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Policies 

To view our policies in full please see our website or alternatively ask a member of 

 staff for our policy folder which is kept at our setting. 

 

The Role of the Key Person and Settling in (Policy 2.3) 

Key Person  

We believe that children settle best when they have a key person to relate to, who knows them and their 

parents, and who can meet their individual needs. It encourages secure relationships which support children to 

thrive, give parents confidence and make the setting a happy place to attend or work in.   

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with our 

staff. We aim to make our setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of children and their families. 

 

Settling-in 

Before a child starts to attend our setting, we use a variety of ways to provide parents with information. These 

include written information, activity displays within the setting and an initial meeting with the parents. 

During the half-term before a child is enrolled, we provide opportunities for the child and parents to visit the 

setting.  We use pre-start visits and the first session at which a child attends to explain and complete, with 

parents, the child's registration records. We have an expectation that the parent, carer or close relative, will 

stay for most of the session during the first week, gradually taking time away from their child; increasing this 

time as and when the child is able to cope. We judge a child to be settled when they have formed a 

relationship with their key person, for example, the child looks for the key person when they arrive, goes to 

them for comfort, and seems pleased to be with them. The child is also familiar with where things are and is 

pleased to see other children and participate in activities. When parents leave, we ask them to say goodbye 

to their child and explain that they will be coming back, and when. 

 

Administering Medicines (Policy 3.1) 

While it is not our policy to care for sick children, who should be at home until they are well enough to return to 

the setting, we will agree to administer medication as part of maintaining their health and well-being or when 

they are recovering from an illness. We ensure, that where medicines are necessary to maintain health of the 

child, they are given correctly and in accordance with legal requirements. No medicines will be given unless 

the necessary consent forms have been fully completed and signed by the parent/carer. As far as possible, 

administering medicines will only be done where it would be detrimental to the child’s health if not given in the 

setting. If a child has not had a medication before, it is advised that the parent keeps the child at home for the 

first 48 hours to ensure there are no adverse effects, as well as to give time for the medication to take effect. 

Our staff will refer to the above policy when agreeing to administer any medication. 



 

Use of Mobile Phones (Policy 2.12) 

We are committed to ensuring the safety of children in our care. We recognise the importance of a mobile 

phone for communication purposes, but are aware that casual or inappropriate use of mobile phones in the 

setting could pose a risk to children. This policy applies to all staff and volunteers, and covers both indoor and 

outdoor areas. Failure to adhere to this policy may result in disciplinary action.  Children are not allowed to 

bring actual working mobile phones into the Preschool. We display a notice advising visitors and 

parents/carers that mobile phones are not to be used in the setting. If a visitor or parent/carer is seen using 

their mobile phone, they will be asked to use it away from the setting. However, visitors are allowed to use 

mobile phones at events like plays and sports days.  

Photographs 

It is recognised that one of the key ways to support children’s development, and engage parents in children’s 

learning, is through photographs that record their children’s activities and achievements. We will seek 

permission from parents/carers to take photographs of their children for this purpose, using authorised 

Preschool equipment. 

 

Uncollected child (Policy 1.4) 

In the event that a child is not collected by an authorised adult by their expected collection time, we put into 

practice agreed procedures. The child will receive a high standard of care in order to cause as little distress as 

possible. 

▪ Parents are asked to provide the specific information when their child starts attending our setting, which is 

recorded on the child’s registration form. This information includes the child’s home address and telephone 

number and alternative numbers in case of emergency. 

▪ On occasions when parents, or the persons normally authorised to collect the child, are not able to collect 

the child, they provide us with details of the name, address and telephone number of the person who will 

be collecting their child. We agree with parents how to verify the identity of the person who is to collect 

their child. This will be by setting a password for their child which will be given by the person collecting the 

child on behalf of the parents. 

▪ If a child is not collected at their expected collection time, we follow the procedures set out in the above 

policy which will include checking information on the child’s file and making all reasonable attempts to 

contact parents or nominated persons. If after following the procedures set out in this policy or if we have 

any cause to believe the child has been abandoned we contact the local authority children’s social care 

team and/or the local police. 

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

▪ Ofsted may be informed. 

 



 

No-smoking (Policy 4.2) 

We comply with health and safety regulations and the Safeguarding and Welfare Requirements of the Early 

Years Foundation Stage in making our setting a no-smoking environment - both indoors and outdoors. 

▪ All staff, parents and volunteers are made aware of our No-smoking Policy. 

▪ Staff who smoke do not do so during working hours, unless on a scheduled break and off the premises. 

▪ E-cigarettes are not permitted to be used on the premises.  

▪ Staff who smoke during their break make every effort to reduce the effects of odour and passive smoking 

for children and colleagues 

 

Animals in the setting (Policy 4.3) 

Children learn about the natural world, its animals and other living creatures, as part of the Learning and 

Development Requirements of the Early Years Foundation Stage. This may include contact with animals, or 

other living creatures, either in the setting or on visits. We aim to ensure that this is in accordance with 

sensible hygiene and safety controls including allergies. (Policy 3.2) 

▪ As the premises are not our own, we will not keep animals/pets within the setting. 

▪ We may from time to time allow living creatures into the setting for the purposes of education,  

eg, frogspawn/tadpoles. 

▪ Any animal brought into the setting will be closely monitored whilst children are observing.  

▪ Any such animal will be taken away at the end of each session and looked after by a member of staff at 

home. 

▪ Any child allergies will need to be considered before an animal is allowed onto the premises. 

▪ Pets, such as dogs should be left securely outside and off the premises when a parent(s) arrives and/or 

collects their child.  

▪ Any adult that wishes to bring an animal into the premises (for educational purposes only) should check 

with the manager/deputy manager before arrival. 

 

 

 

 

We are always happy to talk with you about your views or answer any questions you may have. 


