CCTV Policy

Providers are responsible for ensuring they follow the current version of the framework for
their provider type.

The nursery CCTV surveillance is intended for the purposes of:
& Promoting the health and safety of children, staff and visitors
e Protecting the nursery building and resources
e Developing best practice.

The system comprises of 1 fixed cameras. These are placed around the nursery, outside, but
not in the toilets or changing areas. This is to maintain children’s dignity.

The use of CCTV to control the perimeter of the nursery for security purposes has been
deemed to be justified by the nursery management. The system is intended to capture
images of intruders or of individuals damaging property or removing goods without
authorisation or of antisocial behaviour.

Monitoring

The CCTV is monitored centrally from the parish office and is registered with the Information
Commissioner’s Office (ICO) under the terms of the Data Protection Act. This policy outlines
the nursery’s use of CCTV and how it complies with the Act. The nursery complies with ICO
CCTV Code of Practice to ensure it is used responsibly.

All authorised operators and employees with access to images are aware of the procedures
to be followed when accessing the recorded images. All operators are trained to understand
their responsibilities under the CCTV Code of Practice. All employees are aware of the
restrictions in relation to access to, and disclosure of, recorded images. A copy of this CCTV
policy will be provided on request to staff, parents and visitors to the nursery and will be
made available on the website and in the policy file.

Location of cameras

The location of CCTV cameras will be indicated and adequate signage will be placed at each
location in which a CCTV camerals) is sited to indicate that CCTV is in operation, Adequate
signage will also be prominently displayed at the entrance to the nursery’s property. Signage
shall include the name and contact details of the data controller as well as the specific
purpose(s) of the CCTV camera.

Storage and retention

The images captured by the CCTV system will be retained for a maximum of 30 days, except
where the image identifies an issue and is retained specifically in the context of an
investigation or prosecution of that issue. The images and recordings will be stored in a
secure environment with a log of access kept. Access will be restricted to authorised
personnel.
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Data Protection and Confidentiality Policy

At Tiddlywinks we recognise that we hold sensitive and confidential information about
children and their families and the staff we employ. This information is used to meet
children’s needs, for registers, invoices and emergency contacts. We store all records in a
locked cabinet or on the office computer with files that are password protected in line with
data protection principles. Any information shared with the staff team is done on a ‘need to
know' basis and treated in confidence. This policy works alongside the GDPR privacy notice
to ensure compliance under General Data Protection Regulation (Regulation (EU) 2016/679
(GDPR) and Data Protection Act 2018.

Legal requirements

¢ We follow the legal requirements set out in the Statutory Framework for the Early
Years Foundation Stage (EYFS) and accompanying regulations about the information
we must hold about registered children and their families and the staff working at the
nursery
o We follow the requirements of the Data Protection Act 2018 and the Freedom of
Information Act 2000 with regard to the storage of data and access to it.
Procedures

It is our intention to respect the privacy of children and their families and we do so by:

Storing confidential records in a locked filing cabinet or on the office computer with
files that are password protected

Ensuring staff, student and volunteer inductions include an awareness of the
importance of the need to protect the privacy of the children in their care as well as
the legal requirements that exist to ensure that information relating to the child is
handled in a way that ensures confidentiality. This includes ensuring that information
about the child and family is not shared outside of the nursery other than with
relevant professionals who need to know that information. It is not shared with
friends and family, or part of any social discussions outside of the setting. If staff
breach any confidentiality provisions, this may result in disciplinary action and, in
serious cases, dismissal. Students on placement in the nursery are advised of our
Data protection and confidentiality policy and required to respect it

Ensuring that all staff, volunteers and students are aware that information about
children and families is confidential and only for use within the nursery and to
support the child’s best interests with parental permission

Ensuring that parents have access to files and records of their own children but not
to those of any other child, other than where relevant professionals such as the
police or local authority children’s social care team decide this is not in the child’s
best interest

Ensuring all staff are aware that this information is confidential and only for use
within the nursery setting. If any of this information is requested for whatever
reason, the parent’s permission will always be sought other than in the safeguarding
circumstances above

Ensuring staff do not discuss personal information given by parents with other
members of staff, except where it affects planning for the child’s needs
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Inclusion and Equality Policy

Statement of intent

At Tiddlywinks we take great care to treat each individual as a person in their own right, with
equal rights and responsibilities to any other individual, whether they are an adult or a child.
We are committed to providing equality of opportunity and anti-discriminatory practice for
all staff, children and families according to their individual needs. Discrimination on the
grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy
and maternity, race, religion or belief, sex and sexual orientation has no place within our
nursery.

A commitment to implementing our Inclusion and equality policy is part of each employee’s
job description. Should anyone believe that this policy is not being upheld, it is their duty to
report the matter to the attention of the Zoe Perry at the earliest opportunity.

Appropriate steps will then be taken to investigate the matter and if such concerns are
well-founded, the nursery’s Disciplinary procedure will be followed.

The legal framework for this policy is based on:
e Special Education Needs and Disabilities Code of Practice 2015
Children and Families Act 2014
Equality Act 2010
Childcare Act 2006
Children Act 2004
Care Standards Act 2002
Special Educational Needs and Disability Act 2001.

e ® & & 0 @

The nursery and staff are committed to:

® Recruiting, selecting, training and promoting individuals on the basis of occupational
skills requirements. In this respect, the nursery will ensure that no job applicant or
employee will receive less favourable treatment because of age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion
or belief, sex and sexual orientation

o Creating a working environment free of bullying, harassment, victimisation and
unlawful discrimination, promoting dignity and respect for all, and where individual
differences and the contributions of all staff are recognised and valued

e Providing a childcare place, wherever possible, for children who may have special
educational needs and/or disabilities or are deemed disadvantaged according to
their individual circumstances

e Making reasonable adjustments for children with special educational needs and
disabilities to remove barriers and improve access for all

e Striving to promote equal access to services and projects by taking practical steps
(wherever possible and reasonable), such as ensuring access to people with
additional needs and by producing materials in relevant languages and media for all
children and their families
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Late Collection and Non-Collection of Children Policy

At Tiddlywinks we have morning, afternoon and all day sessions. Parents are able to collect
their child from the nursery flexibly within this time period. We ask them to be no later than
the session end time, for example if they attend the morning session we expect children to
be collected no later than 12pm, and afternoon or all day session no later than 4pm. We
understand that some parents may arrive earlier to collect their child, which is acceptable.
However, the full fees still remain in place for the allocated session times.

We give parents information about the procedures to follow if they expect to be late. These
include:
o Calling the nursery as soon as possible to advise of their situation and expected time
of arrival
e Agreeing a safety password with the nursery in advance to be used by anyone
collecting a child who is not the parent (designated adult)
o Asking a designated adult to collect their child wherever possible
e Informing the nursery of this person’s identity so the nursery can talk to the child if
appropriate. This will help to reduce or eliminate any distress caused by this situation
e |f the designated person is not known to the nursery staff, the parent must provide a
detailed description of this person, including their date of birth where known. This
designated person must know the individual child’s safety password in order for the
nursery to release the child into their care. This is the responsibility of the parent.

If a child has not been collected from the nursery after a reasonable amount of time 2 hour
has been allowed for lateness, we initiate the following procedure:
o The nursery manager will be informed that a child has not been collected
o The manager will check for any information regarding changes to normal routines,
parents’ work patterns or general information. If there is no information recorded,
the manager will try to contact the parents on the telephone numbers provided for
their mobile, home or work. If this fails the manager will try the emergency contacts
shown on the child’s records
¢ The manager or staff member in charge and one other member of staff must stay
behind with the child (if outside normal operating hours). During normal operating
times, the nursery will plan to meet required staff ratios. If the parents have still not
collected the child, the manager will telephone all contact numbers available every
10 minutes until contact is made. These calls will be logged on a full incident record
e In the event of no contact being made after one hour has lapsed, the person in
charge will ring the local authority children’s social services emergency duty team

e The nursery will inform Ofsted as soon as convenient

o The two members of staff will remain in the building until suitable arrangements
have been made for the collection of the child

e The child’s welfare and needs will be met at all times and to minimise distress staff
will distract, comfort and reassure the child during the process
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Looked After Children Policy

At Tiddlywinks we are committed to providing a welcoming and inclusive quality
environment for all children and families.

Definition and legal framework

The description ‘looked after’ is generally used to describe a child who is looked after by the
local authority. This includes children who are subject to a care order or temporarily classed
as looked after on a planned basis for short breaks or respite care. Most looked after
children will be cared for by foster carers with a small minority in children’s homes, looked
after by family members or even placed back within the family home.

The term 'looked after child' denotes a child's current legal status. The nursery never uses
this term to categorise a child as standing out from others or refers to a child using acronyms
such as LAC.

The legal framework for this policy is underpinned by or supported through:
e Childcare Act (2006)

Children Act (1989 and 2004)

Adoption and Children Act (2002)

Children and Young Persons Act (2008)

Children and Families Act (2014)

Children and Social Work Act (2017).

e & & & @

Our policy

Our nursery treats each child as an individual. We recognise that for young children to get
the most out of educational opportunities they need to be settled appropriately with their
carer. We will discuss with the child’s carer, and social worker where applicable, the length of
time the child has been with the carer before they start nursery to establish how secure the
child feels and whether they are ready to be able to cope with further separation, a new
environment and new expectations made upon them.

We are aware that there are a number of reasons why a child may go into care and these
reasons may or may not include traumatic experiences or abuse. All our practitioners are
committed to doing all they can to support all children to achieve their full potential. The
nursery staff team are all trained to understand our safeguarding policy and procedures.
Additional training to support children’s individual needs will be planned for, where
appropriate. Practitioners are supported by management at all times and we have an open
door policy if they need to discuss any sensitive issues regarding the child.

Where applicable, we contribute to any assessment about the child, such as those carried
out under local authorities’ assessment frameworks or Early Help Assessment (EHA) and to
any multi-agency meetings, case conferences or strategy meetings in relation to the child’s
learning and development. The designated person for looked after children and/or the
child’s key person will attend meetings as appropriate.
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Low-Level Concerns Policy

Introduction
At Tiddlywinks we are committed to safeguarding children and promoting their welfare at all
times.

This policy applies to all concerns (including allegations) about members of staff, including
students, volunteers and agency staff. We ensure that all those working with children
behave appropriately and the early identification and prompt and appropriate management
of concerns about adults is critical to effective safeguarding. This section is based on
concerns that do not meet the harm threshold, as defined in Keeping Children Safe in
Education.

We recognise the importance of responding to and dealing with any concerns in a timely
manner to safeguard the welfare of children.

Concerns may arise through, for example:
e Suspicion
e Complaint
® Disclosure made by a child, parent or other adult within or outside the nursery
® Pre-employment vetting checks.

Definition of ‘low-level’ concerns
The term ‘low-level’ concern is any concern — no matter how small — that an adult working
in, or on behalf of, the nursery may have acted in a way that:
® |s inconsistent with the staff code of conduct, including inappropriate conduct
outside of nursery
e Does not meet the harm threshold or is otherwise not considered serious enough to
consider a referral to the local authority designated officer (LADO).

The behaviour of the staff, student or volunteer may not relate directly to a particular child
or children but may raise an issue or issues of concern with respect to safeguarding a
child/children. This may potentially call into question the adult’s suitability to work with
children.

Examples of such behaviour could include, but are not limited to:
e Being overly friendly with children

¢ Having favourites

e Taking photographs of children on their mobile phone

o Engaging with a child on a one-to-one basis in a secluded area or behind a closed
door

e Using inappropriate sexualised, intimidating or offensive language.

Sharing low-level concerns
We recognise the importance of creating a culture of openness, trust and transparency to
encourage all staff to share low-level concerns so that they can be addressed appropriately.
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Mobile Phone and Electronic Device Use Policy

Mobile phones and other electronic devices with imaging and sharing capabilities

At Tiddlywinks we promote the safety and welfare of all children in our care. We believe our
staff should be completely attentive during their hours of working to ensure all children in
the nursery receive good quality care and education.

To ensure the safety and well-being of children we do not allow staff to use personal mobile
phones or other personal devices with imaging and sharing capabilities during working
hours.

We use mobile phones supplied by the nursery only to provide a means of contact in certain
circumstances, such as outings.

This policy should be used in conjunction with our Online safety policy and Acceptable
internet use policy, to ensure children are kept safe when using the nursery devices online.

Staff must adhere to the following:
¢ Mobile phones, or other personal devices with imaging and sharing capabilities are
not accessed during working hours
e Mobile phones, or other personal devices with imaging and sharing capabilities can
only be used on a designated break and then this must be away from the children
e Mobile phones, or other personal devices with imaging and sharing capabilities must
be stored safely in the locked toy cupboard at all times during working hours
® No personal device is allowed to be connected to the nursery Wi-Fi at any time
e The use of nursery devices, such as tablets, must only be used for nursery purposes
o The nursery devices will not have any social media or messaging apps on them,
except those used by management for nursery purposes only
& Any apps downloaded onto nursery devices must be done only by management. This
will ensure only age and content appropriate apps are accessible to staff, or children
using them
e Passwords and/or passcodes for nursery devices must not be shared or written
down, and will be changed regularly
o During outings, staff must only use mobile phones belonging to the nursery
Only nursery owned devices will be used to take photographs or film videos
o Nursery devices will not be taken home with staff and will remain secure at the
setting when not in use.

Parent use of mobile phones and smartwatches

Parents are kindly asked to refrain from using their mobile telephones, or other personal
devices with imaging and sharing capabilities, whilst in the nursery or when collecting or
dropping off their children. We will ask any parents using their phone/device inside the
nursery premises to finish the call or take the call outside. We do this to ensure all children
are safeguarded and the time for dropping off and picking up is a quality handover
opportunity where we can share details about your child
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Nappy Changing Policy

At Tiddlywinks we support children’s care and welfare on a daily basis in line with their
individual needs. All children need contact with familiar, consistent carers to ensure they can
grow confidently and feel self-assured. Wherever possible, each child’s key person will
change nappies according to the child’s individual needs and requirements.

Our procedure meets best practice identified by the UK Health Security Agency’s Infection
prevention and control document®.

We enable a two-way exchange between parents and key persons so that information is
shared about nappy changing and toilet training in a way that suits the parents and meets
the child’s needs.

We have appropriate designated facilities for nappy changing which meet the following
criteria:
e Facilities are separate to food preparation, serving areas and children’s play areas
¢ Changing mats have a sealed plastic covering and are frequently checked for cracks
or tears. If cracks or tears are found, the mat is discarded. Disposable towels or paper
roll are placed on top of the changing mat for added protection
¢ (lean nappies are stored in a clean dry place; soiled nappies are placed in nappy sack
before being placed in the bin. Bins are foot-pedal operated, regularly emptied and
at the end of the day are always emptied into an appropriate waste collection area
e ‘e ask that where any non-prescribed creams are needed, e.g. Sudocrem that these
are supplied by the parent and clearly labelled with the child’s name. Prior written
permission is obtained from the parent. When applying creams for rashes, a gloved
hand is used.

Staff changing nappies will :
o Use a new disposable apron and pair of gloves for each nappy change and always
wash hands before and after using gloves
e Clean, disinfect and dry mats thoroughly after each nappy change; disposable towels
or paper roll are discarded after each nappy change
e Ensure they have all the equipment they need before each nappy change
e Keep nappy bags, gloves and aprons out of reach of babies and children.

Reusable nappies

In addition to the above procedures, where children wear reusable nappies we will:
e Ask the parents for a demonstration for fitting the nappy correctly
e Dispose of any soiling by flushing straight down the toilet
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Online Safety Policy

Our nursery is aware of the growth of the internet and the advantages this can bring.
However, it is also aware of the dangers it can pose and we strive to support children, staff
and families to use the internet safely.

We refer to 'Safequarding children and protecting professionals in early vears settings: online
safety considerations’ to support this policy.

The Designated Safeguarding Lead is ultimately responsible for online safety concerns. All
concerns need to be raised as soon as possible to Zoe Perry.

The use of technology has become a significant component of many safeguarding issues
such as child sexual exploitation, radicalisation and sexual predation with technology often
providing the platform that facilitates harm.

The breadth of issues included within online safety is considerable, but can be categorised
into three areas of risk:
1. Content: being exposed to illegal, inappropriate or harmful material; for example,
pornography, fake news, racist or radical and extremist views
2. Contact: being subjected to harmful online interaction with other users; for example
commercial advertising as well as adults posing as children or young adults, and
3. Conduct: personal online behaviour that increases the likelihood of, or causes, harm;
for example making, sending and receiving explicit images, or online bullying.

Within the nursery we aim to keep children, staff and parents safe online. Our safety
measures include:
e Ensuring we have appropriate antivirus and anti-spyware software on all devices and
update them regularly
e Ensuring content blockers and filters are on all our devices, e.g. computers, laptops,
tablets and any mobile devices
e Ensuring all devices are password protected and have screen locks. Practitioners are
reminded to use complex strong passwords, keep them safe and secure, change
them regularly and not to write them down
Monitoring all internet usage across the setting
Providing secure storage of all nursery devices at the end of each day
Ensuring no social media or messaging apps are installed on nursery devices
Reviewing all apps or games downloaded onto devices ensuring they are age and
content appropriate
Using only nursery devices to record and for photograph children in the setting
Ensuring that staff do not to use personal electronic devices with imaging and
sharing capabilities, including mobile phones, smart watches and cameras
o Never emailing personal or financial information
& Reporting emails with inappropriate content to the internet watch foundation (IWF
www.iwf.org.uk)

e @ & @
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Promoting Positive Behaviour Policy

At Tiddlywinks we believe that children flourish best when they feel safe and secure and
have their needs met by supportive practitioners who act as good role models, show them
respect and value their individual personalities. Children are supported through
co-regulation, where adults and children work together towards a common purpose,
including finding ways to resolve upsets from stress in any domain and return to balance
leading onto a path to self-regulation. The nursery actively promotes British values and
encourages and praises positive, caring and polite behaviour at all times and provides an
environment where children learn to respect themselves, other people and their
surroundings.

We implement the early years curriculum supporting children to develop their personal,
social and emotional development. This involves helping children to understand their own
feelings and others and beginning to regulate their behaviour. We support children to do this
through working together with parents, having consistent approaches, structure, routine
and age/stage appropriate boundaries appropriate to the emotional development of the
child. We help build confidence and self-esteem by valuing all children and giving lots of
praise and encouragement.

To support positive behaviour in our setting, we aim to:

& Recognise the individuality of all our children

® Provide a warm, responsive relationship where children feel respected, comforted
and supported in times of stress, and confident that they are cared for at all times

o Understand that certain behaviours are a normal part of some young children’s
development, e.g. biting

o Encourage self-regulation, consideration for each other, our surroundings and
property

o Encourage children to participate in a wide range of group activities to enable them
to develop their social skills

e Ensure that all staff act as positive role models for children

& Encourage parents, carers and other visitors to be positive role models

o Work in partnership with parents by communicating openly

e Praise children and acknowledge their positive actions and attitudes, therefore
ensuring that children see that we value and respect them

o Encourage all staff working with children to accept their responsibility for

implementing the goals in this policy and to be consistent

¢ Promote non-violence and encourage children to deal with conflict peacefully

e Provide a key person system enabling staff to build a strong and positive relationship
with children and their families

o Provide activities and stories to help children learn about accepted behaviours,
including opportunities for children to contribute to decisions about accepted
behaviour where appropriate

e Supporting and developing children’s understanding of different feelings and
emotions, self-regulation and empathy as appropriate to stage of development. This
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Recruitment, Selection and Suitability of Staff Policy

At Tiddlywinks we are vigilant in our recruitment procedures aiming to ensure that all
people looking after children are suitable to fulfil the requirements of their role. We are
committed to ensuring that all staff, including students, volunteers and any agency or supply
staff are suitable to fulfil the requirements of their role in order to work with, or be in
regular contact with, children.

We have effective systems in place to ensure that practitioners and any other person who
may have regular contact with children are suitable, as part of the recruitment process as
well as monitoring continued suitability, as part of regular staff and/or student supervision.

Every time we recruit a new member of staff to join our team, we follow these procedures:

1. Legal requirements

We abide by all legal requirements relating to safer recruitment set out in the
Statutory Framework for the Early Years Foundation Stage (EYFS) and accompanying
regulations, including our legal responsibilities under the Equality Act 2010

We also follow any requirements or guidance given by the Disclosure and Barring
Service (DBS) in relation to carrying out checks. We abide by the employer’s
responsibilities by informing the DBS of any changes to the suitability of our staff,
whether this member of staff has left the nursery or is still under investigation.
Please refer to the Safeguarding children and child protection policy for further
information.

2. Advertising

3.

We use Indeed to advertise for any vacancies

We ensure that all recruitment literature includes details of our equal opportunities
policy and our safer recruitment procedures, including an enhanced DBS check and
at least two independent references for every new employee. We also include the
requirement for an additional criminal records check (or checks if more than one
country) for anyone who has lived or worked abroad.

Interview stage

L]

.

We shortlist all suitable candidates against pre-set specification and ensure all
applicants receive correspondence regardless of whether they are successful in
reaching the interview stage or not

All shortlisted candidates receive a job description, a person specification, an equal
opportunities monitoring form and a request for identification prior to the interview
The manager decides the most appropriate people for the interview panel. There will
be at least two people involved in the overall decision making

At the start of each interview all candidates’ identities are checked using, for
example, their passport and/or photo card driving licence. All candidates are
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Respectful Intimate Care Policy

At Tiddlywinks we believe that all children need contact with familiar, consistent carers to
ensure they can grow and develop socially and emotionally. Children need to feel safe,
secure and happy so we expect nursery staff to be responsive to children’s needs, whilst
maintaining professionalism. We accept that children need to be cuddled, encouraged, held
and offered physical reassurance, and ensure intimate care routines are undertaken with
respect.

Intimate care routines may include nappy changing, supporting children with toileting,
changing clothes, and giving first aid treatment and specialist medical support, where
required. In order to maintain the child’s privacy, we will carry out the majority of these
actions on a one-to-one basis and, wherever possible, by the child’s key person. First aid
treatment will be carried out by a qualified paediatric first aider.

To promote good practice and to minimise the risk of allegations we have the following
guidelines to ensure staff are fully supported and able to perform their duties safely and
confidently.

Management

® Promote consistent and caring relationships through the key person system in the
nursery and ensure all parents understand how this works

e Ensure all staff undertaking intimate care routines have suitable enhanced DBS
checks

e Conduct thorough inductions for all new staff to ensure they are fully aware of all
nursery procedures and arrange specialist training where required, i.e. paediatric first
aid training, specialist medical support

o Follow up procedures through supervision meetings and appraisals to identify any
areas for development or further training

® Ensure all staff have an up-to-date understanding of the Safeguarding children and
child protection policy, including how to protect children from harm. This will include
identifying signs and symptoms of abuse and how to raise concerns

e Operate a Whistleblowing policy to help staff raise any concerns about their peers or
managers and help staff develop confidence in raising worries as they arise in order
to safeguard the children in the nursery

e Conduct working practice observations on all aspects of nursery operations to ensure
that procedures are working in practice and all children are supported fully by the
staff including intimate care routines

o Conduct regular risk assessments on all aspects of the nursery operation, including
intimate care, and review the safeguards in place. The nursery assesses all the risks
relating to intimate care routines and uses appropriate safeguards to ensure the
safety of all involved.

Environment
e Leave the doors open when changing children’s nappies, soiled or wet clothing, or
other intimate routines, whilst maintaining their dignity
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Safeguarding Children and Child Protection Policy

PART 1: Safeguarding children and child protection procedures

Introduction

Tiddlywinks is dedicated to the support, development and promotion of high-quality care
and education for the benefit of our children, families and community. We are committed to
safeguarding children and promoting their welfare.

All staff, students and volunteers have a responsibility for safeguarding children, being
vigilant and identifying and reporting any safeguarding concerns, in line with this and

supporting policies, including:

Acceptable internet use policy

Online safety policy

CCTV policy

Promoting positive behaviour policy

Data protection and confidentiality policy

Recruitment, selection and suitability of staff policy

Emergency lockdown policy

Respectful intimate care policy

Inclusion and equality policy

Social networking policy

Late collection and non-collection of children policy

Special educational needs and disabilities {SEMD)
policy

Lone working policy

Staff code of conduct

Looked after children policy

Supervision of children policy

Low-level concern policy

Supervision of visitors policy

Missing child from nursery policy

Volunteers policy

Missing child from outings policy

Whistleblowing policy

Mobile phone and electronic device use policy

Young workers policy

MNappy changing policy

We ensure all staff, students and volunteers have the necessary knowledge and skills to carry
out their duties and have sufficient understanding of how this policy and procedures support
them in promoting and safeguarding the welfare of children. This is achieved through
recruitment and induction processes and by offering ongoing training and support to all

staff, appropriate to their specific role.
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Social Networking Policy

Social media is a large part of the world we live in and as such at Tiddlywinks we need to
make sure we protect our children by having procedures in place to ensure the safe use.

We use Facebook to share posts, pictures and videos of the experiences and activities the
children have accessed at nursery, as well as to post updates, reminders and links to best
practice.

In order to safeguard children we ensure:

We have prior written permission in place from parents before posting any images of
children

Only the designated person or management can post on our social media pages

We have a closed page which only parents and others who have been invited to join
the group can view and comment on the posts

* We have separate permission to use any images for any open public pages that we
use for marketing purposes

We monitor comments on all posts and address any concerns immediately.

L]

Staff use of social media
We require our staff to be responsible and professional in their use of social networking sites
in relation to any connection to the nursery, nursery staff, parents or children.

& When using social networking sites such as Facebook or Instagram we ask staff:

L]

&)
o

o

Not to name the setting they work at

Not to make comments relating to their work or post pictures in work
uniform

Mot to send private messages to any parents or family members

To direct any parent questions relating to work via social networking sites, to
the manager

To ensure any posts reflect their professional role in the community (e.g. no
inappropriate social event photos or inappropriate comments i.e. foul
language)

To report any concerning comments or gquestions from parents to the
manager or designated safeguarding lead

To follow the Staff behaviour policy

Mot to post anything that could be construed to have any impact on the
nursery’s reputation or relate to the nursery or any children attending the
nursery in any way

To follow this in conjunction with the Whistleblowing policy.

If any of the above points are not followed then the member of staff involved will
face disciplinary action, which could result in dismissal.
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Special Educational Needs and Disabilities (SEND) Policy

This policy has been created with regard to:
The SEND Code of Practice 2015
Children and Families Act 2014 (Part 3)
Equality Act 2010

Working Together to Safeguard Children
Statutory Framework for the EYFS

® s & 2 @

Special Educational Needs and Disability (SEND) code of practice

The nursery has regard to the statutory guidance set out in the Special Educational Needs
and Disability code of practice to identify, assess and make provision for children’s special
educational needs.

At Tiddlywinks we use the SEND Code of Practice definition of Special Educational Needs and
Disability:

A child or young person has SEN if they have a learning difficulty or disability which calls for
special educational provision to be made for him or her.

A child of compulsory school age or a young person has a learning difficulty or disability if he
or she:
e Has a significantly greater difficulty in learning than the majority of others of the
same age, or
e Has a disability which prevents or hinders him or her from making use of facilities of o
kind generally provided for others of the same age.

Statement of intent

We are committed to the inclusion of all children at our nursery. We ensure all children are
cared for and educated to develop to their full potential alongside their peers through
positive experiences. We enable them to share opportunities and experiences and develop
and learn from each other. We provide a positive and welcoming environment where
children are supported according to their individual needs and we work hard to ensure no
child is discriminated against or put at a disadvantage as a consequence of their needs. Each
child’s needs are unique and we do not attempt to categorise children.

We are committed to working in partnership with parents in order to meet each child’s
individual needs and develop to their full potential. We are committed to working with any
child who has a special educational need and/or disability and making reasonable
adjustments to enable every child to make full use of the nursery’s facilities. All children
have a right to a broad and well-balanced early learning environment.

We undertake a Progress Check of all children at age two in accordance with the Code of
Practice and statutory framework for the EYFS to support early identification of needs.
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Staff Code of Conduct

Providers are responsible for ensuring they follow the current version of the framework for
their provider type.

At tiddlywinks we take the safety and welfare of our children and staff seriously. This policy
ensures staff behave in an appropriate manner to act as a role model for and protect all
children in their care. Within this policy we will also ensure that any changes to staff
behaviours or ways of working are closely monitored, discussed and supported to ensure all
children are safeguarded throughout their time here.

Expected staff behaviour
Within our nursery we expect our staff to:

Put our children first. The safety, welfare and ongoing development of children is the
most important part of their role

Behave as a positive role model for the children in their care by remaining
professional at all times and demonstrating caring attitudes to all

Work as part of the wider team, cohesively and openly

Be aware of their requirements under the Statutory Framework for the EYFS and the
nursery policies and procedures designed to keep children safe from harm whilst
teaching children and supporting their early development

React appropriately to any safeguarding concerns quickly and concisely in accordance
with relevant procedures and training received

Not share any confidential information relating to the children, nursery or families
using the nursery

Maintain the public image of the nursery and do nothing that will put the setting into
disrepute

Ensure that parental relationships are professional and external social relationships
are not forged. If a relationship exists prior to the child starting at the setting,
discussions with management will be held to ensure the relationship remains
professional

Adhere to the Mobile phone and electronic device use policy and Social networking
policy

Report to management immediately any changes in their personal life that may
impact on the ability to continue the role. These may include (but are not limited to)
changes in police record, medication or any social service involvement with their
own children.

Monitoring staff behaviour
Within the nursery we:

Conduct regular peer observations using all staff and management, during which we
observe interactions between staff and children

Have regular supervisions with all staff in which ongoing suitability is monitored and
recorded

Have a Whistleblowing policy that enables team members to discuss confidentially
any concerns about their colleagues
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Supervision of Children Policy

At tiddlywinks we have suitable staffing arrangements to meet the needs of all children and
ensure their safety.

The nursery manager is responsible for all staff, students, relief and agency staff receiving
information on health and safety policies and procedures in the nursery in order to ensure
they are adequately supervising the children, including whilst they are eating.

Supervision of children
We ensure that children are supervised adequately at all times, whether children are in or
out of the building, including eating through:

Appropriately deploying staff members meeting the ratio and qualification
requirements to ensure children’s needs are met and continuing to monitor this
across the setting regularly. This includes informing parents about staff deployment
and, when relevant and practical, involving them in these decisions

Making sure that every child is always within the sight and/or hearing of a suitably
vetted member of staff

Whilst eating, every child will be within sight and hearing of a suitably competent
member of staff; there will always be a member of staff in the room with a valid
paediatric first aid certificate

Completing registers as soon as soon children enter and leave the premises and
carrying out head counts throughout the day

Risk assessing activities, experiences and equipment to ensure children are not
exposed to unnecessary risks, including removal of any choking hazards and fully
supervising any activities that may pose this risk

Ensuring children are fully supervised at all times when involved in all types of water
play as we are aware that children can drown in only a few centimetres of water
Taking special care when children are using large apparatus, e.g. a climbing frame,
and when walking up or down steps or stairs

Support children to identify, minimise and manage risks in their play

Making sure staff recognise and are aware of any dangers relating to bushes, shrubs
and plants when on visits or outdoors

Supervising children at all times when eating, monitoring toddlers and babies closely
and never leaving babies alone with a bottle. Babies are always bottle fed by a
member of staff

Supervising sleeping babies and children and never leaving them unattended

Never leaving babies or children unattended during nappy changing times
Supervising children carefully when using scissors or tools, including using knives in
cooking activities where this is required

Increasing staff: child ratios during outings to ensure supervision and safety (please
refer to Visits and outings policy)

Strictly following any safety guidelines given by other organisations or companies
relating to the hire of equipment or services, e.g. hire of a bouncy castle

A member of staff MUST supervise the children at all times.
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Whistleblowing Policy

At Tiddlywinkswe expect all our colleagues, both internal and external, to be professional at
all times and hold the welfare and safety of every child as their paramount objective. We
recognise that there may be occasions where this may not happen and we have in place a
procedure for staff to disclose any information that suggests children’s welfare and safety
may be at risk.

We expect all team members to talk through any concerns they may have with their line
manager at the earliest opportunity to enable any problems to be resolved as soon as they
arise.

Whistleblowing definition
Whistleblowing is the term used when a worker passes on information concerning
wrongdoing.

Legal framework

The Public Interest Disclosure Act 1998, commonly referred to as the ‘Whistleblowing Act’,
amended the Employment Rights Act 1996 to provide protection for employees who raise
legitimate concerns about specified matters. These are called ‘gualifying disclosures.

A qualifying disclosure is one made in the public interest by an employee who has a
reasonable belief that any of the following is being, has been, or is likely to be, committed:
e Acriminal offence
A miscarriage of justice
An act creating risk to health and safety
An act causing damage to the environment
A breach of any other legal obligation or concealment of any of the above
Any other unethical conduct
An act that may be deemed as radicalised or a threat to national security.
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Disclosures do not have to be made ‘in good faith’ but they must be made in the public
interest. This is essential when assessing a disclosure made by an individual.

The Public Interest Disclosure Act has the following rules for making a protected disclosure:
e You must believe it to be substantially true
® You must not act maliciously or make false allegations
* You must not seek any personal gain.

It is not necessary for the employee to have proof that such an act is being, has been, or is
likely to be, committed; a reasonable belief is sufficient.

Your essential guide to policies and procedures — England V0.6 — July 2024 1



