
Our Eth  os 

 

Our ethos is to provide a safe and happy place for children, where they can learn, grow and have fun! A place where 

parent/carers know that they can safely leave their children and know that their child’s well-being is paramount. You 

are safe in the knowledge that your child is being well cared for and is flourishing in a stimulating, educational setting. 

This is in accordance with the early year’s legislation that is the Early Years Foundation Stage. (The nursery provides 

children with a very safe environment in which to work and play. Supervision is excellent and staff are fully aware of 

their responsibilities, Ofsted report July 2011).  We are committed to providing accessible, responsive childcare, 

including affordable and vulnerable places to families living and working in the area. (Excellent links are in place with 

the school and the children's centre, which all share the same site. These support the wide range of outstanding 

partnerships which include many aspects of the local authority and social services and ensure all children's needs are 

very well catered for, Ofsted report July 2011). Our aim is to ensure that when children   leave Chipmunks they are 

confident, independent, happy, healthy, secure and able to build relationships with others and be well prepared for 

school and their life ahead of them. 
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Chipmunks Nursery and OSC Ltd 
 
 

Accident and Incident Reporting and Recording Policy. 

 
 

 

This policy was written, adapted and implemented in June 2015 

 

This policy will be reviewed annually. 
 

 

Every accident to an adult or child in the nursery/OSC should be 

recorded on a accident or incident form as soon as possible. 

 

The accident/incident forms are situated in each room for the children and 

in the staff room for adults. 

 

 Any incident that has not led to an injury should be recorded. 

 Accidents/Incidents need to be recorded on the appropriate forms. 

 Any accident/incident will be investigated immediately to prevent a 

    re-occurrence. 

 Major accidents resulting in the loss of a digit, limb or eye injury 

    should be reported to the Reporting of Injuries, Diseases and  

 Dangerous Occurrences Regulations 1995 (RIDDOR) TELEPHONE - 

0845 300 99 23 

 In line with current legislation the accident/incident books will be 

    kept for 3 years. 

 

The accident/incident books will record the following information: - 

 Date. 

 Time. 

 Name of injured person   

 Address & Contact details 

 Brief description of injury. 

 Treatment received and further action required. 

 Name and signature of person reporting the accident/incident. 

 Name and signature of the person witnessing the accident/incident. 

 Signature of the parent/carer confirming that they have been 

    informed. 

 Any observation made at the time of the accident/incident, 
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 A follow up record if necessary. 

 

In the event of an accident in the setting staff will: 

 deal with any minor accidents/incidents.  

 write all information, including names of witness(es), on the 

accident/incident form.  

 ask parents, on picking up their child, to sign the accident/incident 

form and read the information regarding the incident.  

In the event of an accident/incident in the home: 

 Parents must inform staff of any accident/incident at home so that 

staff can ask parents to fill and sign the incident form.  

If staff see evidence of injury on a child which has not occurred in the 

setting and has not been reported to any member of staff, parents will be 

asked for information on the incident and instructed to fill out the 

appropriate paperwork. 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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                     Chipmunks Nursery and OSC Ltd 
 

  
Admissions Policy and Procedure 

 

This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 
 

 

Chipmunks Nursery OSC Ltd is registered for 84 children for full day care and 

Out of school care. Children can join our setting from the age of 3 months and 

can stay with us until they attend school at the age of 5. The Out of school 

club offers deliveries and collections to and from school and a holiday club. 

 

Aims 

It is our intention to make our setting accessible to children and families from 

all sections of the local community. We aim to ensure that all sections of our 

community have access to the setting through open, fair and clearly 

communicated procedures. 

 

Pre-Admission. 

 

 All placement enquiries are dealt with by the Manager. 

 Your child’s details will be placed on the waiting list unless there are 

current vacancies that suit your requirements. 

 

Methods 

 

In order to achieve our aims, we operate the following admissions policy: 

 We ensure that the existence of the setting is widely advertised in 

places accessible to all sections of the community. 

 We ensure that information about the setting is accessible - in written 

and spoken form. 

 We describe our setting and its practices in terms which makes it clear 

that it welcomes both fathers, mothers, other relatives and carers, also 

childminders. 
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 We describe the setting 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 the setting and its practices in terms of how it enables 

children with disabilities to take part. 

 We monitor the gender and ethnic background of children joining the 

group to ensure that no accidental discrimination is taking place. 

 We make our equal opportunities policy widely known. 

 In the event of any sessions being oversubscribed, we operate a waiting 

list and offer vacancies on a 'first come’, first served' basis. 

 

When considering a child's admission into the setting there are several factors 

which should be examined these include: 

 The availability of spaces, taking into account the staff/ child 

ratios, the age of the child and the registration requirements. 

 When the application is received. For example those who have 

been on the waiting list long may have higher priority. 

 Our ability to provide the facilities for the welfare of the child. 

 The effect on and welfare of the existing children and staff, of 

the admission of that child. 

 A child requiring a full time place will usually have preference 

over one requiring a part time place only. 

 Any extenuating circumstances affecting the child's welfare or 

his/her family. 

 Those children who are siblings of those already attending 

Chipmunks Nursery & OSC, or where there is proven existing 

connection. 

 

Admissions Procedure 

 

 Parents/Carers are invited to an informal visit, to meet the staff and 

the view the establishment. We understand that you may wish to visit 

more that once to make a firm commitment. 

 At the end of the visit Parents/Carers who wish to take up a place for 

their child will be asked to fill in an enrolment form/contract about 

their child. 

 A copy of the prospectus will be discussed and given to the 

Parent/Carer. 
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 Parents/Carers will discuss routines, apprehensions and concerns with the 

Manager. 

 The child will then visit the room where he/she will become part of the 

group. 

 Parents/Carers will then be encouraged to leave the child for a short 

period (if the child is ready). 

 Free ‘settling in’ sessions will be offered to the child before he/she 

starts the proper sessions. 

 

We do require that your child attends for a minimum of 2 sessions a week to 

deliver consistency for you child’s care and education. 

A parent/carer, who is offered a place but turns it down for whatever reason, 

will remain in the same position on the waiting list. 

Parents/carers will be asked to update information as necessary i.e. telephone 

numbers, change of address etc. 

 

 

We have not and do not intend to discriminate against any child on the grounds 

of sex, race, religion, colour or creed. The Disability Discrimination Act 1995 

lays down a legal obligation on us to consider those identified as disabled or 

disadvantaged, using as far as possible the same criteria as for all other 

children. We will however carry out an additional review to assess our ability 

at Chipmunks to meet individual needs. This is necessary to fulfil our main 

goal, which is to provide a standard of care that ensures the welfare of all 

children. 

 

 

 

Signed on behalf of the setting by: 

J.Edge - Manager 
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                     Chipmunks Nursery and OSC Ltd 
 

Administration of Medicine- Policy and Procedure. 

 

This policy was written, adapted and implemented in June 2015. 

This policy will be reviewed annually. 

Policy.  

While it is not our policy to care for sick children, who should remain at home 

until they are well enough to return to the setting, we will agree to administer 

medication as part of maintaining their health and well-being.   

It will be the overall responsibility of Chipmunks manager (or in her absence the 

deputy manager) to ensure that safety exists in relation to the storage and 

administration of all medicines.  Practitioners will understand and adhere to all 

procedures of administering medicines, such as-  

 Prescribed medicines will not be administered to children they are not 

prescribed for.  

 The dose of medicines prescribed will not be altered.   

 When medicines are administered a level three practitioner will be present.   

 The manager will be responsible for ensuring that medicines are 

administered strictly in accordance with the instructions on the label and 

parent consent form.   

 For sessional care (less than four hours a day) medicines should not need to 

be administered to children. However, children that take medicines that 

relieve symptoms such as asthma and require immediate relief, medicine will 

be administered as necessary.   

 All medicines administered will be recorded on a Chipmunks Nursery and 

OSC medicine form, and signed by two practitioners when administered and 

the parent/carer upon collection of the child.  

 Practitioners will then return the completed form to the office where it will 

be stored for records.   

 All instructions on any medicine must be carefully read and followed.   

 Any medicines which are required for quick and immediate relief such as 

Epi-pens, will be stored in the child’s daily care room.   
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 Practitioners will make every effort to support children as they take 

medicines.  Practitioners will ensure that the environment is relaxed, calm 

and as comfortable and encouraging as possible for the child.  In the event 

that the child refuses the medicine practitioners will not compel them to do 

so and will contact the parents to inform them. A record of the refusal will 

be recorded on the medicine form.   

 It is not the responsibility of practitioners to dispose of medicines and all 

medicines and empty containers will be returned to the parents/carers once 

the course is finished.   

 Chipmunks Nursery and OSC will not store large volumes of medicine.  We 

will only store the necessary amount of prescribed or non-prescribed 

medicines for the individual child’s care routine.    

 Chipmunks Nursery and OSC will store its own supply of a liquid volume of 

paracetamol (CALPOL) containing 120mg in 5ml and appropriate measuring 

devices.   

 All areas of medicine storage will be risk assessed.   

 It is the responsibility of the parent/carer to ensure that medicines are 

received by Chipmunks nursery and OSC in the correct manner, and are not 

left on the child’s person or in their personal belongings, such as bags or 

coat pockets.  Any medicines found on the premises inappropriately stored 

will be immediately investigated by staff.  The parents/carer will be 

informed and strongly requested to ensure medicine safety in the future.  

If continual situations occur parents/carers will be asked to attend a 

meeting with the Chipmunks Nursery and OSC management to address the 

situation.   

 When handling non-prescribed medicines practitioners will always follow the 

guidance on all non-prescribed medicines in regards to the dosage that 

should be administered and the age of the child it should be administered 

to.   

 Non-prescribed medicines will only be administered for three consecutive 

days.  If the child is still un-well practitioners will advise parents/carers to 

consult their doctor, as no more medicine will be administered after the 

third day.   

 When handling non-prescribed medicines practitioners will treat them in the 

same way as prescribed medicines in regards to storage, form filling, 

witnessing, dosage, etc.   
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 Where necessary setting practitioners will be trained to administer 

medicines in the appropriate manner and have a full understanding of the 

medical condition.   

 When taking part in outings children’s medicines will be kept on the 

practitioner at all times in a sealed labelled container and administered 

following the procedures instructed below.   

 The procedure for administering medicines during outings will be risk 

assessed.   

 

Procedure.   

Prescribed medicine bought in by a parent/carer will only be received by the 

Chipmunks Nursery and OSC under the following conditions- 

 It has been prescribed by the child’s doctor.   

 It is provided in a properly labelled container, bearing the child’s name in 

full, date prescribed, use by date and prescribed amount.   

 It is accompanied by a measuring dose, where appropriate.  

 A Chipmunks nursery and OSC medicine form is completed by the 

parent/carer.   

 The last dose administered has been recorded on the medicine sheet.   

 The child’s identity is correct.   

Non- Prescribed medicine bought in by a parent/carer will only be received by 

Chipmunks nursery and OSC under the following conditions- 

 It is provided in the medicines original container.   

 It is labelled by the parent/carer with the child’s name.   

 A Chipmunks nursery and OSC medicine form is completed by the 

parent/carer, clearly instructing the date and times it is to be 

administered.   

 The last dose administered has been recorded on the medicine sheet.   

 The child’s identity is correct.   

Upon receiving medicine practitioners will ensure- 

 That the Chipmunks nursery and OSC medicine form is filled in correctly 

and is coherent with the named child and medicine provided.  

 The child’s identity.   

 The name and instructions on the medicine container.   

 That the medicine is still in date.   
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Once received by the Chipmunks nursery and OSC medicines will then – 

 Be stored according to instructions on the medicine in either the office 

medicine cabinet or in a sealed container, on the highest shelf of the baby 

room fridge.  (If instructions read ‘store in a cool dry place’ this does not 

mean the fridge).   

When administering prescribed or un-prescribed medicine practitioners will- 

 Measure the doses instructed with a witness and administer it to the 

required child.   

 Record that the dose has been given accurately and include their own 

signature and the signature of the person witnessing the administration.   

 Do not use force or use pressure when administering medicine to the child.   

 Ensure that upon collection of the child the parent/carer signs the medicine 

form.   

 Return the medicine, containers and any measuring doses where appropriate.   

 Store the medicine form correctly.   

Medicines within the Out of School club.   

 Parents/carers must inform nursery and OSC practitioners that their child 

will have medicine with them upon arrival at the setting and complete a non- 

administering medication form.   

 Practitioners will then ensure that the medicine is received from the child, 

stored safely and returned to parents/carers when they collect their child.   

 Parents/carers must follow procedures stated above if they wish for their 

child to have medication administered during their time within the setting.   

 

 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Babysitting policy 

 
This policy was written, adapted and implemented in April 2015. 

This policy will be reviewed annually. 

 
Chipmunks does not provide a babysitting service outside of our operational 

hours. However, we understand that parents sometimes ask practitioners to 

babysit for their Children, this policy has been implemented to clarify some 

points regarding private arrangements between practitioners, parents and 

carers.  Please also refer to our Safeguarding Children policy. 

 

Chipmunks Nursery & OSC Ltd is not responsible for any private arrangements 

or agreements that are made. This is because at Chipmunks Nursery & OSC we 

have a rigorous recruitment procedure to ensure that we employ competent and 

professional members of staff and uphold our duty to safeguard children whilst 

on our premises and in the care of our staff. This procedure includes 

interviews and vetting such as CRB checks and checks on references and 

qualifications. Whilst in our employ, all staff are subject to ongoing 

supervision, observation and assessment to ensure that standards of work and 

behaviour are maintained in accordance with our policies. We have no such 

control over the conduct of staff outside of their position of employment and 

our duty to safeguard children as above, therefore doesn't extend to private 

arrangements. Out of hours work arrangements must not interfere with a staff 

members employment and arrangements should not be made by Parents with 

practitioners whilst on duty. 

 

Our Confidentiality Policy must be adhered to at all times. This includes having 

regard for children, other parents and other staff members, as well as the 

nursery/OSC business itself. 

 

 
Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Behaviour Management Policy and Procedure 

 

This policy was written, adapted and implemented in May 2015 

This policy will be reviewed annually. 

 

Policy.   

Chipmunks Nursery OSC Ltd has rules and guidelines to promote positive behaviour and expectations in 

the setting.  These are dependent on practitioners acting as good role models at all times and being 

consistent and fair in their approach to the children.   

Expectations of behaviour are appropriate to the age and stage of development of the child. 

Opportunities are taken throughout the day to promote children’s sense of self-worth through giving 

attention and praise.   

Instructions given to children are simple and clear and explanations are always given of why something 

should be done. Negative language is avoided as far as possible but, when behaviour is unacceptable, it is 

made clear to the child that it is the behaviour and not the child that is disapproved of.   

Whenever possible, instances of unacceptable behaviour are used as learning opportunities to engage the 

child, or a group of children, in discussing what has happened, and what should happen to resolve the 

situation.  This gives children the chance to become involved in the setting rules and boundaries for 

behaviour in the setting. 

The Aims of this policy are; 

· To encourage children to have positive attitudes towards learning and themselves. 

· To encourage children to be considerate of others and exercise self-discipline. 

· To provide children with the skills to manage their own behaviour and solve their own 

   problems through talk. 

· To ensure children respond to boundaries with encouragement and support and 

   understand the shared behavioural expectations of the setting. 

· To safeguard children’s emotional development and well-being by establishing a safe 

   and caring environment that supports and protects all children’s right to grow and 

   learn. 

· To work in partnership with parents/carers in managing their child’s behaviour at 

   home and at the setting. 

Behaviour Management Guidance 

Chipmunks Nursery OSC Ltd supports the philosophy that good practitioner/child relationships are 

essential to working effectively with children, therefore staff will ensure that strategies are in place for 

dealing with specific unwanted behaviour. If children have become involved in any form of conflict, 

practitioners will follow the High-scope six steps for conflict resolution. Adults respect children’s ideas 

for solving problems, even if the options they offer don’t seem fair to adults. What’s important is that 

children agree on the solution and see themselves as competent problem-solvers. 

 



Conflict 

 

If children have become involved in any form of conflict, practitioners at Chipmunks Nursery OSC Ltd 

follow the High-scope six steps for conflict resolution: 

 

 
.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 

 

 

 

 

1. APPROACH CALMLY, STOPPING ANY HURTFUL ACTIONS OR LANGUAGES 

Observe as you approach; prepare yourself for a positive outcome. Be aware of your body language; it says a 
great deal about your intentions and feelings. Gently reach out to children who are upset or angry. Use a calm 
voice to communicate a POSTIVE and NEUTRAL attitude. Resolve to respect all points of view. If you do not 
feel able to stay neutral use an ‘I’ statement (I’m really cross when I see …………., or ‘I’m upset because hitting 
hurts people). And delay the problem-solving process until you are able to be neutral. If the conflict involves 
an object such as a football, or equipment, let the children know that you need to hold the object during the 
process of resolution. This will neutralize the object, helping children to think about the problem, rather than 
the object.  
 

    2. ACKNOWLEDGE FEELINGS 

Use words that also reflect the intensity of their emotions e.g. ‘You are very, very upset.’ This lets the child 
know that you are connecting to their feelings. This will ultimately help the children ‘let go’ of the feelings, 
although the feelings may briefly increase in intensity before they subside. This ‘emptying out’ is an important 
step that must occur before children can think clearly about situations. Once children have ‘let go’ of their 
feelings, let them know that you think they can figure out a way to solve their problem.  
 

      3. GATHER INFORMATION AND IDENTIFY NEEDS  

Tell children you want to hear from each of them. Ask open-ended questions that help them describe the 
details of the ACTIONS OR MATERIALS that are part of the problem. For example, ‘John, tell me why you 
seem angry’. Sometimes you might need to help them by adding, ‘are you feeling angry because you didn’t get a 
turn?’ (not ‘why did you do this?, or how do you think she feels? These questions are too abstract).  
Listen carefully for the details and needs children are describing; they are the key to finding the solution.  
 

     4. RESTATE THE PROBLEM  

Using the details and needs children have described, restate the problem, clarifying any issues by asking for 
more detail and reframing any hurtful language (for example, ‘you can’t play with me because I hate you!’ can 
be reframed ’you seem very angry do you want to play alone?’) Check with children to see if they agree that 
you have identified the problem.  
 

     5. ASK FOR IDEAS FOR SOLUTIONS AND CHOOSE ONE TOGETHER.  

Give children plenty of time to think of solutions. “So we have a problem, can we find a solution, John, what is 
your idea?’ Respect and explore all of the children’s ideas, even if they seem unrealistic, considering how each 
might work. Help children think through the specifics of cause and effect so that complicated or general 
solutions become concrete and possible to carry out. Children may suggest, for example, ‘They can share.’ A 
suggested solution like this needs further exploration so that the actions that will happen are clear to all 
concerned. Initially children rarely find a solution so you can offer to add one yourself. “I have a solution, 
would you like to hear it?’  
 

     6. GIVE FOLLOW-UP SUPPORT AS NEEDED  

When children have agreed on a solution, make a simple statement, if possible, to recognise this 
accomplishment: ‘You solved the problem.’ Children may need help in implementing the solution, or difficulties 
may arise because one of the children is still carrying angry feelings that need further acknowledgement. Check 
with each of the children to see if the problem has been solved, especially children who have been very upset.  
 



 

Limit setting 
 

We are aware of having age appropriate limitations and expectations; we set realistic limits for children 

according to their age and stage of development. Children need choices and opportunities to succeed. At 

Chipmunks Nursery OSC Ltd  we want the children to learn the basic polite rules of saying ‘Please’ and 

‘Thank you’ and knowing when to say ‘Excuse me’. Adults need to model, encourage and praise children. 

Useful strategies we will use when setting limits; 

 

 Say what you want the children to do eg “I would like you to ….” 

 Say ‘yes’ rather than ‘no’ eg “Yes you can have a turn on the computer when the sand-timer has 

finished.” 

 Give limited choices eg “Would you like to tidy away the cars or the bricks?” “Would you like a 

cracker or fruit?” 

 Use “When….then” statements eg “When you have your coat on then you can go outside.” 

 

The Adults Role in supporting behaviour management. 

Practitioners will: 

 

 Provide a positive role model for the children with regard to friendliness, care, understanding and 

courtesy in the way they respond to the children, each other and parents/carers. 

 Demonstrate and model positive behaviour especially when playing alongside children. 

 Take positive steps to avoid a situation in which children receive adult attention only in return for  

undesirable behaviour. 

 Avoid shouting or raising their voices in a threatening way. 

 Be aware that some kinds of behaviour may arise from a child’s special needs. 

 Be confident to pre-empt problems that may arise and take steps to de-escalate possible conflicts 

to limit their occurrence. 

 Help children to understand the effects of their behaviour on others by praising good behaviour, 

such as consideration for another person, taking turns, sharing, and helping others. 

 Shadow a child or spend quality time playing and building a positive relationship with a child who 

has been displaying unwanted behaviour. 

 Make themselves aware of, and respect, a range of cultural expectations regarding interactions  

between people. 

 Ensure all individuals feel respected and included, regardless of gender, race, religion, ethnicity, 

background, family or social circumstances. 

 Ensure children are free from judgements, whether based on previous behaviour or the behaviour 

of other family members. 

 Never humiliate, label, make fun of, or talk negatively about children under any circumstance. 

 Respect that children will make mistakes and ensure that children learn from them. 

 Be willing to listen to children sensitively. 

 Ensure adequate supervision and interaction with children at all times to limit stressful situations. 

 Corporal punishments will not be administered at any time. 

 

Additional Strategies to Manage Behaviour 
 

 Praise children for showing appropriate behaviour. If a child is displaying an unwanted behaviour, 

the adult can praise a child sitting close who is displaying the correct behaviour e. g. “I like the 

way you are sitting with your hands in your lap” 

 Always state the positive. Adults aim to use positive language and focus on ‘do’ rather than ‘don’t’ 

e. g. rather than stating “No running” the adult would say “walk inside, it is safer”. Instead of 

saying “No,don’t throw your toys” you could say “Let’s put the toys in the box together”. 



 Offer a choice. Providing children with a choice can be empowering for the child. For example 

“……has the orange car, you can have the blue or green one”. When going on a walk a child may be 

given the choice to; “Hold my hand or go back to the setting.” 
 

Serious Biting 

 
If a child bites, practitioners will track the child and make observations to identify any causes. The 

practitioner and parents/carers will record details and draw up a behaviour plan. Practitioners will ensure 

the biter receives cuddles, hugs and friendliness at various times of the day and reinforce that we like 

the child but we don’t like the biting. The child will also be shadowed until the biting subsides. (Please 

see separate biting policy). 

 

Tantrums 

 
Having tantrums is a normal part of a child’s development, it is important that adults remain calm. 

Tantrums are an expression of a strong emotion that children are learning to deal with. While a child is 

having a tantrum practitioners need to: 

 make sure the child is safe by moving away objects; 

 do not try to talk or reason with the child at this stage; 

 hold the child gently if allowed; 

 de-escalate the situation by talking calmly; 

 reassure by saying “It will be OK.” 

  

If a child is prone to tantrums practitioners need to identify the triggers. 
 

Withdrawn or Distressed Children 
 

Practitioners should: 

 Work closely with parents/carers and may need to ‘resettle’ the child. Provide a visual timetable. 

 Use symbols to help communicate with the child. 

 Provide a bag or basket of personal items. 

 Pre-warn of any changes to routines. 

 Listen to the child in different ways e. g. using puppets or small world play. 

 Provide lots of opportunities for fun and laughter. 

 Identify any challenging behaviour such as kicking, biting, hitting, hair pulling, scratching. 

        verbal abuse, swearing, racist comments, derogatory comments or actions. Throwing objects in 

        rage, spitting, deliberate destruction of the settings or other people’s property. 
 

Consequences and Sanctions 
 

Consequences and sanctions are used as a last resort once the above strategies have not made a 

difference to a child’s behaviour. If a child continues to display negative behaviour the next sanction 

would be to remove the child from the immediate environment and spend time in another area eg. another 

room in the setting. On occasions such as extreme violence or language, or persistent aggressive or 

disruptive behaviour, Management should be consulted. 

When a child has hurt another child or displayed inappropriate behaviour, a behaviour incident sheet is 

completed and filed. Where a child continues to display negative behaviour the key person and SENCO 

will work in partnership with the parent/s using observation records to establish an understanding of the 

cause. Parents/carers will be invited to a meeting and a target plan will be decided together. The 

emphasis is on improvement through positive strategies and inclusion, enhancing the child’s self-esteem 

while making clear what behaviour is unacceptable and the effect of this behaviour. Early identification 

of a concern is important and any sanctions must be fair and consistently applied by all practitioners. 



If the situation continues to occurs, and with parental consent, outside agencies may be contacted to 

offer constructive, confidential advice. If a child’s behaviour causes injury to themselves or others a risk 

assessment will need to be completed. 

Parent/Carer Involvement 

Working in partnership with our parents/carers is integral to the success of this Behaviour Management 

Policy. In order for it to work in practice, their contribution is vital. 

We will achieve this by: 

 Sharing the expectations of behaviour at the setting, through informal and formal discussions with 

individuals and groups of parent/carers. 

 Talking to individual parents/carers about all aspects of their child’s behaviour on a daily basis, as 

well as at regular parent/carer meetings. 

 Being fair, non-judgemental and consistent when discussing children’s behaviour with 

parents/carers. 

 Providing extra support for parents/carers to help manage children’s challenging behaviour e.g. 

through Family Support Services and outside agencies 

We hope that parents/carers will feel able to: 

 Inform us of any relevant changes to their circumstances which may affect their child’s behaviour 

e.g. new baby, moving house, bereavement, divorce, separation or hospitalisation. 

 Re-enforce expectations of positive behaviour by talking to their child at home. 

 Actively support staff at the Centre in implementing positive behaviour strategies. 

 Be a positive role-model for their child. 

 

Signed on behalf of the setting by J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 

 

Biting Policy and Procedure 

 

This policy was written, adapted and implemented on:____________________ 

This policy will be reviewed :______________________ 

 
Biting is a common behaviour that some young children go through. This is part of 

some children’s development and can be triggered when they do not yet have the 

words to communicate their anger, frustration or need. At Chipmunks Nursery 

OSC Ltd we follow our positive behaviour policy to promote positive behaviour at all 

times.  

The setting uses the following strategies to prevent biting: sensory activities, 

biting rings, adequate resources and staff who recognise when children need more 

stimulation or quiet times. However, in the event of a child being bitten the 

following procedures will be followed:  

The child who has been bitten will be comforted and checked for any visual injury. 

First aid will be administrated where necessary. An accident form will be 

completed and the parents may be informed via telephone if deemed appropriate. 

The bitten area will be continued to be observed for signs of infection.  

For confidentiality purposes and possible conflict the name of the child who has 

caused the bite will not be disclosed to the parents.  The child who has caused 

the bite will be told in terms that they understand that biting (the behaviour and 

not the child) is unkind and will be shown that it makes staff and the child who 

has been bitten sad. The child will be asked to say sorry if developmentally 

appropriate or develop their empathy skills by giving the child who has been bitten 

a favourite book or comforter. An incident form will be completed and shared with 

the parents at the end of the child’s session.  

If a child continues to bite, observations will be carried out to try to distinguish a 

cause, e.g. tiredness or frustration. Meetings will be held with the child’s parents 

to develop strategies to prevent the biting behaviour. Parents will be reassured 

that it is part of a child’s development and not made to feel that it is their fault. 
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In the event of a bite breaking the skin and to reduce the risk of infection from 

bacteria, prompt treatment may be needed for both the child who has bitten and 

the child who had been bitten.  

If a child or member of staff sustains a bite wound where the skin has been 

severely broken they may require urgent medical attention after initial first aid 

has been carried out.  Where a child may repeatedly bite and/or if they have a 

particular special educational need or disability that lends itself to increased 

biting, e.g. in some cases of autism where a child doesn’t have the communication 

skills, the setting will carry out a risk assessment and may recommend 

immunisation with hepatitis B vaccine for all staff and children. 

 

 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

  
Breastfeeding Policy and Procedure 

 

This policy was written, adapted and implemented in June 2015. 

This policy will be reviewed annually. 
 

I acknowledge that Chipmunks Nursery OSC Ltd supports ‘Telford and 

Wrekin Welcomes Breastfeeding’ and that all staff have read the following 

policy and support breastfeeding in this establishment. 

 

Chipmunks nursery & OSC Ltd has registered on the Telford and Wrekin 

Breastfeeding Friendly Premises register. 

 

This symbol indicates that: 

 

 Breastfeeding mothers are welcome 

 Staff are positive and supportive 

 A discreet facility will be made available IF REQUESTED,  

    and if possible 

 An acceptance standard of cleanliness, warmth and comfortable  

    seating is provided. 

 

Aims: 

 

 To develop a local network of quality assured breastfeeding friendly 

premises offering positive support to breastfeeding mothers so they 

can feed their babies confidently and comfortably when out and 

about in the community. 

 To encourage commercial, voluntary and statutory premises to adopt 

a quality standard and to display the Telford and Wrekin welcomes 

breastfeeding logo. 

 

The aims of this policy are to create an atmosphere within which a mother 

is able to breastfeed comfortably and confidently when visiting 

establishments and to support staff with consistent and clear guidelines. 

 

 Breastfeeding represents the preferred method of feeding babies. It 

provides protective health benefits for both mother and baby. 

 Babies have small stomachs and digest breast milk very quickly. It is 

important to feed them when they ask for it. 

 Breast feeding works best when both mother and baby are relaxed. 
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 Hungry and upset babies will generally be helped to calm down and 

become quiet very quickly by being breast fed. 

 

Guidelines for staff: 

 

Staff should support any mother wishing to breast feed by: 

 

 Drawing their attention to this policy. 

 Responding positively – by discussing areas that will enable a mother 

to breastfeed without being disturbed. 

 Displaying the Telford & wrekin breastfeeding logo. 

 Supporting the breastfeeding mother, if another person complains, 

advise them of this policy, ask them to discuss their complaint with 

J.Edge/Manager. 

Why breastfeed? 

It’s never too early to start thinking about how you're going to feed your 

baby. Today, most women in England are choosing to breastfeed. 

 Breast milk is the only natural food designed for your baby.  

 Breastfeeding protects your baby from infections and diseases.  

 Breast milk provides health benefits for your baby.  

 Breastfeeding provides health benefits for mum.  

 It’s free.  

 It’s available whenever and wherever your baby needs a feed.  

 It’s the right temperature.  

 It can build a strong physical and emotional bond between mother and 

baby.  

 It can give you a great sense of achievement.  

Health benefits for babies 

Breastfeeding is the healthiest way to feed your baby. Exclusive 

breastfeeding (giving your baby breast milk only) is recommended for around 

the first six months (26 weeks) of your baby's life. After that, giving your 

baby breast milk alongside other food will help them continue to grow and 

develop. 

Breastfeeding is good for babies. Breastfed babies have: 

 less chance of diarrhoea and vomiting and having to go to hospital as 

a result  

 fewer chest and ear infections and having to go to hospital as a 

result  

 less chance of being constipated  

http://www.nhs.uk/Planners/breastfeeding/Pages/health-benefits-for-baby.aspx
http://www.nhs.uk/Planners/breastfeeding/Pages/health-benefits-you.aspx
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 less likelihood of becoming obese and therefore developing type 2 

diabetes and other illnesses later in life  

 less chance of developing eczema  

Any amount of breastfeeding has a positive effect. The longer you 

breastfeed, the longer the protection lasts and the greater the benefits.  

Infant formula doesn't give your baby the same ingredients or provide the 

same protection. Breast milk adapts to meet your baby's changing needs. 

Health benefits for mums 

Breastfeeding doesn’t only benefit your baby. It benefits your health too. 

Breastfeeding is good for mums as it: 

 lowers your risk of getting breast and ovarian cancer  

 naturally uses up to 500 calories a day  

 saves money – infant formula, the sterilising equipment and feeding 

equipment can be costly  

 can help to build a strong bond between you and your baby  

Exclusive breastfeeding can also delay the return of your periods.  

Some useful contacts: 

Telford and Wrekin Environmental health – 01952 321818 

NCT breastfeeding line – 08704448708 

Breastfeeding support lines – 08709008787 

www.breastfeedingnetwork.org.uk 

National childbirth Trust – www.nctpregnancyandbabycare.com 

NHS Breastfeeding – www.breastfeeding.nhs.uk  

 

Signed on behalf of the setting by: 

J.Edge - Manager 

 

 

http://www.nhs.uk/conditions/diabetes-type2/Pages/Introduction.aspx
http://www.nhs.uk/conditions/diabetes-type2/Pages/Introduction.aspx
http://www.nhs.uk/conditions/eczema-(atopic)/Pages/Introduction.aspx
http://www.breastfeedingnetwork.org.uk/
http://www.nctpregnancyandbabycare.com/
http://www.breastfeeding.nhs.uk/
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Chipmunks Nursery and OSC Ltd 

 

Building Security & Policy and Procedure 

 

This policy was written, adapted and implemented in June 2015 

This policy will be reviewed annually. 

The children’s safety is paramount to all other issues. All practitioners employed 

by Chipmunks Nursery OSC Ltd will ensure, so far, as is reasonably practicable, 

that colleagues, children and other non-employees are protected from risks to 

their Health and Safety. Chipmunks Nursery & OSC Ltd has drawn up the following 

arrangements to enable this responsibility to be effectively discharged.  The 

identified person for day-to-day responsibility is the Manager/Deputy.  

Practitioners, parents/carers will ensure that at all times: 

  

 All entrances and exits to the nursery/osc building and premises are closed 

and secured when not in use. 

 All external gates are closed and secured when not in use. 

 All visitors will be signed in and out of the visitor’s book. 

 All visitors will be supervised whilst on the premises. 

 Visitors to the baby room will remove their shoes before entering. 

 Parents will ensure that a member of staff is aware of a child’s arrival. 

 A child’s presence and time of arrival in the setting must be immediately 

signed into the register. 

 The register must also be up-dated to show the time when a child leaves 

the setting. 

 Children will only be released into the care of a nominated collector. 

Collectors other than parents must be nominated on the child’s registration 

form. Children will not be released to anyone who is not on the registration 

form unless the management team is happy that full identity for that person 

has been received from the parent/carer. Children will not be released into 

the care of a minor unless in exceptional circumstances and with prior 

permission.  

 If a member of staff has any doubt about the identity of a collector, they 

will be asked to wait outside of the building whilst their identity is 

established via the parent/carer. 
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Building Security. 

  

ACCESS OR EGRESS.  

The access point to the nursery/osc is through the main front 

entrance, which is controlled by a doorbell. All visitors unknown to staff are dealt 

with in the reception lobby. Visitor’s i.e. parents, carers, trades people etc are 

always asked to make an appointment to avoid undesirables entering the building.  

DOORS,  

External doors will be locked with a mortice deadlock when the setting is closed 

and the alarm will be set. Security gates will be locked at night to secure the 

Windmill Primary School Site. Locks are situated on the inside of the inner door 

above child height. Internal doors have finger guards on the doors. Children's 

toilet doors are not lockable from the inside. Check lists form part of the evening 

procedures and practitioners who are on the late shift are responsible for ensuring 

that the building is secure. 

WINDOWS. 

Windows accessible to children do not open fully and risk assessments are in place 

for the safety of the children when the windows are both open and closed to 

ensure that children do not pinch their fingers, or bump their selves on them. All 

windows and glass is fitted with safety glass. 

FLOORS.  

Surfaces that may become slippery due to water and sand play will be 

regularly swept and mopped. Wet floor signs will be in place. 

HEATING APPLIANCES & HOT WATER.  

Heating and ventilation systems are thermostatically controlled to give constant 

thermostatically controlled within prescribed limits. Heaters do not reach 

temperatures that are dangerous to the children. 

KITCHEN. 

If children are allowed in the kitchen they are fully supervised by practitioners. 

During mealtimes children are supervised and safely seated. Food spillages within 

both the kitchen and dining room are dealt with immediately. All hot drinks 

consumed by adults within the setting are to be contained in parts not common to 

the attending children. 

STORAGE.  

No shelves, cupboards, filing cabinets etc are unstable. All cleaning 

consumables will be stored in locked areas not used by the children. 

ELECTRICAL EQUIPMENT.  

Ail electrical equipment is inspected on a regular basis and a record is kept of the 

inspection dates. Should an appliance prove faulty it will be immediately removed 

from the setting. All unused electrical sockets are capped at all times. 

TOYS AND EQUIPMENT.  
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Children will not have access to small items that represent a choking hazard. All 

toys are sanitised on a regular basis and a record is kept on this. All toys are 

inspected for breakages or faults. Should the condition of the toy constitute a 

hazard it is immediately removed from the setting. 

OUTSIDE PLAY AREAS.  

Prior to the children using any outside areas they are risk assessed by 

practitioners. Children using any climbing equipment will be suitably dressed, and 

have no item of trailing clothing that may get stuck in the play equipment. Children 

will be supervised at all times. 

ALARMS 

Chipmunks Nursery & OSC is fitted by a fire system by Telford & Wrekin Council. 

The system is checked on a regular basis and logged appropriately. Termly a fire 

drill is held to ensure that all practitioners, visitors and pupils are aware of the 

fire procedure. Fire Risk Assessment are carried out on an annual basis by 

Peninsula and new plans are drawn up recommending the areas that should have 

fire fighting equipment and the type of  equipment required. Any problems will be 

dealt with by J.Edge (Manager). Chipmunks is covered by an alarm system linked 

to school. In the event of the alarm being activated the caretaker will contact in 

the first instance – J.Edge (Manager), A.Merricks – Key holder, D.Huxley – Key 

Holder A key holder will then attend school and check for a break in etc and 

secure the site contacting the police if necessary. All key holders are aware that 

under no circumstances must they pursue any potential thieves in the building. 
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Signed on behalf of the setting by: 

                 J.Edge 

……………………………………………………………………………… Manager 

 

 

 

SECURITY ISSUES NAME SPECIFIC DUTIES 

Perimeter fencing, access 

routes 

 

All Practitioners 

 Walk and check every 

day. 

Securing school entrance/exits 
 

All Practitioners 

Secure all entrances and 

exits every day 

Control of visitors 
 

All Practitioners 

Ensure all visitors sign in 

and are escorted to the 

appropriate area 

Control of contractors 
 

All Practitioners 

Escort to the appropriate 

area  

Security of money etc 
J.Edge – Manager 

D. Huxley – Deputy 

Ensure all money is 

deposited at bank or 

locked away in safe. 

Emergency procedures 

(Fire, first aid, accidents) 

 

All Practitioners 

Ensure all staff is aware 

of designated officers and 

reporting system. 

Building security risk 

assessment 

 

All Practitioners 

As above, and carry out 

assessments regularly. 

Intruder/Fire Alarms 
J.Edge – Manager 

D. Huxley - Deputy 

Alarm is monitored by a 

Telford & Wrekin. 

Police/Fire are informed 

and respond. 
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Chipmunks Nursery and OSC Ltd 
 

  
Bullying Policy and Procedure 

 
This policy was written, adapted and implemented in June 2015 

This policy will be reviewed annually 

 
 

Bullying hurts, it can make a child feel scared and upset, a child that is worried 

about bullying can't work well at school or nursery.  Bullying can mean many 

things: - 

• Being called names, * being teased 

• Pushed or pulled about * being hit or attacked 

• Having your possessions taken * being attacked because of religion &. colour. 

• Being ignored and left out. * Rumours spread about you. 

At Chipmunks we will not ignore bullying WE CAN HELP. 

• We will from time to time have discussions about bullying and the effects it can 

   have on children. 

• We will make children feel safe by constant supervision of activities. 

• Bullies can have problems of their own, maybe they are being bullied at home, 

  and we will talk to the child to find out why? 

• If a child is bullying at Chipmunks we will record these events and discuss them 

  with parents/carers to try and work together to sort out the situation. 

• If a child has been bullied at Chipmunks we will inform the parent/carer of the 

  child. 

• Confidentiality will be of the utmost importance in these issues. 

• If we feel that a child who attends the OSC discloses that they are being 

  bullied at school we will sensitively discuss this with the child’s parents/carers. 

• A 'walker' will always inform the school if there have been any problems with 
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    bullies on the way to a delivery or collection at school. The 'walker' will ignore 

    the bullies so as not to make the bullying get any worse with serious  

    consequences. 

 

HOW WILL WE KNOW? 

Children can be very good at hiding their feelings if they have to. There are 

certain signs that we will look out for in a child and all practitioners will be aware 

of this: 

• Bruises and cuts that are not normal knocks that a child might have. 

• Torn clothing. 

• Low self-esteem or withdrawal from any type of social activity. 

• A child may seem depressed. 

We will always be supportive of any child that is distressed, we will not take the 

attitude of "stand up for yourself", as this is not always as easy as it sounds. 

We will advise the children to talk to someone and not give up until a course of 

action has been taken. 

BEING BULLIED CAN BE A LONELY AND CONFIDENCE SAPPING EXPERIENCE 

FOR A CHILD AND WE WOULD HOPE THAT WE SORT OUT ANY PROBLEMS 

BEFORE THEY START AT CHIPMUNKS NURSERY & OSC. 

Telephone numbers will be available to children if they require somebody else to 

talk to - 

CHILDLINE - 0800 1111 NSPCC – 0808 800 5000 (Updated – 14/04/11) 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Care of the babies Policy and Procedure 

 

This policy was written, adapted and implemented in May 2015 

This policy will be reviewed annually. 

 

The baby's day will be planned to fulfil his/her all round needs and essentially this 

will be the same throughout childhood. A baby learns by discovery, everything is 
new and interesting; therefore the setting will guard against dangers without 

making unnecessary restrictions but by putting safety as an important priority. 

 

We will ensure this by:- 

 

Key Person 

All children will be allocated a key Person who will be responsible for making 

attachments with your child, recording their development, observing their interests 

and planning for their needs. In the event the child’s key person being absent then 

another member of staff will be allocated to your child for that day, you will be 

informed who this person is. Your child’s key person will communicate with you 

daily to give feed back on what activities your child has participated in, and 

personal information regarding feeding, sleeping, nappy changing etc 

 

Practitioners 

 

The practitioners in our baby room have many years of experience caring for 

babies, and fully understand parent’s concerns and anxieties about first leaving 

their baby. They help to make settling into the nursery as smooth as possible and 

give parents detailed feedback at the end of each day. 

 

Temperature of the baby room.  

 

The baby room will be kept well ventilated at all times.  

The temperature will be kept constant, the ideal temperature being 65 F (18 C), 
The babies will be kept at a comfortable temperature by: - 

1, Keeping babies away from draughts, radiators and heaters. 

2, Avoiding rapid changes in the temperature of the room. 

3, Using only enough bedding to keep the baby comfortable. 

4, Checking the room temperature regularly. 
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Cots. 

 

Cots are allocated to children during their stay; the cots will never be used by 

more than one child at the same time. The cots will be cleaned and thoroughly 

sanitised between use. Bedding will be changed between children, bedding is never 

shared. Children are supervised and monitored whilst sleeping and a check list is 

signed by practitioners on a regular basis (please see sleeping policy). 

 

Records. 

 

A daily record is filled in throughout the day, recording what time babies are fed, 

what they have eaten, nappy changes, development and anything that we feel may 

be important to a parent/carer. 

 

Nappy Changing. 

 

There is a separate nappy changing area equipped with disposal facilities and 

disposable gloves, (please see nappy changing policy). Nappy changing takes place 

on a regular basis dependent upon each child’s needs. 

 

Pushchairs/prams. 

 

Prams and pushchairs are not stored in the baby room there is a pram and 

pushchair store located outside the premises, they are left at the responsibility of 

the parent/carer. Pushchairs/ belonging to Chipmunks are stored in the store 

room. Children are never left unsupervised in pushchairs or prams. 

Prams/pushchairs are not allowed in the baby room. 

 

Toys and equipment. 

 

Toys, cots and equipment are sanitised appropriately on a regular basis, a record 

is available as evidence of this. Toys will not contain small parts, which can 

become loose and become swallowed. Materials chosen will be durable, strong and 

not break leaving sharp edges or splinters. Materials must be non-toxic and non-

flammable, they must not contain dyes that rub off or paint. Toys that have holes 

to trap small fingers will not be used or heavy toys that may fall on fingers or 

toes. Toys that have long narrow parts that may reach the back of a baby's 

throat, and toys with strings attached will not be used. When a baby is playing 

with paper we will ensure that small parts are not chewed off that may cause 

choking. Small toys with removable parts will not be used. Toys should be marked 

with the BS 5665 standard if we are unsure. 
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Milk and food preparation. 

 

Milk and food preparations will be carried out in the kitchen. Milk formula that 

has been made up at home will be stored in the fridge; each baby has its own 

name tag in the fridge. 

 

Weaning. 

 

Weaning is the gradual introduction of solid food to the baby's diet. The reasons 

for weaning are: - 

*To meet the baby's nutritional requirements. 

*To develop the chewing mechanism. 

*To satisfy an increasing appetite. 

*To develop new tastes and textures. 

When appropriate babies will eat with their peers to  

* Promote the child's personal, social, and emotional development. 

*To develop new skills, for example using cups, cutlery etc. 

We will encourage parents/carers to inform the staff when they have started 

weaning at home. If the baby room leader has any concerns and feels that the  

baby has a growing interest in food or appears hungrier during the day then they 

will discuss weaning with the parent/carer. If babies are not interested in their 

food, we will never let mealtimes become a battleground, and babies will never be 

forced to eat a particular food. Information about weaning and introducing new 

solids to babies will be available to parents/carers in the baby room. The baby 

room will only offer milk or water to your baby to drink and will discourage the use 

of fruit juices.  

 

Immunisations. 

 

The current recommendations for the immunisation of babies are available at the 

health clinic. Although many of the disease for which children will be immunised 

against are now rare, they still exist, outbreaks can still occur. Serious side 

effects from immunisation are very rare, whereas the risks of harmful effects 

from the diseases are far greater than that from the immunisations. The nursery 

will advise parents/carers to talk to their GP or Health Visitor regarding 

immunisation. Sometimes an injection may make a baby a little irritable or have a 

slight fever, we would ask for you to inform the nursery when your child is 

immunised so that: - 

* We may be able to give your child some calpol to relieve any discomfort. 

* We can update your child's records. 
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Baby Health. 

 

The nursery plays a large part in caring for your baby, as a practitioner gets 

to know your baby they will get to recognise your baby's cries and know when 

he/she is hungry, sick or just needs a cuddle. As carers we would like to be 

advised about all aspects of your babies health e.g. feeding, colic, crying, 

teething, rashes or immunisations so that we can monitor 

your baby's progress through these stages. 

 

The Child Health Clinic. 

 

The health visitor plays a large part in the well being of your baby; you can 

discuss any worries or concerns with the health visitor at the clinic. Lists of local 

clinics are available on the notice board in the main entrance of the setting. 

Developmental Stages. 

 

There are wide variations at which a baby will develop and each baby develops at 

his/her own pace. Each baby will have their own progress and development file in 

the baby room and your child’s key worker will discuss progress and development 

with parents/carers. Practitioners will support all areas of the babies development 

in line with the Early Years Foundation Stage. 

 

Parent Partnership 

 

Our 'Parent-Partnership' begins when a child commences with us. Practitioners will 

complete a comprehensive induction with a parent, ensuring that they gather as 

much information as possible about their child's routine, likes and dislikes, dietary 

requirements etc.  Also each day our practitioners will record on a daily diary  

sheet which informs parents about their day, with information regarding sleeps, 

bottles, meals and nappies.  

Children learn about the world around them from the moment they are born. The 

care and education offered by Chipmunks Nursery helps children to continue to do 

this by providing all children with interesting activities and opportunities that are 

appropriate for their age and stage of development. 

 

 

 

 

Signed on behalf of the setting by: 

      J.Edge 

……………………………………………………………………….. Manager 
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Chipmunks Nursery and OSC Ltd 
 

                       Collection to and from School Policy and Procedure 
 

This policy was written, adapted and implemented in April 2015. 

This policy will be reviewed annually. 

 

An essential element of our out of school club service is the collection of children 

from school at the end of the day or delivery to school before school starts. Our 

service will enable parents to work with peace of mind, knowing that their children 

are collected and cared for at all times throughout the day. 

 

Persons collecting or delivering to school will be referred to as "Walkers". 

• Upon admission to the OSC, the children will meet his/her "walker" and other 

   practitioners who will undertake this position in the event of staff absences. 

   We will at all times try and keep the same "walkers" so as not to confuse  

   Children and the school with different practitioners. 

• All 'walkers' will have a current CRB check. 

• All 'walkers' will make themselves known to the schools so that the schools will 

   become familiar with the  ‘walkers’. 

• As agreed with the schools, "Walkers' will carry proof of identity with them by 

   way of a letterhead from Chipmunks. Chipmunks will inform the school if 

   practitioners not known to the school are sent to collect. 

• Walkers will have an arranged meeting place for collecting children within the 

   school grounds. 

• Children will at NO time be left unsupervised by 'walkers' on the journey to and 

  from school. 
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Collection to and from school – 2 of 4 

 

WALKING TO AND FROM THE CLUB. 

 

 There will be a ratio of one walker to eight children. 

 Practitioners will carry a mobile phone. 

 If there are children with behaviour issues during walking, practitioners 

should telephone the setting if another practitioner is needed to assist. 

 Children will be kept together in a group. Where a road needs to be crossed  

        children will be instructed not to cross until the 'walker' gives his/her 

        permission. 

 The safest route will always be taken. 

 

PARENTS IN PARTNERSHIP. 

 If a child becomes ill at the OSC before a school/nursery drop off and we 

need to administer Calpol, the manager will inform the school by sending a 

letter with the 'walker'. The letter will have details of what was 

administered, dosage and time administered. We would expect that if 

parents/carers have administered any medication before they arrive at the 

OSC they would inform us. 

 We will aim to spend at least five minutes settling in time with younger 

children who we deliver to the local nursery. 

 Unless informed otherwise children who are due to be picked up from school 

will be taken to the OSC. A child who has made arrangements to go to a 

friend's house after school will not be allowed unless the parent/carer has 

informed us first. 

 We will not allow Parents/carers to put us in a position whereby we 

        are asked to release the children from the OSC to walk home alone. 

 If a child has been sent home from school during the day due to sickness or 

any other absence we would be grateful if parents/carers would inform the 

OSC. 
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 It is a parent/carers responsibility to put their child on the collection list, 

however if a child arrives at the collection point and we cannot find the  

parent/carer we will take the child to Chipmunks and inform the 

parent/carer. 

 Practitioners are not responsible for adding children to the collection list. 

In the case of a parent/carer forgetting to do this we will accept telephone 

calls for the first collection day and explain that they need to fill in the 

list for the remainder of the week. Chipmunks will not take responsibility 

for children who are put on the wrong list or wrong day. 

 If we are experiencing behaviour issues with any child during the walking 

period we will discuss concerns with parents/carers. 

 Practitioners responsible for collecting children on the mini bus will follow 

the same procedures as above but will also adhere to the mini bus policy and 

procedure.  

 Practitioners will take a list of the children they are collecting from what 

school, they will do this prior to leaving in case of any alterations to the 

list. 

 Practitioners will record what items the child has bought from the school in 

order to make sure all children have collected all their belongings.  

 

NON-COLLECTION OF CHILDREN. 

If a child is not in the designated pick up point the 'walker' will immediately 

inform the school. If the child has attended school, then we will: - 

l.Liase with the school to check all areas and make sure that the child is not 

still on the school grounds. 

2.Talk to friends of the child who might know where they have gone. 

3.Immediately contact the parent/carer. 
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4.If the parent/carer has no idea where the child may have gone or we cannot 

contact them we will IMMEDIATELY contact the police. 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 

 

 



Chipmunks Nursery and OSC Ltd 
 

Confidentiality Policy and Procedure 

 

This policy was written, adapted and implemented in June 2015 

This policy will be reviewed annually. 

It is of paramount importance to ensure that matters concerning individuals using 

Chipmunks Nursery & OSC are treated in a confidential manner. Chipmunks 

Nursery/OSC is totally committed to the safety and wellbeing of the children in 

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

 

Confidentiality will be respected in the following ways: 

 

 Parents will be advised that the Nursery/OSC has a duty to protect 

children and would refer to Social Services should they have any 

       concerns. 
 All records kept on the children in the Nursery/OSC will be available for 

examination by their parents and practitioners of the Nursery/OSC only. 

 Nursery/OSC practitioners will not discuss individual children, other than 

for purposes of curriculum planning or group management, with anyone 

       other than parents or carers. 

 Information given by parents or carers to the nursery/OSC manager or 

       key workers will not be disclosed to third parties. 

 Any anxiety relating to a child's personal safety will be kept in a 

       confidential file and will not be shared within the group except with 

       The Nursery/OSC Manager or key worker. Should the concern of the 

       Nursery/OSC result in the involvement of Social Services the confidential 

       file will be passed to them. 

 Students studying recognised childcare courses observing within the 

       nursery will be advised of our confidentiality policy and their signature 

       required confirming their agreement. 

 Practitioners not observing our confidentiality policy will be subject to 

immediate disciplinary procedures. 
 All information regarding confidential information on children, parents and 

staff and including Disclosure information will be kept in a locked filing cabinet, 

accessed only by the authorised person. 
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 All practitioners, volunteers, work experience students and so on are instructed 

of the importance of confidentiality within the setting. 

 Issues to do with the employment of staff, whether paid or unpaid, will remain 

confidential to the people directly involved with making personnel decisions. 

 Students on NVQ or other recognised courses observing in the setting will be 

advised of our confidentiality policy and required to respect it. 
 

In the event that there are any concerns regarding any aspect of these 

procedures please do not hesitate to discuss the matter with the Nursery/OSC 

Manager. All the undertakings above are subject to the paramount commitment of 

Chipmunks Nursery & OSC for the safety and wellbeing of the child. Also please 

see our policy on child protection. 

 

 

Signed on behalf of the setting by: 

 

       J.Edge 

……………………………………………………………………………… Manager 

 

 

 



                     Chipmunks Nursery and OSC Ltd 
 

  
COSHH Policy and Procedure 

 
This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 

 

To protect people against risks to their health, whether immediate or 

delayed, from substances hazardous to health arising from a work activity. 

 

Employee's responsibilities under C.O.S.H.H. 

• To know what substances are hazardous. 

• To know what the risks are from using them in the workplace. 

• To know how those risks are controlled. 

• To know the precautions needed to be taken. 

 

Hazard and Risk 

• A hazard is the potential of a substance to cause you harm. 

• A risk is the likelihood that it will harm during use 

 

Depending on - How is the hazard used, how is it controlled, who is 

exposed, the amount and for how long. 

All cleaning substances are kept in locked cupboards, or on a high shelf with 

only adult access. Data sheets are stored with the substances. 

All C.O.S.H.H substances are the responsibility of the cleaner who only 

uses them when Chipmunks is closed to the public. 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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             Chipmunks Nursery and OSC Ltd 

 

  
Disability Access Policy and Procedure 

 

This plan was updated and adopted by all the staff at Chipmunks Nursery 

OSC Ltd in May 2015 and will be reviewed and updated on an annual basis. 

 

Name of SENCO – J.Edge/Manager 

 

The SEN and Disability Act 2001 extended the Disability Discrimination Act 

1995 to cover education. Our setting has had three key duties towards 

disabled children, under part 4 of the DDA. 

 

 Not to treat children less favourably for a reason related to their 

disability. 

 To make reasonable adjustments for disabled children, so they are 

not at a substantial disadvantage. 

 To plan to increase access to care and education for disabled 

children. 

 

This plan sets out the proposals for Chipmunks to increase access, care and 

education for disabled children in the areas required by the planning duties 

in the DDA. 

 

 Increasing the extent to which disabled children can participate in 

the activities in the setting. 

 Improving the environment of the setting to enable disabled children 

to have full access. 

 

We will implement, monitor and revise this plan on an annual basis. Attached 

is an action plan showing how Chipmunks will carry out this work. 

 

Aims and Objectives. 

 

 We will make ‘reasonable adjustments’ for disabled children so that 

they can be included at Chipmunks as fully as possible.  

 We will improve the environment to enable disabled children to have 

full access to resources. 
Disability Access 2 of 3                      

 



 2 

 

 Our policies and procedures which include equal opportunities and 

SEN, support and share information are available as to how our 

service works. 

 Practitioners understand each others roles and responsibilities with 

regard to supporting a disabled child and training is updated and on-

going. 

 The application and enrolment of a disabled chills will be treated in 

exactly the sane way as for other children. 

 Children with disabilities will be respected and treated as individuals. 

 We will support and regularly consult with parents/carers about their 

child’s progress and also remember that Parents are a child’s first 

educators and seek advice from them also. 

 

Responsibilities. 

 

 

The manager (J.Edge) will manage and implement the accessibility plan. All 

practitioners are consulted and made aware of the plan. 

Parents/Carers will have the opportunity to have input into the plan and 

policies and procedures will be informed by the views of parents/carers. 

The plan will be located in the operation plan of Chipmunks Nursery OSC 

Ltd which is located in the office. 

 

Working with other agencies. 

 

We will endeavour to share and provide information to parents/carers 

sensitively and effectively, they will be given clear information about our 

practise, their child and about disability issues. There will be occasions 

where we will need to gain knowledge from different agencies that will be 

able to support the child; this will be discussed by the SENCO with the 

families and the key worker. 

We will seek advice from health and social services support, voluntary 

organisations, parent partnership services and other sources of support that 

will be available to parents/carers and children. 

 

Planning of the curriculum. 

 

We will adopt and deliver a broad and balanced curriculum for all children 

with SEN/disabilities as can be viewed in our foundation stage policy. 
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The SENCO – Special Educational Needs Co-ordinator will be responsible for 

liaising with other agencies, keeping appropriate records, assisting staff in 

making observations and assessments and assisting staff in planning for 

children with SEN/disabilities. 

The SENCO will also seek advice and support from the local authority and 

other appropriate agencies. 

 

Training 

 

All staff are encouraged to update training on a termly basis, this will 

include SEN, equal opportunities, curriculum planning and much more that 

will assist and aid practitioners in their work with disabled children. 

 

Continuity of care 

 

Chipmunks will pass on information to other settings that the child may 

attend with regard to continuity and consistency in care. 

 

Changes to the environment 

 

There are currently no changes to the physical environment that need to be 

adjusted. With regard to a child with disabilities attending, we would need 

to plan and access the situation and make the reasonable adjustments at 

this stage. 

 

Monitoring and reviewing this plan. 

 

In September 2010, Chipmunks Nursery OSC Ltd moved premises to a 

building that has been refurbished, the access is excellent but access would 

need to be assessed dependent upon the need of the child. 

 

 
 

Signed on behalf of the setting by: 
 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

  
Display Policy and Procedure 

 

 

This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 

 
 

At Chipmunks Nursery & OSC we believe that a stimulating, exciting 

environment enables children to work and learn. In order to achieve this, 

quality imaginative, colourful and informative displays are regarded to be of 

vital importance. All displays, both in the classroom and in public areas, should 

be of the highest standard and reflect the children’s work. 

 

Aims 

• To value the work of children 

• To inform and engage 

• To celebrate learning and achievement 

• To encourage children to question 

• To stimulate curiosity 

• To involve children in their own learning 

• To share information 

 

The quality of display work within Chipmunks has much to say about the values 

and ethos of Chipmunks. This policy is written giving due consideration to the 

following principles: 

 the displays in all areas of Chipmunks should reflect its life, work and 

values. 

 the displays in question should be educative, informative and visually 

stimulating, not only for the children, but also for its visitors. 

 that such displays may have a positive effect on children’s interests and 

motivation. 
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 that children and others tend to respect and to look after an 

environment that has a pleasant, orderly and cared for appearance, and 

one that they or their peers have helped to create. 

 

Considerations: 

 displays should be related to the recent, current or impending learning 

of the children. 

 displays should be labeled in order to identify the work by name and to 

indicate the learning with which the display is concerned. 

 displays should be neat and tidy and well arranged. 

 displays should be well-maintained, and modified or dismantled when 

they have ’run their course’, rather than being allowed to ’age’ or 

disintegrate. 

 

 

As a general rule practitioners have one room/area in which they carry out 

most of their learning and development with the children and so they are 

individually responsible for the displays in that room/area. Typically, displays 

will contain one or more of the following: 

 designs and work produced by children who normally use the room. 

 collections of natural or manmade items, often from different countries 

and cultures. 

 collections of natural and synthetic forms and structures. 

 

All displays in the areas/rooms are designed and produced on the general 

understanding that they should serve to promote an educative and a visually 

stimulating environment. In addition, any display is mounted with one or more 

specific purposes in mind which predominantly include: 

 exemplary work of a particular kind. 

 imagination, technique, skill, use of materials. 

 to display examples of co-operative work, i.e. work produced by either 

a small group or contributed to by the whole group. 

 to show the entire range of responses to a common starting point, 

irrespective of their nature and quality, by one or more groups. 

 to act as teaching and learning aids.  

 

When displays are assembled:- 

• Boards are to be backed with coloured backing paper and finished with a 

border. The backing paper should be neat, flat and snag free. 
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• All work to be mounted – single or double – using paper which has been 

accurately trimmed and ‘square’, where appropriate, on a slide cutter. 

• Labelling – can include stencil letters, cut out letters, computer print or 

handwritten labels in paint, felt tip, crayon or other mediums. 

• Work should be placed carefully and the finished result should ‘balance’. 

Slanting and especially overlapping work should be avoided. 

• Displays to be fixed by blue tack or if using heavy materials a minimum 

amount of staples.  

• Displays should be clearly titled.  

• Displays should challenge children to think by asking a range of questions or 

giving them statements and comments to read, so that the children (and 

adults) interact with the displays. 

• Displays should be regularly maintained and not present any safety hazards. 

 

NO display work should be assembled on the glass or wood without discussion 

with the manager – J.Edge. Practitioners will be supported and offered in-

house training to assist them with display work.  

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
 
 

 



 

 

                     Chipmunks Nursery and OSC Ltd 
 

 Disposal of Bodily Fluids Policy and Procedure. 

 
 

This policy was written, adapted and implemented in: May 2015 

This policy will be reviewed: Annually 

 

To minimise the risk of infection we ensure that: 

 

• All practitioners wear disposable aprons and gloves. 

• All practitioners follow the nappy changing policy 

• Soiled nappies, wipes, etc are placed in nappy sacks, disposed of in 

  the nappy bin and then disposed of in the clinical waste collection 

  point. 

• Bodily fluid e.g. vomit, blood etc is cleaned by disposable paper 

  towels/cloths and placed in a double bag in the clinical waste 

  collection point. 

• The mop and bucket labelled 'bodily fluids only' is used to clean the 

   floor and disinfected after each use. 

• Changing mats are cleaned after every use with anti-bacterial spray. 

• Any soiled clothes are sluiced and placed in a double bag. 

• Aprons and gloves are disposed of in bags and disposed of in the 

   outside bin. 

• Hands are washed thoroughly. 

 

 

 

Signed on behalf of the setting by: 

 

J. Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Use of Dummies Policy & Procedure 
 

This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 
 

At Chipmunks Nursery OSC Ltd we recognise that a dummy can be a source of 

comfort for a child who is settling and/or upset, and that it may often form 

part of a child’s sleep routine.   

 

As babies get older they need to learn to move their mouths in different ways, 

to smile, to blow bubbles, to make sounds, to chew food and eventually to talk. 

As babies move their mouths and experiment with babbling sounds they are 

learning to make the quick mouth movements needed for speech. The more 

practice they get the better their awareness of their mouths and the better 

their speech will be. The overuse of a dummy may restrict these movements 

from taking place and therefore affect a child’s language development.  

 

At Chipmunks we aim to:  

 Discuss the use of dummies with parents as part of babies’ individual 

care plans.   

 Only allow dummies for comfort if a child is really upset (for example, if 

they are new to the setting or going through a transition) and/or as part 

of their sleep routine 

 Store dummies in individual hygienic dummy boxes labelled with the 

child’s name to prevent cross-contamination with other children 

 If a dummy or bottle falls on the floor or is picked up by another child, 

this is cleaned immediately and sterilised where necessary.  

 

When discouraging the dummy staff will:   

 Have a designated place for the dummy to be stored, which the child 

will be aware of  

 Comfort the child and if age/stage appropriate explain in a sensitive and 

appropriate manner why they do not need their dummy  

 Distract children’s attention with other activities and ensure they are 

settled before leaving them to play 

 Offer other methods of comfort such as a toy, teddy or blanket 
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 Explain to the child they can have their dummy when they go home or at 

sleep time.  

 

We will also offer support and advice to parents to discourage dummy use 

during waking hours at home and suggest ways which the child can be weaned 

off their dummy through books and stories (when appropriate).  

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Emergency closure policy 

 
 

This policy was written, adapted and implemented in May 2015. 

 

This policy will be reviewed annually. 

 

 

In the event of a breakdown of essential services (e.g. heating failure, loss 

of water supply), severe weather conditions or where Chipmunks has to close 

or partially close due to an illness epidemic, it is important that you are 

familiar with the following procedures: - 

 

 As far as possible, parents will be contacted by telephone and asked 

to collect their child/children. 

 Where Chipmunks has been closed due to heating failure, loss of 

water supply or where Chipmunks has an illness epidemic, please 

ensure that Chipmunks has re-opened before bringing your child the 

following day. We will try to keep parents informed of the ongoing 

situation via telephone or local radio. 

 In cases of severe weather conditions, if the weather deteriorates 

during the day, you may be asked to collect your child/children early. 

If heavy snow falls overnight, please establish that Chipmunks is open 

before bringing your child. 

 Severe weather conditions may interrupt the use of the mini bus for 

collections and deliveries to and from school, if this happens we will 

inform you by telephone. If accessible by foot we will do our utmost 

to continue to offer the OSC service. However in extreme weather 

conditions you may already have been asked to collect your child 

early from their school.  

 We will aim to update you via the local radio station. 

 Please note - it is important to remember that some members of 

staff have to travel considerable distances and may be advised not to 

make the journey to Chipmunks in severe weather conditions. 

However, we will endeavour to have as many staff as possible at 

Chipmunks when this situation occurs, we may ask that if your child 
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just attends for short sessions and that you make alternative 

arrangements. 

 

In the event of a critical incident i.e. closure of the premises due to 

adverse conditions such as flood or fire the following procedure will be 

followed; 

 In the event that we need to evacuate the building current fire 

procedures will be activated and children will be removed and re-

located to the Brookside community centre. 

 Emergency services will be contacted. 

 We will then contact parents/carers or emergency contact numbers. 

 All practitioners will remain with the children.  

In anticipation of any emergency closure of Chipmunks Nursery & OSC Ltd 

would like to thank you for your support and co-operation. 

 

 

 
Signed on behalf of the setting by: 

 

J.Edge - Manager 
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                     Chipmunks Nursery and OSC Ltd 
Emergency procedure for the removal of a child to hospital- 

Policy and Procedure. 

This policy was written, adapted and implemented in April 2015. 

This policy will be reviewed annually. 

Chipmunks nursery and OSC promotes a safe environment for parents/carers to 

leave their children and we would hope that no child would have to be taken to 

hospital.  Unfortunately accidents can happen; therefore we will adhere to the 

following-  

 If first aid is required a practitioner qualified in first aid will administer 

the appropriate assistance.   

 If it is necessary for the child to go to hospital, but the injury is not 

severe, then the parent/carer will be contacted, informed of the situation 

and asked to transport the child to hospital.   

 In the event of the nursery unable to contact parent/carer then two 

practitioners will transport the child to hospital, accompanied by the child’s 

notes on allergies/ medical conditions and any medicines.    

 In the event of a severe injury an ambulance will be called immediately and 

a message left for the parent/carer to go directly to the hospital.   

 Any accidents/incidents will be recorded and filed by the nursery.  Any 

hospitalisation will have a written report by the nursery manager/deputy on 

duty, and will include accounts from involved practitioners.   

 The accident/incident will be reported to RIDDOR.  

 When registering your child at Chipmunks you are also asked to complete a 

‘emergency treatment consent form’, this enables the registered person 

(J.Edge or in her absence – D.Huxley) to authorise hospital staff to 

administer essential treatment until your arrival at the hospital.  

Signed on behalf of the setting by: 

……………………………………………………………………….. Manager 

 

……………………………………………………………………….. Deputy Manager  

 

Date:……………………………. 
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                     Chipmunks Nursery and OSC Ltd 
 

Equal Opportunities  Policy and Procedure.   

This policy was written, adapted and implemented in June 2015. 

This policy will be reviewed annually. 

Chipmunks nursery and out of school club welcomes, values and respects all 

children, families, practitioners, volunteers, students and visitors to the setting.  

We will, through activities, attitudes and mutual respect, seek to create an 

environment which is free from prejudice and discrimination.  We will also provide 

positive images of adults and children living in our and other communities, providing 

the opportunity for children and practitioners to talk about the various differences 

between us all.   

Practitioner Training.   

At Chipmunks our practitioners are continually developing their skills in a multitude 

of areas surrounding childcare.  Chipmunk’s managers make it their responsibility 

to ensure that practitioners regularly undertake equal opportunities training.  We 

also have a named equal opportunities coordinator who is responsible for over-

seeing any issues regarding equal opportunities. 

Chipmunks Nursery and OSC’s Equal Opportunities Coordinator is:  Jenny Edge  

Children.   

Chipmunks nursery and out of school club will ensure that: 

 We continually aim to provide children with a balanced view of the world and 

an appreciation for the rich diversity and multicultural society.   

 We provide literature; materials, meals and other provisions which help 

children develop their self-respect and respect for other people, by 

avoiding stereotypes and derogatory pictures or messages about any group 

of people.   

 We provide appropriate opportunities for the children to explore, 

acknowledge and value the similarities and differences and between 

themselves and others.   
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Equal Opportunities- Policy and Procedure 

 Children are encouraged to be non-sexist in their choice of activities and 

provisions. It is particularly important that racist, sexist attitudes or 

remarks should be challenged and discussed.     

 Children suffering from this or any type of abuse should be supported and 

comforted immediately and the incident followed up with the rest of the 

group, including practitioners.   

 

Employment.   

Chipmunks nursery and out of school club will ensure that: 

 We always appoint the best person for the job and treat all applicants 

and those employed fairly.   

 Practitioners employed at the setting commit to implementing the 

Chipmunks equal opportunities policy as stated in their job descriptions.   

 Practitioners employed by Chipmunks nursery and out of school club have 

regular access to equal opportunities and multicultural training 

opportunities to support their professional development.  

Parents/Carers.   

Chipmunks nursery and out of school club will ensure that: 

 Practitioners respect the diversity of all parents/carers who access the 

setting. 

 Practitioners do their utmost to meet and respect religious, cultural and 

individual beliefs of parents/carers whilst accessing the setting.   

Festivals.   

Chipmunks strive to show respectful awareness of all major events in the lives 

of the children and families who attend Chipmunks, and in our community as a 

whole, and to welcome the diversity of backgrounds from which they come.   

In order to achieve this we aim to acknowledge all the festivals which are 

celebrated in our community and/or by the families involved in the setting in 

the following way: 

 Without indoctrinations in any specific faith, children will be made aware 

of the festivals which are being celebrated by their own families or 

others, and will be introduced where appropriate to the stories behind 

the religion.   
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 Before introducing a festival, staff will seek appropriate advice from 

people to whom the festival is familiar.   

 By using the local multicultural centre, which supports topic work with 

literature and provisions that are appropriate.   

The Curriculum.   

Chipmunks nursery and out of school club will ensure that: 

 All children are respected in their individuality and their potential is 

recognised, valued and nurtured.   

 Activities and the use of provisions offer the children opportunities to 

develop in an environment free from prejudice and discrimination.    

 Appropriate opportunities are given for children to explore, acknowledge 

and value similarities and difference between themselves and others.   

Provisions.   

Chipmunks nursery and out of school club will ensure that: 

 Provisions available to children provide a balanced view of the world and an 

appreciation of the rich diversity of our multicultural society.   

 Provisions available to the children support the children in developing their 

self-respect and respect for others by avoiding stereotypes and derogatory 

messages about any group of people.   

Special Needs.   

Chipmunks recognises the wide range of special needs of children and 

families in the community and will do its utmost to play an active part in 

meeting those needs (see special needs policy).  

Behaviour Management.   

Chipmunks nursery and out of school club will ensure that: 

 Discriminatory behaviour and remarks are never used during any form of 

behaviour management.   

 We are sensitive to the feelings and needs of those who are on the 

receiving end of such behaviour and will help those responsible to understand 

and over-come their prejudice.   

Language.   
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Children developing language skills who have a learning difficulty or disability which 

may affect their speech will be supported and encouraged at Chipmunks.  

Food.  

Chipmunks will do its utmost to meet any medical, dietary and cultural needs of 

children.   

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Evacuation  Policy and Procedure 

 

This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 

INTRODUCTION 

The Regulatory Reform (Fire Safety) Order 2005, under the Regulatory Reform Act 2001, 

replaces most fire safety legislation with one simple order. It requires any person who has 

some level of control in certain premises (including nurseries) to take reasonable steps to 

reduce the risk of fire and ensure that persons inside the premises can safely escape in 

the event of a fire. 

Under the order the person in control of the premises (hereafter referred to in this Policy 

as the Manager and the Deputy respectively) will: 

 carry out a fire risk assessment, that will identify fire hazards – sources of 

ignition, of fuel, and of oxygen. 

 identify the persons who might be in and around the setting, including parents and 

        other members of the school staff or other pupils, and persons who might be 

        considered to be especially at risk, such as disabled adults or children. 

 evaluate the risk of a fire starting, evaluate the risk of that fire to people, 

remove or reduce fire hazards, remove or reduce the risks to people from a fire, 

and protect people by providing fire precautions 

 record any findings and action that may have been taken and discuss and work with 

other responsible persons such as the deputy manager and provide training. 

 maintain a record of findings, assessments, fire drills and so on and review these 

regularly 

 

Emergency procedures for evacuation. 

In general, the following guidelines will apply, whatever the incident 

 the setting will require all parents/carers to provide a telephone number for 

emergency contact during session times. 

 the Setting Manager or the Deputy Manager will be at the setting at all times 

during opening times 

 the  Manager or the Deputy Manager will maintain a written record of 

        any incident. In the event of a fire, the setting has a Fire Policy which aims to 

        evacuate children and staff to a place of safety. The Fire Policy is supported by 

        the provision and maintenance of suitable and sufficient fire extinguishers, fire 

        doors, fire escape routes, smoke detectors, and warning notices within the setting. 

        Briefly, in the event of a fire during session time, any member of staff is 

        responsible for operating the fire alarm and initiating an evacuation of the premises 

        if a fire is suspected.  

The Manager or the Deputy Manager is responsible for: 

 summoning the Fire Brigade 

 notifying parents/carers. 
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 arranging for parental collection or for alternative accommodation for the children 

until the end of the session. 

 

FIRE PRECAUTIONS 

A set of written regulations for emergency evacuation is maintained in each room. All 

members of staff are familiar with these procedures. The regulations state: 

IN THE EVENT OF A FIRE 

1. Sound the alarm 

2. Evacuate the building in an orderly fashion. 

3. Proceed to the Assembly Point on the playground of Windmill Primary School. 

4. The Manager/Deputy Manager will be the last to leave the building and will check there 

are no children in the toilets or in the building. 

5. Each room leader is responsible to take their fire register and children’s contact 

numbers to the Assembly Point and check the roll and instruct members of staff to take 

up pre-arranged positions.  

6. Emergency escape routes are checked daily, and a record of these checks is signed and 

dated. 

7. The drill for an emergency evacuation is carried out each half term by the 

Manager/Deputy who will monitor and time the evacuation of the building and maintain a 

record of fire drills. 

 

TO ENSURE SAFETY AND MINIMISE RISK FROM FIRE 

Flammable material will not be stored where it could be subjected to heat, for example, 

in the boiler cupboard. It must be remembered that the combination of HEAT, FUEL & 

OXYGEN could result in FIRE. 

Glazing in doors will be kept mostly free from notices, posters, etc. A clear and 

comparatively unimpeded view can enable a member of staff to identify a potential hazard; 

moreover, in the event of an emergency evacuation, it is important to be able to see into a 

room. 

All doors are kept closed if at all possible and wherever practicable. 

The national NO SMOKING policy within all public buildings must be observed at all times 

by all members of staff, including maintenance staff, and by all visiting parents and other 

members of the public. 

 

ELECTRICAL SAFETY 

Good practice for ensuring safety from electrical fittings and equipment includes: 

 extension leads and portable equipment being carefully sited, to avoid trailing leads 

        being an obstacle to adults or children 

 all plugs and cables being routinely checked for loose connections and faults 

        checked daily by the room leaders. 

 annually by an approved electrician. Any electrical fault must be notified to the 

Manager immediately 

 

THE FIRE DRILL AND THE PROCEDURE FOR EMERGENCY EVACUATION 

All staff MUST be familiar with the procedures for emergency evacuation. It is 

the responsibility of the management of the setting to brief all supply staff, other 

temporary members of staff, and all students and work experience personnel, on these 

procedures. 

 

 



evacuation 
 

FIRE DRILL AND EMERGENCY EVACUATION 

AS SOON AS AN OUTBREAK OF FIRE IS DISCOVERED 
 
The fire alarm must be sounded by the Manager or other responsible adult 

 All children will stop and listen to the member of staff. 

 Staff will at once proceed with the orderly evacuation of children to the Assembly 

Point which is situated on the playground of Windmill Primary School. 

 Students and work experience personnel will follow these procedures 

 If circumstances permit staff should close all doors and windows before vacating 

the premises in an endeavour to prevent the fire from spreading, however doors will 

not be locked. 

 Staff will check that all children/staff are present 

 All children should be instructed that, if the fire alarm sounds whilst they are 

using the toilets or for any other reason are separate from the other children, 

they should leave the building by the nearest exit and go to their assembly point. 

 The Manager/Deputy will be the member of staff who ensures that the toilets have 

been vacated and that all others have left the building before she herself leaves. 

REMEMBER AT ALL TIMES, STAFF SHOULD NOT EXPOSE THEMSELVES TO UNDUE 

RISK AND SHOULD NEVER RE-ENTER A BURNING BUILDING. 

 

GRAB AND GO EVACUATION ROPE. 

 

The grab and go ropes improves the management and efficiency of getting children out of 

the building in the event of a fire or an emergency. Grab and go ropes must be supervised 

at all times by an adult. In the event of an evacuation the following procedures will apply 

to the grab and go usage:- 

1. Practice drills will take place to ensure that the children understand the grab and 

go procedures. 

2. Grab and go ropes will be supervised by an adult, the children will be instrycted to 

hold ontpo the rope  by taking hold of one of the coloured handles. 

3. Staff will supervise the ropes and lead the children by holding the front handle.  

Toddler room will supervise by 2 staff to 10 childrren = 30 children and 1 staff 

with 2 children one on each hand. 

Pre-School & OSC will have 1 staff x 10 children and 1 staff to supervise and 

assist. 

Baby room will evacuate in the baby trolley (see below). 

4. When the children arrive at the point of safety they can disconnect from the rope. 

5. On arrival back at the setting the ropes will be stored back in their carry bags and 

out of the reach of children.  

6. Hygiene – the ropes can be washed in a machine on a cool wash. 

 

 

 

RISK ASSESSMENTS IN GENERAL 

Under the provisions of the Health & Safety at Work Act 1974 and the Management 

of Health & Safety at Work Regulations 1992, the Management is required to assess  the 

risks that arise out of its operations and the use of its premises, and to introduce 

appropriate measures to control risks and provide a safe working environment. 

One of the procedures that employers are required to follow is Risk Assessment, 

involving: 
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 the systematic identification of hazards 

 a measured assessment of associated risks 

 an assessment of existing control measures and the prioritised introduction 

        of new control measures 

 a monitoring and review process to take account of changes in working practices, 

        staff competence and the environment 

The Risk Assessment procedure provides a systematic framework within which these 

activities can be carried out and documented, and which aids the management in the 

monitoring process. The Risk Assessment procedure is a careful ‘weighing-up’ of what 

in the setting could cause harm to its members. It helps to establish whether the setting 

has taken enough precautions or should do more to prevent harm. 

The aim is to make sure that no one gets hurt or becomes ill; accidents and ill health can 

ruin lives, and will affect the efficiency of the setting if staff time is lost, if equipment is 

damaged, if the setting authorities have to go to court, or if the setting gets bad 

publicity. 

The findings of the Risk Assessment must be recorded on the Risk Assessment Record 

Sheet and retained in the Risk Assessment file. 

 

Definitions: 

‘Hazard’ means anything that can cause harm, such as chemicals, electricity, 

contractors working on site, fire, a loose carpet, and so on. 

‘Risk’ is the chance, great or small, that someone will be harmed by a hazard. 

 

FIRE RISK ASSESSMENT 

A fire risk assessment has been carried out, with the following findings: 

Heating 

The heating is by means of low level wall mounted fan assisted electrical heater. In the 

main rooms the heating is provided by low level wall mounted air conditioners. In our 

opinion, the heating system does not present a fire risk. 

Emergency Lighting 

In the event of a power failure, sufficient emergency lights have been provided. 

Emergency Exits 

There are four emergency exits to the outside, both single doors wide enough to allow 

egress by a wheelchair, both clearly signed. The internal door from the classroom to 

the hall is also clearly signed as “Fire Exit”. 

Electrical Appliances 

The kitchen, contains a refrigerator, a microwave cooker, cooker and an 

electric kettle. None of these appliances presents a particular hazard. The children 

would not be allowed inside the kitchen unsupervised. 

Other electrical appliances will include a computer, a music centre, and so on, again 

none of which are hazardous in themselves. Their use by the children will be 

monitored. 

Hazardous Cleaning Materials 

None will be kept on the setting premises. 

Other Flammable Materials 

Paints are water based; paper will be stored in the cupboard. 

 

SPECIFIC FIRE PRECAUTIONS TO BE TAKEN 

 

Some of the following may have already been referred to above, in the general text: 
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Fire Detection System 

Smoke alarms will be fitted in the kitchen, staff room, entrance hall and main rooms. 

Warning System 

The alarm links the nursery to the main school building’s fire alarm system. 

Fire Fighting Appliances 

It is proposed that a fire blanket and a CO2 fire extinguisher be fitted in the kitchen, 

and two fire extinguishers are located in the hallway. 

Safe Routes for leaving the Nursery 

The four emergency exits have already been described, all adequately signed, all leading to 

the outside, all on the same level as the external ground so that no steps or ramps are 

required. 

 

 

Signed on behalf of the setting by: 
 

J.Edge - Manager 



 

 

 

Chipmunks Nursery and OSC Ltd 
 

Early Years Foundation Stage Policy and Procedure 

 

This policy was written, adapted and implemented in May 2015. 

 

This policy will be reviewed annually. 
 

“Every child deserves the best possible start in life and support to their full 

potential. A child’s experience in the early years has a major impact on their 

future life chances. A secure safe and happy childhood is important in its own 

right, and it provides the foundation for children to make the most of their 

abilities and talents as they grow up. When parents choose to use early years 

services they want to know the provision will keep their children safe and help them 

to thrive. The Early Years Foundation Stage is the framework that provides that 

assurance.” The Early Years Foundation Stage (EYFS) applies to children from birth 

to the end of the reception year. 

. 

The EYFS is based upon four principles: 

 

 A Unique Child 

 Positive Relationships 

 Enabling Environments 

 Learning and Development 

 

A Unique Child 

At Chipmunks Nursery OSC Ltd we recognise that every child is a competent 

learner who can be resilient, capable, confident and self assured. We recognise 

that children develop in individual ways, at varying rates. Children’s attitudes and 

dispositions to learning are influenced by feedback from others; we use praise and 

encouragement, as well as celebration and rewards, to encourage children to 

develop a positive attitude to learning. 

 

Inclusion 

We value the diversity of individuals within the setting and do not discriminate 

against children because of ‘differences’. All children at Chipmunks Nursery OSC 

Ltd are treated fairly regardless of race, religion or abilities. All children and 

their families are valued within our setting. In our setting we believe that all our 

children matter. We give our children every opportunity to achieve their best. We 

do this by taking account of our children’s range of life experiences when planning 

for their learning. 



In the EYFS we set realistic and challenging expectations that meet the needs of 

our children. We achieve this by planning to meet the needs of boys and girls, 

children with special educational needs, children who are more able, children with 

disabilities, children from all social and cultural backgrounds, children of different 

ethnic groups and those from diverse linguistic backgrounds. 

 

We meet the needs of all our children through: 

 

 Planning opportunities that build upon and extend children’s knowledge, 

experience and interests, and develop their self-esteem and confidence. 

 Using a wide range of teaching strategies based on children’s learning needs; 

 Providing a wide range of opportunities to motivate and support children and 

to help them to learn effectively; 

 Providing a safe and supportive learning environment in which the 

contribution of all children is valued; 

 Using resources which reflect diversity and are free from discrimination and 

    stereotyping; 

 Planning challenging activities for children whose ability and understanding 

are in advance of their language and communication skills; 

 Monitoring children’s progress and taking action to provide support as 

necessary. 

 It is important to us that all children in the school are ‘safe’. We aim to 

educate children on boundaries, rules and limits and to help them understand 

why they exist. We provide children with choices to help them develop this 

important life skill. Children should be allowed to take risks, but need to be 

taught how to recognise and avoid hazards. We aim to protect the physical 

and psychological well being of all children. (See Safeguarding Children 

Policy) 

 

 

Welfare 

 

“Children learn best when they are healthy, safe and secure, when their individual 

needs are met and when they have positive relationships with the adults caring for 

them.” 

At Chipmunks Nursery OSC Ltd we understand that we are legally required to 

comply with certain welfare requirements as stated in the Statutory Framework for 

Early Years Foundation Stage 2014. We understand that we are required to: 

 

 Promote the welfare of children. 

 Promote good health, preventing the spread of infection and taking 

appropriate action when children are ill. 

 Manage behaviour effectively in a manner appropriate for the children’s 

      stage of development and individual needs. 

 Ensure all adults who look after the children or who have unsupervised 

access to them are suitable to do so. 

 Ensure that the premises, furniture and equipment is safe and suitable for 

purpose. 

 Ensure that every child receives enjoyable and challenging learning and 

      development experiences tailored to meet their needs. 



 Maintain records, policies and procedures required for safe efficient 

      management of the setting and to meet the needs of the children. 

 We endeavour to meet all these requirements. 

 

Positive Relationships 

At Chipmunks Nursery OSC Ltd we recognise that children learn to be strong 

independent from secure relationships. We aim to develop caring, respectful, 

professional relationships with the children and their families. 

 

Parents as Partners 

We recognise that parents are children’s first and most enduring educators and we 

value the contribution they make. We recognise the role that parents have played, 

and their future role, in educating the children. We do this through: 

 

 Talking to parents about their child before their child starts in the 

setting; 

 Inviting all parents to an induction meeting before their child starts at the 

setting; 

 Encouraging parents to talk to the child’s key worker if there are any 

concerns. 

 Holding an open door policy. 

 

All practitioners involved with the EYFS aim to develop good relationships with all 

children, interacting positively with them and taking time to listen to them. At our 

setting there is a ‘Key Person’ allocated to all children in the EYFS.  Where 

children attend other settings in a day, we aim to ensure continuity and coherence 

by sharing information about the children. 

 

Enabling Environments 

At Chipmunks Nursery OSC Ltd we recognise that the environment plays a key role 

in supporting and extending the children’s development. Through observation we 

assess the children’s interests, stages of development and learning needs, before 

planning challenging, achievable activities and experiences to extend the children’s 

learning. 

 

Observation, Assessment and Planning 

 

Planning within the EYFS is based around half termly themes? These plans are used 

by the practitioner as a guide for weekly planning, however the practitioner may 

alter these in response to the needs (achievements and interests) of the children. 

This will be indicated on weekly planning. We make regular assessments of children’s 

learning and we use this information to ensure that future planning reflects 

identified needs. Assessment in the EYFS takes the form of observation, and this 

involves the practitioner and other adults as appropriate. These observations are 

recorded in a variety of ways and used to inform the EYFS. When children move to 

a new room base we complete a progress report for the child’s next key person and 

a copy is given to parents. The parents are given the opportunity to discuss the 

report with the child’s key worker and both parents and children are encouraged to 

add feedback to the sheet. 

 



The Learning Environment 

 

The setting is organised to allow children to explore and learn securely and safely. 

There are areas where the children can be active, be quiet and rest. The setting  

is set up in learning areas, where children are able to find and locate equipment 

and resources independently. The setting has its own limited, enclosed outdoor 

areas. This has a positive effect on the children’s development. Being outdoors 

offers the children further opportunities to explore, use their senses, develop their 

language skills and be physically active. We plan activities and resources both inside 

and outside enabling the children to develop in all the areas of learning. 

 

Learning and Development 

 

At Chipmunks Nursery OSC Ltd we recognise that children learn and develop in 

different ways and have their own learning styles. We value all areas of learning 

and development equally and understand that they are often linked. 

 

Children’s Learning Styles 

 

Features that relate to the EYFS are: 

 Excellent partnership between practitioners and parents, so that our 

children feel secure at the setting and develop a sense of well-being and 

achievement; 

 The understanding that practitioners have of how children develop and 

learn.  

 The range of approaches used that provide first hand experiences, give 

clear explanations, make appropriate interventions and extend and develop 

play and talk or other means of communication; 

 The carefully planned curriculum that helps children work towards the 

Early Learning Goals throughout EYFS; 

 The provision for children to take part in activities that build on and 

extend their interests and develop their intellectual, physical, social and 

emotional abilities; 

 The encouragement for children to communicate and talk about their 

learning, and to develop independence; 

 The support for learning with appropriate and accessible indoor and 

outdoor space, facilities and equipment; 

 The identification of the progress and future learning needs of children 

through observations; 

 The good relationships between our setting, other settings  and school 

that our children experience prior to joining school; 

 

 

Play 

 

“Children’s play reflects their wide ranging and varied interests and preoccupations. 

In their play children learn at their highest level. Play with peers is important for 

children’s development.”  

Through play our children explore and develop learning experiences, which help them 

make sense of the world. They have the opportunity to practise skills, develop 



ideas and think creatively alongside other children as well as individually. The 

children communicate with others as they investigate and solve problems. They have 

the opportunity to express fears or re-live anxious experiences in controlled and 

safe situations. 

 

Active Learning 

 

“Children learn best through physical and mental challenges. Active learning involves 

other people, objects, ideas and events that engage and involve children for 

sustained periods.” 

 

Active learning occurs when children are motivated and interested. Children need to 

have some independence and control over their learning. As children develop their 

confidence they learn to make decisions. It provides children with a sense of 

satisfactions as they take ownership of their learning. 

 

Creativity and Critical Thinking 

 

“When children have opportunities to play with ideas in different situations and with 

a variety of resources, they discover connections and come to new and better 

understandings and ways of doing things. Adult support in this process enhances 

their ability to think critically and ask questions.” 

 

Children should be given opportunity to be creative through all areas of learning, 

not just through the arts. Adults can support children’s thinking and help them to 

make connections by showing genuine interest, offering encouragement, clarifying 

ideas and asking open questions. Children can access resources freely and are 

allowed to move them around the classroom to extend their learning. 

 

Areas of Learning 

 

The EYFS is made up of six areas of learning: 

 

Prime areas: 

 Personal, Social and Emotional Development 

 Communication, Language and Literacy 

 Physical Development 

Specific areas: 

 Understanding of the World 

 Expressive arts and design 

 Literacy 

 Mathematics 

 

None of these areas can be delivered in isolation from the others. They are equally 

important and depend on each other. All areas are delivered through a balance of 

adult led and child initiated activities. In each area there are Early Learning Goals 

(ELG's) that define the expectations for most children to reach by the end of the 

EYFS. 

 

Monitoring and review 



 

It is the responsibility of the practitioners at Chipmunks Nursery OSC Ltd to follow 

the principles stated in this policy. The manager and deputy manager will carry out 

monitoring of the EYFS through observation and discussion as part of the setting 

monitoring schedule. 

 

All quotations included in this document are taken from the Early Years Foundation 

Stage (2008).  

 

 

 

Signed on behalf of the setting by: 
 

J.Edge - Manager 

 



                Chipmunks Nursery and OSC Ltd 

 

                                               Fire Policy & Procedure 

 
 

This policy was written, adapted and implemented in May 2015. 

 

This policy will be reviewed annually. 

 
1. Dial 999 immediately 

2. Raise the alarm by operating the nearest call point 

3. Evacuate the building using the nearest and safest exit 

4. The assembly point for all practitioners, children, visitors etc is 

Windmill Primary School playground. 

5. If we are not allowed to re-enter the building we will make our 

way to the local community centre where parents/carers will be 

contacted. 

6. Each room leader is responsible for taking their fire register with 

them and for doing the register at the evacuation point. 

7. Each room leader is responsible for taking registration forms to 

the evacuation point. 

8. Each room leader is responsible for ensuring the locks are taken 

off internal doors before evacuating the rooms. 

   To summarise 

 The fire brigade will be called as soon as possible 

 Do not stop to collect personal belongings 

 Do not attempt to fight the fire 

 We will not attempt to re-enter the building 

 Collect fire register and enrolment forms before you leave. 

 
Signed on behalf of the setting by:  

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

 

Food, Drink & Dietary Needs Policy & Procedure 

 

 

This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 

  

Chipmunks regard snack and meal times as an important part of the setting's 

session/day. Eating represents a social time for children and adults and helps 

children to learn about healthy eating. At snack and meal times, we aim to provide 

nutritious food, which meets the children's individual dietary needs. The manager 

is responsible for the snack and tea menu and ensuring that food is nutritious and 

healthy, Telford and Wrekin Council provide our lunch menu. 

 

We follow the procedures below to promote healthy eating in our setting. 

 Before a child starts to attend the setting, we find out from parent/carers 

their children's dietary needs and preferences, including any allergies. 

 We record information about each child's dietary needs in her/his 

registration record.  

 We regularly consult with parents to ensure that our records of their 

children's dietary needs - including any allergies - are up to date.  

 We display current information confidentially about individual children's 

dietary needs so that all staff and volunteers are fully informed about 

them. 
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 We implement systems to ensure that children receive only food and drink 

that is consistent with their dietary needs and preferences as well as their 

parents' wishes. 

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

 We provide nutritious food at all meals and snacks, avoiding large quantities 

of saturated fat, sugar and salt and artificial additives, preservatives and 

colourings. 

 We include a variety of foods from the four main food groups: 

 - meat, fish and protein alternatives 

 - dairy foods 

 - grains, cereals and starch vegetables 

 - fruit and vegetables 

 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. 

 We take care not to provide food containing nuts or nut products and are 

especially vigilant where we have a child who has a known allergy to nuts. 

 Through discussion with parents and research, we obtain information about 

the dietary rules of the religious groups, to which children and their 

parents belong, and of vegetarians and vegans, and about food allergies. 

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

 We provide a vegetarian alternative on days when meat or fish are offered 

and make every effort to ensure these needs are met. 
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 We require practitioners to show sensitivity in providing for children's diets 

and allergies.  

 We organise meal and snack times so that they are social occasions in which 

children and practitioners 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 that are appropriate for their ages and 

stages of development and that 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 day. 

 In order to protect children with food allergies, we discourage children 

from sharing and swapping their food with one another. 

 For children who drink milk, we provide semi-skimmed milk unless they have 

specific allergies and then we provide soya milk or rice milk. 

 For each child under two, we provide parents with daily written information 

about feeding routines, intake and preferences. 

 We ensure practitioners sit with children to eat their lunch so that the 

mealtime is a social occasion. 

 If a child attends with a packed lunch we ensure that parents are aware of 

our packed lunch policy. 
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 We will only offer drinks of water or milk to children and will not allow fruit 

juices or fizzy drinks to be consumed by the children. 

 

Kitchen 

 We have colour coded chopping boards for the different categories of 

food, these are displayed in the kitchen. 

 Work surfaces are cleaned with anti-bacterial spray before use and at 

the end of the day. 

 The fridge is regularly cleaned out with anti-bacterial spray storage of 

food. 

 We use a kitchen cupboard as a dry food store. New food purchased is 

placed at the back of the cupboard or fridge. 

 We store perishable/fresh foods in the fridge, closely monitoring the best 

before dates, throwing away any that go out of date; any foods that we 

package ourselves are clearly labelled and marked with the 

package/purchase date. 

 Any foods that are stored in the freezer are clearly labelled and marked 

with the date of purchase or date frozen  

Temperatures 

 The temperature of the fridge and freezer are monitored on a daily basis 

and recorded. 

 Ideal fridge temperature is between 1 and 5 degrees centigrade. 

 Ideal freezer temperature is minus 18 degrees centigrade. 

 Food is cooked to a temperature of 70 degrees centigrade. 

 Food is reheated to a temperature of 75 degrees centigrade. 

 If it was necessary to hold food this would be at a temperature of 63 

degrees centigrade and not for more than 2 hours. 

 We defrost food in the fridge and use within 24 hour. 

Signed on behalf of the setting by: 

 

J.Edge - Manager 

  

 



 
 
 

                     Chipmunks Nursery and OSC Ltd 
 

  
Hand Washing Policy and Procedure 

 
This policy was written, adapted and implemented in April 2015. 

This policy will be reviewed annually. 

 

Regular and effective hand washing among both staff and children is one of 

the most effective ways of controlling the spread of germs.  

 

 Tissues are readily available to adults and children at the nursery. 

We encourage children to blow and wipe their noses and discard 

tissues in the bins provided.  

 

 All children are encouraged to wash their hands before and after 

meals/snacks.  

 

 Tabletops must be cleaned before handling food. All children must 

wash their hands before they participate in cooking or preparing food 

activities.  

 

 All children are encouraged to cover their mouth when sneezing or 

coughing and then to wash their hands  

 

 Hands should always be washed after using the toilet and playing with 

animals.  
 

 

Signed on behalf of the setting by: 
 

J.Edge - Manager 



Infection control 1 
 

 

                     Chipmunks Nursery and OSC Ltd 
 

                            Infection Control Policy and Procedure 

 

 

This policy was written, adapted and implemented June 2015. 

This policy will be reviewed annually. 

 

Chipmunks Nursery & OSC aims to maintain high standards of health, hygiene and 

safety, and the co-operation of parents/carers is essential in this. We do not 

have the facilities or practitioners to nurse sick children, who need individual 

attention, and as a result we ask that all children who are ill be kept away from 

the setting until they have fully recovered.  We have trained first aiders on site 

in case of accidents.  Please ensure your child has the necessary vaccinations and 

immunisations against childhood diseases at the correct ages. If a child is unwell, 

they should not be in any care provision, not only to prevent the risk of infection 

spreading but also because constant nursing and attention may be needed. If you 

are requested to collect your child please come as quickly as possible. Your child 

will not be accepted back into the setting until they are fit and healthy, periods 

of exclusion may be necessary. 

Medication 

If you are not able to administer medicine at the prescribed time, you may 

complete and sign a "Permission to Administer Medicines" form which authorises a 

practitioner to administer the medicine on your behalf (please see administration 

of medicine policy and procedure).  Infectious diseases will be reported to the 

Consultant in Communicable Disease Control and Ofsted. In the case of childhood 

infectious diseases we ask that you observe these minimum isolation periods:  
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• CHICKEN POX ….. 

Highly infectious, exclusion from nursery until all the spots have crusted over, 7  

days.  (Dangerous to pregnant women if not immune). 

• CONJUNCTIVITIS …. 

Highly contagious, exclusion from nursery until the child has been seen by the  

doctor and an antibiotic ointment has been prescribed.  In more severe cases  

exclusion from nursery where the spread of conjunctivitis is evident. 

• DIARRHOEA AND VOMITING …. 

Exclusion from Nursery until diarrhoea and vomiting has settled for 24 hours  

although it can be increased to 48 hours if there is an outbreak evident. 

• FIFTH DISEASE (Slap Cheek) …. 

Exclusion from nursery for 3-4 days.  Pregnant women should consult their  

doctor. 

• FEVER …. 

A fever is a temperature of 38°C (100°F) or over.  This is an indication that your 

child may have a viral or bacterial infection.  Your child would need to be collected 

and taken to the doctors.  Exclusion from the setting until the temperature has 

returned to normal.   

• GERMAN MEASLES …. 

Highly infectious, exclusion from nursery for 5 days from onset of rash.   

(Dangerous to pregnant women if not immune). 

• HAND, FOOT & MOUTH DISEASE …. 

Exclusion from nursery only if the child has a fever or if the blisters are sore or  

weeping, usually 3-4 days. 

• HEAD LICE …. 
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Head lice are unfortunately a common problem but regular checking and immediate 

action can quickly get rid of the nuisance and prevent it from spreading.  In 

extreme cases we may recommend exclusion from the setting until treatment is 

given. 

• IMPITIGO …. 

Highly contagious, exclusion from nursery until the infection has completely cleared 

up. 

• MUMPS …. 

Exclusion from nursery for up to 10 days. 

• SCARLET FEVER …. 

Highly infectious, exclusion from nursery for 5-7 days. 

• SCABIES & THREADWORM …. 

Highly contagious, exclusion from nursery until treated. 

• WHOOPING COUGH …. 

Highly infectious, exclusion from nursery for 5 days. 

Accidents & Injury 

Minor bumps and scrapes are inevitable accidents in the life of young children, and 

we cannot entirely prevent these. However, all play that involves risks is always 

supervised by one or more members of staff. Accidents/incidents are noted in the 

accident book and parents/carers are informed and asked to sign in the book.   

Care of a sick child 

• A member of staff should stay with the child and care for the child 

appropriately. 

• The child should be made comfortable until collected. 

Contact Information 

It is extremely important that Parents/carers of children at the setting ensure 

that their personal contact details are correct. It is your responsibility to inform 
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the setting of any changes in these details. Failure to do so could result in lost 

time trying to contact you in case of an Emergency situation arising. 

 

Signed on behalf of the setting by: 

J.Edge – Manager. 
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Chipmunks Nursery and OSC Ltd 
 

Key Person Policy and Procedure 
 

 

 

This policy was written, adapted and implemented in May 2015 

This policy will be reviewed annually 

 

At Chipmunks Nursery & OSC we recognise the importance of each child having 

a key person who is special to them. The following responsibilities are subject 

to key persons being available to care for their key children, in their absence 

a nominated familiar person – ‘key worker’; will take their place. 

 

Key person’s responsibilities are - 

 

 Introducing a new child to their room and talking to parents/carers 

about their child’s individual needs. 

 To develop a secure and trusting relationship with your key children and 

their parents/carers. 

 Greeting and settling your key children on arrival and ensuring any 

messages are recorded/passed on to relevant staff. 

 To change nappies, toileting, and changing of clothes and any other 

personal needs. 

 Maintaining your child’s development records and ensuring that their 

needs are integrated into the room activities. 

 To comfort children when distressed and support them when learning new 

skills. 

 Ensuring any necessary feedback for parents/carers at the end of the 

day is recorded or communicated to them, or in the event of a handover 

to inform the relevant member of staff. 

 To understand that there are times when the key person is absent for 

holidays/sickness, cover in other rooms etc, it is the responsibility of 

the room leader to deploy a key worker for the children involved. 

 As children proceed through the Nursery/OSC we will make sure that 

the transitional period and the change over of the key person runs 

smooth for both the child and family. 
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 At all times we will monitor and assess the role of the key person for 

each child. 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

Lost/Missing or Uncollected Child Policy & Procedure 

 

This policy was written, adapted and implemented in June 2015. 

This policy will be reviewed annually. 
 

 
Statement of intent 

 

In the event of a child becoming lost, while in our care, the setting will 

immediately put into place the procedures detailed below. This will ensure 

that a systematic approach to find the child is taken and consideration is 

given to the levels of risk to the child. 

 

Aim 

 

We will ensure that a search is made for the child as soon as possible, 

parents/carers and authorities are notified at the appropriate stage, and a 

high level of care is maintained to other children at the setting while 

procedures are followed. 

 

Procedure 

 

We will ensure that: 

 Every measure is taken to ensure that children are not lost in the 

building or within the grounds. 

 The grounds are secure and the gates are closed, however we must 

be aware that certain gates are open for school children attending 

and leaving Windmill Primary School at certain times of the day. 

 Children are never left unsupervised either inside or outside the 

building and correct ratios are maintained at all times. 

 Practitioners are aware of the children in their care and of daily 

absences. 

 Children collected during the day are signed in and out.  

 All visitors are required to sign the visitors book 
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If a child goes missing from the setting: 

. 

 In the event of a child going missing staff will be careful not to 

create an atmosphere of panic and will ensure that the other children 

will be adequately supervised. 

 The manager will be informed and will join nominated staff in the 

search they will carry out a thorough search of all the rooms in the 

building and outside areas. 

 The children will be sensitively asked whether they have seen the 

child who is missing, as will all adults, so that it can be established 

who was last to see the missing child, when and where. 

 Doors and gates are checked to see if there has been a breach of 

security whereby a child could wander out. 

 If the child is not found within 5 minutes, the parent/carer is 

contacted (alarming them as little as possible) and the missing child is 

reported to the police (Telephone - 999). 

 If the child lives within walking distance of the group, one adult 

should make the journey on foot in order to catch up with the child 

if there is a possibility that the child may have walked home. 

 The manager will be responsible for meeting with the police, 

comforting and reassuring the parents/carers and co-ordinating any 

actions instructed by the police.  

 When the incident is resolved the manager and staff will review the 

settings policies and procedures and implement any changes looking 

closely at security and risk assessments.  

 The incidents will be recorded in writing on an incident report form. 

 OFSTED will be contacted and informed of the incident. 

 

A child missing from an outing 

If a child goes missing from an outing where parents/carers are not 

attending and responsible for their own child, the setting will ensure that 

the following procedures are adhered to: 

 When taking children on a trip away from the setting every measure 

is taken to ensure that children are not lost. 

 A risk assessment is done for every trip. 

 Ratios of staff and children are dependent on nature and location of 

the trip. 

 Children are allocated to a named adult who has a list of children in 

their group and will keep those children with them at all times. 

 As soon as it is noticed that a child is missing, the manager will be 

informed immediately. 
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 Staff will ensure that the other children stand with their designated 

person who will carry out a headcount to ensure that no other child 

has gone astray. One member of staff searches the immediate 

vicinity but does not search beyond that. 

 Staff will take the remaining children back to the nursery. 

 The manager will immediately contact the child's parent.  

 The manager will immediately contact the police and report the child 

as missing. 

 In an indoor venue, the staff will contact the venue's security who 

will handle the search and contact the police if the child is not 

found. 

If the child is found before contacting parents/carer and police 

 When the child is found a member of staff will care for and talk 

with the child, bearing in mind that they may be unaware of having 

done anything wrong or, alternatively, may also have been afraid and 

distressed and may now be in need of comfort. 

 Other adults present will take the opportunity to speak to the 

remaining children to ensure that they understand that they must not 

leave the premises alone and why. 

 The manager will investigate the incident and will review the settings 

policies and procedures and implement any changes looking closely at 

risk assessments.  

 

Uncollected Children 

 

It is the parent/carer’s responsibility to collect children from the setting at 

the agreed time, however we understand that emergencies are unavoidable 

and would hope that in the event of an emergency we would be contacted by 

a parent or carer.  

We ensure that: 

 Parents are made aware of start and end times for sessions and 

understand that they must be punctual when collecting children. 

 Parents understand that they are expected to contact the setting if 

they have been unavoidably delayed. 

 Parents complete a form indicating who is allowed to collect their 

child. 

 Parents must inform staff if someone else is collecting the child and 

who that person is. 

 Staff will not allow a child to be collected by someone they do not 

know. 

 Parents understand that persistent lateness will incur a charge or 

even a termination of contract. 
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If for any reason we are not contacted the following procedures will be 

activated. 

 

 

 If a child is not collected at the end of a session the member of 

staff must make the manager aware. 

 The child will be supervised at all times. 

 If the child has not been collected 10 minutes after the end of 

session the parents will be contacted, if there is no reply the other 

emergency contacts will be called. 

 If after repeated attempts to contact an adult and 30 minutes has 

elapsed the Manager will contact the local safeguarding team on 

01952 385700. 

 Under no circumstances will the child be taken to a member of 

staff’s home or away from the premises. 

 The incident will be discussed with the parent/carer and details will 

be recorded.  

 

 

 

Signed on behalf of the setting by: 

 

J.Edge - Manager 
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                     Chipmunks Nursery and OSC Ltd 
 

 

Mini bus (DNO6 ZYW) Policy and Procedure. 

 
This policy was written, adapted and implemented in May 2015. 

This policy will be reviewed annually. 

The following terms and conditions that are listed within this document are 

important issues that Chipmunks Nursery & OSC, will be aware of and adhere to 

with regard to the Mini bus DNO6 ZYW. 

The minibus is used for transporting children for deliveries and collections to and 

from the local schools. The mini bus will also be used by Chipmunks Nursery & OSC 
Ltd during school holidays for outings.  

We will ensure that: 

 

• Staff have appropriate qualifications, current CRB checks and have passed 

  the appropriate driving tests by law to drive the mini bus. 

• Staffing ratios will be adhered to at all times. There will always be an 

  additional adult to accompany the driver on the minibus journey. This will enable 

  her/him to supervise passengers, since a driver’s attention may easily be 

  distracted. The second adult will act as a supervisor, to ensure that the children 

  are well behaved,   

• The age group of the children using the mini bus will be from 3 - 14 years. 

• Chipmunks Nursery & OSC will have robust systems in place for risk assessment, 

   child safety, insurance, maintenance and appropriate testing of the vehicle. 

• Chipmunks Nursery & OSC will make all documentation available to 

   parents/carers, inspectors etc such as MOT tests and insurance. 

 

Responsibilities of the driver 

 

It is the individual’s responsibility to ensure that they are fit and healthy to drive 

and to be responsible for any medical condition that affects the validity of their 

licence or insurance. The law penalises the driver for any offences, however 

trivial, and it is therefore ultimately the driver’s responsibility. 

It is of paramount importance that drivers understand that if the general legal 

requirements are not met, then it will be the driver, not the employer, who will be 

penalised for any road traffic offences. The sanctions usually entail fines or 

having their licence endorsed with penalty points, or even a criminal conviction for 

more serious offences. 

It is the driver’s responsibility to ensure that there is nothing on their part, i.e. 

penalty points, age restrictions, roadworthiness or any other circumstance, that 
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invalidates their insurance cover as this may result in a road traffic offence and 

may possibly constitute a criminal offence and result in sanctions being imposed. 

 

Responsibilities of the manager: 

 

 Chipmunk’s manager will be responsible for obtaining and keeping records of 

the vehicle and the drivers which will include copies of CRB checks, driving 

licences, MOT tests and insurance. 

 The insurance policy will be displayed at all times within Chipmunks Nursery 

& OSC. 
 The manager will ensure that the mini bus operates with a minimum of one 

driver and one supervisor. The driver will be responsible for the daily 

maintenance checks and reporting to Chipmunks Manager any concerns, the 

supervisor will be responsible for the child checks and filling in the daily 

log. 

 Records will be kept with regard to daily checks and child checks; all 

        records will be kept for a minimum of 12 months.  

 The manager will ensure that the vehicle will have 6 monthly safety checks, 

details will be recorded. This will include: 

       • Vehicle details. 

       • All items that have been inspected 

       • When and whom inspection are carried out. 

       • Results of the inspection. 

       • Details of any rectification work. 

       • A declaration that defects have been carried out safely. 

 A minimum of one fire extinguisher will be kept on the vehicle, which 

    complies with the specification for portable fire extinguishers issued 

    by the British Standards Institution. 

 A suitable first aid box will be kept on the vehicle at all times and 

    checked and replenished as used or on a weekly basis, this will form 

    part of the weekly checks 

 The vehicle has a NO smoking policy. 

 Risk assessments for the vehicle will be recorded, updated as 

    necessary and displayed with the insurance policy. 

 

 

With regard to ongoing changes in legislation, this policy will be 

altered as necessary or updated on a 12 monthly basis by the 

Manager and practitioners who are employed at Chipmunks Nursery 

OSC Ltd. 

Signed on behalf of the setting by: 

J.Edge - Manager 
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Chipmunks Nursery and OSC Ltd 
 

  
Missing Child Policy and Procedure 

 

This policy was written, adapted and implemented in April 2015. 

This policy will be reviewed annually 

In the unlikely event of a child, going missing within the nursery/OSC the 

following procedure will be implemented immediately. 

 All staff present will be informed and an immediate thorough search of 

the setting will be made followed by a search of the surrounding areas, 

ensuring that all other children remain supervised throughout. 

 A staff member will notify the Manager, whilst other staff continue to 

search. 

 The Manager will carry out a second search of the area. 

 If the Child is still not accounted for the Manager will contact the 

police. 

 The Manager will also contact the parents of the missing child. 

 During this period, staff will be continually searching for the missing 

child, whilst other staff maintain a normal routine as possible for the 

rest of the children in the setting. 

 The Manager will meet the police and the parent/carers. 

 The Manager will then await instructions from the police. 

 Any incidents must be recorded in writing on an incident report form. 

 OFSTED must be contacted and informed of any incidents. 

If a child goes missing from an outing where parents are not attending and 

responsible for their own child, the nursery/osc ensures that there is a 

procedure that is followed. 

 As soon as it is noticed that a child is missing, staff on the outing ask 

children to stand with their designated person and carry out a headcount 

to ensure that no other child has gone astray. One member of staff 

searches the immediate vicinity but does not search beyond that. 

 The manager of the setting is informed, if she is not on the outing, and 

makes her way to the venue to aid the search and be the point of 

contact for the police as well as to support the staff. 
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 Staff take the remaining children back to the nursery. 

 The person in charge of the nursery contacts the child's parent who 

makes their way to the setting or outing venue as agreed with the 

person in charge. 

 The manager contacts the police using the mobile phone and report the 

child as missing. 

 In an indoor venue, the staff contact the venue's security who will 

handle the search and contact the police if the child is not found. 

 

 
 

Signed on behalf of the setting by: 

 

J.Edge - Manager   


