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Health 
 

At Monkleigh Primary School Nursery we are committed to promoting good health in all of our children. Our 
carefully constructed curriculum provides detail for how promoting healthy lives and healthy minds is taught. 
We promote good health, including oral health, through the use of high quality and curriculum themes, visits 
from local dentists and explore and learn activities throughout our continuous provision. 

Accidents and First Aid 

  
At Monkleigh Primary School Nursery we aim to protect children at all times. We recognise that accidents 
or incidents may sometimes occur. We follow this policy and procedure to ensure all parties are supported 
and cared for when accidents or incidents happen; and that the circumstances of the accident or incident 
are reviewed with a view to minimising any future risks. 
  

 

Accidents 
 
Accident books are located in the Daisies, Caterpillars and Butterflies classrooms. 
 

• The person responsible for reporting accidents, incidents or near misses is the member of staff who saw 
the incident or was first to find the child where there are no witnesses. They must record it on CPOMS 
and report which automatically alerts the Safeguarding Team. Other staff who have witnessed the 
accident should also be tagged in the report and, in more serious cases, provide a statement on CPOMS. 
This should be done as soon as the accident is dealt with, whilst the details are still clearly remembered. 
Parents should be shown the accident slip. 

• The Safeguarding Team reviews the accident reports every month for patterns, e.g. one child having a 
repeated number of accidents, a particular area in the nursery or a particular time of the day when most 
accidents happen. Any patterns will be investigated by the Safeguarding Team and the EYFS Leader will 
be informed, all necessary steps to reduce risks are put in place 

• The EYFS Leader will report serious accidents to the Safeguarding Lead for investigation for further 
action to be taken (i.e. a full risk assessment or report under Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations (RIDDOR)) 

• The Accident File will be kept for at least 21 years and three months 

• Where medical attention is required, the Headteacher or EYFS Leader will notify the parent(s) as 
soon as possible whilst caring for the child appropriately 

• Where medical treatment is required the EYFS Leader will follow the insurance company 
procedures, which may involve informing them in writing of the accident 

• The Headteacher or EYFS Leader will report any accidents of a serious nature to Ofsted and the local 
authority children’s social care team (as the local child protection agency), where necessary. Where 
relevant such accidents will also be reported to the local authority environmental health department or 
the Health and Safety Executive and their advice followed. Notification must be made as soon as is 
reasonably practical, but in any event within 14 days of the incident occurring. 

 

 



 
    

 

 

 

 

 

 

Organisation Contact 

Ofsted 0300 123 1231 

Devon County Council  0345 155 1015 

 

Head injuries 
 
If a child has a head injury in the setting then we will follow the following procedure: 
 

• Calm the child 

• Assess the child’s condition to ascertain if a hospital or ambulance is required. We will follow our 

procedure for this if this is required (see below) 

• If the skin is not broken we will administer a cold compress for short periods of time, repeated until the 

parent arrives to collect their child 

• If the skin is broken then we will follow our first aid training and stem the bleeding 

• Call the parent and make them aware of the injury 

• Complete the accident form 

• Keep the child in a calm and quiet area whilst awaiting collection 

• We will follow the advice on the NHS website as per all head injuries https://www.nhs.uk/conditions/ 

minor-head-injury/ 

• For major head injuries we will follow our PFA first aid training. 

Transporting children to hospital procedure 
 
The EYFS Leader/staff member must: 
 

• Call for an ambulance immediately if the injury is severe. DO NOT attempt to transport the sick child in 
your own vehicle 

• Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital 

• Arrange for the most appropriate member of staff to accompany the child taking with them any 
relevant information such as registration forms, relevant medication sheets, medication and the child’s 
comforter 

• Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining 
children. This may mean temporarily grouping the children together 

• Inform the Headteacher immediately 
• Remain calm at all times. Children who witness an incident may well be affected by it and may need 

lots of cuddles and reassurance. Staff may also require additional support following the accident. 

 

 
 
 
 
 

https://www.nhs.uk/conditions/minor-head-injury/
https://www.nhs.uk/conditions/minor-head-injury/


 
    

 
 

 

 
First Aid 

 
The first aid boxes are located in the located in the Daisies, Caterpillars and Butterflies classrooms. 
 

• These are accessible at all times with appropriate content for use with children. 
• The appointed person responsible for first aid checks the contents of the boxes regularly weekly 

and replaces items that have been used or are out of date. 
• The staff first aid box is kept within the main school this is kept out of reach of the children. 
• First aid boxes should only contain items permitted by the Health and Safety (First Aid) 

Regulations Act 1981, such as sterile dressings, bandages and eye pads. No other medical items, 
such as paracetamol should be kept in them. 

• The Headteacher is the appointed the overall person(s) responsible for first aid. 
• All of the staff are trained in Paediatric First Aid and this training is updated every three years. 
• When children are taken on an outing away from our Nursery, a first aid box is taken on all outings. 

Food Safety and Play 
 
Children are supervised during meal times and food is adequately cut up to reduce choking. The use 
of food as a play material is discouraged. However, as we understand that learning experiences are 
provided through exploring different malleable materials the following may be used.  
 
These are risk assessed and presented differently to the way it would be presented for eating e.g. in 
trays, 
 

• Playdough 

• Cornflour 

• Dried pasta, rice and pulses. 

Food items may also be incorporated into the role play area to enrich the learning experiences for 
children, e.g. Fruits and Vegetables. Children will be supervised during these activities. 

Food Poisoning 

We have a statutory responsibility to notify Ofsted of any food poisoning affecting two or more children cared 

for on the premises. This must be done as soon as possible and within 14 days of the incident. 

 
                                          
 
 
 
 
 
 



 
    

 
 
 
 

Dealing with blood 

 
We may not be aware that any child attending the nursery has a condition that may be transmitted via 
blood. Any staff member dealing with blood must: 

 
• Always take precautions when cleaning wounds as some conditions such as hepatitis or the HIV 

virus can be transmitted via blood. 

• Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat sterilising 

fluid or freshly diluted bleach (one part diluted with 10 parts water). Such solutions must 
be carefully disposed of immediately after use and put in the medical bin in 
school. 

  

Needle punctures and sharps injury 
  
We recognise that injuries from needles, broken glass and so on may result in blood-borne infections and 
that staff must take great care in the collection and disposal of this type of material. For the safety and 
well-being of the employees, any staff member dealing with needles, broken glass etc. must treat them as 
contaminated waste. If a needle is found the local authority must be contacted to deal with its disposal. 

At Monkleigh Primary School Nursery we treat our responsibilities and obligations in respect of health and 
safety as a priority and we provide ongoing training to all members of staff which reflects best practice and 

is in line with current health and safety legislation. 

  
Minimising the risks of and safely dealing with choking 

 

 
All food served to children must be prepared in a way to prevent choking. The Food Standards Agency and 
Department for Education has posters on how to prepare food safely to avoid choking – we actively encourage 
parents and carers to refer to and adhere to the posters when preparing food to send into school for their child. 
All staff involved with food handling and preparation have received training in food hygiene and safe food 
preparation.  

 

 

 

 

 

 

 



 
    

 

 

 

 

Devon County Council Choking Procedure 

  

To record or report a choking incident within a Devon County Council (DCC) or affiliated setting, you must use 
specific electronic and multi-agency systems depending on who was involved and the severity of the incident. 

1. Internal Health & Safety Recording (Staff, Visitors, and Service Users) 

All accidents, medical emergencies, and near-miss choking events must be logged digitally for compliance, 
internal reviews, and trend tracking. [1, 2] 

The System: Use the official DCC OSHENS Online Safety Management System to log the accident and CPOMS. 

What to Record: Ensure you include the precise date, time, and location; details of the individual; symptoms 
displayed; first aid interventions used (e.g., back blows, abdominal thrusts, or anti-choking devices); and 
whether emergency services were called. 

CPOMS records should be reviewed regularly to identify if there are trends or common features of incidents that 

could be addressed to reduce the risk of choking. Appropriate action should be taken to address any concerns. 

  

Educational & Early Years Settings (Critical Incidents) 

If a choking incident occurs in a school, nursery, or childminding setting and results in serious injury, 
hospitalization, or death, it is classified as a Critical Incident. [1, 2, 3] 

The Process: You must immediately download and complete the official DCC Critical Incident Form. 

Submission: Email the completed form to the Children's Social Care "Front Door" (MASH) at 
multiagencysafeguardinghubsecure-mailbox@devon.gov.uk and copy eycs@devon.gov.uk. 

Urgent Escalation: For emergency local authority support, call MASH at 0345 155 1071 (or 0345 6000 388 out-
of-hours). [1, 2] 

 

  

 

 

 
 
 
 

https://www.devon.gov.uk/healthandsafety/online-safety-management-system
https://www.sidmouthcollege.devon.sch.uk/_site/data/files/policies/0BCD6D15ED147D93B0FE540A028A4519.pdf
https://www.sidmouthcollege.devon.sch.uk/_site/data/files/policies/0BCD6D15ED147D93B0FE540A028A4519.pdf
https://www.devon.gov.uk/healthandsafety/online-safety-management-system
https://www.devon.gov.uk/healthandsafety/online-safety-management-system
https://www.devon.gov.uk/eycs/changes-to-reporting-critical-incidents-in-schools-and-educational-settings/
https://www.devon.gov.uk/eycs/reporting-critical-incidents-in-schools-and-early-years-settings/
https://www.devon.gov.uk/eycs/reporting-critical-incidents-in-schools-and-early-years-settings/
https://www.annafreud.org/news/critical-incidents-how-five-simple-principles-can-help-education-settings-recover-from-potentially-traumatic-events/
https://www.annafreud.org/news/critical-incidents-how-five-simple-principles-can-help-education-settings-recover-from-potentially-traumatic-events/
https://www.devon.gov.uk/eycs/reporting-critical-incidents-in-schools-and-early-years-settings/
https://www.devon.gov.uk/eycs/reporting-critical-incidents-in-schools-and-early-years-settings/
mailto:eycs@devon.gov.uk
https://www.devon.gov.uk/eycs/reporting-critical-incidents-in-schools-and-early-years-settings/
https://www.devon.gov.uk/eycs/changes-to-reporting-critical-incidents-in-schools-and-educational-settings/
https://www.devon.gov.uk/eycs/changes-to-reporting-critical-incidents-in-schools-and-educational-settings/


 
    

 

 

 

 

 Immunisation 

  
At Monkleigh Primary School Nursery we recommend that children are vaccinated in accordance with the 
government’s health policy and their age. There is a section on our registration form to complete about 
vaccinations. We ask that parents inform us if their children are not vaccinated so that we can manage 
any risks to their own child or other children/staff/parents in the best way possible. The EYFS Leader must 
be aware of any children who are not vaccinated within the nursery in accordance with their age. 

We make all parents aware that some children in the nursery may not be vaccinated, due to their age, 
medical reasons or parental choice. Our nursery does not discriminate against children who have not 
received their immunisations and will not disclose individual details to other parents. However, we will 
share the risks of infection if children have not had immunisations. 

We record, or encourage parents to record, information about immunisations on children’s registration 
documents and we update this information as and when necessary, including when the child reaches the 
age for the appropriate immunisations. 

 

  

Staff vaccinations policy 
 
It is the responsibility of all staff to ensure they keep up-to-date with their vaccinations, as recommended 
by the NHS vaccination schedule and keep the nursery informed. 
 
If a member of staff is unsure as to whether they are up-to-date, then we recommend that they visit their 
GP or practice nurse for their own good health. 

  

Emergency information 
 

We keep emergency information for every child and update it on a regular basis with 
regular reminders to parents in newsletters, at parents’ evenings and a reminder notice 
on Class Dojo 
 
  



 
    

 

 

 

 

 

 

Allergies and Allergic Reactions 

  
At Monkleigh Primary School Nursery we are aware that children may have or develop an allergy 
resulting in an allergic reaction. Our aims are to ensure allergic reactions are minimised or, where 
possible, prevented and that staff are fully aware of how to support a child who may be having an allergic 
reaction. 

  

Allergies and Allergic Reactions - Our Policies and Procedures 
 

• Our staff are made aware of the signs and symptoms of a possible allergic reaction in case of an unknown 
or first reaction in a child. These may include a rash or hives, nausea, stomach pain, diarrhoea, itchy skin, 
runny eyes, shortness of breath, chest pain, swelling of the mouth or tongue, swelling to the airways to 
the lungs, wheezing and anaphylaxis. 

• We ask parents to share all information about allergic reactions and allergies on child’s application and 
permissions forms and to inform staff of any allergies discovered after registration. Our Separate Policy 
outlines our procedures for planning for children with specific allergies.  

• We share all information with all staff and keep an allergy register in each room. 
• All food prepared for a child with a specific allergy is prepared in an area where there is no chance of 

contamination and served on equipment that has not been in contact with this specific food type, e.g. 
nuts. Identified adults are responsible for checking that all food served in school meets the requirements 
of the child.  

• The EYFS Leader, the chef and parents will work together to ensure a child with specific food allergies 
receives no food at nursery that may harm them. This may include designing an appropriate menu or 
substituting specific meals on the school  menu. 

• Seating will be monitored for children with allergies. Where deemed appropriate, staff will sit with 
children who have allergies and where age/stage appropriate staff will discuss food allergies and the 
potential risks 

• All children with food allergies or intolerance will have their meals served on a purple plate to 
minimise the chance of receiving incorrect food. 

• If a child has an allergic reaction to food, a bee or wasp sting, plant etc. a first-aid trained member of staff 
will act quickly and administer the appropriate treatment, where necessary. We will inform parents and 
record the information in the incident book and on the allergy register 

• If an allergic reaction requires specialist treatment, e.g. an EpiPen, then a member of staff with 
Paediatric First Aid will be able to administer the treatment to each individual child. 

 



 
    

 

 

 

 

 

 

Early Learning Opportunities Statement 
 

At Monkleigh Primary School Nursery we recognise that children learn in different ways and at different 

rates and plan for this accordingly. Our aim is to support all children attending the nursery to attain their 

maximum potential within their individual capabilities. 

 

We provide a positive play environment for every child, so they may develop good social skills and an 

appreciation of all aspects of this country's multi-cultural society. We plan learning experiences to ensure, 

as far as practical, there is equality of opportunity for all children and a celebration of diversity. 

 

We maintain a personalised record of every child's development, showing their abilities, progress, interests 

and areas needing further staff or parental assistance. 

For children whose home language is not English, we will take reasonable steps to: 

 

• Provide opportunities for children to develop and use their home language in play and learning and 
support their language development at home; and 

• Ensure that children have sufficient opportunities to learn and reach a good standard in English language 
during the EYFS, ensuring that children are ready to benefit from the opportunities available to them 
when they begin the year. 

We ensure that the educational programmes are well planned and resourced to have depth and breadth 
across the seven areas of learning. They provide interesting and challenging experiences that meet the 
needs of all children. Planning is based on a secure knowledge and understanding of how to promote the 
learning and development of young children and what they can achieve. 

We implement the Early Years Foundation Stage (EYFS) set by the Department for Education that sets 
standards to ensure all children learn and develop well. We support and enhance children’s learning 
and development holistically through play-based activities. We review all aspects of learning and 
development and ensure a flexible approach is maintained, which responds quickly to children’s 
learning and developmental needs. We develop tailor-made activities based on observations which 
inform future planning and draw on children’s needs and interests. This is promoted through a balance 
of adult-led and child-initiated opportunities both indoors and outdoors. 

Direct observation is supplemented by a range of other evidence to evaluate the impact that 
practitioners have on the progress children make in their learning including: 

• evidence of assessment that includes the progress of different groups of children: 
• assessment on entry, (starting point), including parental contributions 
• two-year-old progress checks (where applicable) 

• on-going (formative) assessments, including any parental contributions 
 

 



 
    

 

 

 

We acknowledge parents as primary educators and encourage parental involvement as outlined in 
Curriculum Intent and Assessment and Evaluation Cycle. We build strong home links in order to 
enhance and extend children’s learning both within the nursery environment and in the child’s home. 

  

Settling In  

  

 
At Monkleigh Primary School Nursery we aim to support parents and other carers to help their children 
settle quickly and easily by giving consideration to the individual needs and circumstances of every child 
and their families. Our aim is for children to feel safe, stimulated and happy in the nursery and to feel 
secure and comfortable with all staff. We also want parents to have confidence in both their children's 
continued well-being and their role as active partners, with the child being able to benefit from what the nursery 
has to offer. 

All our staff know about the importance of building strong attachments with children. They are trained to 
recognise the different stages of attachment and use this knowledge to support children and families 
settling into the nursery. 

Our nursery will work in partnership with parents to settle their child into the nursery environment by: 

 
• Allocating a key person to each child and his/her family, before he/she starts to attend. The staff 

welcomes and look after the child, ensuring that their care is tailored to meet their individual needs. 
The key person offers a settled relationship for the child and builds a relationship with his/her parents 
during the settling in period and throughout his/her time at the nursery, to ensure the family has a 
familiar contact person to assist with the settling in process 

• Providing parents with relevant information about the policies and procedures of the nursery 
• Encouraging parents and children to visit the nursery during the weeks before an admission is 

planned. 
• Planning settling in visits and introductory sessions. These will be provided free of charge and will be 

dependent on individual needs, age and stage of development 
• Welcoming parents to stay with their child during the first settling in session, the child attends on their 

own for the second settling in session. Settling in visits and introductory sessions are key to a smooth 
transition and to ensure good communication and information sharing between staff and parents. If 
further settling in sessions are required these can be arranged with the EYFS Leader. 

• Providing parents and carers with One Page Profile documents to complete prior to settling. 

• Holding One Page Profile review meetings for parents 5-6 weeks after their child has started in the 
nursery.  

 

  

 
 
 
 
 
 
 

 



 
    

  
 
 

 

 

 

 

 

                                                    Transitions 

  
At Monkleigh Primary School Nursery we recognise that young children will experience many transitions 
in their early years; some of these planned and some unplanned. We are sensitive to the impact of such 
changes to children and this policy sets out the ways in which we support children going through these 
transitions. 

Some examples of transitions that young children and babies may experience are: 

• Starting nursery 

• Moving between different rooms within the nursery 

• Starting school or moving nurseries 

• Family breakdowns 

• New siblings 

• Moving home 

• Death of a family member or close friend 

• Death of a family pet. 

Staff are trained to observe their key children and to be sensitive to any changes in their behaviour and 
personality which will be recorded in CPOMS. We respectfully ask that parents inform us of any changes 
in the home environment that may impact on their child so staff can be aware of the reasons behind any 
potential changes in the child’s behaviour. 
  

  

Starting in Sunflowers or moving childcare providers 
 

We manage transitions to Sunflowers - our Two Year Old Room carefully and in conjunction with parents and 
carers. When children are ready, we will start to enable visits to Sunflowers within a child’s normal sessions. A 
Sunflowers Parent Information Booklet and Transition Booklet is provided for parents. Parents will have the 
opportunity to meet their child’s new keyworker and their child’s current key worker. 
 

If a child moves to another setting, we provide detailed transition reports and all supporting reports and 
information - for example SEND information or Speech and Language reports.  
 
 



 
    

 

 

 

 

 

 

 

Nursery Registration 
 
During the registration process we collect details about both parents including who has parental responsibility, 
as this will avoid any future difficult situations. 
 
We request these details on the child registration form. If a parent does not have parental responsibility, 
or has a court order in place to prevent this, we must have a copy of this documentation for the child’s 
records. 
  
If a child is registered by one parent of a separated family, we request disclosure of all relevant details 
relating to the child and other parent such as court orders or injunctions. This will make sure we can support 
the child and family fully in accordance with the policy set out below. 
 
We will 
 

• Ensure the child’s welfare is paramount at all times they are in the nursery 
• Comply with any details of a court order where applicable to the child’s attendance at the nursery 

where we have seen a copy/have a copy attached to the child’s file 
• Provide information on the child’s progress, e.g. learning journeys, progress checks within the 

nursery, to both parents where both hold parental responsibility 
• Invite both parents to nursery events, including parental consultations and social events where 

both hold parental responsibility 
• Ensure any incident or accident within the nursery relating to the child is reported to the person 

collecting the child 
• Ensure that all matters known by the staff pertaining to the family and the parent’s separation 

remain confidential 
• Ensure that no member of staff takes sides regarding the separation and treats both parents 

equally and with due respect 
• Not restrict access to any parent with parental responsibility unless a formal court order is in place. 

We respectfully ask that parents do not put us in this position. 
  

We ask parents to: 

 
• Provide us with all information relating to parental responsibilities, court orders and injunctions 

• Update information that changes any of the above as soon as practicably possible 

• Work with us to ensure continuity of care and support for your child 

• Not involve nursery staff in any family disputes, unless this directly impacts on the care we provide for 

the child 

• Talk to the EYFS Leader/key person away from the child when this relates to family separation in order 
to avoid the child becoming upset. This can be arranged as a more formal meeting or as an informal 
chat 

• Not ask the nursery to take sides in any dispute. We will only take the side of your child and this 
will require us to be neutral at all times. 

 

  



 
    

  

  
 
 

 

 

 

 

Nappy Changing 

  
At Monkleigh  Primary School Nursery we aim to support children’s care and welfare on a daily basis in 
line with their individual needs. All children need contact with familiar, consistent carers to ensure they 
can grow confidently and feel self-assured.  

Our procedures meet best practice identified by the Health Protection Agency (2011) in ‘Best practice 
advice for nurseries and childcare settings’. 

All Parents/Carers must give written permission for staff to carry out Intimate Care. This permission is 
sought during the registration process. Please refer to our Intimate Care Policy for further information.  

We will enable a two-way exchange between parents and key persons so that information is shared about 
nappy changing and toilet training in a way that meets the child’s needs. Parents will be engaged in the 
process of potty training and supported to continue potty training with their child at home to ensure their 
child is toilet trained when starting school. This information will be shared as a communication slip which 
is sent home to parents and carers or sent via Class Dojo.  

We will use appropriate designated facilities for nappy changing which meet the following criteria: 

 

• Facilities are separate to food preparation and serving areas and children’s play areas 

• Changing mats have a sealed plastic covering and are frequently checked for cracks or tears. If cracks or 

tears are found, the mat is discarded. Disposable towels/roll are placed on top of the changing mat for 

added protection 

• Clean nappies are stored in a clean dry place; soiled nappies are placed in a ‘nappy sack’ or plastic bag 

before being placed in the bin. Bins are regularly emptied and placed in an appropriate waste collection 

area. 

• When applying creams for rashes, a gloved hand is used. 

Parents must provide: 

 
● Nappies 

● Wipes 

● Nappy bags 

● Change of clothes x 2 

● Sudocreme for nappy rash where appropriate 

● If these are not provided, staff will make a phone call home. 

● Parent to sign consent form. 

 



 
    

 

 

 

Staff changing nappies will: 
 

• Wash hands before and after each nappy change. Gloves and aprons are available. 
• Clean disinfect and dry mats thoroughly after each nappy change; disposable towels/roll must be 

discarded after each nappy change 
• Ensure they have all the equipment they need before each nappy change. 
 
We wish to ensure the safety and welfare of the children whilst being changed and safeguard against 
any potential harm, as well as ensuring the staff member involved is fully supported and able to perform 
their duties safely and confidently. We aim to support all parties through the following actions: 
 
• Promoting consistent and caring relationships through the key person system in the nursery and 

ensuring all parents understand how this works and who they will be working with 
• Using this one-to-one time as a key opportunity to talk to children and help them learn, e.g. through 

singing and saying rhymes during the change 
• Ensuring that the nappy changing area is inviting and stimulating and change this area regularly to 

continue to meet children’s interests 
• Ensuring all staff undertaking nappy changing have suitable enhanced DBS check 
• Training all staff in the appropriate methods for nappy changing 

• Ensuring that no child is ever left unattended during the nappy changing time 
• Making sure staff do not change nappies whilst pregnant until a risk assessment has been discussed 

and conducted; and that students only change nappies with the support and close supervision of a 
qualified member of staff 

• Conducting thorough inductions for all new staff to ensure they are fully aware of all nursery 
procedures relating to nappy changing 

• Ensuring hygiene procedures are followed appropriately, e.g. hands washed before and after nappies 
are changed and changing mats cleaned before and after each use 

• Following up procedures through supervision meetings and appraisals to identify any areas for 
development or further training 

• Working closely with parents on all aspects of the child’s care and education as laid out in the parent and 
carers as partner’s policy. This is essential for any intimate care routines which may require specialist 
training or support. If a child requires specific support, the nursery will arrange a meeting with the parent 
to discover all the relevant information relating to this to enable the staff to care for the child fully and 
meet their individual needs 

• Ensuring all staff have an up-to-date understanding of child protection and how to protect children 
from harm. This includes identifying signs and symptoms of abuse and how to raise these concerns as 
set out in the child protection policy 

• Operating a whistleblowing policy to help staff raise any concerns relating to their peers or managers 
and helping staff develop confidence in raising concerns as they arise in order to safeguard the children 
in the nursery 

• Balancing the right for privacy for the children with the need for safeguarding children and adults by 
making sure intimate care routines do not take place behind closed doors 

• Conducting working practice observations of all aspects of nursery operations to ensure that 
procedures are working in practice and all children are supported fully by the staff. This includes 
all intimate care routines 

• Conducting regular risk assessments of all aspects of nursery operations including intimate care and 
reviewing the safeguards in place. The nursery has assessed all the risks relating to intimate care 
routines and has placed appropriate safeguards in place to ensure the safety of all involved.If any 
parent or member of staff has concerns or questions about nappy changing procedures or individual 
routines, please see the manager at the earliest opportunity. 



 
    

  

  

  

  

 
 

Outdoor Play 

At Monkleigh Primary School Nursery we are committed to the importance of daily outdoor play and the 
physical development of all children regardless of their age and stage of development. We provide 
outdoor play in all weathers. Where possible and appropriate, we make outdoor activities accessible to 
children with learning difficulties and disabilities to ensure inclusive use of the outdoor area. 

We recognise that children need regular access to outdoor play in order to keep fit and healthy, develop 
their large and fine motor skills, experience learning in a natural environment and access sunlight in order 
to absorb vitamin D more effectively. We also refer to The Chief Medical Office guidance on physical 
activity. 

www.gov.uk/government/publications/uk-physical-activity-guidelines 

The outdoor areas, both within the nursery grounds and in the local community have a wealth of 
experiences and resources which help children to develop in a variety of ways, including independence, 
exploration and investigative skills, risk taking and self-esteem, all of which support children to develop 
skills now and for the future. 

We ensure all areas are safe and secure through close supervision and the use of robust risk assessments 
and safety checks. Where possible and appropriate, we plan and encourage play that helps children 
understand and manage risks. This type of play allows children to explore and find their own boundaries 
in a safe environment with supportive practitioners. Staff are informed of the importance of safety 
procedures and are trained appropriately to ensure these procedures are followed effectively. 

We obtain parental permission before any child leaves the nursery during the day. This includes short 
outings into the local community. There is more information in the outings policy. 

We plan all outdoor play opportunities and outings to complement the indoor activities and provide 
children with purposeful activities that support and follow individual children’s interests. There is a 
balance of both adult-led and child-initiated opportunities to enable children to learn and practice new 
skills, knowledge and behaviours. 

Where activities take place away from the setting (e.g. in the local wood) then a mobile phone and first 
aid kit will be taken to ensure the safety of children at all times. A trained paediatric first aider will be 
present when away from the main setting. 

 

  

  

  
 

http://www.gov.uk/government/publications/uk-physical-activity-guidelines


 
    

 

 

 

 

 

 

 

Caring for Babies and Toddlers 

  
At Monkleigh Primary School Nursery we care for children under the age of two and ensure their health, 
safety and well-being through the following: 
 

• Children under the age of two have a separate base room and are cared for in small intimate groups. 
We ensure that younger children have opportunities to have contact with older children whilst at 
nursery 

• All of the staff team caring for children under the age of two will have undertaken specific training for 
working with babies. This includes Safer Sleep training, Paediatric First Aid, Food Preparation, Allergy 
Awareness and Hygiene and Online Safety for EYFS training.  

• Care is taken to ensure that babies and toddlers do not have access to activities containing small 
pieces, which may be swallowed or otherwise injure the child 

• The environment and equipment are checked daily before the children access the area. This includes 
checking the stability of cots and areas around, low/highchairs and ensuring restraints on these, 
pushchairs and prams are intact and working 

• Babies and toddlers have their nappies changed according to their individual needs and requirements by 
a familiar carer wherever possible 

• Information will be shared between parents and the key person about nappy changing and toilet 
training in a way that suits the child 

• Potties are washed and disinfected after every use. Changing mats are wiped with anti-bacterial 
cleanser before and after every nappy change 

• Each baby must have his/her own bedding which is washed at least weekly and when necessary 
• Cot mattresses meet safety standards 
• Children under two years are not be given pillows, cot bumpers or any soft furnishings in order to 

prevent risk of suffocation 
• We follow all cot death prevention/safety guidelines and advise parents of this information. Babies 

are always laid to sleep on their back, with their feet touching the foot of the cot 
http://www.nhs.uk/conditions/pregnancy-and-baby/pages/reducing-risk-cot-death.aspx 

• Cots are checked before use to ensure no items are within reach i.e. hanging over or beside the cot 
(e.g. fly nets, cables, cord blinds) 

• All low/highchairs used for feeding are fitted with restraints and these are used at all times. Children are 
never left unattended in high chairs. Restraints are removed and washed weekly or as needed 

• No child is ever left unattended during nappy changing time 
• Babies are never left propped up with bottles as it is both dangerous and inappropriate 
• Sleeping children are supervised at all times and checked regularly, this may increase to five minutes for 

younger babies and or new babies. Checks are documented with the time and staff initials on the sleep 
check form 

• Where food/milk is prepared for babies there is a separate area within the kitchen which is specifically 
designated for this preparation 

• Bottles of formula milk are only made up as and when the child needs them. These should be cooled 
to body temperature, which means they should feel warm or cool, but not hot, and should be tested 
to ensure they are an appropriate temperature for the child to drink safely 

• Following the Department of Health guidelines, we only use recently boiled water to make formula 
bottles (left for no longer than 30 minutes to cool). 

• Bottles and teats are rinsed and placed into the child’s bag to be taken home for parents to clean and 
Sterilise 
 

http://www.nhs.uk/conditions/pregnancy-and-baby/pages/reducing-risk-cot-death.aspx


 
    

 
 
 

 
 
 
 

• A sterilising bucket is used to sterilise bottles in the event of something happening to a child’s 
bottles within a session  

• Contents of bottles are disposed of after two hours 
• Labelled mothers’ breast milk is stored in the fridge 

• If dummies are used they will be cleaned and sterilised. This also applies to dummies which 
have been dropped (see separate dummy policy) 

• All dummies are stored in separate labelled containers to ensure no cross-contamination 
occurs 

• Children transfer to the older age group when assessed as appropriate for their age/stage 
following our agreed transition and settling procedures. 

 
 

Use of Dummies in Nursery 
 

At Monkleigh Primary School Nursery we recognise that a dummy can be a source of comfort for a child 

who is settling and/or upset, and that it may often form part of a child’s sleep routine. 

We also recognise that overuse of dummies may affect a child’s language development as it may restrict 
the mouth movements needed for speech. As babies get older they need to learn to move their mouths 
in different ways, to smile, to blow bubbles, to make sounds, to chew food and eventually to talk. As 
babies move their mouths and experiment with babbling sounds they are learning to make the quick 
mouth movements needed for speech. The more practice they get the better their awareness of their 
mouths and the better their speech will be. 

  

• Discuss the use of dummies with parents as part of babies’ individual care plans 

• Only allow dummies for comfort if a child is really upset (for example, if they are new to the setting or 

going through a transition) and/or as part of their sleep routine 

• Store dummies in individual hygienic dummy boxes labelled with the child’s name to prevent cross- 

contamination with other children 

• Immediately clean or sterilise any dummy or bottle that falls on the floor or is picked up by another 

child. 

When discouraging the dummy staff will: 

 

• Make each child aware of a designated place where the dummy is stored 

• Comfort the child and, if age/stage appropriate, explain in a sensitive and appropriate manner why they do 

not need their dummy 

• Distract the child with other activities and ensure they are settled before leaving them to play 

• Offer other methods of comfort such as a toy, teddy or blanket 

• Explain to the child they can have their dummy when they go home or at sleep time. 

We will also offer support and advice to parents to discourage dummy use during waking hours at home 
and suggest ways which the child can be weaned off their dummy through books and stories (when 
appropriate). 

  



 
    

  

  

 

 

Sleep 

  
At Monkleigh Primary School Nursery we aim to ensure that all children have enough sleep to support their 
development and natural sleeping rhythms in a safe environment. The safety of babies’ sleeping is paramount. 
Our policy follows the advice provided by The Cot Death Society and Lullaby Trust to minimise the risk of Sudden 
Infant Death.  
 
We make sure that: 
 

• Babies are placed on their backs to sleep, if a baby has rolled onto their tummy, you should turn them 
onto their back again, however once a baby can roll from back to front and back again, on their own, 
they can be left to find their own position 

• Babies/toddlers are never put down to sleep with a bottle to self-feed 
• Babies/toddlers are monitored visually when sleeping. Checks are recorded every 10 minutes and 

babies are never left in a separate sleep room without staff supervision at all times 
• When monitoring, the staff member looks for the rise and fall of the chest and if the sleep position has 

changed 

We provide a safe sleeping environment by: 

• Monitoring the room temperature 

• Using clean, light bedding/blankets and ensuring babies are appropriately dressed for sleep to avoid 

overheating 

• Only using safety-approved cots or other suitable sleeping equipment (i.e. pods or mats) that are compliant 

with British Standard regulations, and mattress covers are used in conjunction with a clean fitted sheet 

• Not using cot bumpers or cluttering cots with soft toys, although comforters will be given where required 

• Keeping all spaces around cots and beds clear from hanging objects i.e. hanging cords, blind cords, 

drawstring bags 

• Ensuring every baby/toddler is provided with clean bedding 

• Transferring any baby who falls asleep while being nursed by a practitioner to a safe sleeping surface to 

complete their rest 

• Having a no smoking policy. 

We ask parents to complete sheets on their child’s sleeping routine with the child’s key person when the 
child starts at nursery and these are reviewed and updated at timely intervals. If a baby has an unusual 
sleeping routine or a position that we do not use in the nursery i.e. babies sleeping on their tummies, we 
will explain our policy to the parents and not usually offer this unless the baby’s doctor has advised the 
parent of a medical reason to do so.in which case we would ask them to sign to say they have requested 
we adopt a different position or pattern on the sleeping babies form. 
  

We recognise parents’ knowledge of their child with regard to sleep routines and will, where possible, 
work together to ensure each child’s individual sleep routines and well-being continues to be met. 

However, staff will not force a child to sleep or keep them awake against his or her will. They will also not 
usually wake children from their sleep Staff will discuss any changes in sleep routines at the end of the 
day and share observations and information about children’s behaviour when they do not have enough 

sleep. 
  



 
    

 

 

 

 

 

 

 

Sleeping Twins 

 
We follow the advice from The Lullaby Trust regarding sleeping twins. Further information can be found at: 

www.lullabytrust.org.uk 

 

Bereavement 
 
 

At Monkleigh Primary School Nursery we recognise that children and their families may experience grief 
and loss of close family members or friends or their family pets whilst with us in the nursery. We understand 
that this is not only a difficult time for families, but it may also be a confusing time for young children, 
especially if they have little or no understanding of why their parents are upset and why this person/pet is 
no longer around. 

We aim to support both the child and their family and will adapt the following procedure to suit their individual 
needs and family preferences: 

• We ask that if there is a loss of a family member or close friend that the parents inform the nursery as 
soon as they feel able to. This will enable us to support both the child and the family wherever we can 
and helps us to understand any potential changes in behaviour of a child who may be grieving 
themselves 

• key person and/or the teacher will talk with the family to ascertain what support is needed or wanted 
from the nursery. This may be an informal discussion or a meeting away from the child to help calm a 
potentially upsetting situation 

• The child may need extra support or one-to-one care during this difficult time. We will adapt our staffing 
arrangements so the child is fully supported by the most appropriate member of staff on duty, where 
possible the child’s key person 

• We will be as flexible as possible to adapt the sessions the child and family may need during this time. 

We will adapt the above procedure as appropriate when a family pet dies to help the child to understand their 
loss and support their emotions through this time. 

We also recognise that there may also be rare occasions when the nursery team is affected by a death of a 
child or member of staff. This will be a difficult time for the staff team, children and families. Below are 
some agencies that may be able to offer further support and counselling if this occurs. 

There is a nominated member of staff who is trained in bereavement support 

The Samaritans: www.samaritans.org 116 123 
  

  

  

  
 

http://www.lullabytrust.org.uk/
http://www.samaritans.org/


 
    

 

 

 

 

 

Nutrition and Mealtimes 

 

At Monkleigh Primary School Nursery we believe that mealtimes should be happy, social occasions for children 
and staff alike. We promote shared, enjoyable positive interactions at these times. 

We are committed to offering children healthy, nutritious and balanced meals and snacks which meet individual 
needs and requirements. 

We will ensure that: 
• A healthy snack is provided for children attending a full day at the nursery over two years of age 
• We provide nutritious food meal times for children over two years of age, avoiding large quantities of fat, 

sugar, salt and artificial additives, preservatives and colourings 
• Parents should provide all food and milk for children under two years of age 
• Fresh drinking water is always available and accessible. It is frequently offered to children and babies 

and intake is monitored. In hot weather staff will encourage children to drink more water to keep them 
hydrated 

• Individual dietary requirements are respected. We gather information from parents regarding their 
children’s dietary needs, including any special dietary requirements, preferences and food allergies 
that a child has and any special health requirements, before a child starts or joins the nursery. Where 
appropriate, we will carry out a risk assessment in the case of allergies and work alongside parents to 
put into place an individual dietary plan for their child 

• We give careful consideration to seating to avoid cross contamination of food from child to child. 
Where appropriate, an adult will sit with children during meals to ensure safety and minimise risks. 
Where appropriate, age/stage discussions will also take place with all children about allergies and 
potential risks to make them aware of the dangers of sharing certain foods 

• Staff show sensitivity in providing for children’s diets and allergies. They do not use a child’s diet or 
allergy as a label for the child, or make a child feel singled out because of her/his diet or allergy 

• Where staff eat with the children, a good example is set and good table manners are shown. Meal 
and snack times are organised so that they are social occasions in which children and staff participate 
in small groups. During meals and snack times children are encouraged to use their manners and say 
'please' and 'thank you' and conversation is encouraged 

• Staff use meal and snack times to help children to develop independence through making choices, 
serving food and drink, and feeding themselves 

• Staff support children to make healthy choices and understand the need for healthy eating 
• We provide foods from the diet of each of the children’s cultural backgrounds, providing children with 

familiar foods and introducing them to new ones. 
• Cultural differences in eating habits are respected 

• Children not on special diets are encouraged to eat a small piece of everything 
• Children who refuse to eat at the mealtime are offered food later in the day 
• Children are given time to eat at their own pace and not rushed 
• Quantities offered take account of the ages of the children being catered for in line with 

recommended portion sizes for babies and young children 
• We promote positive attitudes to healthy eating through play opportunities and 

discussions 
• No child is ever left alone when eating/drinking to minimise the risk of choking 

 
 



 
    

 
 
 
 
 
 

• We will sometimes celebrate special occasions such as birthdays with the occasional treat of foods such 
as cake, sweets or biscuits. These will be given at mealtimes to prevent tooth decay and not spoil the 
child’s appetite. Where we have frequent birthdays and celebrations we consider other alternatives such 
as celebrating through smiles and praise, stickers and badges, choosing a favourite story, becoming a 
special helper, playing a party game, dancing and/or singing their favourite song 

• We allow parents to bring in cakes on special occasions. 
• All staff who prepare and handle food are competent to do so and receive training in food hygiene 

which is updated every three years 
 
  

Parents and Carers as Partners 

  
At Monkleigh Primary School Nursery we believe that parents and staff need to work together in a close 
partnership in order for children to receive the quality of care and early learning to meet their individual 
needs. We welcome parents as partners and support a two-way sharing of information that helps 
establish trust and understanding. We are committed to supporting parents in an open and sensitive 
manner to include them as an integral part of the care and early learning team within the nursery. 

The key person system supports engagement with all parents and will use strategies to ensure that 
all parents can contribute to their child’s learning and development. Parents contribute to initial 
assessments of children’s starting points on entry and they are kept well informed about their children’s 
progress. Parents are encouraged to support and share information about their children’s learning and 
development at home. The key person system ensures all practitioners use effective, targeted strategies 
and interventions to support learning that match most children’s individual needs. 

  
Our policy is to: 

• Recognise and support parents as their child’s first and most important educators and to welcome 
them into the life of the nursery 

• Generate confidence and encourage parents to trust their own instincts and judgement regarding 
their own child 

• Welcome all parents into the nursery and will endeavour to provide an area where parents can 
speak confidentially with us as required 

• Ensure that all parents are aware of the nursery’s policies and procedures. A detailed parent 
prospectus will be provided and our full policy documents will be available to parents at all times 
if requested. 

• Maintain regular contact with parents to help us to build a secure and beneficial working 
relationship for their children 

• Support parents to develop their parenting skills including helping them to develop their parenting skills 
and inform them of relevant conferences, workshops and training 

• Create opportunities for parents to talk to other adults in a secure and supportive environment 
through such activities as open days, parents’ evenings 

• Inform parents about the range and type of activities and experiences provided for children, the 
daily routines of the setting, the types of food and drinks provided for children and events through 
Class Dojo regularly newsletters, the nursery website. 

• Operate a key person system to enable parents to establish a close working relationship with a named 
practitioner and to support two-way information sharing about each child’s individual needs both in 
nursery and at home. Parents are given the name of the key person of their child and their role when the 
child starts 

 
 



 
    

 
 
 
 
 
 
 

• Inform parents on a regular basis about their child’s progress and involve them in shared record keeping.  

• Actively encourage parents to contribute to children’s learning through sharing observations, interests 
and experiences from home. This may be verbally, sharing photographs or in written form 

• Agree the best communication method with parents e.g. email, face-to-face, telephone and share 
information about the child’s day, e.g. food eaten, activities, sleep times etc. 

• Consider and discuss all suggestions from parents concerning the care and early learning of their child and 
nursery operation 

• Provide opportunities and support for all parents to contribute their own skills, knowledge and interests 
to the activities of the nursery including signposting to relevant services, agencies and training 
opportunities 

• Inform all parents of the systems for registering queries, compliments, complaints or suggestions, and to 
check that these systems are understood by parents 

• Make sure all parents have access to our written complaints procedure 
• Share information about the Early Years Foundation Stage, young children's learning in the nursery, 

how parents can further support learning at home and where they can access further information 
• Provide a written contract between the parent(s) and the nursery regarding conditions of acceptance 

and arrangements for payment 
• Respect the family’s religious and cultural backgrounds and beliefs and accommodate any special 

requirements wherever possible and practical to do so 
• nform parents how the nursery supports children with special educational needs and disabilities 

 
 
 
 

Late Collection and Non-Collection 

  
At Monkleigh Primary School Nursery we expect all parents to collect their child at the agreed time 
according to their registration form. We give parents information about the procedures to follow if they 
expect to be late. These include: 

• Agreeing a safety password with the nursery in advance to be used by anyone collecting a child who is not 
the parent (designated adult) 

• Calling the nursery as soon as possible to advise of their situation 
• Asking a designated adult to collect their child wherever possible 

• Informing the nursery of this person’s identity so the nursery can talk to the child if appropriate. This will 
help to reduce or eliminate any distress caused by this situation 

• If the designated person is not known to the nursery staff, the parent must provide a detailed 
description of this person. This designated person must know the password in order for the nursery 
to release the child into their care. This is the responsibility of the parent. 

 

 

 

 

 



 
    

 

 

 

 

If a child has not been collected from the nursery after a reasonable amount of time, at least ½ an hour has 
been allowed for lateness, we initiate the following procedure: 

• The parents/carers will be informed that a child has not been collected 
• The EYFS Leader will check for any information regarding changes to normal routines, parents’ 

work patterns or general information. If there is no information recorded, the manager will try to 
contact the parents on the telephone numbers provided for their mobile, home or work. If this 
fails the manager will try the emergency contacts shown on the child’s records 

• The EYFS Leader /staff member in charge and one other member of staff must stay behind with 
the child (if outside normal operating hours). During normal operating times, the nursery will plan 
to meet required staff ratios. If the parents have still not collected the child, the manager will 
telephone all contact numbers available every 10 minutes until contact is made. These calls will 
be logged on a full incident record 

• In the event of no contact being made after one hour has lapsed, the person in charge will ring 
the local authority children’s social services emergency duty teamThe nursery will inform Ofsted  

• as soon as convenient 
• The two members of staff will remain in the building until suitable arrangements have been made 

for the collection of the child 
• The child’s welfare and needs will be met at all times and to minimise distress staff will distract, 

comfort and reassure the child during the process 
• In order to provide this additional care a late fee of £5 for every 15 minutes or part thereof, will 

be charged to parents. This will pay for any additional operational costs that caring for a child 
outside their normal nursery hours may incur. 

  

Name Contact No 

Social Services Emergency Duty Team (Devon) 0345 155 1071 

Ofsted 0300 123 1231 

 
 
 

MONKLEIGH PRIMARY SCHOOL 
PRIVACY NOTICE FOR PARENTS AND PUPILS 

We, Monkleigh Primary School, are the ‘data controller’ for the purposes of data protection law. 

Our data protection officer is Mrs June Smart who can be contacted via email at dpo@monkleigh-
primary.devon.sch.uk 

The Privacy Notice can be found at https://www.monkleigh-
primary.devon.sch.uk/images/Monkleigh_Privacy_Notice_for_Parents_2025-26.pdf 

Please refer to the separate policy 

mailto:dpo@monkleigh-primary.devon.sch.uk
mailto:dpo@monkleigh-primary.devon.sch.uk
https://www.monkleigh-primary.devon.sch.uk/images/Monkleigh_Privacy_Notice_for_Parents_2025-26.pdf
https://www.monkleigh-primary.devon.sch.uk/images/Monkleigh_Privacy_Notice_for_Parents_2025-26.pdf


 
    

 
 
 
 
 
 
 
 
 
 
 


