a separate first aid book and kept secure) 

 Any dangerous occurrences (i.e. an event which does not cause an accident but could have done). 

Sickness 

Our policy for the exclusion of ill or infectious children is discussed with parents.  This includes procedures for 

contacting parents - or other authorised adults - if a child becomes ill during a session or day in the family centre. We 

will contact the parent or other authorised adult to collect the child in the event of illness (note sick children should 

remain at home until clinically fit to return to the group in keeping with the AHA guidelines copies which are on 

display within the family centre).  

 

In keeping with EYFS and best practice OfSTED is notified of any infectious diseases, which a qualified medical person 

considers notifiable. 

 

Safety of adults 

 Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of 

equipment. 

 When adults need to reach up to store equipment or to 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. 
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 The sickness of staff and their involvement in accidents is recorded.  The records are reviewed termly to identify 

any issues, which need to be addressed.  

Severe Weather 

Our policy in the event of the family centre needing to close due to severe weather or for other safety reasons is as 

followed: 

 The centre leader will contact the EYP and they will set up a system to contact the whole staff team, volunteers 

and students. 

 The centre leader will contact the parents by telephone of the closure of the family centre, details will also be 

provided to allow parents to clarify when the group will re-open 

 The centre leader will inform Norfolk County Council and have an announcement put on the local radio of the 

closure and it will also be displayed on the County website. 

 The local schools will be notified of the closure 

Records 

In accordance with the EYFS National Standards, we keep records of: 

 Adults authorised to collect children from the centre 

 The names, addresses and telephone numbers of emergency contacts in case of children's illness or accident 

 The allergies, dietary requirements and illnesses of individual children 

 The times of attendance of children, staff, volunteers and visitors 

 Accidents 

 Incidents 

Intruder Policy and Procedure 

The Family Centre takes its responsibility for the safety and well-being of all children, families and visitors seriously 

therefore the following measures are in place to protect and ensure continued safety. 

 Security cameras monitor and record the main entrance and other areas and a swipe card system is used.  

 Parents and visitors are required to ring the doorbell for admittance only key staff will open the door and admit.   

 Visitors are expected to make an appointment.  On arrival they are requested to prove who they are and sign the 

visitor book.  Visitors will not be allowed unsupervised access to children or areas.   

 We have details of persons authorised to collect all children and any changes, must be notified staff will check 

authenticity of the alternative person collecting the child.   

 In the unlikely event of an unauthorised person gaining access to the Family Centre, staff will challenge the 

person and if need be contact the police.   

In addition, the following policies and documentation in relation to health and safety are in place. 
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EYFS Welfare requirement Safety 

 Risk assessment.     Record of visitors. 

 Fire safety procedures.    Fire safety records and certificates. 

 Operational procedures for outings.   Vehicle records including insurance. 

 List of named drivers. 

EYFS Welfare requirement Health 

 Administration of medication.  

 Prior parental consent to administer medicine. 

 Record of the administration of medicines. 

 Prior parental consent for emergency treatment. 

 Accident record. 

 Sick children. 

 No smoking. 

Useful contact numbers 

KLFM 01553 772777     Greyfriars Primary School 01553 773087   

 Whitefriars Primary School 01553 761001   St Michael’s’ Primary School 01553 772420 

Norfolk County Council 0344 800 8001  

St Michaels Family Centre -Church Lane 01553 775300 Saddlebow Road 01553 770439 

 

Procedure for sun protection / Use of Sun-cream during the summer months 

 
Parent responsibilities:  
 

Children to wear T-shirt or other clothing item to cover neck and shoulders 

Parent to provide a suitable sun hat 

Parent to apply sun cream as their child arrives at the centre for all Sessional hourly children 

Parent to provide sun cream labelled with the child’s name for children attending full day care. 

 
Staff responsibilities: 
 

Put up notice to remind parents of sun guidelines and protocols 

Sun shade to be provided in the garden areas by the use of sun parasols  

Children will only play in the garden in the shade and if wearing appropriate clothing and sun cream 

Staff will follow the government guidelines on sun exposure and children will not be exposed to excessive periods of 

sun during the hours of 11am to 3pm. 
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Staff will only apply sun cream for those children in full day-care with informed parental consent using the cream 

provided by parent, which must be in original container and labelled with the child’s name. 

Staff will not apply sun cream for children in Sessional care - it is the responsibility of the parent to apply sun cream 

(should not need to be re-applied during the session) 
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St Michael’s Family Centre Lone working protocols  
 
These protocols and guidance set out the measures in place to ensure that all lone work completed on 
behalf of the family centre can be completed in a safe and responsible manner. 
 
These are examples of lone worker situations: 
 

Visiting families within the home situation 
Providing support for outside activities (garden) 
Providing support for activities in the Kitchen 
Providing support for activities within the main school hall or another area 
Transporting children to and from school 
 
To ensure that all activities are safe to be carried out by a lone worker, the following controls and 
measures are in place and must be followed at all times: 
 
a) Information, Instruction and Training 

 
Lone workers will be expected to seek guidance on what can and can't be done while working alone 
and action will be taken to ensure employees are competent to deal with foreseeable circumstances 
that are new, unusual or beyond the scope of their instruction or training.  
 
For example: 
 

- When to stop work, or withdraw from a situation and seek advice from a supervisor. 
 
- How to handle serve accidents  
 
b) Supervision 
 

Although lone workers cannot be subject to constant supervision, supervision will be provided to help 
to ensure that employees understand the risks associated with their work.  Supervisors will also 
provide guidance in situations of uncertainty. 

 
The extent of supervision provided will depend on the risks involved and the ability of the lone worker.  
For example, employees new to a job or activity may need to be accompanied at first.  The higher the 
risk, the greater the level of supervision will be provided. 

 
 
c) Tracking Lone Workers:  
 

In all but the lowest risk lone working situations, the following procedures will be put in place to track 
lone workers.  
 

 Lone workers will leave an itinerary of visits, routes to be taken, etc.  For example, on an in-and-out 
board or in the daily diary at their base. 
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 Lone workers will ensure they have a fully charged mobile telephone with them and will ensure that 
they notify ‘base’ on arrival if they are to stay off site and maintain regular contact, or 'checking-in' by 
phone. 

 

 Lone workers will operate a 'Buddy systems' - where a member of a team is nominated as a guaranteed 
point of contact for another lone worker within the team. 

 

 Checks by the manager, or another delegated person, to ensure that a lone worker has returned to 
their base or home will be completed 

 

 Supervisors will periodically be visiting and observing people working alone. 
 
Out-of-Hours Lone Working 
 

Special consideration will be given to lone work that is undertaken out-of-hours, and tracking systems 
appropriate for the situation will be operated this may include the staff member having home telephone 
contact. 

 
Identifying Lone Working Tasks and Activities and assessing risk 

 
The first stage in the risk assessment process is to identify known and foreseeable lone working tasks and 
activities. 
 
It is recognised that the hazards presented by a particular lone working task may vary, e.g. meeting 
members of the public compared to meeting members of the public with a known history of violence.  The 
factors that could make a task more hazardous should be identified when listing lone working activities 
(e.g. home visit - client with no history of violence, home visit - client has a known history of violence).   
 
Once lone working tasks have been identified, the next stage in the process is to determine if a lone 
worker can carry out the activities safely.  The issues that will be considered to determine if one person can 
adequately control the risks from lone working activities include: 
 

 Is the place/s where the person will work present a special hazard, because of the nature of the area 
itself?  

 Is there a known risk of violence and aggression?  

 Is there a means of communication and/or summoning assistance? 
 

 Have there been identified any additional control measures to enable the work to be completed safely 
and are these control measures in place before any lone work commences. 

 

 Record the finding of the risk assessment and produce a written lone working procedure that is 
communicated to the relevant staff member.  

 

 
Is the Person Medically Fit to Work Alone? 
Some individuals may have medical conditions that make them unsuitable for working alone.  These may 
include unstable health conditions, such as unstable epilepsy or diabetes. The consideration of medical 
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conditions should include both routine activities and foreseeable emergencies, which may impose 
additional physical and mental burdens on the individual. 
 

Tasks that are Unsafe to be carried out by a Lone Worker 
 
Where the risk assessment identifies that it is not possible for a task to be carried out safely by a lone 
worker, even with all reasonable practicable controls in place, extra control measures will be put in place, 
which may include the activity having to be undertaken by more than one person. 
 

Dealing with Emergency situations 
 

The most common shortcoming in lone working procedures is actions when there is a potential emergency 
situation, e.g. a lone worker does not report in at the agreed time, or doesn't turn up at an arranged 
visit/collection or return to base. It is important that systems are in place to respond to foreseeable 
emergencies. 
 

In the event of this happened the following action will be taken: 
 

 Attempt to contact the individual first by means of a mobile phone.  

 Contact the individual / setting they are visiting, to see if they have left (Note this action relies on 
having adequate information on individuals’ movements). 

 Contact a family member to see if the individual has returned home, this involves having details of 
employees’ home numbers. 
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St. Michael’s Family Centre Parental involvement policy  

(EYFS positive relationships) 

 
Our aim 

 To support parents as their children's first and most important educators. 

 To involve parents in the life of’ the family centre’ and their children's education.  

 To support parents in their own continuing education and personal development. 

Method 

In order to fulfil these aims: 

 We are committed to on-going dialogue with parents to improve our knowledge of the needs of their children 

and to 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 parents understand the information which is 

given to them 

 We encourage and support parents to play an active part in the governance and management of the centre 

 We inform all parents on a regular basis about their children's progress 

 We involve parents in the shared record keeping about their children - either formally or informally and ensure 

parents have access to their children's written records 

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

the group 

 We inform parents about relevant conferences, workshops and training 

 We consult with parents about the times of meetings to avoid excluding anyone 

 We provide information about opportunities for being involved in the family centre in ways which are accessible 

to parents with basic skills needs, or those for whom English is an additional language; 

 We hold meetings in venues which are accessible and appropriate for all; 

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

 We inform all parents of the systems for registering queries; complaints or suggestions and check to ensure 

these are understood.  All parents have access to our written complaints procedure 

 We provide opportunities for parents to learn about the curriculum and about young children's learning, in the 

family centre and at home. 

In compliance with the EYFS Statutory framework and Welfare requirements, the following documentation is in 

place: 

 

 Admissions policy   Complaints procedure   Record of complaints 

      Activities provided for children 
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St Michael’s Family Centre Staffing and employment policy  

(EYFS welfare requirement Suitable people)  

 

Statement of intent: 

‘St Michael’s Family Centre is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment’ 
 

We provide a high staffing ratio to ensure that children have sufficient individual attention and to guarantee care 
and education of a high quality. Our staff are appropriately qualified and are checked for criminal records through 
the Disclosure and Barring Service in accordance with EYFS / OfSTED's requirements. 
 

Aims 

To ensure that children and their parents are offered high quality care and education. 

 

Methods 

 To meet this aim we generally use the following ratios of adult to child: 

  - Children under two years of age:    1 adult: 3 children 

  - Children aged two-three years of age:    1 adult: 4 children 

  - Children aged three - seven years of age:   1 adult: 8 children  

 A minimum of two staff/adults are on duty at any one time. 

 We use a key worker system to ensure that each child and each 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, which may arise from time to time. 

 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 their 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, sexual 

orientation or offending background. We will not place applicants at a disadvantage imposing conditions or 

requirements, which are not justifiable.  

 Our centre lead manager and EYP hold a relevant level 6 childcare qualification and a minimum of half of our 

staff hold level 3 childcare qualifications. 

 We provide regular in-service training to all staff whether paid staff or volunteers. 

 Our budget allocates resources to training to ensure that staff are kept fully updated in all matters related to 

childcare and early education. 
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 We provide staff induction training in the first week of employment. This induction includes our Health and 

Safety Policy and Procedures and Child Protection Policy and Procedures. Other policies and procedures will be 

introduced within an induction plan. 

 We support the work of our staff by holding regular supervision meetings and appraisals. 

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

best practice. 

 We use EYFS / OfSTED guidance on obtaining references and criminal record checks through the Disclosure and 

Barring Service for staff and volunteers who will have substantial access to children. 

 Staff are required to register with the Childcare register as appropriate 

 

Staff are provide details on the use of Social net-working sites to include the need to maintain a professional code of 

conduct which includes not discussing any issues related to work / children / families on such site – disciplinary 

action will be taken for any misuse of such sites. 

 

Recruitment of Ex-offenders: 

 

As an organisation using the DBS Disclosure serves to assess applicant’s suitability for positions of trust, St Michael’s 

Family Centre complies fully with the DBS code of practice and undertakes to treat all applicants for positions fairly. 

It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other 

information revealed. 

 

St Michaels Family Centre is committed to the fair treatment of all its staff, potential staff or users of its service, 

regardless of age, race, gender, physical/mental disability or offending background. 

 

We have this written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants 

at the outset of the recruitment process. 

 

We actively promote equality of opportunity for all with the right mix of talents, skills and potential and welcome 

applicants from a wide range of candidates, including those with criminal records. We select all candidates for 

interview based on their skills, qualifications and experience. 

 

 A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate 

and relevant to the position concerned. For those positions where a Disclosure is required, all application 

forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be required in the 

event of the individual being offered the position. 
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 Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for 

interview to provide details of their criminal records at an early stage in the application process. We request 

this information is sent under separate, confidential cover, to a designated person within St Michaels Family 

Centre and we guarantee that this information will only be seen by those who need to see it as part of the 

recruitment process. 

 Unless the nature of the position allows St Michael’s Family Centre to ask questions about your entire 

criminal record, we only ask about unspent convictions as defined in the rehabilitation of offender’s act 

1974. 

 We ensure that those in St Michaels’ Family Centre who are involved in the recruitment process have been 

suitability trained to identify and assess the relevance and circumstances of offences. We also ensure they 

have received appropriate guidance and training in the relevant legislation relating to the employment of ex-

offenders, e.g. the Rehabilitation of Offenders Act. 

 At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on 

the subject of any offences or other matter that might be relevant to the position. Failure to reveal 

information that is directly relevant to the position sought could lead to withdrawal of an offer of 

employment. 

 We make every person that is required to have a DBS Disclosure aware of the existence of the EYFS Statutory 

guidance and DBS Code of Practice and give details of where to get a copy. 

 We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before 

withdrawing a conditional offer of employment. 

 Having a criminal record may not necessarily bar you from working with us. This will depend on the nature of 

the position and the circumstances and background of your offence. 

 We follow the guidelines of the vetting and baring board and all staff will be subject to checks through the 

vetting and baring data base. 

 All staff will be required to register on the Childcare register as workers within the family centre. 

 

Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosures Information. 
 

As an organisation using the DBS Disclosure service to help assess the suitability of applicants for positions of trust, 

St Michaels’ Family Centre complies fully with the DBS Code of Practice regarding the correct handling, use, storage, 

retention and disposal of Disclosures and Disclosures information. It also complies fully with its obligations under the 

Data Protection Act, and other relevant legislation pertaining to the safe handling, use, storage, retention and 

disposal of Disclosure information and has this written policy on these matters, which is available to those who wish 

to read it on request. 
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 Storage and access: Disclosure information is kept securely, in a lockable, non-portable storage container 

with access strictly controlled and limited to those who are entitled to see it as part of their duties this would 

normally be the chair of the committee, manager or appointed deputy. 

 

 Handling: In accordance with Section 124 of the Police Act 1997, Disclosure information is only passed to 

those who are authorised to receive it in the course of their duties. We maintain a record of all those to 

whom Disclosures or Disclosure information has been revealed and it is a criminal offence to pass this 

information to anyone who is not entitled to receive it. 

 

 Usage: Disclosure information is only used for the specific purpose for which it was requested and for which 

the applicant’s full consent has been given. 

 

 Retention: Once the recruitment (or other relevant) decision has been made, we do not keep Disclosure 

information for any longer than is necessary. This is generally for a period of up to 6 months, to allow for the 

consideration and resolution of any disputes or complaints. If, in the very exceptional circumstances, it is 

considered necessary to keep Disclosure information for longer than 6 months, we will consult the DBS 

about this and will give full considerations to the data protection and human rights of the individual before 

doing so. Throughout this time, the usual conditions regarding the safe storage and strictly controlled access 

will prevail. 

 

 Disposal: Once the retention period has elapsed, we will ensure that any Disclosure information is 

immediately destroyed by secure means, e.g. shredding, pulping or burning. While awaiting destruction, 

Disclosure information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). 

We will not keep any photos or other image of the Disclosure or any copy or representation of the contents 

of a Disclosure. However, notwithstanding the above, we may keep a record of the date of issue of the 

Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure 

was requested, the unique reference number of the Disclosure and the details of the recruitment decision 

taken. 

 
 
Appendix 1, 2, 3, 4 and 5 form an integrated component of the staffing and employment policy 
 
 
 
Also refer to the Lone working protocols as part of the Health and safety policy and the Child Protection / 
Safeguarding policy 
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Appendix 1 (Staffing and employment policy): 
 

Standard for Conduct Expected from the St Michael’s Family Centre Staff 
 

Statement of intent: 

 The St Michael’s Family Centre expects its staff (including temporary staff, volunteers, contractor or 
consultant staff) to be scrupulously impartial and honest in all affairs relating to the Centre and their job 
within it. All staff also bears a responsibility as employees to act as ambassadors for the Centre in terms of 
their general conduct both within and outside the organisation. This policy outlines the responsibilities of 
staff working for the Centre. 

Methods: 

The duties of an employee are embodied in Common Law and built on by Statute e.g. the Equality Act 2010, 
The Health and Safety at Work Act 1974, The Prevention of Corruption Acts 1906 and 1916 etc. 

Under Common Law the duties of an employee are as follows: 

 to be ready and willing to work;  

 to offer their services personally: for example must not subcontract the work for which they 
are employed;  

 to take reasonable care in the exercise of that service, including the duty to be competent at 
work and to take care of the Centre’s property;  

 to not wilfully disrupt the Centre’s business;  

 to obey reasonable orders as to the time, place, nature and method of service;  

 to work only for the  Centre in the Centre’s time;   

 in general, to be of good faith and do nothing to destroy the trust and confidence necessary 
for employment;  

 to account for all benefits – monetary or in kind -  received in the course of employment;  

 to not give or receive bribes or otherwise act corruptly 

 to indemnify the employer for loss caused by the employee.  

United Kingdom Statute places further responsibilities on individual employees in regards to their own 
behaviour and their behaviour towards other employees. 

 Bribery and Other Corrupt Behaviour 

The Centre has a strict anti-bribery and corruption policy in line with the Bribery Act (2010). A bribe is 
defined as: giving someone a financial or other advantage to encourage that person to perform their 
functions or activities improperly or to reward that person for having already done so.   

If an employee bribes (or attempts to bribe) another person, this will be considered gross misconduct. 
Similarly accepting or allowing another person to accept a bribe will be considered gross misconduct. In 
these circumstances the employee will be subject to formal investigation under the Centre’s disciplinary 
procedures, and disciplinary action up to and including dismissal may be applied. 

 Gifts and Hospitality 

 In addition to the duties placed on employees by Civil and Statute Law. The Family Centre requires its 
employees to ensure that gifts and hospitality offered by suppliers and potential suppliers of goods and 
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services to the Company are declined. This applies whether the gifts or hospitality are offered within, or 
outside normal working hours. The only exceptions to this are trivial gifts with a nominal value of less than 
£15 such as a diary, chocolates or mugs can be accepted. All other gifts must be politely refused or, if 
received through the post, returned to the donor with a suitably worded signed letter. 

 Transaction of Private Business 

 Employees having official dealings with contractors and other suppliers of goods or services must avoid 
transacting any kind of private business with them by any means other than the Company’s normal 
commercial channels. No favour or preferences as regards price, service or otherwise, which is not generally 
available, should be sought or accepted. 

 Visits to Conferences, Demonstrations etc. 

The Family Centre intends that when it is necessary for employees to visit conferences, demonstrations and 
similar occasions, it should generally bear the travelling and subsistence expenses itself. 

 Identification 

Employees should wear or carry their identity badges whilst carrying out their duties on behalf of the Family 
Centre. 

 Confidentiality 

At all times confidentiality must be maintained. No information can be released to unauthorised persons or 
organisations without prior consent, (note EYFS guidelines on safeguarding to be maintained) 

If doubt exists as to the validity of an organisation or individuals to receive information, this must be checked 
with the Centre leader. 

 Personal Relationships 

If a personal relationship between two employees develops within the working environment, the onus is on 
the senior employee concerned to bring this to the attention of his or her manager to confirm that there is 
no conflict of interest, and that this is not likely to arise. The Family Centre reserves the right to move one of 
the employees concerned if it deems it necessary to do so. 

 Outside Interests and Employment 

Outside interests include directorships, ownership, part ownership or material shareholdings in companies, 
business or consultancies likely to seek to do business with the Family Centre. These should be declared to 
the individual’s line manager as should the interests of a spouse / partner or close relative. 

 Political and civic activities 

It is not the intention of St Michael’s Family Centre, or this policy, to dissuade employees from participating 
actively in public duties. It is important, however, that by doing so there is no suggestion to a third party that 
the employee is acting on behalf of, or with the support of, the Centre. To avoid any misunderstanding, no 
employee should permit his or her affiliation to be noted in any outside organisation's materials or activities 
without the express written approval of the Centre leader. 

 

 General Conduct 

When working directly with children, practitioners must not be under the influence of alcohol or any substance 

which may affect their ability to care for children. Providers must ensure that where practitioners are taking 

medication which may affect their ability to care for children those practitioners seek advice. Furthermore providers 

must then ensure that those practitioners only work directly with children if medical advice confirms that the 
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medication is unlikely to impair that staff member’s ability to look after children properly. (Specific legal requirement 

– Alcohol/other substances, Statutory Framework for the Early Years Foundation Stage 2012). 

 Employees should at all times conduct themselves in such a way as to enhance the reputation of the 
Centre. 

 The St Michael’s Family Centre will support employees who become aware of and are willing to 
report breaches of this policy or who genuinely believe that a breach is occurring, has occurred or is 
likely to occur within the Centre. Employees should raise the issue internally with the centre leader 
in accordance with the Centre’s Policy on Disclosing Information (‘Whistleblowing’). 

These standards of conduct are intended to underpin and clarify standards required by the St Michael’s 
Family Centre of its employees and form a fundamental part of the employment contract. Staff who fails to 
comply with the guidance detailed in this Policy could be subject, following full investigation, to disciplinary 
action up to and including dismissal. If through their actions or omissions staff are found to be in 
contravention of either this Policy or, indeed, their legal responsibilities then the Centre reserves the right to 
take legal action if it deems it to be necessary to do so. 
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Appendix 2 (Staffing and employment policy): 

Social Networking Policy  
 
Use of Social media sites 
Social media is the term commonly given to websites or online tools that build and maintain community 
engagement examples may include Face book, MSN, Twitter, BB Messenger, Blogging.  
 
It is never appropriate for adults to name or otherwise identify any child or family that they work with on any such 
social networking site this includes posting pictures or comments about a child or family that they work with.  
 
Statement of intent: 
 

The internet provides a number of benefits in which the setting may wish to use and participate in, access online 
encyclopaedias such as Wikipedia, make equipment orders online or pay outstanding invoices.  
 
However, when someone clearly identifies their association with the St Michael’s Family Centre and/or discuss their 
work they are expected to behave appropriately when on the internet, and in ways that are consistent with the 
values, policies and procedures of the St Michael’s Family Centre. The settings reputation is crucial and 
parents/carers and other outside professionals must be able to trust that the setting operates to a robust ethical 
standard.  
 

Methods: 
 
All persons associated with the St Michael’s Family Centre this includes staff, students, volunteers and parents:  
 

 Should not use the internet in any way to attack or abuse colleagues or any other person  
 

 Should not post derogatory or offensive comments on the internet relating to staff, children, parents/carers, 
volunteers, students and others.  

 

 Should not post pictures taken at the setting with images of the children who attend any of the groups or 
activities.  

 

 Should not discuss the settings daily operation in anyway as this is a breach of the settings confidentiality 
policy.  

 
All networking sites allow photographs, videos and comments to be shared with thousands of others users. Work 
related information should never be shared this way. Staff or others who are found to have breached this policy by 
posting offensive comments may be brought to the Management Group  to face possible disciplinary procedures as 
these comments could be seen to amount to cyber-bullying. If such actions breach their employers own policies 
disciplinary action may be taken.  
 

 
I _________________________ agree to abide by this policy and accept that if I do not follow the guidelines within 
this policy, action may be taken against me which may result in me being excluded from St. Michael’s Family Centre 
group or activities. 
 
 
Signed:      Date:  
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Appendix 3: (staffing and employment policy) St Michael’s Family Centre Grievance Procedure  
 
In the unlikely event of a complaint being made against a member of staff, the following procedure will be followed. 
 
Staff member will be informed that a complaint has been made and an initial meeting agreed to discuss the 
complaint made. (If required the staff member can bring along another member of staff of their choice). 
 
This is the first step in the disciplinary process which will be to discuss the conduct or performance in question and 
inform the staff member of possible sanctions.   
 
The line manager will explain what will happen if there are future problems or if performance does not improve.  If 
the problem is performance related, the employee’s manager will explain what the employee must do in order to 
improve. 
 
The outcome of the meeting may be any of the following  

 No further action to be taken; 
 An oral warning.  This will be noted in the employees work records; 
 A written warning.  A note of this will be placed with the employees work records, where it will remain for 

six months. 
 A final written warning; 
 Referral of the matter to senior management to consider termination. 

 
If a referral to consider termination of employment is made, the employee will be informed in writing of the date of 
the hearing, the allegations against them, and the possible disciplinary sanctions that may be taken within seven 
days of the referral being made.  The date of the hearing will, as far as is possible, be not more than 14 days from the 
notice being given. 
 
If gross misconduct is suspected, the employee will be suspended on full, part or no pay – depending on the offence 
– while the matter is investigated by a panel comprising of members of the settings senior management team.  Any 
such investigations will take place wherever possible within 21 working days of the employee’s suspension. 
 
Following the investigation the panel may decide on the following –  
 

a) to terminate the contract; 
b) to impose disciplinary sanction; 
c) to take no further action 

 
In all cases the employee has the right of appeal to a panel of senior management.  Except in cases where it is not 
possible, the person who hears the appeal will not be the person who took the original decision. 
 
The employee must give notice in writing of their intention to appeal, stating the grounds for the appeal, within 
seven working days of the decision being made.   
 
An appeal will be heard, wherever possible, within 14 days of the employees notice being given.  The appeal may 
confirm, alter or reject the original decision. 
 
The employee has the right to be accompanied to this hearing (as per first paragraph). 
 
The following are examples of the type of behaviour that could be deemed gross misconduct (this is not an 
exhaustive list) –  

 Racist or sexist behaviour 
 Racial or sexual harassment 
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 Drunkenness 
 Drug Taking 
 Violence to children or adults 
 Dishonesty 
 Bullying to children or adults 
 Persistent failure to comply with reasonable requests or instructions of management 
 Bringing the organisation into disrepute 
 Allegation of Child abuse. 

 
 
Grievance procedure 
 

o Any grievance should be settled fairly and quickly.  The procedure is intended to be simple and clear 
to understand, it should be set in motion quickly. 

 
o If an employee is dissatisfied s/he will have the opportunity for prompt discussion with their 

immediate line manager.  If the grievance persists, a management panel should be set up for the 
purpose of further discussion, at which the employee may, if s/he wishes, be accompanied by a 
colleague. 

 
o There will be a right of appeal, at this level the employee may also be accompanied by a colleague or 

trade union representative. 
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Appendix 4: (staffing and employment policy) 
St Michael’s Family Centre policy and procedure for Staff Review /Supervision and Appraisal policy (EYFS 
statutory framework) 

Statement of intent: 
 

High quality performance management is one of the most important elements in ensuring positive outcomes for 
children and their families. It also has a crucial role to play in the development, retention and motivation of the early 
years and childcare workforce. As such, supervision and appraisal meetings are now a Statutory Safeguarding and 
Welfare Requirement of the Early Years Foundation Stage. 

In accordance with the revised Statutory Framework for the Early Years Foundation Stage 2012 staff supervision is a 
requirement for providers under Section 3 – The Safeguarding and Welfare Requirements Clauses 3.19 and 3.20 as 
follows: 

3.19: Providers must put appropriate arrangements in place for the supervision of staff who have contact with 
children and families. Effective supervision provides support, coaching and training for the practitioner and 
promotes the interests of children. Supervision should foster a culture of mutual support, teamwork and 
continuous improvement which encourages the confidential discussion of sensitive issues. 

3.20: Staff review / Supervision should provide opportunities for staff to: 
·  Discuss any issues – particularly concerning children’s development or well-being. 

· Identify solutions to address issues as they arise; and 

· Receive coaching to improve their personal effectiveness 
 

(Statutory Framework for the Early Years Foundation Stage 2012) 

Aim:  

Purpose of Review / supervision meetings 

Staff review / supervision is a means to ensure staff are clear about what their job is, what the family centre wants 
them to do, as well as to raise any safeguarding concerns about particular children and to be supported to do their 
job well. The meeting gives parties the opportunity to evaluate and review workloads and performance so that 
learning and development can take place and to identify performance shortfalls, encourage and motivate staff and 
initiate training, support and /or coaching. 

Staff review and supervision does not replace the annual staff appraisals. All review /supervision and appraisal 
meetings are a two-way discussion between a staff member and the relevant senior person or leader.  For these 
meetings to be effective, each person must take equal responsibility for ensuring effective communication, co-
operation and recognition for the value of the review / supervision and appraisals. 

Method: The member of staff can expect: 

 To receive effective and sensitive feedback.  

 To be treated in an anti-discriminatory manner.  

 To have their own feelings and opinions recognised.  

 To be listened to. 
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Responsibilities: 
The Centre lead is responsible for ensuring that a system is in place for the regular staff review / supervision 

and that meetings are conducted with every member of staff. Under normal circumstances routine staff review 
/ supervisions would be completed by the senior EYP whereas annual staff reviews are completed by the 
Centre leader. The aim is of this to ensure that each member of staff is able to continue to meet the required 

standard for the job role. 

Process and Frequency: 

Staff review and supervision is an essential part of the effective working relationship between a member of staff 
and their leader. The meetings are a two way discussion between a member of staff and their leader and to be 
effective each person must take an equal responsibility for ensuring effective communication and cooperation and 

recognition of the value of staff review / supervision meetings for both parties. All staff must be provided with a 
regular supervision (1-1) meeting with their manager once per term and an annual appraisal meeting which is 
booked in advance at an agreed time. However, if both or either parties deem it necessary to arrange more frequent 
supervision meetings, this can be arranged. 

The senior EYP will complete a termly staff reviews /supervision whereas the Centre leader will complete 
annual appraisal. The member of staff will receive a copy of the records and reports and will usually complete an 

annual self-appraisal form before this meeting takes place. The original copies will be kept in the staff file. Staff 
review /supervision and appraisal meetings will last for no longer than one hour under normal circumstances. 

The EYP or Centre leader will take notes throughout the meetings in preparation for record/report writing. 

Together, the EYP / Centre leader and member of staff will agree on an action plan to be followed. Staff members 
are welcome to take notes throughout the meetings if they wish.   

What will be covered at Annual staff review meeting: 

The content of the meeting will be to: 

 Which areas has the member of staff succeeded or made improvements in? 

 Which aspects of the current role has the member of staff enjoyed? 

 What steps has the member of staff taken to promote their personal and professional development? 

 New targets to be set for the following staff review 

 What does the setting and/or member of staff need to do to achieve these targets? 

 What are the member of staff’s career aspirations? 

 Safeguarding concerns / confidentially concerns 

In addition to the above during the termly review 

 A discussion on the progress of children in the staff members’ key group and targets set  

 An audit of the child’s learning story (to show how next steps links to planning) 

A 2 way discussion will take place to cover the areas above to: 

 discuss and agree targets/tasks and objectives which need to be carried out 

 identify any performance concerns and improvements required as well as  solutions to issues as they arise. 
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 identify appropriate support and guidance with regard to all aspects of work including support in dealing 
with particular children and their individual needs 

 identify any training and development needs. 

 record progress on these targets/tasks 

 set timescales and deadlines for carrying out the tasks 

Staff review/ supervision Standards (what to expect) 

Staff should expect: 

 To be given clear objectives and standards, appropriate deadlines and help in achieving their objectives. 

 To be able to question how things are done and what is expected. 

 To be given the opportunity and time to express any concerns concerning children’s development or well-
being. 

 To be given appropriate support, and receive coaching to improve their personal effectiveness. 

 To be told in a constructive way if their work is poor, incompetent or unacceptable and to have a strategy for 
improvements discussed and agreed. 

 To be told when a piece of work has been done well. 

 To have their responsibilities understood and respected by any staff they are responsible for. 

 That once targets and/or objectives are set the member of staff will produce work to an agreed standard. 

 That staff will demonstrate a willingness to strive for continuous improvements. 

 That staff will be open, honest and non-defensive when their work is being discussed. 

 To be able to withdraw the member of staff from a particular piece of work, or to terminate that piece of 
work if there are reasons for doing so and this will be communicated to the member of staff. 

 The reviewer and staff member will discuss the current workload, team issues, training/development, any 

additional concerns/issues such as sickness/absences and any achievements since the last review. 

 The reviewer and staff member will look at the targets set and will assess the level of progress made 
towards these targets. Actions may be written as a result of this discussion. For example, further training or 

more frequent review /supervision meetings may be suggested. 

Recording review /supervision appraisal meetings 

The meeting will be recorded on the Staff Review Form and should under normal circumstances be completed 
by the reviewer within 20 working days. Both parties will sign the record and agree the date for the next 
meeting. A copy of the review/supervision record will be given to the member of staff. Staff review records will be 
maintained for 6 months after the member has left and then disposed of in keeping with the data protection policy. 

To ensure that the confidentiality and identity of individual children is maintained within the review /supervision 
record no names of the children discussed will be used only initials. 

Confidentiality 

Although this is a confidential document, it is also an organisational document which does not belong solely to the 
reviewer, staff member or management committee. However, only under certain circumstances can others access 
these documents. For example, they may be accessed as part of: 
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 A grievance procedure;  

 A disciplinary procedure;  

 An internal/external inquiry;  

 A complaints procedure. 

In addition to the above information, it is important that staff members continue to raise concerns as they arise and 

not wait until their termly review / supervision meeting or annual appraisal. 
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Appendix 5 (staffing and employment policy) St Michael’s Family Centre Student placement policy  
 
Statement of intent 

 

This Family Centre recognises that qualifications and training make an important contribution to the quality of the 

care and education provided by the setting. As part of our commitment to quality, we offer placements to students 

undertaking early years' or play-work qualifications and training. 

 

Aim 

 

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.  

 

Methods 

 We require students to meet the 'suitable person' requirements of EYFS / OfSTED.   

 We require schools placing students under the age of 17 years within the Family Centre to vouch for their good 

character. 

 We supervise students under the age of 17 years at all times and do not allow them to have unsupervised access 

to children. 

 Students who are placed in our centre on a short-term basis are not counted in our staffing ratios. Students, who 

are placed for longer periods for example, a year may be counted in our staffing ratios provided we consider 

them to be competent. 

 We take out employers' liability insurance and public liability insurance, which covers both trainees and 

voluntary helpers. 

 We require students to adhere to our confidentiality policy. 

 We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study. 

 We provide students, during the first session of placement, with an induction on how our Family Centre is 

managed, how sessions are organised and our policies and procedures. 

 We make the needs of the children paramount by not admitting students in numbers, which hinder the essential 

work of the centre. 

 We ensure that students placed with us are engaged in bona fide early years' training, which provides the 

necessary background understanding of children's development and activities 
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St Michael’s Family Centre Out of school policy (to include before and after-school provision) 

 Statement of intent 

It is our intention to make our family centre accessible to children and families from all sections of the local 

community.  

Aim 

We aim to ensure that all sections of our community have access to use facilities within the family centre through 

open, fair and clearly communicated procedures. During school term time the club operates after school from 3pm-

6pm. During school holidays St Michael’s Family Centre offers a holiday club facility for children aged between 4-11 

years from 8am to 6pm.  

Method 

The out of school provision is registered with OfSTED and conforms to all regulations employing suitability qualified 

staff 

 We offer a safe, secure and friendly fun environment for your child,  

 We provide a wide range of opportunities to learn through play 

 Enthusiastic staff will give the children opportunities to be creative, imaginative and to develop physical 

skills.  

 We have a wide range of activities and equipment to suit all ages and interests.  

The children will be empowered to extend and develop their own skills and confidence in a caring and supportive 

manner. 

We operate an open catchment area with a flexible booking system whereby all parents are welcomed to book their 

children into the club to suit their needs this includes whole days, half sessions or on an hourly basis. 

Dietary needs: Lunch / snack provision: 

Your child will be provided with and fresh drinking water throughout the day and a health snack during the morning 

and or afternoon sessions. 

You can either provide a packed lunch for your child or purchase one of our cooked meals; menus are available and 

provide a balanced healthy diet. 

All relevant and normal family centre policies apply to the ‘out of school clubs’, parents are expected to complete 

admission forms and sign a ‘shared agreement’ to demonstrate a commitment to agree and follow all policies. 
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Transport to and from School 

For those children that need to be transported to and from school then staff will use their private vehicles under the 

following conditions: 

Details of the named driver and a record of driver licence details logged 

Details of insurance with appropriate cover for the work and business use logged 

Details of valid MOT logged 

Appropriate safety seats will be used in keeping with government guidelines 

Basic first aid trained driver and First aid kit to be carried at all times 

 

 

Fees from 6th September 2021 

 

Breakfast Club 

Including light breakfast  and taken to school – minimum of 1 hour charged 

 

£4.15 

After School Club 

Including snack and collection from school – minimum of 1 hour charged 

 

£3.95 

Holiday Club 

(Out of school term) 

 booking necessary – minimum of 1 hour charged 

 

£3.95 after 9am 

 

Hot cooked lunch in holiday club (must be booked at time of booking for 

the holiday and all lunches that are booked will be charged) 

Note packed lunch can be provided however this should be a healthy lunch 

box 

 

Pre-school children £2.10 

 

School aged children £2.30 

 

 

Cancellations without 24 hours’ notice will incur normal booked time charge 
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St Michael’s Family Centre policy for ‘Whistle Blowing’ 
 
Statement of intent: 
 

If workers bring information about a wrongdoing to the attention of their employers or a relevant 
organisation, they are protected in certain ways under the Public Interest Disclosure Act 1998. This is 
commonly referred to as 'blowing the whistle'. The law that protects whistle-blowers is for the public 
interest – so people are encouraged to speak out if they find malpractice in an organisation. Blowing the 
whistle is more formally known as 'making a disclosure in the public interest'.  
 
Policy: 
The Public Interest Disclosure Act 1998 protects workers who 'blow the whistle' about wrongdoing. It 
applies where a worker has a reasonable belief that their 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 and safety of any individual;  
• damage to the environment; or  
• deliberate covering up of information tending to show any of the above.  
 
The St Michael’s Family Centre strongly supports measures which protect whistleblowers from any form of 
victimisation. The family centre has a procedure to ensure that concerns are dealt with effectively and 
efficiently and will do all that they can to preserve the confidentiality of workers who raise such concerns.  
 
Staff who genuinely believes that people they work with are behaving in a way that seems wrong or have a 
serious concern about an aspect of service will be doing their duty and acting in the public interest by 
speaking out.  
 
Methods: How to raise a concern  
This procedure seeks to encourage and enable individuals to disclose information through appropriate 
channels first, rather than going directly to an outside person or body. As a first step, concerns should 
normally be raised with Centre leader. This depends, however, on the seriousness and sensitivity of the 
issues involved and who is suspected of any wrongdoing. Staff can raise concerns with (local authority or 
the Centre management group) as a third option.  
 
Concerns may be raised verbally or in writing. Staff who wish to make a written report are advised to set 
out the background and history 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 member of staff is not expected to prove beyond doubt the truth of the allegation, they will 
need to demonstrate that they have an honest and reasonable suspicion that malpractice has occurred, is 
occurring or is likely to occur.  
 
The Family Centre 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.  
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Concerns or allegations which fall within the scope of specific procedures (for example, 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 
required this will be taken before any investigation is conducted. Staff will be told how the Family Centre 
proposes to deal with a concern within ten working days of the concern being brought to the Centre’s 
attention.  
 
Confidentiality  
 
All concerns will be treated with confidence and every effort will be made not to reveal a staff member’s 
identity, if they so wish. 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 allegations concern. All concerns raised within the remit of 
this procedure will be assessed to determine if the confidentiality extends to withholding the name of the 
complainant. There shall be a substantial reason for doing so, such as a real risk of personal harm.  
 
Complainants should be aware however, that their identity may be revealed by inference.  
 
Untrue allegations  
 
The family centre accepts that deciding whether to report a concern can be very difficult and 
uncomfortable.  If a member of staff 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 member of staff makes an allegation 
frivolously, maliciously or for personal gain, disciplinary action may be taken against them.  
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‘Whistle-blowing’ Procedure 
 

 This procedure is a summary of the guidance contained in the Whistle-blowing 
policy –which is available on request  

  

 The Family Centre is committed to the highest possible standards of openness, 
integrity and accountability.   

 

 We expect employees and volunteers who have serious concerns about any aspect of 
the Centre’s work to come forward and voice those concerns. 

 

 The purpose of this Procedure is to make it clear that you can raise your concerns in 
confidence without fear of victimisation, subsequent discrimination or disadvantage.   

 

 The Family Centre encourages you to raise serious concerns in the first instance 
within the centre rather than overlooking a problem or ‘blowing the whistle’ outside, 
and we would rather that you raised the matter when it is just a concern rather than 
waiting for proof. 

 

 This Procedure applies equally to all employees and those working at Nar Children’s 
Centre/St Michael’s Family Centre  premises, for example, staff, parent,  and anyone 
else working in a voluntary capacity.   

 

 The Procedure applies to organisations working in partnership with the Family 
Centre. 

 

 The family Centre recognises employees may wish to seek advice and be represented 
by their trade union representative when raising a concern under these Procedures, 
and acknowledges and endorses the role trade union representatives play in this 
area.  Trade union representatives acting in accordance with the Policy and 
Procedure will not be disadvantaged in their employment within the school. 

 
To raise a concern within the St Michael’s Family Centre, please contact  
 

Jeanette Nowrung on 01553 770439 or Jeanette.Nowrung@narscc.co.uk  
 

or  
 

If you wish to raise a concern outside of the group, please contact Emma Scarisbrick 

(Head St Michael’s Academy) : 01553 772420  or Kathryn LeServe email: kleserve@col-
westanglia.ac.uk 
Policy for E-Safety and use of technology  

mailto:Jeanette.Nowrung@narscc.co.uk
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Statement of intent 
 

All early years settings have a duty to ensure that children are protected from potential harm both within and 
beyond the learning environment.  Within the family centre we recognise that technology can be used to support 
the development of quality practice for example the use of computers and digital cameras to support the production 
of children’s learning stories. However all activities that require the use of technology will be used in a sensible and 
responsible manner and every effort will be made to safeguard against all risks, however it is likely that we will never 
be able to completely eliminate them. Any incidents that do arise will be dealt with quickly and according to policy to 
ensure that children and staff continue to be protected.  
 

Aims 

Our aims are to: 

 To ensure the well-being of all children and families at all times 

 To maintain all information related to children and families in keeping with best practice and the 
confidentiality policy.  

 To offer valuable guidance and resources to early years settings and practitioners to ensure that they can 
provide a safe and secure online environment for all children in their care in keeping with best practice and 
the EYFS statutory guidance. 

 To raise awareness amongst staff and parents/carers of the potential risks associated with online 
technologies, whilst also highlighting the many educational and social benefits. 

 To provide safeguards and rules for acceptable use to guide all users in their IT experiences.    

 To ensure adults are clear about procedures for misuse of any technologies both within and beyond the 
early years setting. 
 

Scope of the policy: 

 

This policy applies to all staff, children, parents/carers, committees, visitors and contractors accessing the internet or 
using technological devices on the premises. This includes the use of personal devices by all of the above mentioned 
groups, such as mobile phones or iPads/tablets which are brought into an early years setting. This policy is also 
applicable where staff or individuals have been provided with setting issued devices for use off-site, such as a work 

laptop or mobile phone.  
 

Methods: 

All staff have a shared responsibility to ensure that children are able to use the internet and related technologies 
appropriately and safely as part of the wider duty of care to which all adults working with children are bound.  
 

The Network Manager/ICT Technician is responsible for ensuring that: 

 the setting’s ICT infrastructure/system is secure and not open to misuse or malicious attack.  

 anti-virus software is installed and maintained on all setting machines and portable devices.  

 the setting’s filtering policy is applied and updated on a regular basis and that responsibility for its 
implementation is shared with the E Safety Lead and the Designated Person for Safeguarding.  

 any problems or faults relating to filtering are reported to Designated Person for Safeguarding and to the 
broadband provider immediately and recorded on the e Safety Incident Log.  

 users may only access the setting’s network through a rigorously enforced password protection policy, in 
which passwords are regularly changed.  

 he/she keeps up to date with e safety technical information in order to maintain the security of the network 
and safeguard children.  

 the use of the setting’s network is regularly monitored in order that any deliberate or accidental misuse can 
be reported to the E Safety Lead/Designated Person for Safeguarding.  
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Access to emails: 

 The setting provides all staff with access to a professional email account to use for all work related business, 
including communication with parents and carers. This allows for email content to be monitored and 
protects staff from the risk of allegations, malicious emails or inappropriate contact with children and their 
families.  

 Staff must not engage in any personal communications (i.e. via hotmail or yahoo accounts etc.) with children 
or families who they have a professional responsibility for. This prohibits contact with former children 
outside of authorised setting email channels also. 

 All emails should be professional in tone and checked carefully before sending, just as an official letter would 
be.  

 

Use of Social Networking Sites (advertising or parental contact): 

 
Social networking sites (e.g. Facebook and Twitter) can be a useful advertising tool for early year’s settings and can 
often be an effective way of engaging with young or hard to reach parents. Due to the public nature of social 
networking and the inability to keep content truly private, great care must be taken in the management and use of 
such sites. Best practice guidance states that: 
 

 Identifiable images of children should not be used on social networking sites.  

 To maintain professional distance and to avoid unwanted contact, staff should not link their personal social 
networking accounts to the setting’s page.  

 Ensure that privacy settings are set to maximum and checked regularly.  

 For safeguarding purposes, photographs or videos of looked after children must not be shared on social 

networking sites.  

Please refer to our Social Networking policy further guidance. 
 

 Mobile/Smart Phones:

Staff: 

 Personal mobile phones are permitted on setting grounds they will be stored in a secure area designated for 
personal belongings and not accessible to children, they can be used during break times only, within 
designated ‘rest’ areas away from children. (Note with previously gained consent personal phones may be 
available for use in emergency situations) 

 Personal mobile phones must never be used to contact children or their families, nor should they be used to 
take videos or photographs of children. Setting issued devices only should be used for this purpose and, if 
containing sensitive information or photographs of children, should not leave the premises unless encrypted.  

  

Photographs and Video: 

 

Digital photographs and videos are an important part of the learning experience in early years settings and, as such, 

staff have a responsibility to ensure that they not only educate children about the safe and appropriate use of digital  
imagery, but also model good practice themselves.  

 Written consent must be obtained from parents or carers before photographs or videos of young people will 
be taken or used within the setting, including displays, learning journeys, setting website and other 
marketing materials. 

 Staff will only use the provided and labelled digital camera which when not in use will be stored in a secure 
area away from the children – note it may be appropriate for the children to use and take photo’s under the 
direct supervision of a staff member. 

 Staff will ensure that children are at ease and comfortable with images and videos being taken. 

 Staff must not use personal devices, such as cameras, video equipment or camera phones, to take 
photographs or videos of children. However, in exceptional circumstances, such as equipment shortages, 
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permission may be granted by the centre lead or ICT manager  for use of personal equipment for setting 
related photographs or videos, provided that the there is an agreed timescale for transfer and deletion of 
the image from the staff member’s device.  

 In the case of an outing, all data must be transferred/deleted from the setting’s camera/device before 

leaving the setting (i.e. take a camera with no pictures already stored on it). 

 

 Computers i.e. Laptops/iPads/Tablets

 Staff Use: 

 A log of all ICT equipment issued to staff, including serial numbers, is maintained by the Network Manager or 
ICT Co-ordinator. 

 The settings laptop/devices should be used by the authorised person only for the agreed purposes. 

 Staff are aware that all activities for example registers, planning and record keeping activities including the 
online Learning Journals Tapestry carried out on setting devices and systems, both within and outside of the 
work environment, will be monitored in accordance with this policy.  

 Staff will ensure that setting laptops and devices are made available as necessary for anti-virus updates, 
software installations, patches, upgrades or routine monitoring/servicing.  

 

Children’s Use:  

 Computers i.e. Laptop, iPad or tablet use must be supervised by an adult at all times and any games or apps 
used must be from a pre-approved selection checked and agreed by the centre lead and ICT Manager. 

 Online searching and installing/downloading of new programmes and applications is restricted to authorised 

staff members only. Children should not be able to search or install anything on a setting device.  
 

 Data Storage and Security

 

 Sensitive data, photographs and videos of children are not stored on setting devices which leave the 
premises (e.g. laptops, mobile phones, iPads, USB Memory Sticks etc.) unless previously agreed and 
encryption software is in place.  

 

 Learning journals / stories are not to be taken home by staff unless previously agreed and then a signed log 
to be kept to record details of which records have been taken, when and by whom and when they were 
returned. 

 

 

 
 


