
  



 
 
 
 
 
 

“Quality education 
 

for local children”                   
 

 
 

Pentrich Road, Swanwick, Derbyshire DE55 1BN 
 
 
Dear Parents/Guardian’s 
 
Welcome to Swanwick Pre-School 
 
We are pleased to welcome you to our group. 
 
We hope this welcome book will explain how our Pre-School is run.  If you have any further questions, 
please don’t hesitate to contact us.  
 
Our contact number is 01773 607885 or email swanwick.pre.school@googlemail.com 
 
As a Pre-School we work hard to create high quality care and education. Our aim is to work in 
partnership with parents/carers to make your child’s Pre-School days, happy days, as they start their 
educational journey. 
 
We are a committee run Pre–school, always looking to welcome new members.  As a committee we 
work closely with the staff on the overall management, development and smooth running of the Pre-
School. If you are interested in joining the committee, please email our Administrator/Treasurer on 
treasurer.swanwickpreschool@gmail.com or speak to a member of staff. 
 
 
Yours sincerely 
 
 
 
 
Lynda Wardle 
Pre-School Leader 
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Early years prospectus 
 

Swanwick Pre School  

Pentrich Road, Swanwick, Alfreton, Derbyshire, DE55 1BN 

Telephone number 01773 607885 

Company number: 4646503 Charity number: 1098128 

Email address swanwick.pre.school@googlemail.com 

Website www.swanwickpreschool.co.uk 

 

Welcome to Swanwick Pre School and thank you for registering your child with us.  

 

We know how important your child is and aim to deliver the highest quality of care and education to 

help them to achieve their best. 

 

This prospectus aims to provide you with an introduction to Swanwick Pre School, our routines, our 

approach to supporting your child’s learning and development and how we aim to work together with 

you to best meet your child’s individual needs. This should be read alongside our Childcare Terms 

and Conditions for a full description of our services.  

 

Swanwick Pre School is open 38 weeks each year (term time only) Monday to Friday  

9.00am – 12.00pm 

12.40pm – 3.40pm 

 

Swanwick Pre School aims to: 

▪ provide high quality care and education for children below statutory school age; 

▪ work in partnership with parents to help children to learn and develop; 

▪ add to the life and well-being of the local community; and 

▪ offer children and their parents a service that promotes equality and values diversity. 

 

Parents 
You are regarded as members of our setting who have full participatory rights. These include a right 

to be: 

▪ valued and respected; 

▪ kept informed; 

▪ consulted; 

▪ involved; and 

▪ included at all levels. 
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As a voluntary managed setting, we also depend on the good will of parents and their involvement 

to keep going. Membership of the setting carries expectations on you for your support and 

commitment. 

 

Children's learning and development 

 

We aim to ensure that each child: 

▪ is in a safe and stimulating environment; 

▪ is given generous care and attention, because of our ratio of qualified staff to children 

▪ has the chance to join in with other children and adults to live, play, work and learn together; 

▪ is helped to to take forward her/his learning and development by being helped to build on what 

she/he already knows and can do; 

▪ is assigned a key person who makes sure each child’s care is tailored to meet his/her individual 

needs; 

▪ is in a Pre School that sees parents as partners in helping each child to learn and develop; and 

▪ is in a Pre School in which parents help to shape the service it offers. 

 

The Early Years Foundation Stage 

Provision for the development and learning of children from birth to 5 years is guided by the Early 

Years Foundation Stage. Our provision reflects the four overarching principles of the Statutory 

Framework for the Early Years Foundation Stage (DfE 2021): 

 

A Unique Child 

Every child is a unique child who is constantly learning and can be resilient, capable, confident and 

self-assured. 

Positive Relationships 

Children learn to be strong and independent through positive relationships. 

Enabling Environments 

Children learn and develop well in enabling environments with teaching and support from adults, 

who respond to their individual interests and needs and help them to build their learning over time. 

Children benefit from a strong partnership between practitioners and parents and/or carers. 

Learning and Development 

Children develop and learn at different rates (see Characteristics of Effective Learning below). The 

framework covers the education and care of all children in early years provision including children 

with special educational needs and disabilities (SEND).  

 
 



 

Page 4  

How we provide for learning and development 

 
Children start to learn about the world around them from the moment they are born. The care and 

education offered by Pre School helps children to continue to do this by providing all of the children 

with interesting activities that are appropriate for their age and stage of development. 

 

The Areas of Development and Learning comprise: 

▪ Prime Areas 

- Communication and Language. 

- Personal, Social and Emotional Development. 

- Physical Development. 

▪ Specific Areas 

- Literacy. 

- Mathematics. 

- Understanding the World. 

- Expressive Arts and Design. 

 

For each area, the level of progress that children are expected to have attained by the end of the 

Early Years Foundation Stage is defined by the Early Learning Goals. These goals state what it is 

expected that children will know, and be able to do, by the end of their Primary School reception 

year of their education. 

 
The Early Years Outcomes (DfE 2021) guidance sets out the likely stages of progress a child makes 

along their progress towards the Early Learning Goals.  Pre School has regard to these when we 

assess children and plan for their learning. Our program supports children to develop the 

knowledge, skills and understanding they need for: 

 

Communication and Language 

▪ Listening, Attention and Understanding 

▪ Speaking 

 
Personal, Social and Emotional Development 

▪ Self-Regulation 

▪ Managing-self 

▪ Building Relationships 

 
Physical Development 

▪ Gross Motor Skills 
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▪ Fine Motor Skills 

 
Literacy 

▪ Comprehension 

▪ Reading 

▪ Writing 
 

Mathematics 

▪ Number 

▪ Numerical Pattern 

 
Understanding the World 

▪ Past and Present 

▪ People, Culture and Communities 

▪ The Natural World 

 
Expressive Arts and Design 

▪ Creating with Materials 

▪ Being Imaginative and Expressive 

 

Our approach to learning and development and assessment 

 

Learning Through Play 

Being active and playing supports young children’s learning and development through doing and 

talking. This is how children learn to think about and understand the world around them.  Key 

persons consider the individual needs, interests and development of each child and use this 

information to plan a challenging and enjoyable experience for each child in all areas of learning and 

development.  Children learn by leading their own play and by taking part in play which is guided by 

adults.   

 

Characteristics of Effective Learning 

In Planning and guiding what children learn practitioners reflect on the different rates at which 

children are developing and adjust their practice appropriately. 

Three characteristics of effective learning are: 

• Playing and Exploring – children investigate and experience things and ‘have a go’ 

• Active Learning – children concentrate and keep on trying if they encounter difficulties, and 

enjoy achievements 
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• Creating and Thinking Critically – children have and develop their own ideas and make links 

between ideas, and develop strategies for doing things. 

 

We aim to provide for the characteristics of effective learning by observing how a child is learning 

and being clear about what we can do and provide in order to support each child to remain an 

effective and motivated learner. 

 

Assessment 

Assessment plays an important part of helping parents, carers and their practitioners to recognise 

children’s progress, understand their needs and to plan activities and support.  For further 

information see; What to Expect When: www.foundationyears.org.uk/2015/03/what-to-expect-when-

a-parents-guide  

On going assessment is an integral part of the learning and development process.  This involves 

practitioners knowing children’s level of achievement and interests and then shaping teaching and 

learning experiences for each child reflecting that knowledge.  Parents and carers will be kept up to 

date with their child’s progress and development. 

 

The progress check at age two 

The Early Years Foundation Stage requires that we supply parents and carers with a short-written 

summary of their child’s development in the three prime areas of learning and development when a 

child is aged between two and three. This progress check identifies the child’s strengths and any 

areas where the child’s progress is less than expected.  Your child’s key person is responsible for 

completing the check using information from on-going observational assessments carried out as 

part of our everyday practice, taking account of the views and contributions of parents and other 

professionals.   

 

Developmental Records 

 

We keep a developmental record for each child. Your child's developmental record helps us to 

celebrate together her/his achievements and to work together to provide what your child needs for 

her/his well-being and to make progress towards the next steps in learning and development. 

 

Your child's key person will work in partnership with you to keep this record. To do this you and the 

key person will collect information about your child's needs, activities, interests and achievements. 

This information will enable the key person to identify your child's stage of progress and together, 

we will then decide on how to help your child to move on to the next stage.  
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Key Person and your Child 

Pre School uses a key person approach. Each child is assigned a Key person.  The Key person role 

is to help ensure that every child’s care is tailored to meet their individual needs to help the child 

become familiar with the setting, offer a settled relationship for the child and build a relationship with 

their parents.  Your child's Key person will be the person who works with you to make sure that the 

childcare that we provide is right for your child's particular needs and interests.  

 

Working together for your children 

We maintain the ratio of adults to children in the setting that is set by the EYFS Safeguarding and 

Welfare Requirements. We also have volunteer parent helpers, where possible, to complement 

these ratios. This helps us to: 

▪ give time and attention to each child; 

▪ talk with the children about their interests and activities; 

▪ help children to experience and benefit from the activities we provide; and 

▪ allow the children to explore and be adventurous in safety 

 

The staff who work at our Pre School are: 

Name Job Title Qualifications and Experience 

Lynda Wardle Manager FdA CYPS & NVQ 3 level in 

Childcare & Pediatric first aid 

Jane Lineker Assistant Manager NVQ3 & Diploma in Childcare 

Pediatric first aid 

Sandra Parsons Supervisor NNEB & Diploma in Childcare 

Pediatric first aid 

Rebecca Jaques Assistant NVQ level 3 in Childcare 

Pediatric first aid 

Jeanette Boyd Supervisor NVQ level 3 in Childcare 

Pediatric first aid 

Pam Peachey Assistant NVQ level 3 in Childcare 

Pediatric first aid 

Jayne Upton Supervisor NVQ level 3 in Childcare 

Pediatric first aid 

Alison Pickering Administrator/ Treasurer  
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How parents take part in the setting 

 

Swanwick Pre School recognises parents as the first and most important educators of their children. 

All of our staff see themselves as partners with parents in providing care and education for their 

children. There are many ways in which parents take part in making our setting a welcoming and 

stimulating place for children and parents, such as: 

▪ Exchanging knowledge about their children's needs, activities, interests and progress with our 

staff 

▪ Contributing to the progress check at age two; 

▪ Helping at sessions of the Pre School; 

▪ Sharing their own special interests with the children; 

▪ Helping to provide and look after the equipment and materials used in the children's play 

activities; 

▪ Being part of the management of the setting where appropriate; 

▪ Taking part in events  

▪ Joining in community activities, in which the setting takes part; 

▪ Building friendships with other parents in the setting. 

▪ Supporting the various fundraising events held throughout the year 

 

The parents' rota (Postponed due to Covid-19 government guidelines) 
 

Pre School has a dated rota, which parents can sign if they would like to help at a particular session 

or sessions of the setting. Helping at the session enables parents to see what the day-to-day life of 

Pre School is like and to join in helping the children to get the best out of their activities. To help 

your child settle it is not advisable to be on the rota the first term your child starts Pre School. 

 

 

Joining in 

 

Joining the rota is not the only means of taking part in the life of the Pre School. Parents can offer to 

take part in a session by sharing their own interests and skills with the children. Parents have visited 

the Pre School to play a musical instrument, talk about their work or bring animals to visit the group. 

Joining the Pre-School committee is an excellent way to get involved in Pre-School life.  
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Learning opportunities for adults 

 

As well as gaining childcare qualifications, our staff take part in further training to help them to keep 

up-to date with current thinking about early years care and education. We also keep up-to-date with 

best practice, as a member of the Early Years Alliance, through Under 5 magazine and other 

publications produced by the Alliance.   

 

The setting's timetable and routines 

 

Pre School believes that care and education are equally important in the experience, which we offer 

children. The routines and activities that make up the day in Pre School are provided in ways that: 

▪ help each child to feel that she/he is a valued member of the setting; 

▪ ensure the safety of each child; 

▪ help children to gain from the social experience of being part of a group; and 

▪ provide children with opportunities to learn and help them to value learning. 

 

The session 

 

Swanwick Pre School sessions enable the children to choose from a range of activities and, in doing 

so, build up their ability to select and work through a task to its completion. The children are also 

helped and encouraged to take part in adult-led small and large group activities, which introduce 

them to new experiences and help them to gain new skills, as well as helping them to learn to work 

with others. Outdoor activities contribute to children's health, their physical development and their 

knowledge of the world around them. The children have the opportunity, and are encouraged, to 

take part in outdoor child initiated and adult-led activities, as well as indoor activities.   

 
Snacks  
 

We make snacks a social time at which children and adults eat together. We plan the menus for 

snacks so that they provide the children with healthy and nutritious food. Please tell us about any   

dietary requirements, preferences or food allergies your child may have and we will plan 

accordingly. Fresh drinking water is available and accessible at all times and a choice of milk or 

water is offered at snack time.  
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Clothing 
 

We provide protective clothing for the children when they play with messy activities. We encourage 

children to gain the skills that help them to be independent and look after themselves. These include 

taking themselves to the toilet and taking off, and putting on, outdoor clothes. Clothing that is easy 

for them to manage will help them to do this. 

Pre School have a uniform that may be purchased although this is not compulsory. Please email 

treasurer.swanwickpreschool@gmail.com to order your uniform. 

 
Please put your child’s name on their clothing, bags and shoes. 

 

Policies 

 

Please do not friend request Pre School staff on social media to avoid a breach of expected 
professional conduct. 
 

All policies are available on our website. 
 

Our policies help us to make sure that the service provided by our setting is a high quality one and 

that being a member of the Pre School is an enjoyable and beneficial experience for each child and 

her/his parents.  
 

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

part in the annual review of the policies. This review helps us to make sure that the policies are 

enabling our Pre School to provide a quality service for its members and the local community. 

 

Information we hold about you and your child 
We have procedures in place for the recording and sharing of information data about you and your 

child that is compliant with the principles of the General Data Protection Regulations (2018) as 

follows: 

The data is we collect is 

1. Processed fairly, lawfully and in a transparent manner in relation to the data subject [you and 
your family] 

2. Collected for specified, explicit and legitimate purposes and not further processed for other 
purposes incompatible with those purposes. 

3. Adequate, relevant and limited to what is necessary in relation to the purposes for which 
data is processed. 

4. Accurate and, where necessary, kept up to date. 

5. Kept in a form that permits identification of data subjects [you and your family] for no longer 
than is necessary for the purposes for which the personal data is processed. 

6. Processed in a way that ensures appropriate security of the personal data including 
protection against unauthorised or unlawful processing and against accidental loss, 
destruction or damage, using appropriate technical or organisational measures. 
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When you register your child with us we will provide you with a privacy notice that gives you further 

details of how we fulfil our obligations with regard to your data. 

 
 
 

Safeguarding children 

 

Pre School has a duty under the law to help safeguard children against suspected or actual 

‘significant harm’. Our employment practices ensure children against the likelihood of abuse in our 

Pre School and we have a procedure for managing complaints or allegations against a member of 

staff. 
 

Our way of working with children and their parents ensures that we are aware of any problems that 

may emerge and can offer support, including referral to appropriate agencies when necessary, to 

help families in difficulty.  

 
Special  educational needs 

 

To make sure that our Pre School meets the needs of each individual child, we take account of any 

special needs a child may have. We work to the requirements of the Special Educational Needs 

Code of Practice (2014). 
 

Our Special Educational Needs Co-ordinator is Jeanette Boyd and our assistant Senco 

Rebecca Jaques 

 

The management of Swanwick Pre School 

 

Our Pre School is a charity and as such is managed by a volunteer management committee - whose 

members are elected by the parents of the children who attend our setting. The elections take place 

at our Annual General Meeting.  

The Committee is responsible for: 

▪ managing our Pre School finances; 

▪ employing and managing the staff; 

▪ making sure that Pre School, has and works to, policies which help us to provide a high-quality 

service; and 

▪ making sure that Pre School work in partnership with parents. 
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The Annual General Meeting is open to the parents of all of the children who attend our setting. It is 

our shared forum for looking back over the previous year's activities and shaping the coming year's 

plan. 

 

As a Pre School we are always looking for new members to come and join us.  The committee is 

responsible for the management of Pre School and they plan the fundraising events throughout the 

year. Without the support of parents Pre School cannot stay open. Please speak to a member of 

staff if you are interested. 
 

Fees 

 

The fees are £12.48 payable half-termly in advance.  An invoice will be issued on your child’s first 

session. Fees must still be paid if children are absent without notice for a short period of time. If your 

child has to be absent over a long period of time, talk to the staff or Lynda Wardle who is our 

manager.  
 

For your child to keep her/his place at Pre School, you must pay the fees. We are in receipt of 

nursery education funding for two, three and four-year old’s; where funding is not received, then 

fees apply. 
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Starting at Pre School 

 

The first days 

We want your child to feel happy and safe with us. To make sure that this is the case, the staff will 

work with you to decide on how to help your child to settle into the Pre School. Our policy on the 

Role of the Key Person and Settling-in can be found online.  

 

We hope that you and your child enjoy being members of Pre School and that you both find taking 

part in our activities interesting and stimulating. The staff members are always ready and willing to 

talk with you about your ideas, views or questions. 

 

Absence 

We require a written or email explanation of absence if it totals 5 or more consecutive days. A 

telephone explanation or email is adequate for absence of less than 5 days.  

 

Finally 

We hope that you and your child enjoy being members of the pre-school and that you both find 

taking part in our activities interesting and stimulating. The staff are always ready and willing to talk 

with you about your ideas, views or questions.  However, if you have any concerns or comments 

please contact a member of staff, the committee chair or Lynda Wardle the manager. 
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Swanwick Pre school term dates 
 
 

Autumn Term 
 
6th September 2021 – 22nd October 2021 
 
1st November 2021 – 17th December 2021 plus additional dates to allow for Christmas activities, 
depending on covid-19 guidelines 
                                                                               
There will be an opportunity to talk to your child’s key person in October 
 
 

Spring Term 
 
10th January 2022 – 18th February 2022 
 
28th February 2022 – 8th April 2022 
 
There will be an opportunity to talk to your child’s key person in March 
 
 

Summer Term 
 
25th April 2022 – 27th May 2022 
 
6th June 2022 – 22nd July 2022 
 
Reports will be presented in July 
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Characteristics of Effective 
Learning 

  
Areas of Learning and 
Development 

 
Aspect 

 
 
Playing and exploring  
 
Children investigate and 
experience things 
Children have a go 

 Prime Areas  

 Communication and Language Listening, Attention and 
Understanding 

 Speaking 

 

 Personal, Social and Emotional 
Development 

Self-Regulation 

 Managing Self 

 Building Relationships 
 

 
 
Active Learning  
 
Children concentrate and keep on 
trying if they encounter difficulties 
and enjoy achievements 

 Physical Development Gross Motor Skills 

 Fine Motor Skills 

 

  
Specific Areas 

 

 Literacy Comprehension 

 Reading 

 Writing 

 
 
Creating and thinking 
critically  
 
Have and develop their own ideas 
Make links between ideas 
Develop strategies for doing things 

 Mathematics Number 

 Numerical Patterns 

 Understanding the World Past and Present 

 People, Culture and Communities 

 The Natural World 

 Expressive Arts and Design Creating with Materials 

 Being Imaginative and Expressive 
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Guidelines to the daily routine 
 

AM PM  

9.00 12.40 
Children arrive and registration 
 
Free play – child-initiated and adult-led activities – solitary, 
parallel, small groups – moving freely 

10.15 1.55 Physical – as per 8-week plan 

10.30 2.10 
Toilet and hand washing 
 
Snack time 

10.45 2.25 Free flow 
11.35 3.15 Singing and rhymes 
11.45 3.25 Story time 
11.55 3.35 Coat and preparation for home time 

 
Please note 
 
Apart from arrival and home times, this timetable is flexible so that full advantage can be 
taken of unexpected opportunities. 
 
Swanwick Pre School actively promote British Values which are incorporated in the Pre 
School rules 
 

Swanwick Pre School Rules 
 
We listen 
 
We walk indoors 
 
We share 
 
We are kind to our friends 
 
The red man means stop 
 
We must tell a grown up if we are sad or hurt 
 
Please remember to say please or thank you 
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Other helpful information 
 
These events are things that in a normal school year would happen. For the next school 
year, we do not know what the guidelines will be so you will be notified in advance if 
they will be happening. 

 
 

Photographer 
 
A photographer attends pre-school during the October holidays.  Everyone is welcome for 
single/family photographs 
 
 

Christmas Concert 
 
Every child who attends pre-school has the opportunity to take part in our Christmas production. 
This takes place at a local venue and will last approximately 30 minutes.  You will be notified of the 
time, date and location at the beginning of November.  A list will be put up in pre-school you will be 
informed of your child’s allocated part in the concert and the simple costume requirements. 
 
Parents and close family are invited to the performance. 
 
 
 

Home link books 
 
You are given a book to record your child’s current interests, achievements or family events. This 
assists the keyperson in developing their knowledge of your child. 
 
Conversation and activities can then be planned which are of interest and stimulating.       
 
 

Share care diaries 
 
If your child attends another setting, we use the share care diaries to help with their learning and 
development.                                                             
 
Look out for other events throughout the year. 
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We believe that... 
 
 
Parents are children’s first and most enduring educators.  When parents and practitioners work 
together in early years’ settings, the results have a positive impact on children’s development and 
learning. 
 
Warm trusting relationships with knowledgeable adults support children’s learning more effectively 
than any amount of resources. 
 
Our environment supports every child’s learning through planned experiences and activities that are 
challenging but achievable. 
 
Children’s play reflects their wide-ranging and varied interests. In their play children learn at their 
highest level.  Play with peers is important for children’s development. 
 
When children have opportunities to play with ideas in different situations and with a variety of 
resources, they discover connections and come to new and better understandings and ways of 
doing things. 
 
Adult support in this process enhances their ability to think critically and ask questions. 
 
Play is indeed the children’s work and the means by which he or she grows and develops. 
 
Play brings together all of a child’s development and learning. 
 
It is not always important that a child takes some completed work home; please remember the poem 
below. 
 

 
Oh what a busy morning! I’ve been playing with the dough 

And with a little help upon a card, I learned how to sew 
I helped my friend ‘Nurse Sarah’, to perform an operation 

Then fixed the track together for my train and built a station 
I popped inside the play kitchen to make a cup of tea 

And stood beside the cooker making lunch for 23! 
I completed 3 whole jigsaws and played a new board game 
And had a turn on all the bikes, the slide and climbing frame 

I poured my drink at snack time  
Then listened to the story and sang a nursery rhyme 

But now the mornings over and the mummies are all waiting 
I hope my mother doesn’t say 
I wish you’d done a painting 
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Fees and payment 
 

• The fees are £12.48 per session for children under 3 years old 
• The fees are £12.48 per session or a DCC entitlement for children in the term after their 3rd 

birthday. 
 
These additional conditions also apply: 
• The fees are payable for each half term in advance. 
• Fees are still payable if the child is absent. 

Funded Sessions 
 
Universal 15 hours for all 3 and 4 year olds. 

If your child is entitled to the funding (maximum of 15 hours per week and subject to place availability 
and Local Authority allowances) from the term following their 3rd Birthday, then pre-school will claim the 
allowance directly from Derbyshire County Council 

To enable us to claim your child’s funding, we must submit an EY1 form to the Early Years Department 
at Matlock each term.  Please note that your child is only entitled to the free sessions as detailed below 
the term following their 3rd birthday. 

Example: 

D.O.B. 1st September to 31st December (incl) – funding available from Spring Term. 

D.O.B. 1st January to 31st March (incl) – funding available from Summer Term. 

D.O.B. 1st April to 31st August (incl) – funding available from Autumn Term. 

2 year funding is also available for some children. 

The EY1 form needs to be completed and signed by the child’s parent/carer and the manager at 
pre-school before being submitted to Matlock to be processed.  This must be done before the end of 
the previous term to enable pre-school to claim a free session(s) for your child. 

The manager at Pre-school will ensure that children eligible for a funded place receive the EY1 form 
for completion by the parent/carer. 

 
Under the current Funding Agreement, a child should attend for 90% of their funded claim.  If 
attendance is lower than 90%, DCC can reclaim the monies paid to pre-school, if attendance 
consistently falls below that level. Pre-School therefore will need to monitor patterns of 
attendance including drop off and pick up times. Pre-School will then reserve the right to 
reduce or withdraw a child’s place if attendance is consistently low. Any absence requires a 
written reason so an absence form (or written letter) must be completed for our records. 
 
Additional 15 hours 
 
In order to receive funding for the extended 15 hours the term after your child is 3 you must go on 
the government website www.childcarechoices.gov.uk to obtain a code. If eligible you will need to 
complete the additional funding section on the DCC FE1 formstating your national insurance 
number, date of birth and eligibility code. Claims must be updated at least termly when an email is 
received from the government. Failure to keep claims up to date will result in you being responsible 
for paying for extended sessions. 
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Payment methods 
 
 
Where possible we ask that online banking be used; it helps us with accounting and handling less 
cash.  However, we do still accept cheques and cash as a method of payment. 
 
If you wish to pay on line our bank details are as follows: 
 
Sort code: 05-04-07   Bank account number: 70095432 
 
Please ensure you use your child’s name as the reference 
 
If you do pay online, please confirm by email or by informing the Pre-School staff. 
 
 

Employers voucher scheme  
 
We now accept voucher payments from Computershare, Edenred, Fideliti and Busy Bees, Sodexo, 
Kiddivoucher, Childcare Plus and Kidsclubplus. 
 
Our provider number for Computershare is: 0016040867 
 
Our provider number for Edenred is: P20716037 
 
Our Provider number for Fideliti is: SWA030C 
 
Our provider number for Busy Bees is: 436343 
 
Our provider number for RG Childcare is: 04957767749 
 
Our provider number for Sodexo is: 841609 
 
 
If you wish to pay by this method, please email the administrator. 
 
 
If for any reason you have concerns about making payments, please see a member of staff who will 
be happy to discuss with you in confidence. 
 
If you would like to discuss methods of payments, please do not hesitate to contact Alison Pickering 
(Pre-school administrator/ treasurer) on treasurer.swanwickpreschool@gmail.com 
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Swanwick Pre-School Policies 
 
 
The following pages provide the text of relevant policies and procedures. All policies are available 
on the Pre School website.  The original policies are on file at pre-school.  If you wish to see these 
original copies please ask a member of staff, the committee chair or Lynda Wardle the manager. 
 
 

Admissions Policy 
 
We aim to ensure that all sections of our community have access to the Pre-School, through open, 
fair and clearly communicated procedures. 

Pre-School is advertised in places accessible to all sections of the community, in written and spoken 
form. 

Our waiting list is in birth order, in addition to this we take into account: 

• The vicinity of the home to the setting 

• Siblings already attending Pre School 

• We then allocate spare places to children out of area 

We welcome individuals regardless of their gender, special educational needs, disabilities, lifestyle, 
religion, ethnicity or competence in spoken English.  

Pre-School offers sessional care; we are flexible about the attendance patterns to accommodate the 
needs of individual children and families.  

Children with DCC entitlement will take preference over paying allocations, with funded 2-
year-olds having priority. In line with the government proposal, the universal 15 hours will 
take preference over the additional 15 hours of funding; some working parents may be 
entitled to. Children will be offered where possible 5 sessions per week from the September 
before they leave for school. 

If a funded child leaves Pre School before headcount day, parents must pay any sessions already 
completed (approximately 2 weeks) 
Parents of non-funded children must sign a contract of agreement stating that they must give 2 
weeks notice if they wish to stop sessions and sessions within this notice period must be paid for. 
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Safeguarding children, young people and vulnerable adults 
 

Policy statement 
 
Swanwick Pre School setting will work with children, parents and the community to ensure the 

rights and safety of children, young people* and vulnerable adults. Our Safeguarding Policy is 

based on the three key commitments of the Pre-school Learning Alliance Safeguarding Children 

Policy. 

 

Procedures 
 
Swanwick Pre School carry out the following procedures to ensure we meet the three key 

commitments of the Alliance Safeguarding Children Policy, which incorporates responding to 

child protection concerns. 

 

Key commitment 1 

We are committed to building a 'culture of safety' in which children, young people and vulnerable 

adults are protected from abuse and harm in all areas of our service delivery. 

 

  Our designated person (a member of staff) who co-ordinates child, young person and 

vulnerable adult protection issues is: 

Lynda Wardle 

 When the setting is open but the designated person is not on site, a suitably trained deputy is 

available at all times for staff to discuss safeguarding concerns. (Jane Lineker) 

 
 Our designated officer is: 

Lindsay Wharton-Howett 

 The designated person, the suitably trained deputy and the designated officer ensure they 

have relevant links with statutory and voluntary organisations with regard to safeguarding. 

 The designated person (and the person who deputises for them) understands LSCB 

safeguarding procedures, attends relevant LSCB training at least every two years and 

refreshes their knowledge of safeguarding at least annually. 

  We ensure all staff are trained to understand our safeguarding policies and procedures and 

that parents are made aware of them too. 

 All staff understand that safeguarding is their responsibility. 

 Safeguarding children, young people and vulnerable adults 
 All staff remain alert to any signs that during the current COVID-19 outbreak a child in their 

care is suffering from or likely to be suffering from harm. This include signs of neglect that 
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may be caused by extraordinary circumstances due to measures to curb the spread of the 

virus. 
 

 All staff have an up-to-date knowledge of safeguarding issues, are alert to potential indicators 

and signs of abuse and neglect and understand their professional duty to ensure 

safeguarding and child protection concerns are reported to the local authority children’s social 

care team or the NSPCC. They receive updates on safeguarding at least annually. 

 All staff are confident to ask questions in relation to any safeguarding concerns and know not 

to just take things at face value but can be respectfully sceptical. 

 All staff understand the principles of early help (as defined in Working Together to Safeguard 

Children, 2018) and are able to identify those children and families who may be in need of 

early help and enable them to access it. 

 All staff understand the thresholds of significant harm and understand how to access services 

for families, including for those families who are below the threshold for significant harm, 

according to arrangements published by the LSCB or safeguarding partners in areas where 

the safeguarding partners have replaced the LSCB. 

 All staff understand their responsibilities under the General Data Protection Regulation and 

the Data Protection Act 2018, and understand relevant safeguarding legislation, statutory 

requirements and local safeguarding partner requirements and ensure that any information 

they may share about parents and their children with other agencies is shared appropriately 

and lawfully. 

 We will support families to receive appropriate early help by sharing information with other 

agencies in accordance with statutory requirements and legislation. 

 We will share information lawfully with safeguarding partners and other agencies where there 

are safeguarding concerns. 

 We will be transparent about how we lawfully process data. 

 All staff understand how to escalate their concerns in the event that they feel either the local 

authority and/or their own organisation has not acted adequately to safeguard and know how 

to follow local safeguarding procedures to resolve professional disputes between staff and 

organisations. 

 All staff understand what the organisation expects of them in terms of their required 

behaviour and conduct, and follow our policies and procedures on positive behavior, online 

safety (including use of cameras and mobile phones), whistleblowing and dignity at work. 

 Children have a key person to build a relationship with, and are supported to articulate any 

worries, concerns or complaints that they may have in an age-appropriate way. 

 All staff understand our policy on promoting positive behaviour and follow it in relation to 

children showing aggression towards other children. 

 Adequate and appropriate staffing resources are provided to meet the needs of children. 
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 Applicants for posts within the setting are clearly informed that the positions are exempt from 

the Rehabilitation of Offenders Act 1974. 

 Enhanced criminal records and barred lists checks and other suitability checks are carried out 

for staff and volunteers prior to their post being confirmed, to ensure that no disqualified 

person or unsuitable person works at the setting or has access to the children. 

 Where applications are rejected based on information disclosed, applicants have the right to 

know and to challenge incorrect information. 

 Enhanced criminal records and barred lists checks are carried out on anyone living or 

working on the premises. 

 Volunteers must: 

- be aged 17 or over; (unless on work experience) 

- be considered competent and responsible; 

- receive a robust induction and regular supervisory meetings; 

- be familiar with all the settings policies and procedures; 

- be fully checked for suitability if they are to have unsupervised access to the children at 

any time. 

 Information is recorded about staff qualifications, and the identity checks and vetting 

processes that have been completed including: 

- the criminal records disclosure reference number; 

- certificate of good conduct or equivalent where a UK DBS check is not appropriate; 

- the date the disclosure was obtained; and 

- details of who obtained it. 

 All staff and volunteers are informed that they are expected to disclose any convictions, 

cautions, court orders or reprimands and warnings which may affect their suitability to work with 

children (whether received before or during their employment with us). 

 From 31 August 2018, staff and volunteers in childcare settings that are not based on domestic 

premises are not required to notify their line manager if anyone in their household (including 

family members, lodgers, partners etc.) has any relevant convictions, cautions, court orders, 

reprimands or warnings or has been barred from, or had registration refused or cancelled in 

relation to any childcare provision or have had orders made in relation to care of their children. 

For childminders and childcare provided from domestic settings they will be required to notify if 

anyone in their household has any relevant convictions, court orders or reprimands or had 

registration refused or cancelled in relation to childcare provision or have had certain Orders 

made in relation to the care of their children in accordance with the Childcare Disqualification 

and Childcare Regulations 2018, and Disqualification under the Childcare Act guidance effective 

from 31 August 2018. 

 Staff receive regular supervision, which includes discussion of any safeguarding issues, and 

their performance and learning needs are reviewed regularly. 
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 In addition to induction and supervision, staff are provided with clear expectations in relation to 

their behaviour ,outlined in the employee handbook. 

 We notify the Disclosure and Barring Service of any person who is dismissed from our 

employment, or resigns in circumstances that would otherwise have led to dismissal for reasons 

of a child protection concern. 

 Procedures are in place to record the details of visitors to the setting. 

 Security steps are taken to ensure that we have control over who comes into the setting so that 

no unauthorised person has unsupervised access to the children. 

 Steps are taken to ensure children are not photographed or filmed on video for any other 

purpose than to record their development or their participation in events organised by us. 

Parents sign a consent form and have access to records holding visual images of their child. 

Any images of children are held securely and in a locked filing cabinet when not in use. Staff do 

not use personal cameras or filming equipment to record images. 

 Personal mobile phones are not used where children are present. 

 The designated person in the setting has responsibility for ensuring that there is an adequate 

online safety policy in place. 

 We keep a written record of all complaints and concerns including details of how they were 

responded to. 

 We ensure that robust risk assessments are completed, that they are seen and signed by all 

relevant staff and that they are regularly reviewed and updated, in line with our health and safety 

policy. 

 The designated officer will support the designated person to undertake their role adequately and 

offer advice, guidance, supervision and support. 

 The designated person will inform the designated officer at the first opportunity of every 

significant safeguarding concern, however this should not delay any referrals being made to 

children’s social care, or where appropriate, the LADO, Ofsted or RIDDOR. 

 

Key commitment 2 

We are committed to responding promptly and appropriately to all incidents, allegations or concerns 

of abuse that may occur and to work with statutory agencies in accordance with the procedures that 

are set down in 'What to do if you’re worried a child is being abused' (HMG, 2015) and the Care Act 

2014. 

 

Responding to suspicions of abuse 

  We acknowledge that abuse of children can take different forms - physical, emotional, and 

sexual, as well as neglect. 

 We are aware of children’s vulnerability to peer on peer abuse. We ensure that all staff have an 

understanding of the additional vulnerabilities that arise from special educational needs and/or 

disabilities, plus inequalities of race, gender, language, religion, sexual orientation or culture, 
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and that these receive full consideration in relation to child, young person or vulnerable adult 

protection. 

 When children are suffering from physical, sexual or emotional abuse, or experiencing neglect, 

this may be demonstrated through: 

- significant changes in their behaviour; 

- deterioration in their general well-being; 

- their comments which may give cause for concern, or the things they say (direct or indirect  

- disclosure); 

- changes in their appearance, their behaviour, or their play; 

- unexplained bruising, marks or signs of possible abuse or neglect; and 

- any reason to suspect neglect or abuse outside the setting. 

 We understand how to identify children who may be in need of early help, how to access 

services for them 

 We understand that we should refer a child who meets the s17 Children Act 1989 child in need 

definition to local authority children’s social work services 

 We understand that we should refer any child who may be at risk of significant harm to local 

authority children’s social work services. 

 We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol problems 

and consider other factors affecting parental capacity and risk, such as social exclusion, 

domestic violence, radicalisation, mental or physical illness and parent’s learning disability. 

 We are aware that children’s vulnerability is potentially increased when they are privately 

fostered and when we know that a child is being cared for under a private fostering 

arrangement, we inform our local authority children’s social care team. 

 We are prepared to take action if we have concerns about the welfare of a child who fails to 

arrive at a session when expected. The designated person will take immediate action to contact 

the child’s parent to seek an explanation for the child’s absence and be assured that the child is 

safe and well. If no contact is made with the child’s parents and the designated person has 

reason to believe that the child is at risk of significant harm, the relevant professionals are 

contacted immediately and LSCB procedures are followed. If the child has current involvement 

with social care the social worker is notified on the day of the unexplained absence.  

 We are aware of other factors that affect children’s vulnerability that may affect, or may have 

affected, children and young people using our provision, such as abuse of children who have 

special educational needs and/or disabilities; fabricated or induced illness; child abuse linked to 

beliefs in spirit possession; sexual exploitation of children, including through internet abuse; 

Female Genital Mutilation and radicalisation or extremism. 

 In relation to radicalisation and extremism, we follow the Prevent Duty guidance for England and 

Wales published by the Home Office and LSCB procedures on responding to radicalisation. 
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 The designated person completes online Channel training, online Prevent training and attends 

local WRAP training where available to ensure they are familiar with the local protocol and 

procedures for responding to concerns about radicalisation. 

 We are aware of the mandatory duty that applies to teachers, and health workers to report cases 

of Female Genital Mutilation to the police. We are also aware that early years practitioners 

should follow local authority published safeguarding procedures to respond to FGM and other 

safeguarding issues, which involves contacting police if a crime of FGM has been or may be 

about to be committed. 

 We also make ourselves aware that some children and young people are affected by gang 

activity, by complex, multiple or organised abuse, through forced marriage or honour based 

violence or may be victims of child trafficking. While this may be less likely to affect young 

children in our care, we may become aware of any of these factors affecting older children and 

young people who we may come into contact with. 

 If we become concerned that a child may be a victim of modern slavery or human trafficking we 

will refer to the National Referral Mechanism, as soon as possible and refer and/or seek advice 

to the local authority children’s social work service and/or police. 

 We will be alert to the threats children may face from outside their families, such as that posed 

by organised crime groups such as county lines and child sexual exploitation, online use and 

from within peer groups and the wider community. 

 Where we believe that a child in our care or that is known to us may be affected by any of these 

factors we follow the procedures below for reporting child protection and child in need concerns 

and follow the LSCB procedures, or when they come into force replacing the LSCB, we will 

follow the local procedures as published by the local safeguarding partners. 

 Where such indicators are apparent, the child's key person makes a dated record of the details 

of the concern and discusses what to do with the member of staff who is acting as the 

designated person. The information is stored on the child's personal file.  

 In the event that a staff member or volunteer is unhappy with the decision made of the 

designated person in relation to whether to make a safeguarding referral they must follow 

escalation procedures. 

 We refer concerns about children’s welfare to the local authority children’s social care team and 

co-operate fully in any subsequent investigation. NB In some cases this may mean the police or 

another agency identified by the Local Safeguarding Children Board (or the local safeguarding 

partners when their published safeguarding arrangements take over from the LSCB).  

 We respond to any disclosures sensitively and appropriately and take care not to influence the 

outcome either through the way we speak to children or by asking questions of children 

(although we may check out/clarify the details of what we think they have told us with them). 

 We take account of the need to protect young people aged 16-19 as defined by the Children Act 

1989. This may include students or school children on work placement, young employees or 

young parents. Where abuse or neglect is suspected we follow the procedure for reporting any 
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other child protection concerns. The views of the young person will always be taken into account 

in an age appropriate way, but the setting may override the young person’s refusal to consent to 

share information if it feels that it is necessary to prevent a crime from being committed or 

intervene where one may have been, or to prevent harm to a child or adult. Sharing confidential 

information without consent is done only where not sharing it could be worse than the outcome 

of having shared it. 

 All staff are also aware that adults can also be vulnerable and know how to refer adults who are 

in need of community care services. 

 All staff know that they can contact the NSPCC whistleblowing helpline if they feel that or 

organisation and the local authority have not taken appropriate action to safeguard a child and 

this has not been addressed satisfactorily through organisational escalation and professional 

challenge procedures. 

 We have a whistleblowing policy in place. 

 Staff/volunteers know they can contact the organisation Public Concern at Work for advice 

relating to whistleblowing dilemmas. 

 

Recording suspicions of abuse and disclosures 

 Where a child makes comments to a member of staff that give cause for concern (disclosure), or 

a member of staff observes signs or signals that give cause for concern, such as significant 

changes in behaviour; deterioration in general well-being; unexplained bruising, marks or signs 

of possible abuse or neglect; that member of staff: 

- listens to the child, offers reassurance and gives assurance that she or he will take action; 

- does not question the child, although it is OK to ask questions for the purposes of 

clarification; 

- makes a written record that forms an objective record of the observation or disclosure that 

includes: the date and time of the observation or the disclosure; the exact words spoken by 

the child as far as possible; the name of the person to whom the concern was reported, with 

the date and time; and the names of any other person present at the time. 
 These records are signed and dated and kept in the child's personal file, which is kept securely 

and confidentially. 

 The member of staff acting as the designated person is informed of the issue at the earliest 

opportunity, and always within one working day. 

 Where the Local Safeguarding Children Board or local safeguarding partners safeguarding 

procedures stipulates the process for recording and sharing concerns, we include those 

procedures alongside this procedure and follow the steps set down by the Local Safeguarding 

Children Board. 

 

Making a referral to the local authority children's social care team 
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 The Pre-school Learning Alliance's publication Safeguarding Children contains procedures to 

help in making a referral to the local children's social care team, as well as template forms for 

recording concerns and to assist with making a referral.  

 We keep a copy of this document alongside the procedures for recording and reporting set down 

by our Local Safeguarding Children Board, which we follow where local procedures differ from 

those of the Pre-school Learning Alliance. 

 

Escalation process 

 If we feel that a referral made has not been dealt with properly or that concerns are not being 

addressed or responded to, we will follow the LSCB escalation process. 

 We will ensure that staff are aware of how to escalate concerns. 

 We will follow local procedures published by the LSCB or safeguarding partners to resolve 

professional disputes. 

 

Informing parents 

 Parents are normally the first point of contact. Concerns are normally discussed with parents to 

gain their view of events, unless it is felt that this may put the child or other person at risk, or 

may interfere with the course of a police investigation, or may unduly delay the referral, or 

unless it is otherwise unreasonable to seek consent. Advice will be sought from social care, or in 

some circumstances police, where necessary. 

 Parents are informed when we make a record of concerns in their child’s file and that we also 

make a note of any discussion we have with them regarding a concern. 

 If a suspicion of abuse warrants referral to social care, parents are informed at the same time 

that the referral will be made, except where the procedures of the Local Safeguarding Children 

Board/Local Safeguarding Partners does not allow this, for example, where it is believed that the 

child may be placed at risk.  

 This will usually be the case where the parent is the likely abuser or where sexual abuse may 

have occurred. 

 If there is a possibility that advising a parent beforehand may place a child at greater risk (or 

interfere with a police response) the designated person should consider seeking advice from 

children’s social care, about whether or not to advise parents beforehand, and should record 

and follow the advice given. 

 

Liaison with other agencies and multi-agency working 

 We work within the Local Safeguarding Children Board/Local Safeguarding Partners guidelines. 

 The current version of ‘What to do if you’re worried a child is being abused’ is available for 

parents and staff and all staff are familiar with what they need to do if they have concerns. 

 We have procedures for contacting the local authority regarding child protection issues and 

concerns about children’s welfare, including maintaining a list of names, addresses and 
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telephone numbers of social workers, to ensure that it is easy, in any emergency, for the setting 

and children's social care to work well together. 

 We notify Ofsted of any incident or accident and any changes in our arrangements which may 

affect the well-being of children or where an allegation of abuse is made against a member of 

staff (whether the allegations relate to harm or abuse committed on our premises or elsewhere). 

Notifications to Ofsted are made as soon as is reasonably practicable, but at the latest within 14 

days of the allegations being made. 

 Contact details for the local National Society for the Prevention of Cruelty to Children (NSPCC) 

are also kept. 

 

Allegations against staff and persons in position of trust 

 We ensure that all parents know how to complain about the behaviour or actions of staff or 

volunteers within the setting, or anyone living or working on the premises occupied by the 

setting, which may include an allegation of abuse. 

 We ensure that all staff volunteers and anyone else working in the setting knows how to raise 

concerns that they may have about the conduct or behaviour of other people including 

staff/colleagues. 

 We differentiate between allegations, and concerns about the quality of care or practice and 

complaints and have a separate process for responding to complaints. 

 We respond to any inappropriate behaviour displayed by members of staff, volunteer or any 

other person living or working on the premises, which includes: 

- inappropriate sexual comments; 

- excessive one-to-one attention beyond the requirements of their usual role and 

responsibilities, or inappropriate sharing of images 

 We will recognise and respond  to allegations that a person who works with children has: 

- behaved in a way that has harmed a child, or may have harmed a child 

- possibly committed a criminal offence against or related to a child 

- behaved towards a child or children in a way that indicates they may pose a risk of harm to 

children 

  We respond to any concerns raised by staff and volunteers who know how to escalate their 

concerns if they are not satisfied with our response 

 We respond to any disclosure by children or staff that abuse by a member of staff or volunteer 

within the setting, or anyone living or working on the premises occupied by the setting, may have 

taken, or is taking place, by first recording the details of any such alleged incident. 

 We refer any such complaint immediately to a senior manager within the organisation and the 

Local Authority Designated Officer (LADO) as necessary to investigate and/or offer advice: 

Multi Agency Team for Referrals can be reached on 01629 533190 

or Advice consultation Line 01629 535353  
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 We also report any such alleged incident to Ofsted (unless advised by LADO that this is 

unnecessary due to the incident not meeting the threshold), as well as what measures we have 

taken. We are aware that it is an offence not to do this. 

 We co-operate entirely with any investigation carried out by children’s social care in conjunction 

with the police. 

 Where the management team and children’s social care agree it is appropriate in the 

circumstances, the member of staff or volunteer will be suspended for the duration of the 

investigation. This is not an indication of admission that the alleged incident has taken place, but 

is to protect the staff, as well as children and families, throughout the process. Where it is 

appropriate and practical and agreed with LADO, we will seek to offer an alternative to 

suspension for the duration of the investigation, if an alternative is available that will safeguard 

children and not place the affected staff or volunteer at risk. 

 

Disciplinary action 

Where a member of staff or volunteer has been dismissed due to engaging in activities that caused 

concern for the safeguarding of children or vulnerable adults, we will notify the Disclosure and 

Barring Service of relevant information, so that individuals who pose a threat to children and 

vulnerable groups can be identified and barred from working with these groups. 

 

Key commitment 3 

We are committed to promoting awareness of child abuse issues throughout our training and 

learning programmes for adults. We are also committed to empowering children through our early 

childhood curriculum, promoting their right to be strong, resilient and listened to. 

 

Training 

 Training opportunities are sought for all adults involved in the setting to ensure that they are able 

to recognise the signs and signals of possible physical abuse, emotional abuse, sexual abuse 

(including child sexual exploitation) and neglect and that they are aware of the local authority 

guidelines for making referrals. Training opportunities should also cover extra familial threats 

such as online risks, radicalisation and grooming, and how to identify and respond to families 

who may be in need of early help, and organisational safeguarding procedures. 

 Designated persons receive appropriate training, as recommended by the Local Safeguarding 

Children Board, every two years and refresh their knowledge and skills at least annually.  

 We ensure that all staff know the procedures for reporting and recording any concerns they may 

have about the provision. 

 We ensure that all staff receive updates on safeguarding via emails, newsletters, online training 

and/or discussion at staff meetings at least once a year. 

 

Planning 
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 The layout of the rooms allows for constant supervision. No child is left alone with staff or 

volunteers in a one-to-one situation without being within sight and/or hearing of other staff or 

volunteers. 

 

Curriculum 

 We introduce key elements of keeping children safe into our programme to promote the 

personal, social and emotional development of all children, so that they may grow to be strong, 

resilient and listened to and so that they develop an understanding of why and how to keep safe. 

 We create within the setting a culture of value and respect for individuals, having positive regard 

for children's heritage arising from their colour, ethnicity, languages spoken at home, cultural 

and social background. 

 We ensure that this is carried out in a way that is developmentally appropriate for the children. 

 

Confidentiality 

 All suspicions and investigations are kept confidential and shared only with those who need to 

know. Any information is shared under the guidance of the Local Safeguarding Children 

Board/Local Safeguarding Partners and in line with the GDPR, Data Protection Act 2018, and 

Working Together 2018. 

 

Support to families 

 We believe in building trusting and supportive relationships with families, staff and volunteers. 

 We make clear to parents our role and responsibilities in relation to child protection, such as for 

the reporting of concerns, information sharing, monitoring of the child, and liaising at all times 

with the local children’s social care team. 

 We will continue to welcome the child and the family whilst investigations are being made in 

relation to any alleged abuse. 

 We follow the Child Protection Plan as set by the child’s social worker in relation to the setting's 

designated role and tasks in supporting that child and their family, subsequent to any 

investigation. 

 We will engage with any child in need plan or early help plan as agreed. 

 Confidential records kept on a child are shared with the child's parents or those who have 

parental responsibility for the child in accordance with the Confidentiality and Client Access to 

Records procedure, and only if appropriate under the guidance of the Local Safeguarding 

Children Board. 

Additions to Safeguarding Policy 
• Daily Routines – provide checks on the premises, equipment, security both indoors 

and outdoors 

• Visitor’s ID is checked before entering 
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• Visitors are signed in and out and a staff member is responsible for them on their 
visit  

• Parents and visitors are reminded of security measures 

• Collection book is used for occasional collecting of children is made 

• Risk assessments are made  1. Before outings 
2. Daily basis 
3. Regular intervals see safety book 

 
• Equal opportunities (see our policy) ensures all children are safeguarded and their 

promotional welfare implemented 
 

• Times of arrival of staff and children are noted 
 

Payment/Funding Policy 
 
Fees are due at the beginning of each half term for the sessions allocated for that half term 
Fees are charged per session allocated, including any non-attendance of that session. 
 
Parents/carers will be invoiced at the beginning of each half term for the fees due. 
EY1 will be completed prior to headcount day in order to claim the funding from the DCC. (if your 
child is eligible) 
 
Parents/carers will pay by cash or cheque, online banking or by employer’s voucher scheme with in 
30 days of receipt of the invoice.  
If this is a problem, they will contact a member of staff and  
a) Weekly arrangement will be made for parents/carers who are unable to pay the full half term fees. 
OR 
b) Other arrangements will be made that have to be agreed by the committee. 
 
CHILDREN LEAVING THE SETTING 
If a child leaves before headcount day we will invoice the parent for any hours attended that term. 
(Funding will not be received from the DCC it will be the parents responsibility) 
 
DERBYSHIRE COUNTY COUNCIL FUNDING 
This funding is only available if parents/carers meet the required documentation. 
-Copy of birth certificate 
-Absence letters (5 days) 
-Absence explanation (less than 5 days) 
Missing information may result in non-payment of funds. Pre School will then invoice the parent for 
the payment of funds. 
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Swanwick Pre School Privacy notice 
 

Swanwick Pre School’s Privacy Notice 
 

Swanwick Pre School, Pentrich Road, Swanwick, Alfreton, Derbyshire, DE55 1BN 

01773 607885 

 

 
Introduction 
We are committed to ensuring that any personal data we hold about you and your child is protected 

in accordance with data protection laws and is used in line with your expectations. 

 

This privacy notice explains what personal data we collect, why we collect it, how we use it and how 

we protect it. 

 

What personal data do we collect? 
We collect personal data about you and your child to provide care and learning that is tailored to 

meet your child’s individual needs. We also collect information in order to verify your eligibility for 

free childcare as applicable. 

 

Personal details that we collect about your child include: 

 your child’s name, date of birth, address, health and medical needs, development needs, and 

any special educational needs. 

 

Where applicable we will obtain child protection plans from social care and health care plans from 

health professionals. 

 

We will also ask for information about who has parental responsibility for your child and any court 

orders pertaining to your child. 
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Personal details that we collect about you include: 

 your name, home and work address, phone numbers, emergency contact details, and family 

details. 

 

This information will be collected from you directly in the registration form. 

 

If you apply for up to 30 hours free childcare, we will also collect: 

 your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We 

may also collect information regarding benefits and family credits that you are in receipt of. 

 
Why we collect this information and the legal basis for handling your data 
We use personal data about you and your child in order to provide childcare services and fulfil the 

contractual arrangement you have entered into. This includes using your data to: 

 contact you in case of an emergency 

 to support your child’s wellbeing and development 

 to manage any special educational, health or medical needs of your child whilst at our setting 

 to carry out regular assessment of your child’s progress and to identify any areas of concern 

 to maintain contact with you about your child’s progress and respond to any questions you may 

have 

 to process your claim for up to 30 hours free childcare (only where applicable) 

 to keep you updated with information about our service 

 

With your consent, we will also record your child’s activities for their individual learning record. This 

may include photographs and videos. You will have the opportunity to withdraw your consent at any 

time, for images taken by confirming so in writing. 

 

We have a legal obligation to process safeguarding related data about your child should we have 

concerns about their welfare. We also have a legal obligation to transfer records and certain 

information about your child to the school that your child will be attending (see Transfer of Records 

policy). 

 
Who we share your data with 
In order for us to deliver childcare services we will also share your data as required with the 

following categories of recipients: 

 Ofsted – during an inspection or following a complaint about our service 

 banking services to process chip and pin and/or direct debit payments (as applicable) 

 the Local Authority (where you claim up to 30 hours free childcare as applicable) 

 the government’s eligibility checker (as above) 

 our insurance underwriter (if applicable) 
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 our setting software management provider (if applicable) 

 the school that your child will be attending 

 

We will also share your data if: 

 We are legally required to do so, for example, by law, by a court or the Charity Commission; 

 to enforce or apply the terms and conditions of your contract with us; 

 to protect your child and other children; for example by sharing information with social care or 

the police; 

 it is necessary to protect our/or others rights, property or safety 

 We transfer the management of the setting, in which case we may disclose your personal data 

to the prospective buyer so they may continue the service in the same way. 

 

We will never share your data with any other organisation to use for their own purposes  

 

How do we protect your data? 
We protect unauthorised access to your personal data and prevent it from being lost, accidentally 

destroyed, misused, or disclosed by: 

Data is stored in a locked cupboard in a locked office 

 

How long do we retain your data? 
We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or 

until our next Ofsted inspection after your child leaves our setting.( Derbyshire County Council 

funding forms are kept for 7 years) Medication records and accident records are kept for longer 

according to legal requirements. Your child’s learning and development records are maintained by 

us and handed to you when your child leaves. 

 

In some instances (child protection, or other support service referrals) we are obliged to keep your 

data for longer if it is necessary to comply with legal requirements (see our Children’s and Provider 

Records policies). 

 

Automated decision-making  
We do not make any decisions about your child based soley on automated decision-making.  

 
Your rights with respect to your data 
You have the right to: 

 request access, amend or correct your/your child’s personal data 

 request that we delete or stop processing your/your child’s personal data, for example where the 

data is no longer necessary for the purposes of processing; and 

 request that we transfer your, and your child’s personal data to another person 
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If you wish to exercise any of these rights at any time or if you have any questions, comments or 

concerns about this privacy notice, or how we handle your data please contact us. If you continue to 

have concerns about the way your data is handled and remain dissatisfied after raising your concern 

with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can 

be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, 

Cheshire, SK9 5AF or ico.org.uk/ 

 
Changes to this notice 
 

  We keep this notice under regular review. You will be notified of any changes where appropriate. 
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PRIVACY NOTICE for pupils in primary schools, early years settings, 
alternative provision and pupil referral units 

 
Privacy Notice - Data Protection Act 1998 

 
We, Swanwick Pre-School, are the Data Controller for the purposes of the Data Protection Act.  We 
collect information from you, and may receive information about you from your previous school.  We 
hold this personal data and use it to:  
 
• Support your teaching and learning 
• Monitor and report on your progress 
• Provide appropriate pastoral care 
• Assess how well your school is doing 
 
This information includes your contact details, national curriculum assessment results, attendance 
information A, characteristics such as ethnic group, special educational needs and any relevant 
medical information. 
 
We will not give information about you to anyone outside the school without your consent unless the 
law and our rules permit it. 
 
We are required by law to pass some of your information to the Local Authority (LA), and the 
Department for Education (DfE). 
 
If you want to see a copy of the information we hold and share about you then please contact 
Swanwick Pre-School. 
 
If you require more information about how the LA and/or DfE store and use this data please go to 
the following websites: 
• www.derbyshire.gov.uk  Search: Privacy Policy  

 
• http://www.teachernet.gov.uk/management/ims/datamanagement/privacynotices/pupilsdata/ 
 

http://www.teachernet.gov.uk/management/ims/datamanagement/privacynotices/pupilsdata/third
partyorgs/ 

 
If you are unable to access these websites, please contact the LA or the DfE as follows: 
 

Data Protection/Freedom of Information Officer 
Children and Younger Adults Department 
Derbyshire County Council 
County Hall 
Matlock 
Derbyshire 
DE4 3AG 
 
website: www.derbyshire.gov.uk 
email:  tony.smith@derbyshire.gov.uk   
tel:  01629 536470 
 

 

 
A Attendance information is not collected for pupils under 5 at Early Years Settings or Maintained 
Schools 
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• Public Communications Unit 
Department for Education 
Sanctuary Buildings 
Great Smith Street 
London 
SW1P 3BT 
website: www.education.gov.uk 
email:  info@education.gsi.gov.uk    
tel:  0870 000 2288. 
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Swanwick Pre School Making a complaint 
 
Policy statement 
 
We believe that children and parents are entitled to expect courtesy and prompt, careful attention to 

their needs and wishes. We welcome suggestions on how to improve our setting and will give 

prompt and serious attention to any concerns about the running of the setting. We anticipate that 

most concerns will be resolved quickly, by an informal approach [with the appropriate member of 

staff]. If this does not achieve the desired result, we have a set of procedures for dealing with 

concerns. We aim to bring all concerns about the running of our setting to a satisfactory conclusion 

for all of the parties involved. 

 
Procedures 
 

All settings are required to keep a written record of any complaints that reach stage two and above, 

and their outcome. This is to be made available to parents, as well as to Ofsted inspectors on 

request. A full procedure is set out in the Pre-school Learning Alliance publication Complaint 

Investigation Record (2012) which acts as the 'summary log' for this purpose. 

 

Making a complaint 

Stage 1 

 Any parent who has a concern about an aspect of our setting's provision talks over his/her 

concerns with our manager first of all. 

 Most complaints should be resolved amicably and informally at this stage. 

 We record the issue, and how it was resolved, in the child’s file. 

Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to this 

stage of the procedure by putting the concerns or complaint in writing. 

 For parents who are not comfortable with making written complaints, there is a template form for 

recording complaints in the Complaint Investigation Record; the form may be completed our 

manager and signed by the parent. 

 Our setting stores all information relating to written complaints from parents in the child's 

personal file. However, if the complaint involves a detailed investigation, our manager may wish 
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to store all information relating to the investigation in a separate file designated for this 

complaint. 

 When the investigation into the complaint is completed, our manager meets with the parent to 

discuss the outcome. 

 We inform parents of the outcome of the investigation within 28 days of him/her making the 

complaint. 

 When the complaint is resolved at this stage, we log the summative points in our Complaint 

Investigation Record, which is made available to Ofsted on request. 

Stage 3 

 If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting 

with our manager and the chair. The parent may have a friend or partner present if they prefer 

and our manager should have the support of the management team. 

 An agreed written record of the discussion is made, as well as any decision or action to take as 

a result. All of the parties present at the meeting sign the record and receive a copy of it. 

 This signed record signifies that the procedure has concluded. When the complaint is resolved 

at this stage, we log the summative points in our Complaint Investigation Record. 

Stage 4 

 If at the stage three meeting the parent cannot reach agreement with us, we invite an external 

mediator to help to settle the complaint. This person should be acceptable to both parties, listen 

to both sides and offer advice. A mediator has no legal powers, but can help us to define the 

problem, review the action so far and suggest further ways in which it might be resolved. 

 Staff or volunteers within the Pre-school Learning Alliance are appropriate persons to be invited 

to act as mediators. 

 The mediator keeps all discussions confidential. S/he can hold separate meetings with our staff 

and the parent, if this is decided to be helpful. The mediator keeps an agreed written record of 

any meetings that are held and of any advice s/he gives. 

Stage 5  

 When the mediator has concluded her/his investigations, a final meeting between the parent and 

our manager and chair is held. The purpose of this meeting is to reach a decision on the action 

to be taken to deal with the complaint. The mediator's advice is used to reach this conclusion. 

The mediator is present at the meeting if all parties think this will help a decision to be reached. 

 A record of this meeting, including the decision on the action to be taken, is made. Everyone 

present at the meeting signs the record and receives a copy of it. This signed record signifies 

that the procedure has concluded. 
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The role of the Office for Standards in Education, Children’s Services and Skills (Ofsted) and the 

Local 

Safeguarding Children Board or local safeguarding partners and the Information Commissioner’s 

Office 

 Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, 

where there seems to be a possible breach of the setting's registration requirements, it is 

essential to involve Ofsted as the registering and inspection body with a duty to ensure the 

Safeguarding and Welfare Requirements of the Early Years Foundation Stage are adhered to. 

 Parents can complain to Ofsted by telephone or in writing at: 

Ofsted National Business Unit, Piccadilly Gate, Store Street, Manchester M1 2WD 

Tel: 0300 123 1231 

 These details are displayed on our setting's notice board. 

 If a child appears to be at risk, we follow the procedures of the Local Safeguarding Children 

Board or local safeguarding partners. 

 In these cases, both the parent and our setting are informed and our manager work with Ofsted 

or the Local Safeguarding Children Board or local safeguarding partners to ensure a proper 

investigation of the complaint, followed by appropriate action. 

 The Information Commissioner’s Office (ICO) can be contacted if you have made a complaint 

about the way your data is being handled and remain dissatisfied after raising your concern with 

us. For further information about how we handle your data, please refer to the Privacy Notice 

given to you when you registered your child at Swanwick Pre School. The ICO can be contacted 

at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 

5AF or ico.org.uk 

 

Records 

 A record of complaints in relation to our setting, or the children or the adults working in our 

setting, is kept for at least three years; including the date, the circumstances of the complaint 

and how the complaint was managed. 

 The outcome of all complaints is recorded in our Complaint Investigation Record, which is 

available for parents and Ofsted inspectors to view on request. 

 
 

 


