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1.1 Children's Rights and Entitlements
1) Purpose
We protect and promote every child's rights to be safe, heard, respected and supported to become strong and resilient.
2) Main rule / nursery commitment
Build positive identity by valuing heritage, ethnicity, home language, religion, culture and home background.
Support autonomy and independence.
Help children develop confidence and vocabulary to resist inappropriate approaches and tell a trusted adult.
Actively seek children's views, interests and preferences and use these in planning, routines and the environment.
Work in partnership with parents and carers as the child's first and most enduring educators.
Provide a safe, inclusive and enabling environment that values each child's experiences and cultural capital.
Introduce safe and respectful use of technology where appropriate and support families with digital safety.
Use nurturing, trauma-informed practice to support emotional wellbeing and mental health.
Follow the United Nations Convention on the Rights of the Child (UNCRC), including Article 12 (right to be heard) and Article 19 (right to be protected from harm).
3) What staff must do
Help children feel secure through warm, consistent relationships.
Support identity, belonging, inclusion, confidence, friendships and progress in all areas of learning.
Help children develop resilience, self-worth, fairness, problem-solving and ability to cope with change.
Listen to verbal and non-verbal communication, respond appropriately, and act when needed.
Create child-centred opportunities for children to share views about their care, learning and environment.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager




 

1.2 Safeguarding Children, Young People and Vulnerable Adults
1) Purpose
We work with children, families and the wider community to protect the rights, safety and welfare of children, young people aged 16-19 in our setting, and vulnerable adults. Safeguarding is everybody's responsibility.
2) Key roles / named staff
Designated Safeguarding Lead (DSL): Naveena Joshi.
Deputy Designated Safeguarding Leads (DDSLs): Helen Graham
Designated Officer (management oversight): Naveena Joshi.
A safeguarding flowchart with contact details is available for staff and parents and must be followed.
3) Main rule / nursery commitment
All staff complete safeguarding training every 2 years.
The Designated Safeguarding Lead and deputy safeguarding leads complete local authority safeguarding training every 2 years and refresh knowledge at least annually.
All staff must know signs of abuse, neglect, early help thresholds, significant harm thresholds and how to escalate concerns if action is not taken.
Information is shared lawfully and appropriately in line with the General Data Protection Regulation (GDPR), the Data Protection Act 2018, local safeguarding procedures and statutory guidance.
Safer recruitment applies to staff and volunteers, including enhanced Disclosure and Barring Service (DBS) and barred list checks where required.
Visitors are recorded, security measures prevent unauthorised access, risk assessments are completed and reviewed, and complaints/concerns are recorded.
Personal phones, personal cameras and personal devices with imaging or sharing capability must not be used where children are present.
4) Procedures / what staff must do
Take all safeguarding concerns seriously. Do not investigate.
Record factual concerns immediately, including dates, times, exact words where possible, who was told and who was present.
Report concerns to the Designated Safeguarding Lead or deputy as soon as possible and always within one working day.
If a child discloses, listen calmly, reassure them, do not ask leading questions, and do not promise secrecy.
Refer concerns to children's social care when a child may be in need or at risk of significant harm. Follow the Kingston and Richmond Safeguarding Children Partnership process and Single Point of Access (SPA): 020 8547 5008.
Inform parents unless doing so would place a child at greater risk, interfere with an investigation, cause unsafe delay, or be unreasonable. Record the rationale.
Contact the Local Authority Designated Officer (LADO) for allegations against staff or people in positions of trust: LADO@achievingforchildren.org.uk / 07774332675.
Notify Ofsted as soon as reasonably practicable, and within 14 days where required, including relevant allegations against staff.
Whistleblowing concerns may be raised internally, with the National Society for the Prevention of Cruelty to Children (NSPCC) whistleblowing helpline, or via other recognised routes.
Specific risks staff must remain alert to include private fostering, fabricated or induced illness, abuse linked to beliefs, child sexual exploitation (including online), female genital mutilation, radicalisation and extremism, forced marriage, honour-based abuse, trafficking, modern slavery, county lines, peer-on-peer harm and wider extra-familial harm.
5) Attendance linked to safeguarding
Parents must report absences by 8:00am.
Registers are completed each session. If a child is absent without explanation by 9:30am, staff contact parents or carers.
Absences are recorded as authorised or unauthorised. Persistent absence of 20% or more triggers a meeting with parent/carer and manager.
If the nursery cannot get an explanation and cannot contact the family within 2 working days, Children’s Services may be contacted.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager
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1.3 Looked After Children
1) Purpose
We provide equal opportunities for children who are looked after by the local authority and do all we can to help them feel safe, settled and able to achieve their full potential.
2) Main rule / nursery commitment
We do not use acronyms such as LAC to label children.
We do not normally offer placements for babies and children under 2 who are looked after; in exceptional cases the child must have been with the foster carer for at least 2 months and show secure attachment.
Funded 3- and 4-year-olds who are looked after may attend where they have been with the foster carer at least 1 month and show secure attachment.
If a child already attending is taken into care and remains local, we continue the placement where appropriate.
3) Procedures / what staff must do
The designated person for looked after children is the Designated Safeguarding Lead / child protection co-ordinator.
Allocate a key person before the child starts and ensure that key person has the information, support and training needed.
Liaise with the child’s social worker, foster carer and other professionals. The local authority is the corporate parent and key decision-maker.
Do not change arrangements with birth parents or foster carers without prior discussion and agreement with the child’s social worker.
At the start of placement, take part in a professionals’ meeting and care plan. Reviews should take place at 2 weeks, 6 weeks, 3 months, then every 3-6 months.
The care plan must cover emotional needs, behaviour, identity, culture, language, friendships, interests, learning, special educational needs and disabilities, information sharing, contact arrangements and written reporting.
Use a careful settling-in process with the foster carer acting in the parent role unless otherwise agreed, allowing time for secure attachment to the key person.
Record concerns in the child’s file and discuss with the foster carer. If abuse is suspected, follow safeguarding procedures and report to the social worker.
Manage transitions to school sensitively and share relevant records only with social worker agreement and in line with the care plan.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager

1.4 Uncollected Child
1) Purpose
If a child is not collected by an authorised adult at the expected time, we follow a clear procedure to keep the child safe, calm and well cared for.
2) Main rule / nursery commitment
Parents provide home, work and mobile numbers, authorised collectors, who has parental responsibility, and details of anyone without legal access.
Parents must notify the nursery if they are delayed or if another authorised person is collecting. Identity is confirmed by agreed photo or password.
Nursery phone number: 02085495343
3) Procedures / what staff must do
Check the child’s file immediately for any change to collection arrangements.
Contact parents and carers using all numbers held.
If unsuccessful, contact authorised collectors.
Make all reasonable attempts and keep a clear record of actions taken.
If no one collects the child within 30 minutes and no authorised collector can be contacted, follow the uncollected child escalation process.
If the child may have been abandoned, contact children’s social care; if unavailable, contact the police. Contact again after a further 15 minutes if needed.
The child remains on the premises with two fully vetted staff, one of whom must be the manager or deputy manager, until safely collected by a parent, social worker or person authorised by social care.
Do not leave the premises with the child and do not go looking for the parent.
Keep the child calm and do not discuss concerns in front of them.
Complete a full written report and place it in the child’s file. Late collection charges may apply.
Ofsted may be informed where appropriate: 0300 123 1231.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

1.5 Missing Child
1) Purpose
Children’s safety is our highest priority. If a child goes missing, staff must act immediately, follow the missing child procedure, and record and report the incident properly.
2) Procedures on the premises
The staff member who notices the child missing alerts the manager or person in charge immediately.
Check the register to confirm who is missing and that no other child has gone astray.
The manager carries out a thorough search of the building and garden and checks doors, gates and security points.
If the child is not found quickly, call the police immediately and report the child as missing. Inform the police if abduction is suspected.
Then inform the parents and provide police with a recent photo and description of clothing.
The manager records when and where the child was last seen and informs the owner so an investigation can begin immediately.
3) Procedures on outings
Secure the remaining children immediately, do a headcount and keep them with their allocated adult.
One member of staff searches the immediate area only.
The senior staff member contacts the police and the manager, and the incident is recorded.
The manager contacts parents, the remaining children return to the setting as soon as possible, and a senior staff member waits at the scene if advised by police.
Provide police with a recent photo and a description of what the child is wearing.
4) Recording / reporting / communication
Inform Ofsted as soon as possible and keep them updated.
Report to the Local Authority Designated Officer within 24 hours because staff suitability may need to be considered.
The owner leads the investigation, gathers written statements and agrees next steps with management.
If police investigate, staff co-operate fully. Children’s social care may also be involved.
Record how the breach happened, any disciplinary action, and inform the insurance provider.
Staff, parents and other children must be supported sensitively during and after the incident. Aggression towards staff is not tolerated and may result in the police being called. Management are the only people allowed to speak to the press in such events. 
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager


 1.6 Online Safety
1) Purpose
We protect children, young people and vulnerable adults from unsafe or inappropriate use of Information and Communication Technology (ICT), including internet use, devices, cameras, images and social media.
2) Key roles / named staff
Online safety leads: Naveena Joshi and Helen Graham
3) Main rule / nursery commitment
Only nursery-owned ICT equipment is used by staff and children.
All equipment must be safe, fit for purpose, protected by virus software and have safety settings that prevent access to inappropriate content.
Children do not access the internet unsupervised. All ICT equipment has parental controls installed. 
Children are taught age-appropriate online safety messages such as: only go online with a grown-up, be kind online, keep information safe, only press what they understand, and tell a grown-up if something online upsets them.
Children must not access social networking sites.
4) Procedures / what staff must do
Check second-hand or donated devices before use to ensure no inappropriate material is stored.
Keep children’s devices in places clearly visible to staff.
Report suspicious or offensive content to the Internet Watch Foundation and report suspected online contact from an adult to the National Crime Agency Child Exploitation and Online Protection Command (CEOP).
Discuss cyber-bullying concerns with parents and signpost them to NSPCC or Childline support.
Children do not use emails in the nursery. Staff do not access personal or work email while supervising children. (Management excluded)
Personal phones, personal cameras are not used where children are present; devices are stored securely. Emergency use is only with manager permission in an area where no children are present. (Exceptions being made on trips for safety and security reasons where the senior member of staff in charge of the trip will take their mobiles to contact nursery/ police where needed.)
Smart watches are monitored and disconnected from devices. 
On outings, any phone carried for emergencies must not be used for personal calls or photos of children.
Parents and visitors must not use phones or cameras on site except in approved adult-only areas if lone working arrangements require contact.
Staff must not bring personal cameras or video equipment into the nursery.
Photos and videos of children are only taken for authorised nursery purposes, with written parent consent, and are monitored by management.
Parents who request to photograph at special events must have general permission in place and must not photograph or upload images of other children.
Staff must maintain professional boundaries online, not accept children or parents as social media contacts, maintain privacy settings, keep confidentiality and report any breaches.
Connect online learning journals may only be used with senior management permission, on nursery devices, and images must only be used for learning journeys.
Any concern about inappropriate images, grooming or online misconduct by a colleague must be reported under safeguarding and allegations procedures.
Alexa is used for music and learning opportunities and explicit content has been blocked to avoid exposure. All things played are appropriate for children. 
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

























2.1 Employment
1) Purpose
We meet the Safeguarding and Welfare Requirements of the Early Years Foundation Stage (EYFS) by safely recruiting suitable staff and volunteers, carrying out required checks, and supporting staff training and wellbeing.
2) Main rule / nursery commitment
Recruitment is fair, inclusive and non-discriminatory.
All roles have clear job descriptions.
References and suitability checks must be completed before unsupervised access to children is allowed.
Enhanced Disclosure and Barring Service (DBS) and barred list checks are completed as required.
3) References and vetting
References are required for every applicant, including students and volunteers.
Open references such as 'To whom it may concern' are not accepted.
Applicants must not obtain their own references.
References must come from a senior person in the current employer, training provider or education setting.
Family references are not accepted.
If the applicant is not currently employed, the most recent relevant employment must be checked, including the last role where they worked with children where applicable.
Electronic references must be from a legitimate, verifiable source.
Any discrepancies, vague wording or concerns must be followed up before appointment.
When providing references for former staff, only factual information is provided, including suitability to work with children and any substantiated concerns that meet the relevant threshold. Unsubstantiated, unfounded, false or malicious allegations are not included.
4) DBS Update Service, training and staffing cover
Where staff subscribe to the DBS Update Service, the nursery check’s identity, views the original certificate and carries out status checks with consent.
Staff and volunteers must disclose convictions, cautions, court orders, reprimands or warnings that may affect suitability, whether before or during employment.
If relevant information leads to disqualification, action is taken to protect children and employment may be terminated.
Ofsted is notified of changes to the registered person or manager.
The manager and deputy hold suitable qualifications such as Early Years Teacher Status, degrees, diplomas or Level 3 qualifications.
All staff receive induction in their first week and ongoing in-service training, supervision and appraisal.
Any staff medication that may affect safe care must be medically reviewed. Staff under the influence of alcohol or other impairing substances must not work directly with children.
Annual leave and sickness absence are managed to maintain ratios. Bank staff or Staff Bank Agency may be used for cover. However the nursery will seek all other options before using outside agencies. 
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 






























2.1b Staff Behaviour Policy (Code of Conduct)
1) Purpose
All staff, volunteers, apprentices, temporary staff and supply staff must behave professionally, safely and respectfully in a way that protects children, supports colleagues and upholds the nursery’s reputation.
2) Main rule / nursery commitment
Staff act with honesty and integrity, treat children, colleagues and families with dignity and respect, and always put children’s safety and welfare first.
Staff must not humiliate, shame, label, joke at the expense of, favour or discriminate against children.
Staff must avoid conduct that could bring the nursery into disrepute, in or out of work.
3) Procedures / what staff must do
Dress professionally and safely. Staff t-shirts and jumpers are provided. Staff wear black trousers and comfortable shoes throughout their day. Clothing must not be offensive, revealing or sexually provocative. As an inclusive nursery, we acknowledge and accept everyones individual appearances however jewellery must be minimal; tattoos and body art to be covered if offensive/inappropriate. We ask hair to be tied back when with the children, hair colouring is allowed. 
Do not smoke or vape on or near nursery premises, outside the gates, or while supervising children. Do not consume alcohol or use illegal drugs on or near the premises.
Do not socialise with nursery families outside the nursery, accept social media requests from them, or be involved in a personal relationship with family members.
Any physical contact with children must be appropriate, never secretive, and wherever possible remain within sight of other practitioners.
Only nursery equipment may be used to take photographs or videos of children, and only for authorised purposes with parent permission.
Keep all confidential information secure and only share it on a need-to-know basis. Safeguarding concerns must always be passed to the Designated Safeguarding Lead or deputy without delay.
Follow the whistleblowing procedure if any adult’s behaviour causes concern.
Personal phones, cameras and smart watches are not used when working directly with children. Devices are stored away and only used in designated staff areas. Outings require management permission for an emergency phone.
Follow sickness reporting rules: notify the early shift manager by 7am, notify ongoing absence by 3:00pm on the first day, remain contactable while off sick, and complete a return-to-work form and interview on return.
Treat colleagues respectfully. Do not contact colleagues privately without consent and do not use group chats to gather personal data. Inappropriate advances towards colleagues may lead to formal action.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager
 2.2 Student Placements
1) Purpose
We support training and qualifications by offering placements for early years students, apprentices and school work experience pupils, while keeping children safe and ensuring the nursery continues to run well.
2) Main rule / nursery commitment
Students on qualification courses must meet the Suitable Person requirements of the Early Years Foundation Stage and have satisfactory enhanced Disclosure and Barring Service (DBS) and barred list checks where required.
Students must have sufficient English to support children’s wellbeing and communicate safely.
Schools, colleges or universities must vouch for the good character of students under 17.
3) Procedures / what staff must do
Students are supervised at all times and must not have unsupervised access to children.
Short-term students are not counted in ratios. Students aged 17+ and apprentices aged 16+ may only be counted where the manager decides they are competent and suitably experienced.
Insurance covers students and voluntary helpers.
Students receive induction on their first session, covering how the nursery runs, how sessions are organised and key policies and procedures.
The nursery co-operates with tutors and assessors to help students meet their course requirements.
Children’s needs come first, so student numbers must not interfere with safe, high-quality practice.
Students must act professionally, follow the staff behaviour policy, complete required personal documents, arrive on time and follow nursery rules.
Students must ask permission before observing children.
Students must not carry or use phones, cameras or other imaging devices, must not use nursery tablets or internet, must not serve food, must not administer first aid, and must not take children to the toilet or carry out nappy changing without room leader supervision.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of Signatory: Naveena Joshi 
Role: Manager

 

3.1 Induction of Employees and Volunteers
1) Purpose
We provide structured induction so new employees and volunteers fully understand the nursery, the families we serve, our policies and procedures, the curriculum, daily practice and our expectations for safe, professional working.
2) Main rule / nursery commitment
All new staff and volunteers receive a written induction plan.
The induction period lasts 1 month and forms part of probation.
A senior manager supports induction of new managers, including a week 1 and month 1 review.
3) Procedures / what staff must do
Induction covers introductions, building orientation, health and safety, fire and evacuation, reading and following policies, introductions to parents where appropriate, key child information on a need-to-know basis, and daily tasks and routines.
Essential policies must be read during the probation period to ensure successful completion and understanding of the nursery.
Training required through probation includes all safeguarding topics modules and food hygiene and safety related training, health and safety and first aid. Any additional ad hoc training will be targeted at individual employees based on their training needs and requirements. 
During induction, the individual must demonstrate understanding of and compliance with policies, procedures, tasks and routines.
Volunteers must not serve food, administer first aid, or take children to the toilet / change nappies without room leader supervision.
All staff refresh safeguarding every 2 years. The Designated Safeguarding Lead and deputy designated safeguarding leads complete local authority safeguarding training every 2 years.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

3.2 First Aid
1) Purpose
We act quickly and safely to provide first aid to infants, children and adults. At least one adult with a current paediatric first aid certificate is on site, and on outings, at all times.
2) Main rule / nursery commitment
We aim for all employees to be first aid trained.
First aid training should be suitable for people caring for young children and locally approved where required.
A public access automated external defibrillator (AED) is located at Norbiton Station.
3) Procedures / what staff must do
In a defibrillation emergency, call 999 immediately. One staff member stays with the casualty and another retrieves the AED from Norbiton Station if safe to do so.
The first aid kit is accessible to adults at all times, is fully stocked following train aid (our peadiatric first aid trainer) alongside our kitchen burns first aid box. 
All staff and volunteers are told where the first aid kit is kept and who holds current paediatric first aid certificates. The named person responsible for checking and restocking the kit is Helen Graham.
Minor injuries are treated by a qualified first aider. Parents are usually told at collection unless the child is very upset or staff have concerns, in which case parents are contacted earlier.
For emergency treatment, call an ambulance, contact parents immediately and ensure a senior member of staff stays with the child.
Parents sign consent at registration allowing staff to make urgent medical decisions if the parent or carer is not present.
Medication is only administered in line with the administering medicines procedure.
Accidents and injuries are recorded and reported as required to the Health and Safety Executive, Ofsted and/or child protection agencies.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

4.1 The Role of the Key Person and Settling-In
1) Purpose
Every child must have a key person. The key person approach helps children feel secure, supports parents, and builds strong relationships that help children settle and learn.
2) Main rule / nursery commitment
A key person is allocated before the child starts, this person will be responsible for maintaining their tapestry learning journal, observations and development milestones and wellbeing. 
Although children are allocated a key worker at Coombe Day Nursery, we believe that all children should form a positive relationship with all staff in their based room/ neighbouring rooms. This ensures confident children alongside familiar adults and allows our cover to be in house, where the staff are already familiar with the daily nursery policies and procedures. 
3) Procedures / what staff must do
Every room in coombe day nursery has an allocated room leader to oversee all children and key workers. The room leader will be responsible for settling in sessions, consent forms and ensure the parents feel involved in their childs carer. 
The Room Leader explains key policies are available and can be requested by parents at any point (they are available on the website, in the rooms and office. Room leaders work with parents to plan personalised care, wellbeing and learning.
The key person maintains developmental records, completes termly assessments, updates learning journeys on Tapestry and shares progress regularly with parents.
Before starting, parents receive written information, displays, handbooks and opportunities to meet staff, including room move and school transition discussions.
The settling-in process uses pre-start visits and early sessions to build a secure relationship. The nursery does not believe leaving a child to cry helps them settle and may delay attendance if the child is too distressed. The room leader will provide the parent with a settle pack to ensure the team is ready to support the child in any way that they find comforting. 
Children are considered settled when they seek comfort from the key person or other staff in the room, know where things are, enjoy seeing other children and participate in activities.
4) Progress check at age two
The room leaders complete the progress check at age two in line with local procedures and A Know How Guide: The Early Years Foundation Stage progress check at age two.
The check identifies areas of strength, areas where progress is less than expected, and actions agreed with parents, including work with other professionals where appropriate.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager

5.1 Staffing
1) Purpose
We provide staffing levels that meet the Safeguarding and Welfare Requirements of the Early Years Foundation Stage (EYFS) so children receive enough supervision, individual attention and high-quality care and education.
2) Main rule / nursery commitment
Children under 2 years: legal minimum ratio 1:3. At least one Level 3 qualified and suitably experienced member of staff, at least half of all other staff hold a Level 2 qualification, at least half have specific baby care training, and the under 2s room lead has suitable experience.
Children aged 2 years: legal minimum ratio 1:5, although the nursery aims for 1:3 where possible. At least one Level 3 qualified staff member and at least half of others hold Level 2.
Children aged 3 years and over: legal minimum ratio 1:8, although the nursery aims for 1:5 where possible. At least one Level 3 qualified staff member and at least half of others hold Level 2.
Where a Qualified Teacher, Early Years Professional or other suitable Level 6 person is working directly with 3-year-olds, the ratio may be 1:13 with at least one other Level 3 qualified member of staff.
3) Procedures / what staff must do
Only people aged 16 or over who are competent and responsible may be counted in ratios. Long-term students, volunteers aged 17+ and apprentices aged 16+ may only be counted if the manager agrees they are suitably qualified and experienced.
At least two adults are on duty at all times, one of whom is the manager, deputy or a room manager.
The manager deploys staff, students and volunteers so children are usually within sight and hearing of staff and always within sight or hearing.
Staff, students and volunteers must tell colleagues before leaving their area and say where they are going.
Adults focus on children at all times and do not spend working time in social conversation with colleagues.
Each child has a key person who plans with parents for the child’s wellbeing and development. 
Regular staff meetings support curriculum planning and discussion of children’s progress, achievements and any difficulties.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager




6.1 Medication, Sickness, Infectious Illness and Allergies
1) Purpose
We prioritise the health, safety and wellbeing of all children and staff. Parents are responsible for keeping sick children at home. The manager on duty decides whether a child is well enough to attend or remain in nursery, and this decision is made in the best interests of all children and staff.
2) Main rule / nursery commitment
Children who are unwell must not attend nursery. The nursery may refuse admission or send a child home if they are not well enough to cope, are contagious, or require one-to-one care because of illness.
The nursery follows current public health guidance, including United Kingdom Health Security Agency (UKHSA) guidance, and may tighten exclusion rules during outbreaks if illness is spreading.
Parents must be contactable and collect promptly when asked.
3) Sickness and exclusion
Children with fever, vomiting, diarrhoea, cough, conjunctivitis, fatigue or other signs of illness should stay at home and recover fully.
Children with gunky eyes should seek medical attention on day 2, to ensure these are treated/ reviewed before attending nursery, as this is spread rapidly
In cases of contagious illness such as COVID-19, the child is separated from others where possible and parents must collect immediately. Current government and UKHSA guidance on testing or isolation should be followed where applicable.
Vomiting and diarrhoea require exclusion for at least 48 hours after the last symptom.
The nursery may require medical advice before return if needed.
4) Temperature and pain relief rules
If a child’s temperature is over 38°C (under one) or 38.2 (over one year old) parents are called – this follows the NHS High Temperature (Fever in Children) page. If parents cannot be reached, Calpol will be administered, and parents collect within 2 hours. We will of course try to cool the children down naturally before administering Calpol and contacting the parents.
If a child’s temperature is over 39°C, Calpol is given immediately and then parents are called. Collection must be immediate, though up to 1 hour journey time is allowed if parents are working away from home.
If a child has had a temperature for 2 days consecutively, they will not be permitted into nursery on the third day – this is to ensure safety and well-being of the rest of the nursery 
Children are not admitted if they have had pain relief (for example Calpol or Nurofen) within the previous 4 hours to avoid risk of overdose and to ensure they are well enough for nursery.

We understand this may be frustrating for working parents, however the well-being of the children in our care at nursery is paramount. The nursery has these policies in place to keep all children and staff safe, meaning that the nursery can still stay operational for all those in our care. The nursery staff will not tolerate indirect or abusive remarks. 
5) Allergies and medication
Parents must disclose all allergies on admission. Allergy details are recorded, shared with relevant staff and an individual health plan is created and reviewed regularly.
The nursery operates a no-nuts policy, and no food may be brought in from outside.
For serious allergies (for example nuts or bee stings), parents must provide a medical action plan and written consent for emergency medication such as an adrenaline auto-injector.
Only prescribed medication is administered unless specific prior consent exists for agreed non-prescription items such as nappy cream or teething gel.
All medication must be in original packaging, clearly labelled with the child’s name and within expiry date.
Parents must complete and sign a medication consent form before medication is given. Each dose is recorded and shared with parents.
If a child refuses medication, staff will not force it. The parent must keep the child at home or come in and administer it themselves.
New prescribed medication must first be given at home for at least 24 hours before the child attends nursery.
Medication is stored securely in the office or fridge and collected by parents at the end of the day. Staff receive training for long-term conditions and a risk assessment / health plan is in place where required.
6) Reporting
If a child or staff member has a notifiable disease, the manager follows reporting rules and informs Ofsted and the appropriate public health body where required.
7) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager















	Medication 

	Administration of Calpol/nurofen or other pain relief
	If you have given your child a medication that can mask illnesses within 4 hours of nursery, they are not to attend that day. If you have a teething child, we suggest you administer alternative pain relief specifically that treats teething.

	Rashes and skin infections

	Illness
	Exclusion required
	

	Athlete’s foot
	None
	Athlete’s foot is not a serious condition. Treatment is recommended

	Chickenpox*
	Until all vesicles have crusted over and a minimum of 5 days
	See: Vulnerable children and female staff – pregnancy

	Cold sores, (Herpes simplex)
	None
	Avoid kissing and contact with the sores. Cold sores are generally mild and self-limiting

	German measles (rubella)*
	Four days from onset of rash
	Preventable by immunisation (MMR x 2 doses). See: Female staff – pregnancy

	Hand, foot, and mouth
	None
	Contact the Duty Room if a large number of children are affected. Exclusion may be considered in some circumstances

	Impetigo
	Until lesions are crusted and healed, or 48 hours after commencing antibiotic treatment
	Antibiotic treatment speeds healing and reduces the infectious period

	Measles*
	Four days from onset of rash
	Preventable by vaccination (MMR x 2).
See: Vulnerable children and female staff – pregnancy

	Molluscum contagiosum
	None
	A self-limiting condition

	Ringworm
	Exclusion not usually required
	Treatment is required

	Roseola (infantum)
	None
	None

	Scabies
	Child can return after first treatment
	Household and close contacts require treatment

	Scarlet fever
	Child can return 24 hours after commencing appropriate antibiotic treatment
	* Antibiotic treatment recommended for the affected child. If more than one child has scarlet fever, contact PHA Duty Room for further advice

	Slapped cheek (fifth disease or parvovirus B19)
	None
	once rash has developed See: Vulnerable children and female staff – pregnancy

	Shingles
	Exclude only if rash is weeping and cannot be covered
	Can cause chickenpox in those who are not immune i.e. have not had chickenpox. It is spread by very close contact and touch. If further information is required, contact the Duty Room. SEE: Vulnerable Children and Female Staff – Pregnancy

	Warts and verrucae
	None
	Verrucae should be covered in swimming pools, gymnasiums and changing rooms

	Diarrhoea and vomiting illness

	Illness
	Exclusion required
	

	Diarrhoea and/or vomiting
	48 hours from last episode of diarrhoea or vomiting
	

	Salmonella and Dysentery 
	24 hours or until advised by the doctor
	

	E. coli O157 VTEC* Typhoid* [and paratyphoid*] (enteric fever) Shigella* (dysentery)
	Should be excluded for 48 hours from the last episode of diarrhoea Further exclusion may be required for some children until they are no longer excreting
	Further exclusion is required for young children under five and those who have difficulty in adhering to hygiene practices Children in these categories should be excluded until there is evidence of microbiological clearance. This guidance may also apply to some contacts of cases who may require microbiological clearance Please consult the Duty Room for further advice

	Cryptosporidiosis*
	Exclude for 48 hours from the last episode of diarrhoea
	Exclusion from swimming is advisable for two weeks after the diarrhoea has settled

	Norovirus 
	48 hours clear
	

	Gastro-enteritis, food poisoning 
	48 hours or until advised by the doctor
	Gastro-enteritis, food poisoning 

	Respiratory infections

	Illness
	Exclusion required 
	

	Flu (influenza)
	Until recovered
	See: Vulnerable children

	Tuberculosis*
	Always consult the Duty Room
	Requires prolonged close contact for spread

	Whooping cough* (pertussis)
	48 hours from commencing antibiotic treatment, or 21 days from onset of illness if no antibiotic treatment
	Preventable by vaccination. After treatment, non-infectious coughing may continue for many weeks. The Duty Room will organise any contact tracing necessary

	Covid-19
	Advised to remain at home until you no longer have a high temperature, or no longer feel unwell, inline with government guidance
	

	Other infections

	Illness
	Exclusion required
	

	Antibiotics prescribed 
	Any medication prescribed by a doctor must be administered at home for a minimum of 24 hours before the individual is allowed to attend nursery. This ensures that the medication is well-tolerated and any potential side effects can be monitored prior to attending. 

	

	Conjunctivitis
	None unless we have an outbreak or child is to unwell/cleaning of the eyes frequently. 
	If an outbreak/cluster occurs, consult the Duty Room

	Diphtheria *
	Exclusion is essential
	Always consult with the Duty Room Family contacts must be excluded until cleared to return by the Duty Room. Preventable by vaccination. The Duty Room will organise any contact tracing necessary

	Glandular fever
	None
	

	Head lice
	Children will be sent home when headlice are seen, and not allowed back until treated. 
	Treatment is recommended only in cases where live lice have been seen

	Hepatitis A*
	Exclude until seven days after onset of jaundice (or seven days after symptom onset if no jaundice)
	The duty room will advise on any vaccination or other control measure that are needed for close contacts of a single case of hepatitis A and for suspected outbreaks.

	Hepatitis B*, C, HIV/AIDS
	None
	Hepatitis B and C and HIV are bloodborne viruses that are not infectious through casual contact. For cleaning of body fluid spills. SEE: Good Hygiene Practice

	Meningococcal meningitis*/ septicaemia* close contacts. The Duty Room will advise on any action needed.
	Until recovered
	Some forms of meningococcal disease are preventable by vaccination (see immunisation schedule). There is no reason to exclude siblings or other close contacts of a case. In case of an outbreak, it may be necessary to provide antibiotics with or without meningococcal vaccination to close contacts. The Duty Room will advise on any action needed.

	Meningitis* due to other bacteria
	Until recovered
	Hib and pneumococcal meningitis are preventable by vaccination. There is no reason to exclude siblings or other close contacts of a case. The Duty Room will give advice on any action needed

	Meningitis viral*
	None
	Milder illness. There is no reason to exclude siblings and other close contacts of a case. Contact tracing is not required

	MRSA
	None
	Good hygiene, in particular handwashing and environmental cleaning, are important to minimise any danger of spread. If further information is required, contact the Duty Room

	Mumps*
	Exclude child for five days after onset of swelling)
	Preventable by vaccination (MMR x 2 doses

	Threadworms
	None
	Treatment is recommended for the child and household contacts

	Tonsillitis
	None
	There are many causes, but most cases are due to viruses and do not need an antibiotic

	Typhoid fever 
	Until declared free from infection by a doctor 
	

	Plantar warts 
	Should be treated and covered
	

	Poliomyelitis 
	Until certified well
	



 



6.2 Recording and Reporting of Accidents and Incidents
1) Purpose
We record and report accidents and incidents properly to protect children, staff and visitors and to meet the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) and other legal duties.
2) Main rule / nursery commitment
Accident forms are stored securely, are accessible to trained staff and volunteers, and are reviewed at least half-termly for patterns and hazards.
Child protection matters and ordinary behaviour incidents are recorded under separate procedures, not in the incident book.
3) Reporting / what must be reported
Ofsted must be notified as soon as possible, and within 14 days at the latest, of: food poisoning affecting 2 or more children on the premises; any serious accident, injury or illness of a child in our care; and the death of a child in our care.
Local child protection agencies are informed of any serious accident or injury to a child, or the death of a child, while in our care.
The Environmental Health Department is informed of food poisoning affecting 2 or more children or adults on the premises.
The Health and Safety Executive (HSE) is informed under RIDDOR where required, including public injuries taken directly to hospital, specified employee injuries, 7-day incapacity, reportable occupational disease, work-related deaths and dangerous occurrences such as gas leaks.
4) Incident procedures
Emergency contact numbers are readily available, including police, ambulance, fire, utility emergencies and premises contacts.
Staff follow health and safety procedures and call the appropriate emergency service if needed.
If an incident occurs before children arrive, the manager decides whether it is safe to open, provide a reduced service or close.
If evacuation is needed while children are present, staff follow the fire evacuation policy or the relevant outing risk assessment.
Where a crime may have been committed, adult witnesses provide signed witness statements.
The incident book records major incidents including break-ins, theft, intruders, fire, flood, gas leak, electrical failure, attacks, racist incidents, notifiable disease, food poisoning outbreaks, deaths, and terrorist threats or attacks.

Each incident entry records date, time, nature of the event, who was affected, action taken, police involvement and crime number if relevant, plus any follow-up or insurance claim.
5) Inspection summary records
In line with the Education Inspection Framework, the nursery maintains a summary record of accidents, exclusions, children taken off roll, poor behaviour incidents, discrimination (including racist incidents), complaints and outcomes.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

























6.3 Nappy Changing
1) Purpose
No child is excluded because they are not yet toilet trained. We support nappy changing and toilet learning in a respectful, hygienic and non-judgemental way while keeping children and staff safe.
2) Main rule / nursery commitment
Children are given privacy during nappy changing while safeguarding measures remain in place, for example a low-level privacy screen.
Working with parents on toilet training is part of the nursery’s duty of care unless medical or developmental reasons make this inappropriate at the time.
3) Procedures / what staff must do
Staff follow a schedule of changing times for children in nappies and also change more often where needed, including when they see or smell a soiled nappy.
The changing area is warm, safe and comfortable, with no bright lights directly into the child’s eyes.
The nursery provides nappies and wipes.
Staff wear gloves and aprons before each change, change gloves between children, and clean changing units with Milton between changes.
All staff follow hygiene procedures and never turn their back on a child or leave a child unattended on the changing mat.
Staff are gentle, avoid negative comments or faces about nappy contents, and do not make inappropriate comments about a child’s genitals.
Nappy changing is calm and can support independence.
Children are encouraged to use the toilet when ready, wash their hands and begin to develop independence. Anti-bacterial hand products are not used for young children’s routine handwashing because young skin is delicate. 
Nappies are disposed of hygienically. Cloth nappies or wet/soiled underwear are bagged for parents to take home unless unfit to return.
Leaving children in wet or soiled nappies or pull-ups may amount to neglect and is treated as a serious matter.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

6.4 Food and Drink
1) Purpose
Mealtimes and snack times are an important part of the day. We use them as social and learning opportunities and provide nutritious food and drink that meets each child’s medical, cultural, religious and personal needs.
2) Main rule / nursery commitment
Dietary needs, allergies, intolerances and preferences are gathered before a child starts, recorded on registration and medical forms, signed by parents and reviewed regularly.
Current dietary information is displayed for staff, including children’s photos, and a copy is available in the kitchen for the chef.
The nursery uses systems to ensure each child receives the correct food and drink.
3) Healthy eating and inclusion
Menus are planned in advance, displayed for parents and, where possible, involve children and parents in planning.
Meals and snacks are nutritious and avoid large amounts of sugar, salt, saturated fat and artificial additives.
Menus include protein foods, dairy, grains/starchy foods and fruit/vegetables.
The nursery includes familiar foods from children’s cultural backgrounds and introduces new foods sensitively.
A vegetarian alternative is available when meat or fish is offered.
The nursery operates a no-nuts approach and takes extra care where any child has a nut allergy.
Dietary needs are not used as labels and children are not made to feel singled out.
4) Mealtime practice
Mealtimes are social occasions where children and adults sit together.
Children are supported to make choices, use age-appropriate utensils, serve where suitable and develop independence.
Fresh water is available all day and children can ask for it at any time.
Children are discouraged from sharing or swapping food to reduce allergy risks.
Young children who drink milk are given whole pasteurised milk; from age 2, semi-skimmed milk is introduced gradually.
Parents receive daily written information about feeding, intake and preferences.
The nursery does not offer sweet puddings and instead offers fruit and yoghurt.
Birthday cakes are not part of nursery celebrations to support healthy eating and oral health.
Food is prepared to reduce choking risk, children sit in age-appropriate chairs, and a staff member sits facing them to watch for choking signs.
5) Meal time procedure
While tables are set, children sit on the carpet.
Plates, bowls, cups and cutlery are laid out according to allergies, parent preferences and dietary needs such as vegetarian diets..
Each staff member is allocated a table, ensures children receive the correct meal, and serves pudding at the end.
Older children are encouraged to scrape away leftovers and return for pudding.
Only permanent and confident practitioners serve food. Bank staff may only sit with children with no allergies.
Students and new practitioners must be seated with permanent experienced staff and can only serve or supervise food once the room leader is satisfied that they know the children, allergies, reactions and emergency responses.
All staff complete Level 2 food hygiene and allergy awareness before serving food.
There must be a first aider sitting with children when eating. 
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

















6.5 Food Hygiene
1) Purpose
We maintain high standards of food hygiene for the purchase, storage, preparation and serving of food and are registered with the local authority Environmental Health Department where required.
2) Main rule / nursery commitment
Staff responsible for food follow Hazard Analysis and Critical Control Point (HACCP) principles as set out in Safer Food, Better Business.
All staff involved in food preparation and handling receive food hygiene training.
3) Procedures / what staff must do
Use reliable food suppliers.
Store food at correct temperatures, check dates and ensure food is free from contamination by pests, rodents or mould.
Clean food preparation areas before and after use.
Provide separate handwashing and washing-up facilities.
Keep surfaces, utensils, crockery and equipment clean and stored properly.
Dispose of waste food daily.
The person responsible for food preparation and serving carries out daily kitchen opening and closing checks.
Within the first month, staff complete food hygiene training on Noodle Now, food allergy awareness and auto-injector training.
Cleaning materials and other dangerous items are stored out of children’s reach and children do not have unsupervised access to the kitchen.
Where children take part in cooking, they are supervised at all times, taught simple hygiene, kept away from hot surfaces and water, and do not use electrical equipment unsupervised.
4) Reporting food poisoning
Where children or adults are diagnosed by a doctor with food poisoning and the source may be the nursery, the manager contacts the Environmental Health Department and co-operates with any investigation.
Ofsted is notified as soon as reasonably practicable, and within 14 days, of confirmed food poisoning affecting 2 or more children on the premises.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



7.1 Promoting Positive Behaviour
1) Purpose
Children flourish when their personal, social and emotional needs are understood, supported and met. We promote clear, fair and developmentally appropriate expectations and support children to regulate behaviour safely.
2) Main rule / nursery commitment
Staff complete relevant training, including the Promoting Positive Behaviour programme on Noodle Now.
The nursery uses a stepped approach, an initial intervention approach and a focused intervention approach to understand and support behaviour.
Children must never be shamed, labelled, shouted at, humiliated, punished or left alone in time out.
3) Stepped approach
Step 1: Staff follow the agreed behaviour procedures and use consistent early intervention.
Step 2: If behaviour causes concern, the key person, Special Educational Needs Co-ordinator (SENCO) and manager consider known influences such as illness, changes at home, a new baby or additional needs. Adjustments are agreed. If behaviour continues, the key person works with parents and, if needed, the SENCO uses a focused intervention approach such as an Antecedent-Behaviour-Consequence (ABC) chart. Where a trigger is identified, an Individual Targeted Plan is agreed and reviewed regularly.
Step 3: If behaviour continues or is a significant concern, the behaviour co-ordinator and SENCO meet with parents to consider external referral, an Individual Learning Plan (ILP), specialist support or an Education, Health and Care (EHC) assessment. Safeguarding procedures must be followed if behaviour also raises welfare concerns.
4) Intervention approaches and physical intervention
Initial intervention means approaching calmly, stopping hurtful actions, acknowledging feelings, gathering information, restating the issue and helping children calm and resolve situations.
Focused intervention uses observation and the ABC method to identify triggers, causes and the function of behaviour so support can be targeted.
Any physical intervention must only be reasonable force used to prevent injury to the child or others, or serious damage to property.
If reasonable force is used, parents are informed the same day and the incident is recorded, including when and how parents were informed.
Corporal punishment is never used or threatened.
5) Aggression, bullying and discriminatory behaviour
Aggressive behaviour towards another child is stopped immediately. Where significant, both sets of parents are informed, the incident is recorded, a risk assessment is completed, and Ofsted or children’s social care may be contacted where appropriate.
Very young children are not labelled as bullies. Behaviour is understood in the context of development, emotional wellbeing and learned behaviour.
Discriminatory, prejudiced or xenophobic behaviour from adults is not tolerated. Incidents are challenged, recorded and escalated, and may lead to the adult being asked to leave or, for parents, a staged response that can include withdrawing the child’s place.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 



























8.1 Health and Safety General Standards
1) Purpose
The health and safety of children is of paramount importance. We make the nursery a safe and healthy place for children, parents, staff and volunteers and reduce risks as far as reasonably possible.
2) Key roles / named staff
Main health and safety lead: Zahida Khan and Irfan Khan 
Second health and safety lead: Naveena Joshi.
Health and safety poster location: staff area.
3) Main rule / nursery commitment
Public liability and employers’ liability insurance are in place. The public liability certificate is displayed in the office and renewed each January.
Induction covers health and safety, staff wellbeing, safe lifting and storage of hazardous substances. Records are kept and signed.
Parents are informed about relevant health and safety arrangements and children learn about safety through routines and activities.
4) Procedures / what staff must do
Windows, doors, floors, stairs and walkways are checked and kept safe. Stair gates are fitted where needed.
Electrical and gas equipment is safe, checked regularly, guarded from children and used safely. Hot water temperature is controlled, and lighting / ventilation are adequate.
Resources and materials are stored safely and securely.
The outdoor area is securely fenced, checked before use and supervised at all times. Sun safety and suitable clothing are required; the nursery may allow up to 20 minutes of early morning outdoor play before the sun becomes too strong.
Good hygiene is maintained through daily cleaning routines, safe toileting and nappy disposal, handwashing, use of protective clothing, and individual use of towels/flannels/toothbrushes.
Equipment, resources and materials are checked before use, repaired or discarded if unsafe, and physical play is supervised.
Sleeping children are checked at least every 10 minutes and checks are recorded.
Staff and children must not wear unsafe jewellery or accessories.
Adults are supported to move, lift and use equipment safely and should not remain alone in the building.
Control of Substances Hazardous to Health (COSHH) procedures apply: chemicals are listed, stored safely, kept in original containers and used safely with gloves.
Accidents and incidents witnessed in nursery are recorded on the relevant form, signed by management and shared with parents. Head injuries require a phone call to parents before collection.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 



































8.2 Maintaining Children's Safety and Security on Premises
1) Purpose
We maintain the highest possible security of the premises, so every child is safely cared for during their time with us.
2) Main rule / nursery commitment
All staff and volunteers have a Disclosure and Barring Service (DBS) check and children are supervised by at least two adults.
Risk assessments are completed so children are not made vulnerable by any area of the premises or by any activity.
3) Procedures / what staff must do
Systems are in place for the safe arrival and departure of children and for recording the times children, staff, volunteers and visitors arrive and leave.
Security systems prevent unauthorised access and prevent children leaving unnoticed.
A face recognition system is in place so staff and parents can enter the nursery between 7:30am-7:30pm. Weekend access applied to housekeepers and nursery management. 
Anyone entering or leaving must close both gates.
Only visitors with prior appointments are allowed in and staff check the identity of anyone unknown before entry.
Front doors and gates remain locked. CCTV and an alarm system are in place.
Staff and volunteer personal belongings are stored securely and only minimal petty cash is kept on site.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 







8.3 Supervision of Children on Outings and Visits
1) Purpose
Outings and visits support children’s learning and development. All outings must be carefully planned and supervised so children remain safe at all times.
2) Main rule / nursery commitment
Every outing must have a clear educational purpose and specific learning outcomes.
Each outing has a designated lead and staff must know exactly which children are attending and carry out active headcounts.
Parents sign general consent for local short outings and specific consent for major outings.
3) Procedures / what staff must do
Risk assessments are completed and reviewed for each venue and each outing. Management and all attending staff sign them.
Individual risk assessments are completed where needed for children with allergies or other specific needs, and required medication is taken.
Walkodiles are used for children on trips, or pushchairs for younger children.
If any concern is raised about the viability or safety of the outing, it must not go ahead.
Normal ratios apply except on public transport where the ratio is 1 adult to 2 children. At least 3 staff accompany children on outings.
Each child is allocated to a named member of staff who supervises them, counts them frequently, and ensures hands are held on pavements and when crossing roads.
Parents who attend are responsible for their own child unless they are vetted volunteers and the manager has agreed they may be included in ratio.
An outings record is kept, noting the date, time, venue, staff attending and return time.
A phone is taken for emergencies only, kept out of sight and never used for photography. Tissues, wipes, spare clothes, nappies, medicines, a mini first aid kit, snacks, water, a list of children with parent contacts and accident forms are also taken as needed.
The nursery uses public transport only and children do not eat while travelling in vehicles.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

8.4 Risk Assessment
1) Purpose
We make the nursery a safe and healthy place by identifying hazards, deciding who may be harmed, evaluating risk, putting control measures in place and reviewing whether those controls are working.
2) Main rule / nursery commitment
The law requires reasonable precautions, not the removal of all risk.
Children still need opportunities to take appropriate risks through physically challenging play.
3) Procedures / what staff must do
Health and safety officers complete training and ensure staff and volunteers have adequate health and safety knowledge.
Risk assessment covers adults and children and includes deciding where written risk assessments are needed, checking indoor and outdoor hazards, assessing who may be affected, prioritising action and creating action plans.
Daily, weekly and termly checks are carried out and full risk assessments are completed regularly.
Annual checks such as electricity and gas safety are completed and recorded.
Management ensures written or visual risk assessments cover changing, food preparation and serving, allergies, cooking activities, outdoor play and climbing, sleep routines, equipment for disabled children, hazardous substances, visits by people bringing equipment or animals, and any follow-up after threats against staff or volunteers.
Off-site risk assessments are completed where needed for outings, forest school, beach school, home visits and other off-site duties.
The nursery takes precautions to reduce risk from Legionella and follows Health and Safety Executive guidance.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 




8.5 Fire Safety and Emergency Evacuation
1) Purpose
We maintain high fire safety standards and ensure all staff know what to do in an emergency.
2) Main rule / nursery commitment
Fire safety is based on a risk assessment completed by a competent person.
The risk assessment covers electrical plugs, wires and sockets, electrical items, gas boilers, cookers, matches, flammable materials, flammable chemicals and any other identified hazards.
3) Procedures / what staff must do
Fire doors are clearly marked, never obstructed and easy to open from the inside.
Smoke detectors, alarms and firefighting equipment meet standards, are fitted in appropriate areas and are checked as recommended.
All electrical equipment is checked annually by a qualified electrician and unsafe items are removed, repaired or replaced.
Emergency evacuation procedures are clearly displayed, explained to new staff, volunteers and parents, and practised termly.
The evacuation procedure includes helping children recognise the alarm, knowing exits and assembly points, accounting for children, who calls emergency services and how parents are contacted.
Records are kept of fire drills and servicing of equipment.
4) Fire drills
Fire drills are held termly and the record includes: date and time, number of adults and children involved, evacuation time, any problems and any action taken to improve the procedure.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 




8.6 Animals in the Setting
1) Purpose
Children learn about the natural world through contact with animals and other living creatures. Where animals are part of the nursery experience, this must be managed safely and hygienically.
2) Main rule / nursery commitment
The views of parents and children, plus any allergies or concerns, are considered before animals are kept or brought in.
3) Procedures / what staff must do
Complete a risk assessment with a knowledgeable person for any animal kept in nursery.
Provide suitable housing, clean it regularly and keep it secure.
Ensure staff know the animal’s welfare and feeding needs and make arrangements for weekend and holiday care.
Keep vaccinations and routine health measures up to date and recorded.
Teach children how to handle animals safely and supervise them at all times.
Children wash hands after contact and do not touch soiled bedding or waste. Staff wear disposable gloves when cleaning housing or handling soiled bedding.
If animals are brought in by visitors, the owner remains responsible and must provide a risk assessment.
Before farm visits, review the farm’s own risk assessment, check for any recent outbreaks such as E. coli, follow outing procedures, ensure thorough handwashing afterwards and clean outdoor footwear. Pregnant staff should avoid contact with ewes and consult their doctor before the visit.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager






 

8.7 No-Smoking and Vaping
1) Purpose
We comply with health and safety requirements and the Safeguarding and Welfare Requirements of the Early Years Foundation Stage (EYFS) by maintaining a no-smoking and no-vaping environment indoors and outdoors.
2) Main rule / nursery commitment
All staff, parents and volunteers are informed of the no-smoking/no-vaping rule.
No-smoking signs are displayed and the rule is included in information for parents.
Stop-smoking information can be signposted where requested.
3) Procedures / what staff must do
Staff must not smoke or vape during working hours unless on a break and off the premises.
Staff must not smoke in uniform and must reduce smoke odour before returning from a break.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 














8.8 Lockdown Policy and Procedure
1) Purpose
A lockdown may be needed where there is a real or suspected threat to children, staff, visitors or the premises. Lockdown means: Go In, Stay In, Tune In.
2) Main rule / nursery commitment
Lockdown may be used for an unauthorised dangerous person on site, domestic incidents where someone may try to remove a child, a staff member / student / volunteer posing a threat, or environmental dangers such as spills or poisonous fumes.
A recognisable signal over the walkie-talkies tells staff to lock down their rooms and bring children inside if they are in the garden.
3) Procedures / what staff must do
When the lockdown signal is heard, the manager and/or deputy calls 999.
Staff lock room and hall doors, secure windows and move children to the safest place in the room.
Carry out an immediate headcount and call the register.
Keep children calm, quiet, supervised and out of sight.
No one leaves the room or safe area until the all-clear is given by the police or management.
Walkie-talkies must remain charged and available for instructions.
Lockdown drills are practised from time to time so staff and children become familiar with the process.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 







9.1 Valuing Diversity and Promoting Inclusion and Equality
1) Purpose
We are committed to anti-discriminatory practice, equality of opportunity and valuing diversity for all children and families who use the nursery.
2) Main rule / nursery commitment
The nursery is fully inclusive and recognises that children and families come from a wide range of backgrounds, family structures, beliefs, languages and life experiences.
We challenge and eliminate discrimination linked to protected characteristics under the Equality Act 2010: age, sex, gender reassignment, marriage/civil partnership, pregnancy and maternity, race, disability, sexual orientation, and religion or belief.
Where possible, we take positive action to support disadvantaged or under-represented groups.
3) Procedures / what staff must do
Admissions are open and fair. Information is provided clearly and, where possible, in other languages or formats. Places for siblings are prioritised.
The nursery makes reasonable adjustments so disabled children and adults can take part fully.
Discriminatory, prejudiced, xenophobic, harassing or victimising behaviour by staff, volunteers or parents is challenged immediately and may lead to exclusion from the premises or further action.
Recruitment is fair, open to applicants from all backgrounds and monitored for accessibility and fairness.
Staff receive training to strengthen inclusive and anti-discriminatory practice and to safely administer medicines or invasive procedures where needed.
The curriculum promotes confidence, self-esteem, empathy, mutual respect, tolerance, positive self-image and respect for difference.
Resources reflect a wide range of communities and avoid stereotypes.
Children learning English as an additional language, disabled children and children with special educational needs are supported fully, including support for home languages where possible.
Access audits and reasonable adjustments help make the environment and curriculum accessible for all.
The nursery works with all family structures, encourages fathers and other carers to be involved, supports inclusion for families who speak other languages and may offer flexible payment arrangements or information about financial support where possible.
Meetings and information are arranged in accessible ways to include as many families as possible.
The policy is reviewed annually and the nursery keeps a complaints procedure and complaints summary record.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager


9.2 Supporting Children with Special Educational Needs and Disabilities
1) Purpose
We provide an environment where children with Special Educational Needs and Disabilities (SEND) are supported to reach their full potential and where families are involved in decisions at every stage.
2) Key roles / named staff
Special Educational Needs and Disabilities Co-ordinators (SENDCOs): Naveena Joshi and  Helen Graham
SENCO activity based learning and SENCO support : Bia Radulescu.
3) Main rule / nursery commitment
The nursery follows the Special Educational Needs and Disability Code of Practice (2014).
There is a clear approach to identifying, responding to and meeting children’s SEND.
SEND support is everyone’s responsibility.
4) Procedures / what staff must do
Ensure admissions are inclusive and equal.
Provide a broad, balanced and differentiated curriculum.
Use SEND support to identify concerns early.
Use Individual Education Plans (IEPs), Individual Development Maps (IDMs) and the plan-do-review cycle.
Involve parents at every stage of assessment, planning, support and review.
Take account of children’s views where appropriate to their understanding.
Signpost parents to the Local Offer and information/advice/support services.
Work with external agencies to improve outcomes and make referrals for Early Help / Common Assessment Framework or Education, Health and Care assessments where needed.
Provide the staffing and financial resources needed to put support in place.
Ensure all staff understand the policy and receive relevant in-service training.
Review effectiveness using action plan reviews, staff meetings, management meetings, parental feedback, external agencies, inspections and complaints, and review the policy annually.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

9.3 Social Wellbeing Audit
1) Purpose
This audit is used to review the nursery’s social wellbeing and behaviour practice. Any item marked 'No' should include comments and actions.
2) Current audit summary
Behaviour strategy planned and implemented: Yes.
Named and suitably skilled behaviour co-ordinator in place in line with the Early Years Foundation Stage safeguarding and welfare requirements: Yes.
Leuven’s assessment scale for children’s well-being and involvement used in the setting: No. No comment/action was recorded on the form and should be completed if still relevant.
Balanced intake of children managed (for example age, needs and sex): Yes.
Approved methods of rewards and sanctions used consistently where used: Yes.
All staff understand and apply the same approved methods for minor incidents (for example conflict resolution): Yes - see behaviour policy.
3) Training and environment audit points
All staff trained in: initial intervention and behaviour analysis, methods for adapting/changing behaviour, appropriate rewards and sanctions, alternative communication systems, safeguarding, inclusion, emotional literacy and risk assessment: Yes for all listed areas.
Approved method for identifying / analysing unwanted behaviour (for example Antecedent-Behaviour-Consequence chart): Yes.
Behaviour policy and procedures include relevant Early Years Foundation Stage requirements: Yes.
Behaviour policy and procedures reviewed annually: Yes.
Children have regular access to outdoor space, uncluttered and defined environments, enough room to move freely, quiet areas, and controlled light and temperature: Yes.
The internal play environment is free from unnecessary noise, has sufficient resources, manages acoustics, uses supplementary communication, uses pictorial symbols for daily timetables, and manages known triggers for conflict: Yes.
Behaviour co-ordinator completing the audit: Naveena Joshi. Manager overseeing the audit- Naveena Joshi.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

9.4 Access Audit
1) Purpose
This audit reviews physical access to and through the building and highlights areas that are in place, not in place, or need review.
2) Approach to the building
Disabled parking facilities: No.
Lowered kerbs: No.
Entrance gate wide enough for wheelchair users: yes.
Orientation landmarks for visual impairment: Yes.
Route clearly signed: Yes.
Support rails or resting platforms on inclines: Yes / not needed where no incline applies.
Surface coverings even and non-slip: Yes.
Pathways clear of obstructions: Yes.
All areas adequately lit: Yes.
Steps and handrails accompany ramps: Not applicable - no ramps.
Steps suitable and highlighted: Yes.
Resting platforms available and highlighted: Not applicable - none.
Adequate lighting at front and along route to building: Yes.
3) Entrances and inside the building
Entry phone / doorbell at suitable height for wheelchair users: No.
Level or flush threshold: Yes.
Doors easy to open and wide enough: Yes.
Glazed doors marked for visibility: Yes.
Door closers adjusted appropriately: Yes.
Handles / controls at suitable height and easy to use: Yes.
Welcome board information in a range of formats and suitable height: Yes.
Entrance signposted and route to destination clearly marked: Yes.
Doormat flush and in good condition where applicable: Yes.
Induction loop fitted and working: Not applicable - none in place.
Can people either side of the door be seen: Yes
Surfaces non-slip and lighting adequate: Yes.
Floor surfaces suitable: Yes.
Acoustics suitable for hearing impairment: Yes.
Colour and tonal contrasts to distinguish fixtures and fittings: No / not confirmed.
Disabled toilet facility: No.
Handrail in one of the children’s toilets: No.
Support rails in relevant areas: No.
Environment free from unnecessary noise: No on original form and should be reviewed.
Audible / manual / mechanical alarms supplemented by visual and verbal warnings: Yes.
Areas wide enough for users with mobility equipment: Yes.
Fittings safe and routes clutter-free: Yes.
Control of light and adequate lighting: Yes.
Completed by: Naveena Joshi (Manager).
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 


























9.5 British Values and Prevent Duty
1) Purpose
We actively promote inclusion, equality of opportunity, the valuing of diversity, British values and universal values. We also meet our Prevent Duty to reduce the risk of people being drawn into terrorism.
2) Main rule / nursery commitment
The Equality Act 2010 underpins standards of behaviour and protects people with protected characteristics. The nursery makes reasonable adjustments and meets its public sector equality duties.
The Early Years Foundation Stage (EYFS) supports children’s early social and emotional development so they can become age-appropriate social citizens.
3) British values in practice
Democracy: children are encouraged to know their views matter, value other people’s views, share, take turns, collaborate and ask questions.
Rule of law: children learn that rules apply to everyone and that actions have consequences. Staff work with children to create simple rules and routines.
Individual liberty: children build self-confidence, self-knowledge and self-esteem, take age-appropriate risks, explore feelings and understand they can have different opinions.
Mutual respect and tolerance: the nursery promotes inclusivity, values views, faiths, cultures and races, teaches tolerance, respect and appreciation for similarities and differences, and actively challenges stereotypes.
4) Prevent Duty
Under the Counter-Terrorism and Security Act 2015, the nursery has due regard to the need to prevent people from being drawn into terrorism.
Protecting children from radicalisation forms part of wider safeguarding and is managed in the same way as other harms such as gangs, drugs, neglect or exploitation.
The nursery builds resilience by promoting British values and helping children challenge extremist views in age-appropriate ways.
The Prevent Duty is not intended to stop children discussing or exploring difficult topics in a safe way.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 


10.0 Parents Nursery Handbook
🌼 Coombe Day Nursery Ltd
Parent Handbook
Welcome to Coombe Day Nursery Ltd.
We are delighted that you have chosen us to be part of your child’s early years journey. Starting nursery is an important milestone for both children and families. Our aim is to create a warm, safe and nurturing environment where children feel confident, valued and inspired to learn through play.
This handbook provides detailed information about how we operate and how we work together in partnerships with families. Full policies are available on our website.
🌟 Key Information at a Glance
Opening Hours:
Monday–Friday, 8:00am–6:30pm (prompt closing)
Please arrive by 6:20pm at the latest.
Full handover:
Please arrive by 6:00pm if you would like a detailed discussion.
Absence reporting:
Please notify us by 8:00am (latest 9:30am) via phone, WhatsApp or email.
Collections:
Only authorised adults listed on your child’s records may collect. We may request photo ID and/or use a password system.
No Mobile Phones:
We operate a strict no mobile phone or camera policy on site.
Contact Details:
02085495343
07947664231 (WhatsApp) – Please save this number as we will use to send broadcasts regarding the nursery and you will not receive unless saved. 
info@coombedaynursery.co.uk
www.Coombenursery.co.uk
💛 Our Philosophy
At Coombe Day Nursery Ltd, we believe every child is unique. Each child brings their own experiences, interests and personality.
Our role is to provide a safe, stimulating and welcoming environment that supports children’s:
· Social development
· Emotional wellbeing
· Physical growth
· Moral understanding
We aim to nurture confidence, independence and a lifelong love of learning. Working in partnership with parents and carers is central to this.
🕒 Opening Times & Closures
We are open 51 weeks of the year.
Closed:
· Bank Holidays
· One week at Christmas
· Christmas Eve (8:00am–12:00pm)
· INSET Days: one per year. TBC 2 months prior 
👋 Arrivals & Departures
To ensure safety and calm transitions:
· We cannot accept children before 7:45am. (Early drop off must be booked for 7.45am in advance.)
· Collection is by 6:30pm prompt.
· Arrive by 6:00pm for a full handover.
· From 6:20pm, a brief handover will be provided.
· Ensure a staff member knows when your child arrives and leaves.
· Children are only released to authorised adults.
· New collectors must be authorised in advance (photo and/or password required).
After handover, please exit promptly and do not use the play equipment.
Late collection charges apply (see Fees section).
📅 Attendance
Regular attendance supports learning and emotional security and forms part of our safeguarding responsibilities.
Parents must:
· Notify nursery by 8:00am (latest 9:30am) if absent.
· Keep contact details up to date.
The nursery will:
· Complete daily registers.
· Contact families regarding unexplained absences.
· Follow safeguarding procedures if unable to make contact.
· Arrange meetings if attendance falls below approximately 80%.
📚 Sessions & Changes
Additional sessions:
· Must be requested in writing.
· Subject to availability and staffing ratios.
· Charged at usual rate (non-refundable).
We offer swap days where possible, at the discretion of management. 
Reducing sessions or leaving:
Two months’ written notice is required.
🌱 Settling In
We recommend two settling sessions:
1. Initial visit with parent/carer staying for a short period of time.
2. One shorter independent visit
Settling plans are personalised to each child.
👩‍🏫 Our Team
· Qualified and experienced practitioners.
· Consistent staffing within rooms where possible.
· Diverse and experienced team.
· Bank staff used occasionally to maintain ratios  (In house bank staff always used as a first option, agency used after exploring all other avenues.)
🧸 Daily Routine
Children benefit from a consistent structure while we remain flexible to their interests and needs.
Babies:
We follow your home routine initially and gradually introduce nursery routines as children grow.
🍎 Meals, Snacks & Drinks
· Freshly prepared meals cooked on site.
· Water and milk available throughout the day.
· Rotating menus displayed.
· Allergies and dietary requirements catered for.
Milk provided:
· Formula (under 1 year)
· Full-fat milk (Over 1)
🎨 Learning & Development
We follow the Early Years Foundation Stage (EYFS).
Our curriculum focuses on:
· Learning through play
· In-the-moment planning
· Following children’s interests
· Developing independence and resilience
We aim for children to leave us confident, curious and ready for Reception.
🌈 The 7 Areas of Learning
· Personal, Social & Emotional Development
· Communication & Language
· Literacy
· Mathematics
· Understanding the World
· Physical Development
· Expressive Arts & Design
📝 Observations & Assessment
· Ongoing observations inform planning.
· Formal assessments completed termly.
· Progress Check at age 2 provided.
· Families encouraged to contribute via Tapestry.
📲 Tapestry– Parents Zone
We use Tapestry to share:
· Observations
· Photos and videos
Families can securely log in and comment.
🏡 Supporting Learning at Home
Everyday moments make powerful learning opportunities.
You can support your child by:
Reading daily and discussing stories
Counting steps, toys or snacks
Talking about shapes, colours and numbers
Cooking together and discussing ingredients
Exploring outdoors and talking about nature
Encouraging mark making and drawing
Supporting independence (putting on shoes, tidying toys)
Talking about feelings and emotions
You don’t need formal lessons — simple, consistent experiences build confidence and curiosity.
More ideas are available in the parent section of tapestry.
🛡 Safeguarding & Child Protection (Summary)
Safeguarding is central to everything we do.
If we are concerned about a child’s welfare, we have a legal duty to follow safeguarding procedures and may contact relevant agencies.
All staff receive safeguarding training.
👉 Please see our full Safeguarding & Child Protection Policy on our website for detailed procedures.
💊 Medication (Summary)
· Prescribed medication only (unless agreed care plan).
· Must be in original packaging.
· 24 hours at home before returning.
· Calpol/Nurofen within 4 hours = child should not attend.
· Temperature at nursery = collection within two hours.
👉 Full procedures available in our Medication Policy on our website.
🩹 Accidents & First Aid (Summary)
· Most staff hold Paediatric First Aid.
· All accidents recorded.
· Parents informed.
· Head injuries monitored carefully.
· Ambulance called if necessary.
👉 Full procedures available in our Accidents & First Aid Policy on our website.
💷 Fees & Late Collection
· Fees payable 51 weeks per year.
· Full fees payable during absence.
· Late payment: £50 per day.
Late collection:
· £15 per 15 minutes (minimum)
· After 15 minutes: £1 per minute
· Payable in cash
🎓 Funding (Summary)
We offer Government funded places in line with the Early Years Funding Code of Practice and Royal Borough of Kingston upon Thames guidance.
Key points:
· Funding cannot be backdated.
· Must be reconfirmed each term.
· Claimed based on booked sessions.
· Stretched across 51 weeks.
· Covers childcare only.
· Meals and consumables not included in Government funding.
👉 Full Funding Policy available at the end of this document
🌐 Policies & Procedures
This handbook provides an overview. Full policies — including safeguarding, funding, medication, accidents, behaviour management, SEND, equality and data protection — are available on our website.
Paper copies are available upon request.
Appendix A: Code of Conduct for Parents & Visitors
We ask all families and visitors to:
✔ Treat staff, children and families respectfully
✔ Communicate calmly and appropriately
✔ Supervise children on premises
✔ Follow safeguarding and mobile phone rules
✔ Collect on time
✔ Be fit and safe to collect
Please do not:
✘ Use aggressive behaviour or language
✘ Take photos/videos on site
✘ Attend under the influence of alcohol/substances
✘ Discuss complaints publicly or on social media
Failure to follow this code may result in formal action, restricted access or, in serious cases, review of placement.
Appendix B: Complaints Procedure
We welcome feedback and aim to resolve concerns fairly and promptly.
Step 1: Speak to practitioner/key person
Step 2: Speak to Room Manager/Deputy
Step 3: Submit written complaint to Nursery Manager
We will:
· Acknowledge the complaint
· Investigate thoroughly
· Respond within 28 working days
If unresolved, you may contact Ofsted:
Ofsted
Piccadilly Gate
Store Street
Manchester M1 2WD
0300 123 1231
enquiries@ofsted.gov.uk
Full details of our complaints procedure are available on our website.




Appendix C: Illness guidance
	Medication 

	Administration of Calpol/nurofen or other pain relief
	If you have given your child a medication that can mask illnesses within 4 hours of nursery, they are not to attend that day. If you have a teething child, we suggest you administer alternative pain relief specifically that treats teething.

	Rashes and skin infections

	Illness
	Exclusion required
	

	Athlete’s foot
	None
	Athlete’s foot is not a serious condition. Treatment is recommended

	Chickenpox*
	Until all vesicles have crusted over and a minimum of 5 days
	See: Vulnerable children and female staff – pregnancy

	Cold sores, (Herpes simplex)
	None
	Avoid kissing and contact with the sores. Cold sores are generally mild and self-limiting

	German measles (rubella)*
	Four days from onset of rash
	Preventable by immunisation (MMR x 2 doses). See: Female staff – pregnancy

	Hand, foot, and mouth
	None
	Contact the Duty Room if a large number of children are affected. Exclusion may be considered in some circumstances

	Impetigo
	Until lesions are crusted and healed, or 48 hours after commencing antibiotic treatment
	Antibiotic treatment speeds healing and reduces the infectious period

	Measles*
	Four days from onset of rash
	Preventable by vaccination (MMR x 2).
See: Vulnerable children and female staff – pregnancy

	Molluscum contagiosum
	None
	A self-limiting condition

	Ringworm
	Exclusion not usually required
	Treatment is required

	Roseola (infantum)
	None
	None

	Scabies
	Child can return after first treatment
	Household and close contacts require treatment

	Scarlet fever
	Child can return 24 hours after commencing appropriate antibiotic treatment
	* Antibiotic treatment recommended for the affected child. If more than one child has scarlet fever, contact PHA Duty Room for further advice

	Slapped cheek (fifth disease or parvovirus B19)
	None
	once rash has developed See: Vulnerable children and female staff – pregnancy

	Shingles
	Exclude only if rash is weeping and cannot be covered
	Can cause chickenpox in those who are not immune i.e. have not had chickenpox. It is spread by very close contact and touch. If further information is required, contact the Duty Room. SEE: Vulnerable Children and Female Staff – Pregnancy

	Warts and verrucae
	None
	Verrucae should be covered in swimming pools, gymnasiums and changing rooms

	Diarrhoea and vomiting illness

	Illness
	Exclusion required
	

	Diarrhoea and/or vomiting
	48 hours from last episode of diarrhoea or vomiting
	

	Salmonella and Dysentery 
	24 hours or until advised by the doctor
	

	E. coli O157 VTEC* Typhoid* [and paratyphoid*] (enteric fever) Shigella* (dysentery)
	Should be excluded for 48 hours from the last episode of diarrhoea Further exclusion may be required for some children until they are no longer excreting
	Further exclusion is required for young children under five and those who have difficulty in adhering to hygiene practices Children in these categories should be excluded until there is evidence of microbiological clearance. This guidance may also apply to some contacts of cases who may require microbiological clearance Please consult the Duty Room for further advice

	Cryptosporidiosis*
	Exclude for 48 hours from the last episode of diarrhoea
	Exclusion from swimming is advisable for two weeks after the diarrhoea has settled

	Norovirus 
	48 hours clear
	

	Gastro-enteritis, food poisoning 
	48 hours or until advised by the doctor
	Gastro-enteritis, food poisoning 

	Respiratory infections

	Illness
	Exclusion required 
	

	Flu (influenza)
	Until recovered
	See: Vulnerable children

	Tuberculosis*
	Always consult the Duty Room
	Requires prolonged close contact for spread

	Whooping cough* (pertussis)
	48 hours from commencing antibiotic treatment, or 21 days from onset of illness if no antibiotic treatment
	Preventable by vaccination. After treatment, non-infectious coughing may continue for many weeks. The Duty Room will organise any contact tracing necessary

	Covid-19
	Advised to remain at home until you no longer have a high temperature, or no longer feel unwell, inline with government guidance
	

	Other infections

	Illness
	Exclusion required
	

	Antibiotics prescribed 
	Any medication prescribed by a doctor must be administered at home for a minimum of 24 hours before the individual is allowed to attend nursery. This ensures that the medication is well-tolerated and any potential side effects can be monitored prior to attending. 

	

	Conjunctivitis
	None unless we have an outbreak or child is to unwell/cleaning of the eyes frequently. 
	If an outbreak/cluster occurs, consult the Duty Room

	Diphtheria *
	Exclusion is essential
	Always consult with the Duty Room Family contacts must be excluded until cleared to return by the Duty Room. Preventable by vaccination. The Duty Room will organise any contact tracing necessary

	Glandular fever
	None
	

	Head lice
	Children will be sent home when headlice are seen, and not allowed back until treated. 
	Treatment is recommended only in cases where live lice have been seen

	Hepatitis A*
	Exclude until seven days after onset of jaundice (or seven days after symptom onset if no jaundice)
	The duty room will advise on any vaccination or other control measure that are needed for close contacts of a single case of hepatitis A and for suspected outbreaks.

	Hepatitis B*, C, HIV/AIDS
	None
	Hepatitis B and C and HIV are bloodborne viruses that are not infectious through casual contact. For cleaning of body fluid spills. SEE: Good Hygiene Practice

	Meningococcal meningitis*/ septicaemia* close contacts. The Duty Room will advise on any action needed.
	Until recovered
	Some forms of meningococcal disease are preventable by vaccination (see immunisation schedule). There is no reason to exclude siblings or other close contacts of a case. In case of an outbreak, it may be necessary to provide antibiotics with or without meningococcal vaccination to close contacts. The Duty Room will advise on any action needed.

	Meningitis* due to other bacteria
	Until recovered
	Hib and pneumococcal meningitis are preventable by vaccination. There is no reason to exclude siblings or other close contacts of a case. The Duty Room will give advice on any action needed

	Meningitis viral*
	None
	Milder illness. There is no reason to exclude siblings and other close contacts of a case. Contact tracing is not required

	MRSA
	None
	Good hygiene, in particular handwashing and environmental cleaning, are important to minimise any danger of spread. If further information is required, contact the Duty Room

	Mumps*
	Exclude child for five days after onset of swelling)
	Preventable by vaccination (MMR x 2 doses

	Threadworms
	None
	Treatment is recommended for the child and household contacts

	Tonsillitis
	None
	There are many causes, but most cases are due to viruses and do not need an antibiotic

	Typhoid fever 
	Until declared free from infection by a doctor 
	

	Plantar warts 
	Should be treated and covered
	

	Poliomyelitis 
	Until certified well
	


Management have the right to refusal or go against the above guidance should they feel it is in the best interest for the staff, children and nursery.
Appendix D: Safeguarding Flowchart
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10.1b Privacy Notice
1) Purpose
This notice explains what personal data the nursery collects, why it is collected, how it is used, how it is protected and what rights families have.
2) Key roles / named staff
Provider contact details: Coombe Day Nursery Ltd, 6 Station Approach, Norbiton Avenue KT1 3QT. Telephone: 02085495343. Email: info@coombedaynursery.co.uk
Data Protection Officer: Naveena Joshi.
3) What data is collected
About the child: name, date of birth, address, place of birth, proof of date of birth, health and medical needs, development needs, special educational needs, religious and cultural background.
Where applicable: child protection plans, health care plans, information about parental responsibility and any court orders.
About parents / carers: names, home and work addresses, phone numbers, 2 emergency contacts, family details and email addresses.
For 30 hours funded childcare where applicable: National Insurance number or Unique Taxpayer Reference and information about benefits or tax credits.
4) Why is data used and who it is shared with
Data is used to provide childcare, contact families in emergencies, support wellbeing and development, manage health and medical needs, assess progress, communicate with parents, process funded childcare claims and keep families updated.
With consent, the nursery may use photographs and videos for learning records. Consent can be withdrawn in writing.
Safeguarding data is processed where there are welfare concerns and some records must be transferred to the child’s school.
Data may be shared, as required, with Ofsted, the local authority, government eligibility checking services, insurers, nursery software providers and the receiving school.
Data may also be shared where legally required, to protect children or others, to enforce the contract, or if the setting changes ownership.
The nursery will never share data with another organisation for their own marketing or unrelated purposes.
5) Storage, retention and rights
Records are protected through locked office storage, password-protected digital systems and secure handling of emergency and trip documents.
Children’s personal records are retained until the child reaches age 22 where required because records include accidents and medication; learning records are handed to parents when the child leaves.
Some records, including child protection or support service records, may be kept longer where the law requires it.
No decisions are made solely by automated decision-making.
Families can request access to, correction of, deletion of, restriction of processing of, or transfer of their own and their child’s data, subject to legal limits.
Concerns can be raised with the nursery and then with the Information Commissioner’s Office if needed.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

























10.2 Admissions
1) Purpose
We aim to make the nursery accessible to children and families from all sections of the local community through open, fair and clearly communicated admissions procedures. Places for siblings are prioritised.
2) Procedures / what staff must do
Advertise the nursery widely in places accessible to all sections of the community.
Provide information in simple, clear English and, where appropriate, in other community languages or formats on request.
Operate the waiting list in birth order, while also considering time on the list, distance from home, siblings already attending and the nursery’s ability to meet the child’s needs.
Offer funded places in line with the current code of practice and local conditions, including 2-year funding for existing families and the funded hours offer applicable to the setting.
Keep a place vacant for emergency admission if financially viable.
Make clear through daily practice that mothers, fathers, other relatives and carers are all welcome.
Operate in a way that promotes understanding and positive regard for difference, including family structure, gender, class, background, religion, ethnicity and spoken English.
Support children and parents with disabilities to take full part in nursery life.
Monitor registration information to avoid accidental or unintentional discrimination.
Promote the nursery’s diversity and equality policy and consult families about opening times and attendance patterns so the service remains flexible without undermining continuity and stability for children.
Failure to comply with nursery terms and conditions may lead to withdrawal of a place.
3) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 





10.3 Parental Involvement
1) Purpose
Children benefit most when parents and nursery work together in partnership. We support parents as their child’s first and most important educators and encourage them to take an active role in nursery life.
2) Main rule / nursery commitment
The term ‘parents’ includes mothers, fathers, birth parents, step-parents, parents who live apart from their children but remain involved, same-sex parents and foster parents.
The nursery makes parents feel welcome and uses different strategies to include families who may be less represented, including fathers, working parents and parents living apart from their child.
3) Procedures / what staff must do
Accommodate parents with disabilities or impairments wherever possible.
Consult parents to understand what works best for them and maintain ongoing dialogue to support their child and family.
Ensure parents understand how the nursery is run, key policies, expectations at registration and how the settling-in process will work.
Keep family information confidential except where safeguarding or development concerns make sharing necessary, in line with the privacy notice and information sharing procedures.
Seek specific parental consent for medication, emergency treatment, outings and photographs for record keeping.
Seek parents’ views on service changes and encourage them to take part in decision-making and in the social and cultural life of the nursery.
Provide opportunities for parents to share information, skills, knowledge and interests and to support learning in nursery and at home.
Parents have access to their child’s developmental records and are involved in shared record keeping.
Meetings are arranged at accessible times and in accessible venues, with translated information or interpretation where possible.
Parents are informed how to raise queries, complaints or suggestions and have access to the written complaints procedure.
Parents are asked to comment on next steps during termly reviews and next steps are displayed in rooms for day-to-day reference.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager


10.4 Children's Records
1) Purpose
We keep records that meet legal requirements and are stored and shared within the framework of the General Data Protection Regulation (GDPR), the Human Rights Act and the nursery’s privacy, confidentiality and information sharing procedures.
2) Main rule / nursery commitment
Where a child attends another setting, the nursery establishes a regular two-way flow of appropriate information with parents and other providers.
Children’s records are divided into developmental records and personal records.
3) What records are kept
Developmental records include observations, photos, video clips, samples of work and summary developmental reports. These are usually kept in the child’s room and can be accessed and contributed to by staff, the child and the child’s parents.
Personal records may include registration forms, consent forms, contracts, attendance patterns, fee records, health and wellbeing summaries, developmental summaries, early support plans, welfare and child protection concerns, looked after child information, correspondence and reports including the 2-year progress check where relevant.
4) Storage, access and retention
Confidential personal records are stored in a locked file or cabinet in a secure office or equally safe place.
Access is limited to authorised staff such as the manager, deputy, designated safeguarding lead. 
Files may be shown to Ofsted or local authority staff carrying out authorised audits or inspections but not to unauthorised people.
Parents may access records relating to their own child in line with the privacy notice and confidentiality procedures, but not information about other children.
Staff do not discuss personal information beyond what is needed to plan for the child’s needs.
Most records are kept for 3 years after the child leaves. Records linked to accidents are kept until the child reaches 21, and child protection records until 24, in line with current nursery rules.
5) Archiving and other records
When a child leaves, their paperwork is collected and scanned into our secure password safe system for storage. Paper copy is then shredded. 
Electronic archives are encrypted and stored securely.
Where there has been a section 47 child protection investigation, the envelope is marked and archived for 25 years.
The nursery keeps a daily record of children attending, their attendance hours and their key person.
Students observing in the nursery are informed of confidentiality requirements and must follow them.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 





























10.5 Provider Records
1) Purpose
We keep the records and documentation needed to run the nursery safely, lawfully and effectively, including registration, property, finance, risk assessment and employment records.
2) Procedures / what staff must do
The management team is responsible for ensuring all provider records are stored securely and kept up to date.
Records are kept in an orderly filing system, and financial records are maintained for audit.
Health and safety records include risk assessments, checks, inspections and guidance.
The Ofsted registration certificate and public liability insurance certificate are displayed in the office.
Employment and staff records are stored securely and confidentially in the office.
Ofsted is notified of changes to the premises address, changes affecting space or quality of childcare, changes to the registered provider’s name or contact details, changes to the manager and any significant event affecting suitability or registration.
3) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 













10.6 Transfer of Records to School
1) Purpose
We prepare children for transitions to another setting or school and share appropriate information so that transitions are smooth and children continue to be supported properly.
2) Transfer of development records
Using Early Outcomes guidance and nursery assessments, the key person prepares a summary of the child’s achievements across the seven areas of learning and development.
The summary includes any additional language spoken, progress in both languages, any additional needs addressed by the nursery, any special educational needs or disability, whether an Early Help or equivalent plan has been raised, whether there is a statement or equivalent, and the name of the lead professional where relevant.
The record includes a summary from the key person and a summary of the parent’s view. It may also include other evidence such as photos or drawings.
Where the local authority provides a transition record or assessment summary format, the nursery follows that format.
If there have been welfare or protection concerns, a star is placed on the front of the assessment record.
3) Transfer of confidential information
Receiving settings or schools need a summary of safeguarding or child protection concerns and action taken.
The nursery sends a summary of concerns, the date of the last professional meeting or conference, the name and contact details of the lead professional for any Early Help plan, and the child’s social worker’s details where there has been a section 47 investigation, regardless of the outcome.
Information is posted or hand-delivered securely, addressed to the receiving setting’s designated safeguarding lead or equivalent and marked confidential.
The nursery seeks parental permission where appropriate and does not transfer any other documents from the child’s personal file.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 

10.7 Confidentiality and Client Access to Records
1) Purpose
Families must be able to share information in confidence. We respect privacy while using information to support children’s welfare and learning, and we manage access to records carefully and lawfully.
2) Confidentiality
Most information shared between the family, the child and the nursery is confidential to the nursery.
Information is only shared outside the nursery in exceptional circumstances and in line with the information sharing policy.
The nursery asks parents whether the information they share is confidential and explains when confidential information must still be recorded, for example concerns, injuries, welfare issues, child protection action and contact with external agencies.
Records are kept securely, whether paper or electronic.
Staff discuss general progress and wellbeing in meetings, but sensitive information is restricted to those who need to know.
Staff do not discuss children with other parents, unrelated staff or anyone outside the nursery.
Discussions with other professionals take place only within a professional framework.
3) Client access to records
Parents may request access to confidential records relating to themselves and their child by making a written request to the manager.
The nursery acknowledges the request in writing and may take up to 1 month to respond, with a possible extension of up to 2 further months for complex or numerous requests. A reasonable fee may be charged for repeated or excessive requests.
Before disclosure, the manager checks the file, identifies third-party information and seeks consent from relevant third parties where required.
A ‘clean copy’ is prepared with information removed where consent is refused or where disclosure would be unsafe or legally inappropriate.
The manager and line manager meet with the parent to explain the file. Only those with parental responsibility, their legal representative or interpreter may attend.
Records must never be altered to make them more acceptable. If a parent disputes factual accuracy, they may request correction. Where the disputed entry is opinion or professional judgement, the nursery may retain the original and record the parent’s view.
Where content is especially sensitive, such as active legal proceedings or ongoing investigations, legal advice must be sought.
All access arrangements remain subject to the paramount duty to keep the child safe.
4) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager
 10.8 Information Sharing
1) Purpose
Parents have a right to know that the information they share will usually be treated as confidential and also to know the circumstances in which the nursery must share information in the public interest or to protect a child or adult.
2) Main rule / nursery commitment
Information is recorded and shared in line with the six General Data Protection Regulation (GDPR) principles: fairness and transparency, purpose limitation, data minimisation, accuracy, storage limitation, and security.
Information may be shared without consent when necessary to prevent a crime, prevent harm, or where not sharing would place a child or adult at greater risk.
Decisions about sharing without consent are never made by one person alone; they are supported by the management team.
3) Procedures / what staff must do
Remember that data protection and human rights law do not stop justified safeguarding information sharing; they provide the framework for doing it properly.
Be open and honest with families from the start about why, what, how and with whom information may be shared, unless doing so would be unsafe or there is a legal duty not to seek consent.
Seek advice if unsure, without identifying the child or family if possible.
Share with informed consent where appropriate and, where consent is refused, decide whether there is still a lawful and proportionate reason to share.
Base all decisions on safety and wellbeing and record concerns, decisions and reasons.
Ensure information shared is necessary, proportionate, relevant, accurate, timely and secure.
Keep a clear record of whether information was shared, not shared, with whom, why and for what purpose.
4) Consent
Parents are given the privacy notice and information about information sharing at registration and sign to show they understand that some information may be shared without consent where safeguarding requires it.
Written consent is sought for additional needs, information sharing and for transition summaries where appropriate.
Consent must be informed, freely given and can be explicit or implicit depending on the situation, but can also be withdrawn.
Where parents are separated, consent usually only needs to be sought from one parent, normally the parent with whom the child lives, unless a dispute makes further consideration necessary.
For looked after children, the local authority as corporate parent may also need to be consulted.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 



































10.9 Working in Partnership with Other Agencies
1) Purpose
We work with local and national agencies to promote the wellbeing of children. Information is shared only for nursery purposes and never for another organisation’s own unrelated use.
2) Procedures / what staff must do
Work in partnership with relevant agencies to promote the wellbeing of children.
Follow the privacy notice, information sharing policy, safeguarding policy and Special Educational Needs and Disabilities procedures when sharing information.
Treat information received from other agencies as third-party information and keep it confidential.
Welcome visiting professionals into the nursery and respect their professional roles.
Ensure visiting professionals do not have unsupervised access to the child they are visiting and do not access other children.
Do not casually share information or seek informal advice about a named child or family.
Seek advice and signpost parents to useful support agencies where relevant, for example speech and language, welfare rights, cultural support or substance misuse services.
Ask parents to inform the nursery if they begin working with an outside agency so the nursery can support joined-up practice.
Complete the 2-year progress check at around 27 months so it can work alongside the health visitor’s progress check.
3) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager












 

10.10 Making a Complaint
1) Purpose
Children and parents are entitled to courtesy and prompt, careful attention. The nursery welcomes suggestions and concerns and aims to resolve complaints fairly, promptly and thoroughly.
2) Main rule / nursery commitment
A written record is kept of complaints that reach stage 2 and above and their outcomes. This is available to parents and Ofsted on request.
3) Complaint stages
Stage 1 - Informal: the parent raises concern with the manager. Most concerns should be resolved at this stage. The issue and resolution are recorded in the child’s file.
Stage 2 - Written complaint: if unresolved or repeated, the complaint is put in writing (or recorded on a template by the manager and signed by the parent). Records are stored in the child’s file or a separate investigation file. The manager meets the parents once the investigation is complete and provides the outcome within 28 days. Summative points are recorded in the complaint investigation record.
Stage 3 - Review meeting: if the parent remains unhappy, a meeting is held with the manager and owner. A signed written record of discussion and agreed action is made and copied to all parties.
Stage 4 - Mediation: if no agreement is reached, an external mediator acceptable to both sides may be invited. The mediator keeps records and all discussions remain confidential.
Stage 5 - Final meeting: a final meeting considers the mediator’s advice and agrees action. A signed record confirms the procedure has concluded.
4) Reporting / recording
Parents may contact Ofsted at any stage, especially where there may be a breach of registration requirements. Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD. Telephone: 0300 123 1231.
If a child appears to be at risk, local safeguarding procedures are followed, and the nursery works with Ofsted or safeguarding partners as needed.
A record of complaints is kept for at least 3 years, including the date, circumstances and how the complaint was managed. The complaint investigation record is available to parents and Ofsted on request.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager



 
11.1 Whistleblowing Policy
1) Purpose
We are committed to openness and accountability. Staff, students and any other adult connected with the nursery should raise serious concerns without fear of harassment or victimisation.
2) Main rule / nursery commitment
This policy supports reporting concerns such as unlawful behaviour, fraud or dishonesty, breaches of policies and procedures, improper conduct, and risks to health and safety.
The policy recognises the protections of the Public Interest Disclosure Act 1998.
Concerns raised in good faith are protected even if they are not later upheld.
3) Procedures / what staff must do
Minor concerns should usually be raised first with a deputy manager. Serious or sensitive concerns must be raised directly with the manager. The owner is notified because they hold overall responsibility for whistleblowing.
Where possible, concerns should be in writing and should include dates, names, places, background and reasons for concern.
Concerns should be raised as soon as possible. The whistleblower is expected to have reasonable grounds for concern, not proof.
The nursery will keep the whistleblower updated and they may bring a representative, colleague or supporter to meetings.
Management may respond through internal investigation, referral to police, Ofsted, children’s social care or another external agency, disciplinary action, suspension or other lawful steps.
Within 10 working days, the nursery will usually confirm receipt, explain how the concern will be handled, outline timescales and say whether further enquiries are needed.
The nursery aims to protect whistleblowers from harassment and victimisation, though any separate disciplinary process already underway will continue.
Anonymous concerns may be considered at management discretion, taking account of seriousness, credibility and whether the allegation can be supported from other sources.
False or malicious allegations may lead to disciplinary action.
4) External reporting routes
National Society for the Prevention of Cruelty to Children (NSPCC) whistleblowing advice line: 0800 0280285; help@nspcc.org.uk; Weston House, 42 Curtain Road, London EC2A 3NH.
Ofsted: 0300 123 1231.
The police.
Public Concern at Work (independent advice): 0207 404 6609 or whistle@pcaw.demons.co.uk.
The Health and Safety Executive or other relevant inspectorate / regulator.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager





























12 CCTV
1) Purpose
CCTV operates in children’s rooms and the garden to help provide a safer and more secure environment for children, staff and families, while protecting property and supporting investigations where needed.
2) Main rule / nursery commitment
CCTV is used to monitor interactions between staff and children, help review incidents such as biting, safeguard staff against allegations, deter crime, protect the building and equipment, and reduce the risk of intruders or abduction.
CCTV is not used for covert staff monitoring, as a webcam for parents, or to share footage with third parties other than police or officials where necessary and lawful.
Parents are not permitted to view footage because it includes other children and is confidential.
3) Location, control and use
The system includes fixed cameras in each children’s room and the garden, a monitor, a digital recorder and public information signs.
No cameras are hidden from view.
The monitor and digital recorder are in a locked cupboard in the office.
Standard cameras record visual images and sound.
The data controllers are the manager and owner. They control access to images and decide how the system is used.
Only approved staff have access to live or recorded images and access is documented.
4) Storage and retention
Recorded images are stored securely so dates and times can be identified.
Recorded images are viewed only when there is suspected criminal activity or to improve practice, for example after an incident.
Where images are kept for evidence, the data controller records why they are retained, where they are stored, any use made of them and when they are destroyed.
The system records continuously, 24 hours a day, in real time.
Images are normally retained for 6 weeks and then automatically overwritten.
5) Monitoring and review
The nursery carries out annual audits of the CCTV system, including review of purpose, location, the images recorded, storage, retention and deletion.
The nursery reserves the right to change or remove the system where appropriate.
6) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager






13 Environmental Sustainability Policy

1) Purpose
We actively promote environmental sustainability in our nursery. We aim to reduce waste, use energy and water responsibly, protect the natural world, and help children learn to care for their environment in an age-appropriate way.
This policy supports the Department for Education expectation that education settings work towards sustainable practice.

2) Main rule / nursery commitment
All staff must:
· model sustainable habits (children learn from what we do)
· follow nursery routines for recycling and resource use
· use materials responsibly and avoid unnecessary waste
· support children to learn about caring for the environment through everyday practice and the Early Years Foundation Stage curriculum (EYFS)

3) Procedures / what staff must do
A) Reducing our environmental impact
Staff will:
· reduce single-use plastics where safe alternatives exist
· reduce energy use (turn off lights/equipment when not needed)
· reduce water waste (turn taps off, report leaks promptly)
· encourage sustainable travel where possible (walking, scooting, cycling, car sharing) by promoting this positively to families
B) Supporting nature and wildlife
Staff will:
· give children regular opportunities to explore nature outdoors
· use natural materials where appropriate (not only plastic resources)
· care for plants/outdoor areas and teach gentle, respectful handling of living things
· use local outings (parks/nature walks) to build curiosity and empathy with nature
C) Sustainability learning (age-appropriate)
Staff will:
· share books, songs and stories about nature and caring for the environment
· include sustainability in play and learning across EYFS areas
· teach simple habits such as:
· don’t drop litter
· put rubbish in the correct bin
· turn taps off
· look after plants and wildlife
D) Being prepared for weather and environmental changes
Staff will:
· review the nursery environment and routines to identify sensible improvements
· consider extreme weather risks (heat, cold, storms) and follow nursery safety procedures to keep children safe
· make practical adjustments when needed (for example: hydration reminders, shade use, appropriate clothing guidance)

4) Recycling, waste reduction and resources (daily practice)
Reduce plastic
Staff will:
· avoid single-use plastic products where possible
· use recycled and natural materials for craft where appropriate
· encourage families (where appropriate) to use reusable containers
· choose less-plastic options when ordering supplies where possible
Reduce, reuse, recycle
Staff will:
· use nursery recycling bins correctly (in line with local recycling guidance)
· reduce printing where possible (use digital systems where suitable; print double-sided if printing is necessary)
· reuse paper/card for children’s activities where appropriate
· recycle printer cartridges and electronic items using approved routes
Reducing food waste and supporting the community
Staff will:
· plan portions sensibly and monitor what children actually eat
· use food efficiently in line with menu planning and food hygiene rules
· support families by collecting and donating food to the local food bank (in line with nursery arrangements)

5) Working with parents/carers
We will:
· share simple sustainability messages with families (noticeboards/newsletters)
· encourage sustainable transport choices where possible
· encourage families to support waste reduction and recycling at home (where appropriate)

7) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager

















Admissions and Funding Entitlement
Government funded hours
Policy statement
It is our intention to make C Day Nursery Ltd accessible to children and families from all sections of the local community. We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.
We offer funded early education and childcare in line with current government guidance and local authority requirements. Children accessing their funded entitlement are able to take those funded hours free of charge. There are no mandatory top-up fees or mandatory charges linked to funded hours. Optional extras may be offered, but they are voluntary and are not a condition of accessing a funded place.
Government funded hours
Eligible families may be able to access funded childcare from the term after their child reaches the relevant age, subject to eligibility and the government’s rules.
Parents/carers should check eligibility and apply through the government childcare service.
Parents/carers must apply for their eligibility code themselves where required. The nursery cannot apply for the government eligibility code on a parent’s behalf. If approved, the parent/carer will receive an eligibility code to provide to the nursery.
When funded hours can start
Children can usually start funded childcare from the term after they become eligible:
· 1 January to 31 March – funding can usually start from the Summer term
· 1 April to 31 August – funding can usually start from the Autumn term
· 1 September to 31 December – funding can usually start from the Spring term
Funding can only be claimed from the term after the child becomes eligible and where all required eligibility conditions have been met.
Parent responsibilities for funded claims
Parents/carers are responsible for:
· applying for their eligibility code themselves, where required
· providing the nursery with a valid eligibility code where applicable
· reconfirming eligibility when required
· ensuring all information given to the nursery is accurate and complete
· completing and returning the nursery’s declaration form on time
The nursery management team will provide the nursery’s own funding declaration / claim form for completion. This form allows Coombe Day Nursery Ltd to make the nursery-side claim with the Local Authority and record the funded hours being used. It is not the application for the government eligibility code.
Failure to apply for a code, provide a valid code, or reconfirm on time may result in funding not being available for the relevant period. In those circumstances, full private fees may become payable for the hours attended. The nursery is not responsible for missed application windows, expired codes, or missed reconfirmation periods.
Compliance
Parents/carers will be required to:
· complete the nursery’s Early Education Funding Declaration / nursery claim form
· provide the parent/carer details requested for the nursery claim process
· provide a valid eligibility code where applicable
· reconfirm eligibility each term / when required by the government system
Stretched funding
Coombe Day Nursery Ltd is open 51 weeks per year. Funded childcare is offered on a stretched basis across 51 weeks.
Where stretched funding applies, the child’s funded hours are allocated across the nursery year first. The nursery then charges its normal hourly rate for the remaining opening hours attended outside those funded hours.
The nursery’s fee breakdown will therefore show:
· the child’s total booked hours across the year
· the funded hours allocated across the year
· the remaining chargeable hours at the nursery’s hourly rate
· any optional extras chosen by the parent/carer
Funded hours are free
The funded entitlement hours themselves are provided free of charge.
There are:
· no mandatory top-up fees for funded hours
· no mandatory charges linked to funded hours
· no requirement to purchase consumables, optional activities or additional private hours in order to access a funded place
· no requirement to purchase meals in order to access a funded place, although food arrangements must comply with the nursery’s allergy and food safety controls
Optional charges may only apply where they are voluntary, clearly explained, and not a condition of taking up the funded place.
Optional charges
Government funding does not cover the cost of meals, some consumables, additional private paid hours, or optional additional services. Coombe Day Nursery Ltd may charge for these items only where they are optional and chosen by parents/carers.
1. Meals, drinks and snacks 
We cook nutritious food fresh on site and provide meals, drinks and snacks across the day.
Where selected, nursery food is charged at:
· £8.00 per booked day Spread out across a year
However, due to life-threatening allergies on site, parents/carers must not bring food into the nursery unless this has been specifically agreed in advance by the nursery management team in line with our allergy, food safety and safeguarding procedures.
If a parent/carer does not wish to purchase nursery meals, the nursery will discuss a reasonable alternative so that the child can still access their funded place safely. 
Parents/carers must not assume that outside food is permitted unless written agreement has been given by management.
2. Enrichment and Care Consumables 
Coombe Day Nursery Ltd offers an optional daily charge for:
· Enrichment and Care Consumables: £2.00 per booked day
This may include, where applicable:
· nappies
· wipes
· nappy bags / sacks
· other agreed care consumables
· optional extra enhancement activities – for example Mandarin and Tiny Talk
· special events or visiting experiences – for example theatre productions and special visits such as a farm visit
· other optional enhancements outside the core EYFS offer
This charge is optional and is not a condition of accessing a funded place.
3. Additional private paid hours
Any childcare attended outside a child’s funded entitlement is charged at the nursery’s normal private hourly or session rate in line with the nursery’s current fee schedule.
Purchasing additional private paid hours is not required in order to access a funded place.
Opt-out of optional charges
Our optional charges are set out in advance and form part of our standard fee information.
Optional charges will be applied in line with the nursery’s standard fee structure unless a parent/carer notifies the nursery in writing that they wish to opt out.
Parents/carers may opt out of optional charges at any time by giving written notice to the nursery. The nursery will then update the child’s billing and discuss any reasonable alternatives where needed.
Opting out of optional charges will not affect a child’s access to their funded place.
Reasonable alternatives
Where a parent/carer chooses not to pay for optional extras, Coombe Day Nursery Ltd will discuss reasonable alternatives so the child can still access their funded entitlement. This may include:
· parents supplying their own nappies, wipes, or other agreed consumables
· a specific safe food arrangement approved by management where appropriate 
· the child accessing the standard EYFS provision without the optional chargeable enhancement
Children who do not take optional extras will still receive provision that meets EYFS requirements.
Monthly fee calculation
Coombe Day Nursery Ltd spreads fees across 51 weeks per year and divides them by 12 months to provide consistent monthly payments.
Where applicable, optional daily charges are calculated using the child’s booked attendance pattern across the year.
Where funding applies, the child’s funded hours are allocated across the year first, and the remaining chargeable hours are billed at the nursery’s usual hourly rate. Optional extras selected by the parent/carer are then added separately.
Transparency and invoicing
The nursery will provide clear fee information to parents/carers.
Invoices and fee breakdowns will clearly show, where applicable:
· funded entitlement hours
· additional private paid hours
· food charges
· non-food consumables charges
· activities charges
Itemised invoices will be provided upon starting the nursery.
Admissions and accessibility
Our setting and its practices are welcoming and make it clear that fathers, mothers, other relations and carers are all welcome.
Our setting and its practices operate in a way that encourages positive regard for and understanding of difference and ability, whether gender, family structure, class, background, religion, ethnicity or competence in spoken English.
We support children and/or parents with disabilities to take full part in all activities within our setting.
We monitor the needs and background of children joining our setting on the Registration Form to ensure that no accidental or unintentional discrimination is taking place.
We share and widely promote our Valuing Diversity and Promoting Equality Policy.
We are flexible about attendance patterns to accommodate the needs of individual children and families, provided these do not disrupt the continuity and stability of the setting for all children.
Failure to comply with the nursery’s terms and conditions may ultimately result in the provision of a place being withdrawn, subject to the nursery’s admissions and contractual procedures.
Procedures
We ensure that the existence of our setting is widely advertised in places accessible to all sections of the community.
We ensure that information about our setting is accessible, using simple plain English, in written and spoken form and, where appropriate, provided in different community languages and other formats on request.
We arrange our waiting list in order of availability across the nursery, to be able to provide as many families as possible with places. In addition, we may consider:
· the length of time on the waiting list
· whether any siblings already attend the setting
· sibling priority
· the capacity of the setting to meet the individual needs of the child
We offer funded places in accordance with current guidance, local authority requirements, availability, and the nursery’s admissions arrangements.
5) Policy details
Provider: Coombe Day Nursery Ltd
Date last reviewed: March 2026
Name of signatory: Naveena Joshi
Role: Manager
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