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Aims of the
Hollies Nursery
· To provide a secure, caring and stimulating environment in which all children feel valued, confident and develop a sense of achievement through learning, which is pleasurable and rewarding.
· To give children equal access to all available opportunities and experiences.
· To provide a broad and balanced environment, which takes full account of the children's interests and needs.
· To encourage children to show respect for others and the environment.
· To regularly observe and record children’s' progress so we can plan for their next step. Each child to have a key person who will watch and follow each child and plan for their next steps.
· To provide each child with a profile book to track their development through photographs, observations and samples of their achievements. These profile books will ‘go home’ with each child each break so parents have an opportunity to look at and add too if they wish to.
· To do a progress check on the children between 2-3 years old on the areas of Development. This will involve a report which will be added to by the parent at an appointed time. And together next steps can be developed, and any actions needed can be set. And if necessary we can seek outside professionals to help the children’s development. 
· To encourage in-service training by all staff.
· To develop good relationships with parents (*) and liaison with outside agencies.
· To view the nursery as part of the wider community and to develop links with that community.
· Nursery will follow all legal requirments regarding the Goverments General Data Regulations (GDPR) 2018. Please read all our policies for further information on this area. 

N.B.  Wherever the word parent(s) is used in this documentation, it should be taken
to mean parents or other carers.
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The Hollies Philosophy

We believe in offering a high quality early education in a safe and caring 
environment. 

Our programme follows the guidance of the Department for Education, 
Early Years Foundation stage (EYFS) – Every Child Matters.  It supports our nursery 
in promoting a broad and balanced environment where children can learn and 
develop in the 7 areas made up of 3 Prime areas and 4 Specific areas. Prime Areas are- Personal Social and Emotional Development, Physical Development and Communication and Language. The 4 Specific Areas are Literacy, Mathematics, Understanding the World and Expressive Arts and Design. The 3 Prime Areas are fundamental to the children’s development and if not securely in place by age of 5 can affect the children’s development in the Specific areas. 

Parents are welcomed and valued. We strive to develop a spirit of mutual support, encouragement and consultation. 

Staff are always on hand to answer any parental questions regarding the
Nursery and/or your child.
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The Hollies Admissions Policy
· We make every effort to ensure that the first experiences, which children have at The Hollies, are positive and welcoming.  A successful and confident start to nursery is an important foundation for future learning and happiness.
· The nursery is open 38 weeks a year.  We endeavour to open in line with Enfield schools. Our policy though is to close on a Friday and re-open on a Monday.  Rarely do we close/open in the middle of the week.  A list of holiday dates for this year is given in September, at the start of the new school year.
· 
We run 2 sessions, the first is  15 hours, 9.00-12.00 each day. The second is for 30hours funding is 9am -3pm Monday to Friday. The fees are £6.76 per hour, which is payable in advance on a half termly basis. 3-hour session costs £20.28, £101.40 for 15 hour week and £202.80 for 30hours.  We receive funding under the Early learning for 2year old’s, please check www.enfield.gov.uk/if/ to see if you qualify for this funding. And the Working parents of 2-year-olds funding and the 30hours funding for over 3year olds. We also receive universal 15hours funding for all 3 - & 4-year-olds. This means that all children attending The Hollies, the term after their 3rd birthday will have their fees paid by the government. The grant is for 3-hour session for 38weeks a year. 
To check which funding you qualify for please check https://www.gov.uk/check-eligible-free-childcare-if-youre-working     and / or  https://www.gov.uk/childcare-calculator
· Children are entered on a waiting list at any age.  Registration forms are commonly completed during the year the child is eligible to start.  A confirmation letter is sent out on receipt of a deposit and a firm place is offered with, 'Starting at the Nursery' details.  Criteria for starting at The Hollies is as follows – Siblings then those on the waiting list.
· Children with Special Educational Needs are supported in the setting. A key person works closely with the parents to make sure their child’s needs are met.
· We welcome everyone at the Hollies Nursery. We celebrate the diversity of all those who attend and never discriminate against any culture and religion. Our staff team reflects the community around us and the richness it brings to our nursery.
· Children are admitted from two years. Nappy changing facilities are available. (Please also read Intimate Care policy)
Our procedures for settling in children are flexible to allow time for discussion with parents and, for children to feel secure in the new setting.  During the term, prior to admission, new parent and children are invited to spend at least two mornings at the nursery.  In taking this opportunity, parents and children become familiar with the structure and content of the session.  They are then able to discuss the group and hopefully feel more prepared for the start of term. During these morning visits, staff are able to meet and spend time with the child and parent and settling in arrangements can be discussed.  Parents are encouraged to stay with their children until they are happily settled and have started to build a relationship with their keyworker.
Admissions take place throughout the year as and when a vacancy arises.  September is usually the time when the majority of children start. 
All children are welcomed on arrival.  We must be informed if a person other than the parent is collecting the child.
· One of our aims is to establish effective partnerships with parents as we recognise that children's' experiences at home are highly significant to achievement.  Prior to admission or soon after, a 'Starting at the Hollies' the parent completes form.  This form helps with forging greater links from home to nursery. 
Parents are welcome in the nursery at any time.  We recognise the expertise of parents and other adults and we try to use this expertise to support the learning opportunities provided at the nursery.  Ideas are shared on curriculum material and many parents choose to come in and help with activities and see the children in action.
· We have established close liaison with the local primary schools.  During the summer term, the Reception teacher and/or nursery nurse visits the nursery to get to know the children going to their school in September.  This practice works exceptionally well.  
If at any time a child becomes sick while at nursery, we will telephone parent/carer to advise them and recommend the child be collected.  We recommend 48hours for recovery for sickness or diarrhoea.  Any other illness we would follow doctor’s advice. Any days missed due to illness or holiday fees are still payable. If for any reason you need to leave, 1 months’ notice must be given or 1 month fees. 
Children’s arrival time and departure times are logged into the register as are staff and students. All visitors sign the visitors book showing arrival and departure times.
Parents have a responsibility to collect their child on time. If for any reason they are unable to collect they must notify us of who will collect, a child will not be allowed to go home if we have not been informed. At the beginning and end of the nursery session a member of staff will stand at the main front door to insure children do not run out into car park unaccompanied.
Once your child starts attending The Hollies Nursery you will receive a copy of all our policies including our Privacy Notice and Information sharing. You will also sign a Parental Declaration Form for the Free Funding Entitlement.
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Staffing and Employment Policy
At The Hollies we have at least one member of staff to eight children, and more if there are younger children present.  Our Key worker system ensures each child has one member of staff who assesses, observes, plans for their individual needs.  Regular staff meetings and supervision give staff time to plan for key children’s next steps, to discuss the children’s progress and any difficulties they may be having.  
We work towards an equal opportunities employment policy, seeking to offer job opportunities equally to both women and men, with or without disabilities, from all religious, social, ethnic and cultural groups.
All staff hold a level 3 or level 2 in childcare or training to acheive. Staff are encouraged to attend regular in-service training provided by a Childcare Advisor from the Childcare Team and other available staff training. 
Volunteers are Disclosure Barring Service cleared to work with children. They do not take children to the toilet or left alone at any time with a child they are unpaid and this is not part of their duties. They help staff with setting up, play with the children.
All Staff, Students and Volunteers follow a Code of Conduct, act professional at all times and do not have ‘Parents or Carers’ as friends on Facebook, Twitter, Instagram or other media web sites.
All staff follow the nurseries policies and procedures including the GDPR 2018.

Student Placement Policy
We recognise that the quality and variety of work that goes on in a pre-school makes it an ideal place for students on placement from school and college childcare courses.  Students are welcomed into The Hollies following these conditions:
The number of students admitted will be no more than 3. College tutors must confirm students are on a childcare course.  Students will obtain written permission from parents of a child if they are to be studied.  All information gathered will remain confidential and follow our GDPR procedure.  Students even if Policed cleared will never be left alone with children. Students are not permitted to use mobile phones. If they need to be contacted by their parent/school/collage they can call the nursery main line.              
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The Hollies
Behaviour
Management 
Policy
We believe that children and adults flourish best in an ordered environment in which every one knows what is expected of them and children are free to develop their play and learning without fear of being hurt or hindered by anyone else.  We aim to work towards a situation in which children can develop self-discipline and self esteem in an atmosphere of mutual respect and encouragement.

· Rules governing the conduct of the group and the behaviour of the children will be discussed and agreed within nursery and explained to newcomers, both adults and children.
· All staff regard themselves as role models for the children with regard to friendliness, care and courtesy.
· Staff praise and endorse desirable behaviour such as kindness and willingness to share.  And take positive steps to avoid a situation in which children receive attention only in return for undesirable behaviour.
· When a child’s behaviour is unacceptable physical punishment will neither be used nor threatened.  The child will be given one-to-one adult support in seeing what was wrong and working towards a better pattern.  This may be achieved by a period of reflective time with an adult. Any behaviour problems will be handled in a developmentally appropriate fashion, respecting individual children's level of understanding and maturity.
· Recurring problems will be tackled by the whole nursery, in partnership with the child's parents, using objective observation records to establish an understanding of the cause. 
· If the need arises where staff have to use reasonable *physical intervention to prevent a child injuring themselves, another child/adult or property. A ‘Physical Intervention Form’ will be filled in, parents informed and shown the form. (*by physical intervention we mean picking up/holding them to take them away from the situation)
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The Hollies Equal Opportunities Policy
The Hollies believes that the group’s activities should be open to all children and families, and to all adults committed to their welfare.  The nursery aims that all who wish to work in, or volunteer to help with the nursery have an equal chance to do so.
Employment. 
The Hollies will appoint the best person for each job and will treat all applicants fairly for jobs or those appointed.  Commitment to implementing the group’s equal opportunities will be part of the job description.
Families.
The Hollies recognises that many different types of families successfully love and care for children.  The nursery offers a flexible payment system for families with differing means. 
Festivals.
Our aim is to show respectful awareness of all major events in the lives of the children and families in the nursery, and in our society as a whole, and to welcome the diversity of backgrounds from which they come.
Environment
All children will be respected and their individuality and potential recognised, valued and nurtured.  Activities and the use of play equipment offer children opportunities to develop in an environment free from prejudice and discrimination.  Appropriate opportunities will be given to children to explore acknowledge and value similarities and differences between themselves and others.
Resources.
These will be chosen to give children a balanced view of the world and an appreciation of the rich diversity of our multi-racial society.  Materials will be selected to help children to develop their self-respect and to respect others by avoiding stereotypes and derogatory pictures or messages about any group of people.
Discriminatory behaviour/remarks
These are unacceptable in the nursery.  The response will aim to be sensitive to the feelings of the victim(s) and help those responsible to understand and overcome their prejudices.
A copy of this policy is displayed on our noticeboard.
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The Hollies Nursery
Intimate Care policy and procedure

Children are welcome at The Hollies Nursery who still wears nappies. Parents must provide a changing bag containing clean nappies, wipes and nappy sacks.
Playgroup provides a changing mat, gloves and aprons for staff to wear.

1. Changing mat is cleaned with anti bacterial spray and paper towel before use and after every use.
2. Staff must wear gloves and aprons. And wash hands with antibacterial soap afterwards.
3. Children are cleaned with their own wipes. Only prescription creams will be applied. Clean nappies are provided by parents.
4. Dirty nappy, wipes etc are put into nappy sack labelled with child’s name and left by front door for parents to dispose of (if your child is in nappies please check by door each day for your bag) nursery do not have nappy bins. 
5. Soiled clothes will be changed and put into 2 bags, labelled and handed to parents at the end of the session.


The Hollies Nursery 
Sleeping Policy and Procedure

Children who attend The Hollies Nursery are aged between 2yrs and 5yrs old. If a parent requests that their child, who attends 6hours per day, has a sleep whilst they under our care. We will follow parents time request and length of nap.
Nursery will put the child to sleep on their backs in their buggy in an area which has a temperature of 16 – 20 degrees, this will usually be stage area. The child will be covered, if need be, with a light blanket. They will be checked every 10-15mins. The sleep will be recorded on a sleep chart.
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The Hollies Nursery
Confidentiality and Client Access to Records
Policy statement
‘Share with informed consent where appropriate and, where possible, respect the wishes of those who do not consent to share confidential information. You may still share information without consent if, in your judgement, there is good reason to do so, such as where safety may be at risk. You will need to base your judgement on the facts of the case.’
Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HMG 2015)
In our setting, [staff and managers] can be said to have a ‘confidential relationship’ with families. It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access high quality early years care and education in our setting. We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children. We have record keeping systems in place that meet legal requirements; the means that we use to store and share that information takes place within the framework of the General Data Protection Regulations (2018) and the Human Rights Act (1998).
Confidentiality procedures
Most things that happen between the family, the child and the setting are confidential to our setting. In exceptional circumstances information is shared, for example with other professionals or possibly social care or the police.
· Information shared with other agencies is done in line with our Information Sharing Policy. 
· We always check whether parents regard the information they share with us to be confidential or not.
· Some parents may share information about themselves with other parents as well as with our staff; we cannot be held responsible if information is shared by those parents whom the person has ‘confided’ in. 
· Information shared between parents in a discussion or training group is usually bound by a shared agreement that the information is confidential to the group and not discussed outside of it. We are not responsible should that confidentiality be breached by participants.
· We inform parents when we need to record confidential information beyond the general personal information we keep (see our Children's Records Policy and Privacy Notice) - for example with regard to any injuries, concerns or changes in relation to the child or the family, any discussions with parents on sensitive matters, any records we are obliged to keep regarding action taken in respect of child protection and any contact and correspondence with external agencies in relation to their child.
· We keep all records securely (see our Children's Records Policy and Privacy Notice).
· Information is kept in a manual file, or electronically. Our staff may also use a computer to type reports. Where this is the case, the typed document is deleted from the PC and only the hard copy kept.
· All personal files, both children’s and staff are kept in individual files in a locked filling cabinet which is then locked in our cupboard.
· Our staff discuss children’s general progress and well being together in meetings, but more sensitive information is restricted to our manager and the child’s key-person and is shared with other staff on a need to know basis.
· We do not discuss children with staff who are not involved in the child’s care, nor with other parents or anyone else outside of the setting.
· Our discussions with other professionals take place within a professional framework and not on an informal or ad-hoc basis.
Client Access to Records Procedures
Parents may request access to any confidential records [we/I] hold on their child and family following the procedure below:
· The parent is the ‘subject’ of the file in the case where a child is too young to give ‘informed consent’ and has a right to see information that our setting has compiled on them.
· Any request to see the child’s personal file by a parent or person with parental responsibility must be made in writing to the setting manager.
· We acknowledge the request in writing, informing the parent that an arrangement will be made for him/her to see the file contents, subject to third party consent. 
· Our written acknowledgement allows one month for the file to be made ready and available. We will be able to extend this by a further two months where requests are complex or numerous. If this is the case, We will inform you within one month of the receipt of the request and explain why the extension is necessary
· A fee may be charged for repeated requests, or where a request requires excessive administration to fulfil.
· The manager informs the owner (in the case of Jeffrey Emmanuel) and legal advice may be sought before sharing a file.
· Our manager goes through the file with the deputy and ensures that all documents have been filed correctly, that entries are in date order and that there are no missing pages. They note any 
· parent, grandparent etc. we write to each of them to request third party consent.
· Third parties also include workers from any other agency, including children's social care and the health authority for example. information, entry or correspondence or other document which mentions a third party. 
· We write to each of those individuals explaining that the subject has requested sight of the file, which contains a reference to them, stating what this is. 
· They are asked to reply in writing to our manager giving or refusing consent for disclosure of that material.
· We keep copies of these letters and their replies on the child’s file.
· ‘Third parties’ include each family member noted on the file; so where there are separate entries pertaining to each parent, step Agencies will normally refuse consent to share information, preferring instead for the parent to be redirected to those agencies for a request to see their file held by that agency.
· Members of our staff should also be written to, but we reserve the right under the legislation to override a refusal for consent or to just delete the name of the staff member and not the information. [We/I] may grant refusal if the member of staff has provided information that could be considered ‘sensitive’ and the staff member may be in danger if that information is disclosed; or if that information is the basis of a police investigation. However, if the information is not sensitive, then it is not in 
· entry, but we ca
·  n record the [our/my] interest to withhold that information from a parent. In each case this should be discussed with members of staff and decisions recorded.
· When we have received all the consents/refusals our manager takes a photocopy of the complete file. On the copy of the file, our manager removes any information that a third party has refused consent for us to disclose and blank out any references to the third party, and any information they have added to the file, using a thick marker pen.
· The copy file is then checked by manager and legal advisors to verify that the file has been prepared appropriately.
· What remains is the information recorded by the setting, detailing the work initiated and followed by them in relation to confidential matters. This is called the ‘clean copy’.
· We photocopy the ‘clean copy’ again and collate it for the parent to see.
· Our manager informs the parent that the file is now ready and invite[s] him/ her to make an appointment to view it.
· Our manager and deputy meet with the parent to go through the file, explaining the process as well as what the content of the file records about the child and the work that has been done. Only the person(s) with parental responsibility can attend that meeting, or the parent’s legal representative or interpreter.
· The parent may take a copy of the prepared file away; but, to ensure it is properly explained to and understood by the parent, we never hand it over without discussion.
· It is an offence to remove material that is controversial or to rewrite records to make them more acceptable. Our recording procedures and guidelines ensure that the material reflects an accurate and non-judgemental account of the work we have done with the family.
· If a parent feels aggrieved about any entry in the file, or the resulting outcome, then we refer the parent to our complaints procedure. 
· The law requires that the information we hold must be held for a legitimate reason and must be accurate (see our Privacy Notice). If a parent says that the information we hold is inaccurate, then the parent has a right to request for it to be changed. However, this only pertains to factual inaccuracies. Where the disputed entry is a matter of opinion, professional judgement, or represents a different view of the matter than that held by the parent, we retain the right not to change that parent’s view of the matter. In most cases, we would have given a parent the opportunity at the time to state their side of the matter, and it would have been recorded there and then.
· If there are any controversial aspects of the content of a child’s file, we must seek legal advice. This might be where there is a court case between parents, where social care or the police may be considering legal action, or where a case has already completed, and an appeal process is underway.
· We never ‘under-record’ for fear of the parent seeing, nor do we make ‘personal notes’ elsewhere.
Telephone advice regarding general queries may be made to The Information Commissioner’s Office Helpline 0303 123 1113.
All the undertakings above are subject to the paramount commitment of our setting, which is to the safety and well-being of the child. Please see also our policy on Safeguarding Children and Child Protection.
Legal framework
· General Data Protection Regulations (GDPR) (2018)
· Human Rights Act (1998)
Further guidance
· Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
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The Hollies Nursery  
Provider records
Policy statement
We keep records and documentation for the purpose of maintaining our business. These include:
· Records pertaining to our registration.
· Landlord/lease documents and other contractual documentation pertaining to amenities, services and goods.
· Financial records pertaining to income and expenditure.
· Risk assessments.
· Employment records of our staff including their name, home address and telephone number.
· Names, addresses and telephone numbers of anyone else who is regularly in unsupervised contact with the children.
We consider our records as confidential based on the sensitivity of information, such as with employment records. These confidential records are maintained with regard to the framework of the General Data Protection Regulations (2018), further details are given in our Privacy Notice and the Human Rights Act (1998).
This policy and procedure should be read alongside our Privacy Notice, Confidentiality and Client Access to Records Policy and Information Sharing Policy.
Procedures
· All records are the responsibility of our management team who ensure they are kept securely.
· All our records are kept in an orderly way in files and filing is kept up-to-date.
· Our financial records are kept up-to-date for audit purposes.
· We maintain health and safety records; these include risk assessments, details of checks or inspections and guidance etc.
· Our Ofsted registration certificate is displayed.
· Our Public Liability insurance certificate is displayed.
· All our employment and staff records are kept securely and confidentially.
We notify Ofsted of any:
· change in the address of our premises.
· change to our premises which may affect the space available to us or the quality of childcare we provide.
· change to the name and address of our registered provider, or the provider’s contact information name, address or contact information; change to the person managing our provision.
· significant event which is likely to affect our suitability to look after children; or
· other event as detailed in the Statutory Framework for the Early Years Foundation Stage (DfE 2017).
Legal framework
· General Data Protection Regulations (GDPR) (2018)         Human Rights Act 1998
· This policy was adapted by-The Hollies Nursery. April 2026 To be reviewed April 2027. Signed- D J McGrath                                          
·    D J McGrath – Owner




The Hollies Nursery
        Information Sharing 
 ‘Sharing information is an intrinsic part of any frontline practitioners’ job when working with children and young people. The decisions about how much information to share, with whom and when, can have a profound impact on individuals’ lives. It could ensure that an individual receives the right services at the right time and prevent a need from becoming more acute and difficult to meet. At the other end of the spectrum it could be the difference between life and death.’
Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
          Policy statement
The Hollies recognise that parents have a right to know that the information they share with us will be regarded as confidential, as well as to be informed about the circumstances when, and the reasons why, we obliged to share information.
We record and share information about children and their families (data subjects) in line with the six principles of the General Data Protection Regulations (GDPR) (2018) which are further explained in [my/our] Privacy Notice that is given to parents at the point of registration. The six principles state that personal data must be:
1. Processed fairly, lawfully and in a transparent manner in relation to the data subject.
2. Collected for specified, explicit and legitimate purposes and not further processed for other purposes incompatible with those purposes.
3. Adequate, relevant and limited to what is necessary in relation to the purposes for which data is processed.
4. Accurate and where necessary, kept up to date.
5. Kept in a form that permits identification of data subjects for no longer than is necessary for the purposes for which the data is processed.
6. Processed in a way that ensures appropriate security of the personal data including protection against accidental loss, destruction or damage, using appropriate technical or organisational measures
We are obliged to share confidential information without authorisation from the person who provided it, or to whom it relates, if it is in the public interest. That is when:
· it is to prevent a crime from being committed or to intervene where one may have been, or to prevent harm to a child or adult; or
· well as the kinds not sharing it could be worse than the outcome of having shared it.
The responsibility for decision-making should not rely solely on an individual but should have the back-up of the management team. The management team provide clear guidance, policy and procedures to ensure all staff and volunteers understand their information sharing responsibilities and are able to respond in a timely, appropriate way to any safeguarding concerns.
The three critical criteria are:
· Where there is evidence that the child is suffering, or is at risk of suffering, significant harm.
· Where there is reasonable cause to believe that a child may be suffering, or is at risk of suffering, significant harm.
· To prevent significant harm arising to children and young people or adults, including the prevention, detection and prosecution of serious crime.

Procedures
Our procedure is based on the GDPR principles as listed above and the seven golden rules for sharing information in the Information sharing Advice for practitioners providing safeguarding services to children, young people, parents and carers. We also follow the guidance on information sharing from the Local Safeguarding Children Board.
· Our policy and procedures on Information Sharing provide guidance to appropriate sharing of information [both within the setting, as well as] with external agencies.
In our setting we ensure parents:
· Receive a copy of our Privacy Notice and information about our Information Sharing Policy when starting their child in the setting and that they sign our Registration Form to say that they understand the circumstances in which information may be shared without their consent. This will only be when it is a matter of safeguarding a child or vulnerable adult;
· have information about our Safeguarding Children and Child Protection Policy; and
· have information about the other circumstances when information will be shared with external agencies, for example, with regard to any special needs the child may have or transition to school.
· Our staff discuss concerns about a child routinely in supervision and any actions are recorded in the child’s file.
· Our manager routinely seeks advice and support from their line manager about possible significant harm.
· Our Safeguarding Children and Child Protection Policy sets out the duty of all members of our staff to refer concerns to our manager or deputy, as designated person, who will contact children’s social care for advice where they have doubts or are unsure.
· Our managers will seek advice if they need to share information without consent to disclose.
· We base decisions to share information without consent on judgements about the facts of the case and whether there is a legal obligation. 
· Our guidelines for consent are part of this procedure.
· Our manager is conversant with this and [he is/she is/I am] able to advise staff accordingly.
In our setting we:
· record concerns and discuss these with our designated person and/or designated officer from the management team for child protection matters; 
· record decisions made and the reasons why information will be shared and to whom; and
· follow the procedures for reporting concerns and record keeping as set out in [our/my] Safeguarding Children and Child Protection Policy.
· Our Safeguarding Children and Child Protection Policy and Children's Records Policy set out how and where information should be recorded and what information should be shared with another agency when making a referral.
· Where information is shared, record the reasons for doing so in the child's file; where it is decided that information is not to be shared that is recorded too.
Consent
When parents choose our setting for their child, they will share information about themselves and their families. This information is regarded as confidential. Parents have a right to be informed that we will seek their consent to share information in most cases, as of circumstances when we may not seek their consent or may override their refusal to give consent. We inform them as follows:
· Our policies and procedures set out our responsibility regarding gaining consent to share information and when it may not be sought or overridden.
· We may cover this verbally when the child starts or include this in our prospectus.
· Parents sign our Registration Form to confirm that they understand this.
· We ask parents to give written consent to share information about any additional needs their child may have, or to pass on child development summaries to the next provider/school.
· We give parents copies of the forms they sign.
· We consider the following questions when we assess the need to share:
· Is there a legitimate purpose to us sharing the information?
· Does the information enable the person to be identified?
· Is the information confidential?
· If the information is confidential, do we have consent to share?
· Is there a statutory duty or court order requiring us to share the information?
· If consent is refused, or there are good reasons for us not to seek consent, is there sufficient public interest for us to share information?
· If the decision is to share, are we sharing the right information in the right way?
· Have we properly recorded our decision?
· Consent must be freely given and informed - that is the person giving consent needs to understand why information will be shared, what will be shared, who will see information, the purpose of sharing it and the implications for them of sharing that information as detailed in the Privacy Notice.
· Consent may be explicit, verbally but preferably in writing, or implicit, implied if the context is such that sharing information is an intrinsic part of [our/my] service or it has been explained and agreed at the outset.
· Consent can be withdrawn at any time. 
· We explain our Information Sharing Policy to parents.
Separated parents
· Consent to share need only be sought from one parent. Where parents are separated, this would normally be the parent with whom the child resides. Where there is a dispute, we will consider this carefully. 
· Where the child is looked after, we may also need to consult the Local Authority, as ‘corporate parent’ before information is shared.
All the undertakings above are subject to our paramount commitment, which is to the safety and well-being of the child. Please also see our Safeguarding Children and Child Protection Policy.
Legal framework
· General Data Protection Regulations (GDPR) (2018)
· Human Rights Act (1998)
Further guidance
· Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015) 
· What to do if you’re worried a child is being abused: Advice for practitioners (HM Government 2015)
· Working together to safeguard children: A guide to inter-agency working to safeguard and promote the welfare of children (HM Government 2015)
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The Hollies Nursery - Transfer of Records to School
Policy statement
We recognise that children sometimes move to another early years setting before they go on to school, although many will leave our setting to enter a nursery or reception class.
We prepare children for these transitions and involve parents and the receiving setting or school in this process. We prepare records about a child’s development and learning in the Early Years Foundation Stage in our setting; in order to enable smooth transitions, we share appropriate information with the receiving setting or school at transfer.
Confidential records are shared where there have been child protection concerns according to the process required by our Local Safeguarding Children’s Board.
The procedure guides this process and determines what information we can and cannot share with a receiving school or setting. Prior to transferring information, we will establish the lawful basis for doing so (see our Privacy Notice). 
Procedures
Transfer of development records for a child moving to another early years setting or school
· Using the Early Years Outcomes (DfE 2013) guidance and our assessment of children's development and learning, the key person will prepare a report of achievements in the seven areas of learning and development.
· The record refers to:
· any additional language spoken by the child and his or her progress in both languages;
· any additional needs that have been identified or addressed by our setting;
· any special needs or disability, whether a ‘Enfield Early Help’ was raised in respect of special needs or disability, whether there is an Education, Health and Care Plan, and the name of the lead professional.
· The transition record contains a summary by the key person and a summary of the parent’s view of the child.
· The document may be accompanied by other evidence, such as photos or drawings that the child has made.
· When a child transfers to a school, most local authorities provide a transition record, which we will follow.
· If there have been any welfare or protection concerns, we place a star on the front of the assessment record.

Transfer of confidential information
· The receiving school or setting will need to have a record of any safeguarding or child protection concerns that were raised in our setting and what was done about them.
· We will make a summary of the concerns to send to the receiving setting or school, along with the date of the last professional meeting or case conference. Some Local Safeguarding Children Boards will stipulate the forms to be used and provide these for us to use.
· Where a Enfield Early Years Intervention Support Service has been raised in respect of any welfare concerns, we will pass the name and contact details of the lead professional on to the receiving setting or school.
· Where there has been a S47 investigation regarding a child protection concern, we will pass the name and contact details of the child’s social worker on to the receiving setting or school – regardless of the outcome of the investigation.
· We post or take the information to the school or setting, ensuring it is addressed to the setting or school’s designated person for child protection and marked as 'confidential’.
· We do not pass any other documentation from the child's personal file to the receiving setting or school.

Legal framework
· General Data Protection Regulations (GDPR) (2018)
· Freedom of Information Act (2000)
· Human Rights Act (1998)
· Children Act (1989)

Further guidance
· What to do if you're worried a child is being abused: Advice for practitioners (HM Government 2015)
· Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
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The Hollies Nursery 
Privacy notice
Setting Address’s;
The Hollies Nursery                                                   
Hollies Hall, Royal British Legion                                
Nursery Road, Southgate,                                          , 
N14 5QD                                                                    
Introduction
We are committed to ensuring that any personal data we hold about you and your child is protected in accordance with data protection laws and is used in line with your expectations.
This privacy notice explains what personal data we collect, why we collect it, how we use it and how we protect it.
What personal data do we collect?
We collect personal data about you and your child to provide care and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify your eligibility for free childcare as applicable.
Personal details that we collect about your child include:
· your child’s name, date of birth, address, health and medical needs, development needs, and any special educational needs, immunisations.  
Where applicable we will obtain child protection plans from the social care team and health care plans from health professionals.
We will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.
Personal details that we collect about you include:
· your name, home and work address, phone numbers, emergency contact details, and family details, your national insurance number and your date of birth.
This information will be collected from you directly in the registration form.
Why we collect this information and the legal basis for handling your data
We use personal data about you and your child in order to provide childcare services and fulfil the contractual arrangement you have entered into. This includes using your data to:
· contact you in case of an emergency
· to support your child’s wellbeing and development
· to manage any special educational, health or medical needs of your child whilst at the setting
· to carry out regular assessment of your child’s progress and to identify any areas of concern
· to maintain contact with you about your child’s progress and respond to any questions you may have
· to process your claim for terrific twos, 15 and 30 hours free childcare (only where applicable)
· to keep you updated with information about our service
With your consent, we will also record your child’s activities for their individual learning record. This will include photographs. You will have the opportunity to withdraw your consent at any time, for images taken, this must be confirmed so in writing.
We have a legal obligation to process safeguarding related data about your child should we have concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school that your child will be attending (see Transfer of Records policy).
Who we share your data with
In order for us to deliver childcare services we will also share your data as required with the following categories of recipients:
· Ofsted – during an inspection or following a complaint about our service
· banking services to process direct debit payments (as applicable)
· the Local Authority (where you claim up to Terrific 2’s, 15 or 30 hours free childcare as applicable)
· the government’s eligibility checker (as above)
· our insurance underwriter (if applicable)
· the school that your child will be attending
We will also share your data if:
· We are legally required to do so, for example, by law or by a court;
· to enforce or apply the terms and conditions of your contract with us;
· to protect your child and other children; for example by sharing information with social care or the police;
· it is necessary to protect our or others rights, property or safety
· We transfer the management of the setting, in which case we may disclose your personal data to the prospective buyer so they may continue the service in the same way.
We will never share your data with any other organisation to use for their own purposes 
How do we protect your data?
We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by: locking it in a filling cabinet which is then locked again in our cupboard at nursery. Any personal data will be stored on managers computer only, it is secured with anti-virus and passwords. NO personal data will be stored on a USB stick or disc. 
How long do we retain your data?
We retain your child’s personal, paper copy, for up to 3 years after your child no longer uses our setting, or until our next Ofsted inspection after your child leaves my setting. Electronic data will be permanently destroyed. Medication records and accident records are kept for longer according to legal requirements. Your child’s learning and development records are maintained by us and handed to you when your child leaves.
In some instances (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records policies).
Automated decision-making 
We do not make any decisions about your child based solely on automated decision-making. 
Your rights with respect to your data
You have the right to:
· request access, amend or correct your/your child’s personal data
· request that we delete or stop processing your/your child’s personal data, for example where the data is no longer necessary for the purposes of processing; and
· request that we transfer your, and your child’s personal data to another person
If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/
CCTV 
The Southgate Royal British legion have a CCTV camera directed at the front door in the lobby area. THERE are no camera’s anywhere else. This is so they can monitor persons using their bar area. Only one person has access to this and once viewed will be deleted. The Hollies has NO access to the camera.

Changes to this notice
We keep this notice under regular review. You will be notified of any changes where appropriate.
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The Hollies
Health and
Safety policy
· The Hollies is situated in a residential area.  The hall is rented from the Southgate British legion.  The indoor and outdoor area is well looked after and the building itself is in very good condition, being constantly maintained and updated.  Similarly all the lighting and heating is regularly checked for safety and efficiency.
· The nursery has clear fire procedures (see copy attached) and there are 2 half termly fire drills.  Staff, parent helpers and students are all made aware of fire exists and where fire extinguishers are located.
· Emergency procedures are in place should there be an accident.  A list of emergency numbers is placed at the front of the register.  If a child needs urgent medical attention, the parent will be contacted immediately and the child taken to hospital if necessary.  All accidents are recorded and these records stored in a manner to protect confidentiality.
· There are qualified first aiders on duty at all times and a fully equipped first aid box is easily accessible.
· Drugs can be administered as long as they are on prescription and parents have filled a form in.  Parents are advised to keep their child at home if they require other medicine and/or have had sickness or diarrhoea and keep them at home for 48hours.
· All children are registered on a standardised form and parents give details of their child's immunisation record and GP
· Children are encouraged to wear sensible everyday clothes.  It is helpful if children's clothing, especially coats, cardigans and jumpers are marked with their name.  There is daily outdoor play and so warm coats, hats and jogging suits are recommended for winter months and sun screens and sun hats are helpful on sunny days.
· Jewellery, money or other valuables are not permitted into nursery; no responsibility is taken if any of these items are lost on the premises.  Sometimes it helps children to settle if they bring a toy from home into nursery, this is permitted but again we take no responsibility if they are lost.
· All play equipment is regularly serviced and maintained.
· No smoking or ‘E’ cigarettes are permitted anywhere on the premises.
Health and safety in outside area
· Remind children of the safety rules for outside play; Look where you are running; Do not push or pull anybody; No prams, push along toys, scooters, tricycles to be played with on outside raised play area; No running till you are free of drainage area outside shed; No climbing on gate.
· Before going outside ask all children to check their shoelaces are done up, if not help them to tie them.
· Children are never to be unsupervised outside.

Healthy Eating
Parents are advised to include an icepack in their child’s snack box to keep perishable food cool. We encourage healthy eating and discourage crisps, chocolate, sweets and fizzy drinks. Staff sit with children during snack time to supervise and socialise with children. Daily at 10am children are offered Milk or water and a selection of fruits.
Dietary and allergy information is posted on door in cupboard and on the back of table name lists so all staff are aware.
The children take part in regular cooking activities. These cookery sessions are always vegetarian, made with fresh, healthy ingredients. 
We have a Healthy Eating and Exercise board showing children photographs of healthy and unhealthy foods and pictures of different ways of exercising.
We invite NHS Oral Health to visit on a regular basis to promote good dental hygiene with the children. We invit parents to a coffee morning where Oral Health do a talk. We also do Staff training on the importance of oral health.

Food Hygiene
We are registered with the local Environmental Department and staff attend Food Hygiene courses. We have a (HACCP) Hazard analysis and critical control point in place. This is set out in ‘Safer Food Better Business’ (Food Standards Agency 2011).


Reporting of ‘Notifiable Diseases’
If a child or adult is diagnosed as suffering from a notifiable disease under the Health protection (Notifications) Regulations 2010, the GP will report this to the Health Protection Agency. Once The Hollies becomes aware of this or been informed by the HPA we will inform Ofsted and follow the HPA advice and guidelines. 
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The Hollies
Health and
Safety
Procedures
1.ACCIDENTS
Reporting
Accidents should be reported to Debbie and Ewa. All staff are First Aid trained. The accident should also be reported to the parent or other person who collects the child.
Recording
Accidents/Incidents must be recorded in the accident/incident book which is kept on first window sill behind curtain.
Action
Treatment for minor accidents only should be given.  The First Aid Box is on the shelf in toilets when nursery is open and in cupboard when not.
If an accident is more serious the child should be taken to hospital and the parents informed immediately.
2 FIRE EVACUATION
a) Raise alarm by blowing whistle.
b) Switch off appliances if able to do so safely.
c) Evacuate children by the nearest safe exit, taking register with you, do     not delay to collect coats or belongings.
d) Close doors behind you.
e) Ring fire Brigade
f) Take the children across car park down drive wait on raised concrete area.
g) Check the register.
h) Do not try to fight the fire.
i) Do not re-enter the building until the all clear is given.

Signed D J McGrath                                         April 2026



The Hollies Nursery
Risk Assessment Policy
The Hollies Nursery believes that the health and safety of the children is of paramount importance. We endeavour to make our setting a safe and healthy place for children, parents, staff, volunteers, students and visitors by assessing and minimising the hazards and risks to enable the children to thrive in a healthy environment.
This policy is based on the Pre-School learning Alliance risk assessment processes
· Identification of a risk: where it is and what it is?
· Who is at risk: Child, staff, parent etc.?
· Assessment the of risk level high, medium or low.
· Control measure to reduce/eliminate risk: What will we/others do?
· Monitor and review.
Procedure
· Determine whether written risk assessment would be helpful to inform staff/parent/legion/carers/inspectors.
· Checking and noting hazards inside and outside in relation to premises (legion)
· Assessing and reducing the level of risk and who might be affected and deciding which areas need attention.
· Developing an action plan which states actions needed, time scale and who is responsible.
A list of daily health and safety issues are checked daily before the session begins. Monthly fire and termly risk assessments are carried out.








D J McGrath         April 2026
                                                     Manager
THE HOLLIES NURSERY
LOST CHILD POLICY
In the event of a child becoming lost, while in the care of the nursery, the nursery will immediately put into place the procedures detailed below. These 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 a search is made for the child as soon as possible, parents and authorities are notified at the appropriate stage, and a high level of care is maintained to other children at the pre-school while procedures are followed.
Procedures
If a child goes missing from The Hollies:
• The person in charge will carry out a thorough search of all the rooms in the building, outside perimeter and garden.
• The remaining children will be gathered into one large group, e.g. for a story, while the remaining staff search for the missing child. The register is checked to make sure no other child has also gone astray. 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.
• The person in charge talks to staff to establish what happened.
• If the child is not found the parent or carer is contacted (alarming them as little as possible) and the missing child is reported to the police.
• 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 possible.

When the Child Is Found
• Two members of staff will care for and talk with the child, bearing in mind that he/she 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 and why.
After the Incident
• The pre-school supervisor will sensitively discuss with the child’s parents the events surrounding the disappearance of the child. 
• If appropriate, a short meeting will be held at the end of the session/start of the following session or a note sent home with the children to give parents brief, accurate information about the incident, as soon as possible, for reassurance.
• Liability should not be discussed until the incident has been fully investigated by the pre-school and Social Services 
• Staff and parents should be asked to refer any enquiries they have or any enquiries from the media, about the incident, to the Debbie.
The Investigation
• Debbie carries out a full investigation taking written statements from all the staff present at the time.
• The key person/staff write an incident report detailing:
- the date and time of the report;
- what staff/children were in the group
- when the child was last seen in the group
- what has taken place in the group and
- the time it is estimated that the child went missing.
• A conclusion is drawn as to how the breach of security happened.
• If the incident warrants a police investigation all staff co-operate fully. In this case, the police will handle all aspects of the investigation, including interviewing staff. Social Care may be involved if it seems likely that there is a safeguarding children issue to address.
• The incident is reported under RIDDOR arrangements and is recorded in the incident book; the local authority health and safety officer may want to investigate and will decide if there is a case for prosecution.
· OFSTED is informed.
· Local authority SPOE will be informed.
· The Nursery’s insurance company is informed.
The Hollies
Uncollected Child
Procedure
The Hollies nursery in the event of a child not being picked up at the end of a session will follow the following procedure;
1, After fifteen minutes staff will telephone parents home/work numbers.
2, In the event that neither parent is available then mobile numbers will   
    called.
3, Then emergency contact numbers will be called.
4, If after half an hour the child has still not been picked up and all contact   
    numbers have been tried and been unsuccessful, telephone the manager if   
    not on duty.
5, Social services will have to be called after one hour and the incident reported, at this                     
    Point we will follow their guidelines on abandoned children.
6. The child stays at the setting in the care of 2 DBS checked staff until the child has 
     been safely collected.
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The Hollies Nursery
Emergency Closure policy

Such unexpected closures should only happen exceptionally, when there is no means of having enough staff on site to run the nursery effectively.
In the event of Nursery having to close the following should be attempted:
1. A notice put up on nursery outside door.
2. Nursery manager and deputy should have an up to date phone list of all parents and should attempt to contact parents and staff between them.
3. If closure due to flu epidemic Local authority and Ofsted must be informed. We would then follow their guidelines.
4. After the event, once nursery is open again, a letter will be sent to all parents/carers with a brief apology for the closure, explaining why the circumstances were exceptional, and reassuring parents that this is not going to be a regular event.

Intruder/Lock Down Policy

The main door is locked once all the children have arrived. The hall door is locked by a latch and only opened by an adult. The back gate can only be opened by an adult, children are always supervised.
If at any time an intruder is identified these steps will be followed:-
1. All children returned to main hall.
2. One member of staff check all doors are closed and locked, then return to children.
3. Two Staff watch children take register and head count taken.
4. Manager calls Police and address and details given.
5. Police check outside/building for intruder.
6. Follow police guidance.
7. Only return to free play once all clear been given.
8. Notify parents of actions taken.
9. Make a written report of incident and keep on file.
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The Hollies
Outings Policy and Procedures
The Hollies provides a secure, caring and stimulating environment in which all children feel valued, confident and develop a sense of achievement through learning which is pleasurable and rewarding.  To enable us to provide a broad and balanced curriculum, to learn and show respect for others and the environment and to help children to view the nursery and themselves as part of the wider community and to develop links with that community. The nursery on occasions will take children on outings, which will help us to achieve our aims, the following procedure will be followed; -

1. The chosen venue for outing will be visited beforehand by the manager to establish a link, check that the venue meets the nurseries needs, that its toilets are clean and accessible and that it has been health and safety cleared. Where possible a risk assessment will be carried out before. Where a venue has their own Risk Assessment this will be obtained.    
2.  A letter written to parents advising them of all the details of the trip, a permission slip and cost (if necessary) will be sent home well in advance of trip.
3.  Nearer to the date of trip another letter (if felt necessary) giving further details of packed lunch, clothes to be worn, sun cream etc.
4. The ratio of child to adult will be 1:2, if this ratio cannot be met than the trip will have to be cancelled. When taking a child to the toilet practioners will go in two’s.
5.  A first aider will be in charge of first aid on the outing, she will report any accidents/incidents to the manager and record in the incident/accident book.
6.  The manager will do a register at the beginning of the outing, at the end and do a head count whenever deemed necessary. The children’s medical records, phone numbers of parents/carers, emergency contact numbers, signed permission slips will be taken on trip and held by the manager.
7.  In the event of a lost child, it will be reported immediately to manager
             and then the venues security.  The nursery will then follow the venues lost child procedure.
8.  Once returned to nursery the usual routine for children's pick up will resume.

The Hollies Nursery Transport Policy
When arranging an outing and selecting a coach company for our transportation The Hollies will request a copy of the coach companies insurance and ask for conformation that their coach’s meet the regulations for children.
We will only use a reputable company.                                              
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The Hollies Nursery
Statement of Inclusion
· We aim to provide an inclusive environment where ALL children and adults are welcomed, treated with respect and valued as individuals.

· Every effort is made to ensure the environment will allow for all children to access the same equipment and resources. Reasonable adjustments will be made where necessary. We aim to involve parents/carers and outside agencies in making this process happen.

· All staff will be involved in decision making and promote equality within the setting. We will challenge and look at ways to change attitudes and pre-conceptions.

· When children enter nursery, relevant information will be collected and parents, staff, children and outside agencies that are involved will collaborate to ensure the child’s needs are met in the best possible way. This may involve relevant training and accessing additional equipment and resources.

· We acknowledge that everybody is different and that we can benefit from each other’s experiences.

· We welcome everyone at the Hollies Nursery. We celebrate the diversity of all those who attend and never discriminate against any culture and religion. Our staff team reflects the community around us and this adds to the richness of our nursery.
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Administration of Medication Policy

Medication will only be administered by staff if the medication is
1. Stored in its original container, which is clearly labelled. It will be stored in the fridge where children do not have access.
2. ONLY medication prescribed for the child by a doctor/Nurse or Dentist will be administered.
3. The parents give written permission to administer the medication.
4. Records will be kept of the all medicines given to children; parents will sign form to acknowledge the entry.
5. If the administration of prescription medicines requires technical/medical knowledge then individual training will be sort for staff from a qualified health professional. Training is specific to the individual child concerned.
6. Parents have a duty to inform nursery of any specific medical needs to enable us time to receive training the term before the child is due to start. A child could not attend nursery until staff are trained in the area concerned (this is to protect staff and children).
7. All staff are first aid trained. Debbie and Ewa are the lead first aider, all incidents are reported to Debbie or Ewa.
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The Hollies
Complaints
Policy

· We hope, through our wish to work closely with parents in a spirit of mutual support, encouragement and consultation, that parents will always feel happy to discuss any issues/complaints regarding their child or the nursery in general.
· A record book will be filled in stating the area the complaint relates too, the nature of the complaint how it was dealt with and any action taken. The complaints book is available for parents to see on request.
· If there is ever a matter that is unresolved then Ofsted are the next line of support:-

Early years,
OFSTED,
Piccadilly Gate
Store Street
Manchester
M1 2WD
Complaints: 03001234666
enquiries@ofsted.gov.uk
· If you have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at:-

                               Information Commissioner’s Office,
                                    Wycliffe House, Water Lane,
                                                         Wilmslow, Cheshire,
                                                  SK9 5AF
                                                       Or       
                                                ico.org.uk/
                                       help line - 03031231113
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The Hollies Nursery
Visiting Animals

When doing a theme on ‘pets’ we invite parents and children to bring along their pet at circle time or at the end of the session for all the children to see. This helps children to learn how to care for animals and for children to show and tell about their own pet.

All visiting pets must be in good health and have documentation from a veterinarian or animal shelter that the animal is fully immunized. 

Staff will carefully supervise all the interactions between children and animals and instruct children on safe behaviour when in close proximity to animals. 

Staff will ensure that children allergic to an animal are not exposed to that animal.

Staff will ensure that all children wash their hands after petting animals.

A risk assessment will be carried out prior to visit.
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Selecting toys-
Policy and Practice

The toys and equipment at The Hollies provide opportunities for children, with adult help, to develop new skills and concepts in the course of play and exploration.  The equipment we provide is appropriate to the ages of and stages of the children; they offer challenges to developing physical, social, personal and intellectual skills.  The equipment features positive images of people, both male and female, from a range of ethnic and cultural groups, with or without disabilities. It includes a range of raw materials, which can be used in a variety of ways and encourages an open-ended approach to creativity and problem solving.  It enables children to develop their individual potential and move towards the next learning step.  The equipment conforms to all relevant safety regulations and is sound and well made.


Parental Involvement Policy

Parents are the first educators of their young children.  The aim of The Hollies is to support their essential work, not to take the place of them.  The Hollies will make all new parents aware of the group's systems and policies, including the GDPR 2018, ensure that parents are informed regularly of their child’s progress.  We give parents opportunities to contribute with their own skills to group activities.  Parents are involved in record keeping, taking the children’s learning journals/profile books home each holiday.  All parents are encouraged to write, add pictures to these books. Parents are kept informed with newsletters of upcoming trips and seasonal topics. Copies of policies are given when a child starts. There are notice boards and staff are always on hand to chat to. Parents and staff always keep a professional relationship. We will make it known the systems for registering queries, complaints or suggestions. We hold monthly coffee mornings covering topics ranging from First aid to making your own playdough!! They are very popular and parents enjoy this time to talk to each other and staff.
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[bookmark: _Hlk168467925]The Hollies Nursery
‘Safeguarding Children’
Policy and Procedures
The Hollies intends to create an environment in which children are safe from abuse and in which any suspicion of abuse is promptly and appropriately responded to. To achieve this, we will:
· Exclude known abusers, it will be made clear to applicants for posts within the nursery that the position is exempt from the provisions of the Rehabilitation’s of Offenders Act 1974.
· All applicants for work within the nursery, voluntary or paid, will be interviewed before an appointment is made and will be asked to provide two references. All references will be followed up.  All appointments will be subject to a probationary period. And will be checked for suitability to work with children with the Disclosure Barring Service.
· A daily register is taken, staff will notice long absence and will call parents to seek reasons for the absence. The register is also there to aid us in monitoring children attendance. If a child if off for an unexplained extended amount of time this could affect their funding and their place may be given to another child. 
· We will seek out training opportunities for staff to ensure that they recognise the symptoms of possible physical abuse, neglect, emotional abuse and sexual abuse. And in the case of parents/grandparents to recognise domestic abuse which could have on going effect on the children in our care.
· Adults will not be left alone for long periods with individual children or small groups. Adults who have not been police cleared will not take children unaccompanied to the toilet. The layout of the hall permits constant supervision of all the children.
· Staff will respond appropriately to any suspicions of abuse, changes in children's behaviour/appearance will be investigated. We work in accordance with the procedures set down in “What to do if you’re worried a child is being abused” HMG 2006 and the local Safeguarding children’s board guidelines. We hold contact numbers for local police and social services. Parents are normally the first point of reference, though suspicions will also be referred as appropriate to the MASH team. All suspicions and investigations will be kept confidential, shared only with those who need to know; these would be the keyworker, manager.  A confidential record will be set up to record any changes in the child's behaviour, physical condition or appearance.  The record will include the child’s name, address, and age, timed and dated observations describing objectively the child's behaviour/appearance, without comment.  These records will be kept in a separate file only accessible to keyworker and manager. Please also read our Privacy Notice and other policies regarding GDPR.
· For general safeguarding advice we would contact consultation Line on 02038556241. Then MASH on 02083795555.
· Domestic Violence Support & Wellbeing – staff are aware if a parent discloses they are a victim of abuse that we follow safeguarding policy. Parent are made aware of this. Staff advice parent of where they can get help and support – 02037955068 or www,solacewomensaid.org  Or Enfield Council Domestic Violance hub 08009239009 or at  new.enfield.gov.uk/services/community-safety/domestic-abuse/
· If a case of/or the possible planned ‘FGM’ Female Genital Mutilation staff will report directly to the Police, FGM 08000283550, fgmhelp@nspcc.org.uk and follow Child protection procedures immediately.
· Fabricated Illness is also a type of physical abuse. This is where a child is presented with an illness that is fabricated by the adult carer. The carer may seek out unnecessary medical treatment or investigation. The signs may include a carer exaggerating a real illness or symptoms, complete fabrication of symptoms or inducing physical illness e.g. through poisoning, starvation, inappropriate diet. This may also be presented through false allegations of abuse or encouraging the child to appear disabled or ill to obtain unnecessary treatment or specialist support. As in all cases of child abuse we will follow the procedures set out in “What to do if you’re worried a child is being abused”.
· Child Sexual Exploitation (CSE) is a form of abuse where children are sexually exploited for money, power or status. It is understood that a significant number of children who are victims of CSE go missing from home, care and education at some point. Our setting is alert to the signs and indicators of a child becoming at risk of, or subject to, CSE and will take appropriate action to respond to any concerns. The designated safeguarding lead is the named CSE Lead in nursery on these issues and will work with other agencies as appropriate. 
· Peer on peer abuse - Our setting may be the only stable, secure and safe element in the lives of children at risk of, or who have suffered harm. Nevertheless, whilst at nursery, their behaviour may be challenging and defiant, or they may instead be withdrawn, or display abusive behaviours towards other children. Our setting recognises that some children may abuse their peers and any incidents of peer on peer abuse will be managed in the same way as any other child protection concern and will follow the same procedures. Peer on peer abuse can manifest itself in many ways. This may include bullying on-line, gender-based abuse, ‘sexting’ or sexually harmful behaviour. We do not tolerate any harmful behaviour in nursery and will take swift action to intervene where this occurs. To help children understand, in an age-appropriate way we can explain about (abuse) not physically hurting others, being kind to others when we talk, call or text them. We listen to the children and watch for changes in their behaviour which may indicate that something is wrong. We encourage them to talk to us about lots of different things to build a bond of trust so that if ever they need to tell us something, that they feel we are a trusted adult. With strong adult bonds, they are more likely to tell us if someone makes them feel uncomfortable. The Hollies Nursery understands the different gender issues that can be prevalent when dealing with peer on peer abuse.
· We also make ourselves aware that some children and young people (students on work experience) are affected by gang activity, by complex, multiple or organised abuse, through forced marriage, breast ironing or honour based violence or maybe victims of child trafficking. While this may be less likely to affect young children in our care we may become aware of these factors affecting older children or students who may come into contact with. If we become concerned that a child may be the victim of modern slavery, human trafficking or any form of physical abuse we will refer to MASH as soon as possible and follow their advice, also contacting the Police for advice/guidance. 
· We will be alerted to the threats children may face from outside their families, such as that posed by organised crime groups such as county lines and sexual exploitation, online use and from peer groups and the wider community.
· We will advice parents of the dangers online. How speaking to your broadband provider may offer options of limited online use and limit sites that you child can view. We will also advice parents not to let their young child have tablets in their rooms at night, and to take an active role in their child’s online use. Teach their child not to add their full details. And advice parents to seek help on NSPCC Net aware page for help and guidance.
· All staff have child Protection training every 3 years and management doing Advanced training every 2 years. This enables the staff team to have a good knowledge and understanding of the potential risks some children may be in. They can watch out for signs of 
· Children with Special Educational Needs - At our setting we recognise that children with special educational needs (SEN) and disabilities can face additional safeguarding challenges. This policy reflects the fact that additional barriers can exist when recognising abuse and neglect in this group of children. This can include: 

1. Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration; 
2. children with SEN and disabilities can be disproportionally impacted by things like bullying- without outwardly showing any signs; and 
3. communication barriers and difficulties in overcoming these barriers. 

If the nursery feels that explanations for changes in the child's condition have not been adequate the nursery will share its anxieties with the MASH and the Children’s Social Care team (Switchboard 02083791000).  If a report is made the child's parents will be informed at the same time.  The nursery will keep ongoing contact with the Children’s Social Care Team and Police if necessary.
· The nursery will take every step to build up trusting and supportive relationships between families and staff.  Where abuse is suspected, nursery will continue to welcome the child and family while investigations proceed.  Confidential records kept on the child will be shared with the child's parents. The care and safety of the child must always be paramount, nursery will do all in its power to support and work with the child's family.
· The manager in the event of a complaint made against a member of staff will take the following action: -
         *If the complaint is of abuse, the member of staff involved will be asked to leave.  The incident will be reported immediately to Local Authority Designated Officer for Allegations Against Professionals 02083792850, and we will follow their guidelines. Where upon nursery will follow their recommendations. This could lead to the member of staff being dismissed permanently.
                      
1. The manager will establish the facts surrounding the complaint and if necessary will take into account the statements of any witnesses. All statements and records will be confidential and only shown to other parties if deemed necessary.
2. If the complaint is one of abuse the member of staff will be asked not to work until further investigation has been done. Any discussions will be in private.
3. In the case of general misconduct, the employee will be given a formal verbal warning. A record will be kept of any other general misconduct and written warning may be deemed necessary. More than 3 written warnings may result in dismissal.
4. In the event of a more serious offence the employee will be reported to Ofsted and any other authority deemed necessary.  This would result in the employee being dismissed.      


Prevent Duty – If a child/young people are identified as being vulnerable to radicalisation staff will seek advice and support in The Prevent Duty. Serious concerns will be referred to Anti-Terrorism Hotline 0800789321  www.met.police.uk/terrorism
Local Authority Community Safety Unit 02083794085/6137
Staff can raise concerns relating to extremism directly to DfE 02073407264.


The Hollies Nursery
Sexual Harassment Policy for Early years Setting

The Hollies Nursery has a zero-tolerance approach to unwanted conduct of a sexual nature. 
This is to protect staff, volunteers and children harassment by colleagues, parents or visitors.
We have a culture where staff understand they can raise concerns and that they will be taken seriously. Staff are supported with regular 1:1 time and staff meetings. 
We do not tolerate inappropriate sexual banter or behaviour or gender imbalance.
Staff will have regular training to prevent and understand sexual harassment. 
Staff can report any harassment at any time, and this will be recorded. Any concern raised will be taken seriously and will be acted upon promptly in taking appropriate action and will not be ignored.
We would seek outside help if needed and we would follow EHRC guidance.
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The Hollies Nursery
Mobile Phone Policy

Private mobile phones or other electronic devices cannot be used during the time the children are with us 8.30-3pm.  Private Mobile phones must be kept inside staff/student hand bags not in pockets or on the second window sill. 
If a staff or student’s needs to be contacted this can only be done on the Nursery Mobile 07763911786. 
Parents as always can contact nursery on these two numbers at any time during the session.
When we have visitors, volunteers, parent helpers or students they are requested NOT to use their mobile phones in the hall. If visitors or parents need to use their phone they will be asked to use it in the kitchen or outside. Visitors and volunteers are requested not to use their mobiles during session times.
We politely request parents not to use their mobile phones when dropping or picking up their child, and to give their full attention as staff may need to chat to you, thank you in advance for you support on this matter.

Substance Abuse Policy

All of the building is a non-smoking area. No alcohol or drugs are permitted to be consumed during playgroup.
No member of staff will be allowed to work if they arrive intoxicated, they will be sent home and given a warning.
If a parent or carer arrives to pick up a child and they are intoxicated they WILL not be allowed to take the child home. We will follow our ‘forgotten’ child procedure and will contact Social Services and report the incident. In the case of drug abuse we will seek advice from the Police, Social Services or Child Care Team and follow their guidance/advice.   (Intoxicated by drugs, substances or alcohol)
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The Hollies
Special Educational
Needs Policy
SEN Statement
The Hollies nursery recognizes that all children are individuals and as such have individual needs, but also that some children may have additional needs that should be identified and supported in order that these children may be included and continue to develop alongside their peers. We are committed to providing an inclusive pre-school environment in which all children will flourish and those with SEN will have access to an appropriately resourced, positive pre-school experience.
Policy
To ensure that this statement is met we will access training and advice from the support structures within the borough-
· Parent Support Services
· Local Authority Childcare Team
· Area SENCO Team
We will also encourage positive working relationships between our setting and other agencies that may be working with a child - Health/Social Services etc. We will maintain ongoing review and monitoring and ensure that relevant training is made available to all workers within the setting.
Accessibility to the premises and any specialized equipment needed would always be discussed before a child starts.
The Hollies will have an identified lead SENCO who will be responsible for ensuring that the SEN Policy is implemented and that our setting is working in line with the new COP (May  2014),  Equalities Act 2010, Children and Families Act 2014 and the Children’s Act 2004, and that correct identification and assessment procedures are in place. The named person will be the direct link to all outside agencies supporting children within The Hollies and that person will also be the information point on all issues relating to inclusion and SEN matters.
We will promote equal opportunities within a wide and balanced environment for all children within our setting and discuss any particular needs of a child before admission. Ongoing evaluation of all resources will allow for adaptation and continuous improvement as necessary. 
The SENCO in consultation with the parents and staff will decide on the actions needed to help the child make progress. These will normally be in the form of interventions that are additional to or different from those provided as part of the setting’s usual planning. We will provide a single graduated approach for identifying and meeting the children’s SEN.
At The Hollies we with the Parent collect all known information on a child and seek additional information health, social services or educational psychologists.
Any strategies we (Parents and Nursery) employ to help a child will be recorded on an LSP (Learning support program). LSPs will be reviewed and monitored by the parents and Keyworker. 
Any child, for whom regular involvement with external support services is part of their LSP will be able to seek more specialized assessments and strategies than we are able to provide from within our resources. A child’s progress will be reviewed regularly.                                                                        
The Hollies recognizes the fundamental role that parents/carers play in their child’s education and we strive to build positive and effective links between our provision and home. We value all information shared with us, and confidentiality is of supreme importance at all times.  Our partnership with our parents and carers is based on shared responsibility, understanding and mutual respect. This enables us to work together in supporting the child’s development and learning.
The Hollies will ensure that all staff are SEN trained and attend any relevant new training on Special Educational Needs and parents will be kept informed of any changes to our practice via our notice board.
Record keeping and monitoring will inform our future planning for a child with SEN, and thus a smooth transition into any new setting will be ensured. When a child leaves The Hollies a representative from the receiving school will be asked to attend the final review and all relevant documentation will be handed on. The relevance of the curriculum and the environment in meeting the needs of a child with SEN will be continually assessed monitored and modified as necessary.
All infomation sharing will be with parent’s consent and will follow the settings GDPR policies and procedures.
This SEN policy will be reviewed regularly and updated to take account of any new legislation or changes in legal framework.
If any parent/carer has need to register a complaint about procedures within The Hollies with regards to SEN, the following may be contacted to aid in the resolution of any issue:
· Pre-School supervisor
· Parent Support Services
· Local Authority Childcare Team 
· Ofsted (details on complaints policy)
Name of Lead SENCO :- Debbie McGrath 
Name of deputy SENCO:- Ewa Wodzynska        
                                                            April 2026

[bookmark: _Hlk168468103]The Hollies Nursery
Whistle blowing Policy
Definition:
Whistleblowing is raising a concern about malpractice within an organisation.
Protection:
This group is an organisation committed to delivering a high quality pre-school service, promoting organisational accountability and maintaining public confidence.
This policy provides individuals in the workplace with protection from victimisation or punishment where they raise a genuine concern about misconduct or malpractice in the organisation. The policy is underpinned by the Public Interest Disclosure Act 1998, which encourages people to raise concerns about misconduct or malpractice in the workplace, in order to promote good governance and accountability in the public interest. The Act covers behaviour, which amounts to:
· A criminal offence
· Failure to comply with any legal obligation
· A miscarriage of justice
· Danger to health and safety of an individual and/or environment
· Deliberate concealment of information about any of the above.
It is not intended that this policy be a substitute for, or an alternative to the group’s formal complaints policy, but is designed to nurture a culture of openness and transparency within the organisation, which makes it safe and acceptable for employees and volunteers to raise, in good faith, a concern they may have about misconduct or malpractice. All staff during supervision are given an opportunity to raise any concerns they may have.
An employee or volunteer who, acting in good faith, wishes to raise such a concern should normally report the matter to the manager who will advise the employee or volunteer of the action that will be taken in response to the concerns expressed. Concerns should be investigated and resolved as quickly as possible.
If an employee or volunteer feels the matter cannot be discussed with the manager, he or she should contact our Local Authority Designated Officer for Allegations Against Professionals Cathy Phelan  e-mail safeguardingservice@enfield.gov.uk call 02083792850 or OFSTED Whistleblowing helpline on 0300 123 3155 or e-mail them on whistleblowing@ofsted.gov.uk for advice on what steps to follow. Within 1 day of the incident. Ofsted General enquires 03001231231.
A disclosure in good faith to the manager will be protected. Confidentiality will be maintained wherever possible and the employee or volunteer will not suffer any personal detriment as a result of raising any genuine concern about misconduct or malpractice within the organisation.                                               April 2026
The Hollies Nursery 
Safe Recruitment Policy & Procedure


All organisations and individuals who work with children and young people, or are involved in providing services for them have a duty to safeguard and promote their welfare. This is clearly stated in the publication Working Together to Safeguard Children, 2010. This will also be underpinned by inspection requirements imposed by regulators such as Ofsted, as a condition of grant funding, or as part of a 
Contract with an organisation to which they provide services. Whatever the background, making sure that we do everything we can to prevent appointing people who may pose a risk to children is an essential part of safeguarding children. The Hollies are committed to safeguarding and promoting the Welfare of children and young people and expects all staff and Volunteers to share this commitment. When a vacancy arises at The Hollies we will: Follow your guide to the recruitment of staff Follow the Statutory framework for the Early Years Foundation Stage 

Any member of staff working with children at The Hollies will have a Level 2 or above Early Years qualification or have started their qualification and at least two years’ experience of working with children aged 2 - 5 years. They will have a current Early Years paediatric first aid qualification and have attended a Safeguarding Children course. Any manager will have to attend the two-day Multi Agency Course. 
We are an equal opportunities employer and actively promote a diverse workforce that values people for their differences. Throughout our recruitment process we will encourage applications from those with disabilities. Prior to advertising any vacancy we will assess whether the job role requires restructuring. This may include: 

· Updating Job Description 
· Updating Job Specification 
· Updating Employment Contract 
· Update interview questions 

We will also agree: 
· date, time and place for interviews 
· who will be on the short listing panel 
· who will chair the interview, who will be taking notes 

The advert will contain contact details for Debbie McGrath, owner, who can be approached for an informal discussion, address, telephone and email so people can contact us in the way that suits them best. A safeguarding statement will be included in the advert informing applicants that an Enhanced DBS and reference checks will be carried out on successful candidates and volunteers 
We will send out Application Packs to anyone who enquires about the vacancy. The pack will include: 
· Covering letter, including date of interviews 
· An Application Form 
· Job Description 
· Job Specification 
· Setting Information 

CV’s will be accepted in addition to the filled in application form. Enquirers will be invited into The Hollies for an informal chat and to see how the group is run. 
The short-listing panel will then make a list of suitable candidates. Confirmation letters will then be sent to successful applicants inviting them to attend an interview. The letter will contain when, where and how long the interview will be, who will be on the interview panel and any other methods of assessment. We will provide a map if necessary. We will advise the candidates what documents to bring and if they require any specific arrangements for interview. 
The interview panel will consist of a minimum of two staff members. A detailed record of the interview will be kept. Candidates will be told at interview when they can expect a decision. After selection, candidates will be informed as quickly as possible, firstly by telephone and then a follow up letter confirming their appointment. Letters will state that appointment is subject to satisfactory references, and enhanced DBS checks. 
For successful and unsuccessful candidates, interview notes will be kept for a year. Due to Data Protection, unsuccessful candidates will be asked if they would like their application form, certificates and other relevant documents returned, if not, these documents will be destroyed. All unsuccessful candidates will be offered feedback on their interviews. 
The successful candidate will be asked to supply two written references, their full employment history, qualifications (original certificates) and identity checks. All new employees will undergo enhanced DBS checks and will not have unsupervised access to the children until this is received. The Hollies will keep details of the enhanced DBS reference number, the date a disclosure was obtained and details of who obtained it. If any issues arise from an enhanced DBS check, the employee will follow guidance on the Home Office website http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/  
Each employee will be asked to complete a Health Declaration. They will have a 3 month and 6 month probationer period after which if all is ok will be offered a permanent contract.                           After the probation period a contract of employment outlining main particulars of employment will be sent to the employee. A written statement setting out further detail of the main terms and conditions of their employment will be sent to the new employee within two months of employment. The written statement will include: 
· Managers name 
· Employer's name 
· The date when employment (and the period of continuous employment) began 
· Pay and the intervals at which you will be paid 
· Hours of work 
· Entitlement to sick leave 
· Employer's entitlement to notice of termination 
· Job title or a brief job description 
Where it is not permanent, the period for which your employment is expected to continue or, if it is for a fixed term, the date when it will end Either the place of work or, if you're required or allowed to work in more than one location, an indication of this and of your employer's address. A note giving certain details of disciplinary and grievance procedures. 

Employees will be expected to declare all convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children (whether received before or during their employment at the setting). The contract will specify that employees will notify The Hollies if they are disqualified from working with children whilst employed by us. All staff old and new will sign an annual declaration that they have no convictions and that there is NO person in their household who has been disqualified from working with children. If this fact is true their employment will cease immediately.
All new staff members/students/volunteers will follow our Staff Induction to raise awareness of operational issues, policies and procedures. A mentor/buddy will be assigned to each new staff member/ student/volunteer to assist with this process. 
Our Recruitment policy will be: 
· reviewed on an annual basis 
· updated in accordance to legislation and guidance 
· be accessible and available at all times 

The next date for Recruitment Policy review is (date of review) 
Signed ……………………………………………………………. 
Job Role …………………………………………………………… 
Date ……………………………………………………………. 
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The Hollies Nursery
Babysitting Policy 
At The Hollies Nursery we do not provide a babysitting service outside of our normal operating hours. However, we understand that parents sometimes ask setting staff to babysit for their children and this policy has been implemented to clarify some points regarding private arrangements between staff and parents. Please also refer to our Safeguarding Children Policy.
The setting is not responsible for any private arrangements or agreements that are made this is between the staff member and family, however we do expect staff members to inform us if they are babysitting or caring for a child that attends the setting outside of the setting.  We require the staff member and parent to sign a copy of this policy which we will keep on file for the child and staff member.  
Each time a staff member babysits it should be recorded in the ‘babysitting diary’ before the babysitting takes place.
We have rigorous recruitment and suitability processes in place 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, references, full employment history and CRB/DBS. Whilst in our employment all staff are subject to ongoing supervision, observation and assessment to ensure that standards of work and behavior are maintained in accordance with our policies.  We have no such control over the conduct of staff outside of their position of employment.  Parents should make their own checks as to the suitability of a member of staff for babysitting.
We will not take responsibility for any health and safety issues, conduct, grievances or any other claims arising out of the staff member’s private arrangements outside of setting hours.  The member of staff will not be covered by the setting’s insurance whilst babysitting as a private arrangement.
Out of hours work arrangements must not interfere with the staff member’s employment at the setting.
All staff are bound by contract of the Confidentiality Policy and Data Protection Act that they are unable to discuss any issues regarding the Setting, other staff members, parents or other children.
We have a duty of care to safeguard all children attending the setting so if a staff member has some concerns for a child following a private babysitting type arrangement they need to pass these concerns on to the Safeguarding lead within the setting. 
If a staff member is to take the child at the end of that child’s setting session (which may not be the end of a setting day) the manager will require written permission from the parent/carer.  It will be the staff member’s responsibility to ensure they have the appropriate insurance, mot and child restraints or child safety seats if they are transporting them in a car.
Policy Date reviewed: April 2026
Next Review Date: April 2027

Staff member sign________________________________        Date: ______________

Parent sign ______________________________________       Date: ______________
The Hollies Nursery
British Values Policy
Promoting British Values at The Hollies Nursery. We inclusive settings and our ethos and curriculum enables children to be independent learners, to make choices and to build strong relationships with their peers and all adults. Our settings believe that children flourish best when their personal, social & emotional needs are met and where there are clear and developmentally appropriate expectations for their behaviour. We would challenge pupils, staff or parents who expressed opinions contrary to fundamental British values.
Democracy
We respect, listen to and act on children's and parent's voice. Children are involved in making nursery rules and they are expected to contribute and cooperate with them, taking into account the views of others.
The Rule of Law
We consistently reinforce our high expectations of children. Children are taught the value and reasons behind our expectations (rules) that they are there to protect us, that everyone has a responsibility and that there are consequences when rules are broken. Our 'Behaviour Management Policy ‘aims to teach children to behave in socially acceptable ways and to understand the rights & needs of others. We use positive strategies to handle any conflict and praise & acknowledge desirable behaviours.
Individual Liberty
At The Hollies children are actively encouraged to make choices, knowing that they are in a safe & supportive environment. We educate & provide boundaries for young children to make choices, to manage risks, through our provision of a safe environment & empowering teaching. Children are encouraged to know, understand & exercise their rights & personal freedoms & are given opportunities to resolve conflicts effectively.
Mutual Respect
We value all of our children and families. We celebrate our rich cultural and religious diversity and promote mutual respect. Children are modelled respect through caring, sharing and listening to others. Adults help children to understand how actions and words effect
others. All children, including those with special educational needs and disabilities are valued for their individuality and supported to achieve their best. Children are taught that life is not the same for everyone and we support charities such as 'Barnardo’s', 'Jolly Jumper day’ and the children learn to appreciate how different life can be for others. We have enjoyed
celebrating the Queens Diamond Jubilee, the wedding of the Duke & Duchess of Cambridge and the coronation of King Charles.
Tolerance of those of Different Faiths and Beliefs
We aim to enhance children’s understanding of different faiths and beliefs by participating in a range of celebrations throughout the year. Children have the opportunity to dress-up in clothes and try different foods from other cultures and we encourage parents/carers to participate and support our multi-cultural events. We ensure that posters, displays, messages of welcome reflect the wide range of languages and cultures that we are fortunate to have in our settings family. Embedded in everything we do, is our determination to develop skills of empathy and tolerance to make everyone at our settings feel valued and respected.
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The Hollies Nursery - Anti-Radicalisation Policy

The Hollies Nursery are fully committed to safeguarding and promoting the welfare of all its children. We recognise that safeguarding against radicalisation is no different from safeguarding against any other vulnerability. All staff are expected to uphold and promote the fundamental principles of British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. This policy links to our ‘British Values Policy’ ‘Safeguarding Policy’ and ‘Managing behaviour Policy’.
AIMS AND PRINCIPLES 
The main aims of this policy statement are to ensure that staff are fully engaged in being vigilant about radicalisation; that they overcome professional disbelief that such issues will not happen here and ensure that we work alongside other professional bodies and agencies to ensure that our pupils are safe from harm. 
The principle objectives are that: 
· All staff, paid or voluntary, will have an understanding of what radicalisation and extremism are and why we need to be vigilant. 
· All staff, paid or voluntary will know what the settings policy is on anti-radicalisation and extremism and will follow the policy when issues arise. 
· All parents and carers will know that the setting has policies in place to keep children safe from harm and that the setting regularly reviews its systems to ensure they are appropriate and effective. 
DEFINITIONS AND INDICATORS 
Radicalisation is defined as the act or process of making a person more radical or favouring of extreme or fundamental changes in political, economic or social conditions, institutions or habits of the mind. Extremism is defined as the holding of extreme political or religious view. 
PROCEDURES FOR REFERRALS 
Although serious incidents involving radicalisation have not occurred at either setting to date, it is important for us to be constantly vigilant and remain fully informed about the issues which affect the region in which we teach. Staff are reminded to suspend any professional disbelief that instances of radicalisation ‘could not happen here’ and to refer any concerns through the appropriate channels. Anti-Terrorism 0800789321, Extremism directly to DFE 02073407264.
THE ROLE OF THE CURRICULUM 
Our curriculum promotes respect, tolerance and diversity. Children are encouraged to share their views and recognise that they are entitled to have their own different beliefs which should not be used to influence others. It is recognised that children with low aspirations are more vulnerable to radicalisation and therefore we strive to equip our pupils with confidence, self-belief, respect and tolerance as well as setting high standards and expectations for themselves. Parents are informed about how to stay safe when using the Internet and how they can best help protect their children when using devices at home. 
STAFF TRAINING 
Through staff meeting and Local Authority training we will ensure that our staff are fully aware of the threats, risks and vulnerabilities that are linked to radicalisation; are aware of the process of radicalisation and how this might be identified early on. 

POLICY REVIEW - The Anti-Radicalisation policy statement will be reviewed annually as part of the overall Child Protection and S
safeguarding policy review.                                           
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The Hollies Nursery
‘Pandemic Policy and procedures’

In the event of a confirmed Pandemic, we will follow government guidelines and our procedures set out in this policy. The Department of health, the Local Authority and Health Protection Teams will recommend measures to take. We will communicate fully with these professionals and follow any changing advice.

In the event of a pandemic a risk assessment will be done to establish areas of hazard and how best to control and prevent harm to children, staff, parents, and other professionals.
Parents will be advised as soon as possible of any changes to the day to day running of the group, possible hazards and guidelines by letter, email and/or text messages.

Possible steps which we may need to follow (as and when a pandemic arises these steps will be subject to change)

· Only staff will be allowed in the hall. All outside agencies/parent visits/outings will  be cancelled. Where possible telephone video calls will replace face to face meetings. This will help to prevent the spread of the virus.
· All areas will be thoroughly deep cleaned – handles, touch points, toilets, kitchen, floors. All soft toys will be washed on the hottest wash allowed by their labels once dry will be packed away. Carpets will also be machine washed dried and put away. Books will be packed away. All soft furnishings will not be used as these items are difficult to keep clean after each child/staff have used. Only toys and equipment which can be sprayed a wiped clean after each use will be used. 
· Staff will greet children at the door, staff will help children to take coats of and wash their hands before entering the hall. All staff and children through out the session will wash their hands for 20seconds frequently over the session. At the end of the child set session staff will see children to the door at home time.
· Staff will prepare fruit and will serve the children, still offering them a choice however no self service to help prevent cross contamination. Staff will supervise hand washing before eating.
· Staff traveling on public transport will be asked to wear a mask and gloves during their journey once at nursery they will be asked to dispose of PPE, hang their coat separately from other staff, and wash their hands.
· Out door play will be offered as much as possible. The hall windows will be open and back door open where safety of children are not a danger.
· Staff will continue with good nappy changing practises. Double rapping nappies.
· Disposal of used PPE equipment will be double bagged and then taken straight out to main bins daily.
· Nursery will provide all the necessary PPE equipment recommended by the government guidelines. And staff will wear when we are advised to do so.
· Signs showing children how to blow their nose and dispose of the tissues will be available all the time. Again double bagged and put into main bin at the end of each day.
· In the event of staff falling ill and unable to work, other staff will be offered extra hours to cover. Our sister nursery will send over staff to cover shortages. 
· If children or staff fall ill whilst at work we will keep them separate from the others. Call parents/next of kin to come collect them as soon as possible. We will follow government guidelines on how long a child or staff member must isolate from others. Reporting cases again we will follow guidelines by calling NHS England and DfE 08000468687 (correct at time of printing) and www.hse.gov.uk/riddor/report.htm
· If in the event we have to close for a period of time, we will give parents as much notice as possible. We will do our best to stay open for those children with SEN or are vulnerable. We will provide activity packs for the children to do at home which would follow our usual planning, EYFS and Birth to 5 matters.
· It the event that those who are clinically vulnerable cannot attend for a period of time, again we would provide activity packs for the children to do at home. 
· Prospective parents and new children can visit once attending children have left. Settling in new children will be decided on each individual child, parents will have to wear PPE sanitise hands and sit to the side and observe only.





These steps will be subject to change, and we will follow professional recommendations. A separate Risk Assessment will be carried out whenever necessary for each situation that arises.
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The Hollies Nursery
Hollies Hall,
Southgate British Legion,
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