
GREAT TEY PRE-SCHOOL 
 
SAFEGUARDING CHILDREN AND PROMOTING CHILDREN’S WELFARE: The provider must take 
necessary steps to safeguard and promote the welfare of children. 
 
General Safeguarding and Welfare Requirement: Introduction 
Providers must take all necessary steps to keep children safe and well. Early Years providers must safeguard 
child; ensure the suitability of adults who have contact with children; promote good health; manage behaviour; and 
maintain records, policies and procedures. 

 

 Introduction, Policies and Procedures and Management of the Pre-School 
 
Policy statement 
 
We aim to meet all the statutory requirements of the Early Years Foundation Stage and take all necessary steps 

to keep children safe and well, including by maintaining records, policies and procedures.  

As working documents policies and procedures govern all aspects of the setting’s operations and are vital for 

consistency and quality assurance across the provision.  

 

The Policies describe the approach of operating as an organisation and incorporate current legislation and 

registration requirements. Procedures detail the methods by which the policies are implemented. Some may need 

adjustment following risk assessment carried out in the setting. 

 
Staff, volunteers and students need to fully understand and know how to implement the policies and procedures, 

which must also be accessible to parents and carers, so that everyone knows what actions they need to take in 

practice to achieve them. 

 

Our setting is a charity and as such is managed by a volunteer management committee - whose members are 

elected by the parents of the children who attend our setting. The elections take place at our Annual General 

Meeting. The committee make up the registered person with Ofsted and are responsible for: 

• managing our finances 

• employing and managing our staff 

• making sure that we have, and work to, policies that help us to provide a high-quality service 

• making sure that we work in partnership with parents 

 

The Annual General Meeting is open to the parents of all the children who attend our setting. It is our shared 

forum for looking back over the previous year's activities and shaping the coming year's plan. 

 



Procedures 
 

Fees 

§ The fees are £4.95 per hour payable half-termly. Fees must still be paid if children are absent without notice 

for a short period of time. If your child has to be absent over a long period of time, talk to the manager. 

§ For your child to keep her/his place at our setting, you must pay the fees. We are in receipt of nursery 

education funding for two-, three- and four-year-olds; where funding is not received, then fees apply. 

 

Policies 

§ Our staff can explain our policies and procedures to you. Copies of which are available on our website. 

§ Our policies help us to make sure that the service we provide is of high quality and that being a member of the 

setting is an enjoyable and beneficial experience for each child and her/his parents.  

§ Our staff and parents work together to adopt the policies and they all have the opportunity to take part in the 

annual review of the policies. This review helps us to make sure that the policies are enabling our setting to 

provide a quality service for its members and the local community. 

 

Adopting, implementing and reviewing policies 

§ Copies of the policies and procedures are adopted and are made available to all parents and staff; giving 

everyone the opportunity to discuss and fully understand each policy and procedure. 
§ It should be explained to parents, employees and volunteers that the policies contain the rules required for 

running the setting in a way which complies with the requirements of the EYFS and Ofsted registration and 

must be adhered to. 
§ All staff and volunteers should be aware of the content of the policies and procedures, and their role and 

responsibility in implementing them. 
§ Each policy and procedure should be continually monitored by collecting evidence about the results of their 

implementation. The evidence should be used to make any necessary changes to the policies and procedures 

and/or the way they are implemented. 
§ All staff and parents should contribute to the evidence collected and share in decisions about any necessary 

changes. 
§ Designated persons in the setting have a delegated responsibility to make sure that relevant procedures are 

known by all members of staff and are adhered to, bringing any cause for concern to the setting manager’s 

attention. 
§ If any adaptations are needed to any policy or procedure, it must be ensures that it still meets the 

requirements of the relevant regulations. Some providers may decide to develop further policies, which are not 

required by regulations, but which would enable a clear direction for any specific issue pertaining to the 

setting.  
§ Risk assessment is vital to implementation of many procedures. The setting manager and the health and 

safety coordinator ensures that risk assessments as detailed are carried out at least once a year – more if the 



need arises and will amend or add to the procedures as required. Risk assessment procedures are detailed in 

procedures in the Risk assessment and Fire safety policies. 
§ We adhere to and implement operational policies and procedures by: 

- ensuring that all members of staff are aware of their role and responsibility in policy and procedure 

implementation 

- ensuring that members of staff are aware of the content of the policies and procedures through: 

1. induction 

2. staff meetings and training events 

3. contributing feedback to procedure review 

4. use of relevant publications  

- Staff are aware of their duty to adhere to the operational policies and procedures and how they 

contribute to a consistent approach throughout the organisation. 

 

Implementation and review procedure 

§ We have one set of policies and procedures which are consistent across our provision and in line with the 

current EYFS requirements. 
§ Policies and procedures are written and reviewed annually. 

§ Changes are only made to the policies and procedures by the committee in liaison with the setting manager 

where risk assessment has indicated that this is required. 

§ Policies and procedures are risk assessed and reviewed following any incident that is reportable under 

RIDDOR. 

§ Disciplinary action may be taken where individuals have disregarded policies and procedures. 

 

Familiarisation and implementation 

§ It is the responsibility of every member of staff, volunteer and student within the setting to adhere to and 

always implement the policies and procedures. 

§ The setting manager offers advice and support to staff regarding procedure implementation. 

§ An overview of policies and procedures is included in induction for individual members of staff, with specific 

emphasis given to safeguarding procedures. 

§ Members of staff must sign to say that they are aware of and will adhere to the current policies and 

procedures. 

§ Members of staff understand that they must refer to the procedures as they support all aspects of their work 

within the setting. 

§ Staff meetings and in-house training events are used as opportunities to focus on procedures as required, and 

to discuss their implementation. 

§ Where there is an outbreak of a communicable disease or infection, the relevant procedure is referred to for 

parents’ reference during the outbreak. 

§ Other procedures may be displayed where a situation arises, for example to highlight health and safety 

concerns such as closing the gate. 



§ Following implementation of a procedure, such as emergency evacuation or other health and safety 

procedures, the setting manager will conduct a review as follows: 

- did all members of staff follow the procedure? 

- is further training required on any aspect of implementation? 

- did the procedure fit the circumstance; does it need adapting or changing?  

 

Parents 

• Parents know how to access a full set of policies and procedures. 

• Parent have opportunities to explain and discuss the implementation of the policies and procedures. 

 

Further Guidance 
§ Statutory Framework for the Early Years Foundation Stage (2021) 
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