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Winchcombe Playgroup Policies 
 

Record of Changes 
 

Date Changes By Whom 

05/12/10 Updated Admissions & Changes policy, added Travel & 
Expense policy 

Alan Steele 

10/12/11 Updated Closure Policy Gemma Madle 

10/1/11 Added Environmental Policy Gemma Madle 

9/5/12 Updated: Food Hygiene Policy, Inclusion Policy, Risk 
Assessment, Special Education Needs, Complaints Policy 
and Winchcombe Playgroup Outings and Transport 
Policy 

Paula Duffy 

13/11/12 Updated Sick children policy Arno Ferreira 

16/03/2013 Updated all policies according to EYFS 2012 Arno 
Ferreira/Paula 
Duffy 

20/06/2013 Update Child protection and adult protection policy Arno Ferreira 

02/09/2013 Update communication policy Arno 
Ferreira/Mandy 
Shackleton 

22/08/2013 Update Fire drill policy Mandy Shackleton 

21/08/2013 Update behaviour policy  

06/06/2014 Updated Sick Pay Policy (draft) Anna Hay 

20/01/15 Amended Admissions Policy Arno Ferreira 

20/03/15 Amended Fire Drill Policy Mandy Shackleton 

05/10/2016 Updated child assessment policy Arno Ferreira 

   

   

19/10/2017 Complaints policy updated 
Add on to the behaviour management policy 

Arno Ferreira 
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Administration of Medicine Policy 
 
Medicines will only be administered when there is a health reason to do so. 
  

1. In the medical book a ‘Permission to Administer Short Course of Medication or Treatment Daily’ form must be 
completed by the parent/carer in conjunction with the Key Person/group leader before administration of any 
medicine. No medicines that have not been prescribed or advised by a pharmacist may be administered. 
 

2. The medicine will only be administered by the designated Key Person/session leader, who is a registered First 
Aider. 

 
3. All medicines will be kept in the medicine cabinet/fridge. The medicines must be clearly labelled with the 

child’s name, photograph and the required dose. 
 

4. Medicines will remain the responsibility of the parent/carer and returned after each session unless there is a 
need for the play group to hold onto preventative medicines i.e. Ventolin or Piriton. 

 
5. Staff medication will be labelled and kept in the medicine cabinet/fridge. 
 
Once a child has been given the medicine, the parent/carer will be asked to sign the medical administration form 

 
 
 
 
 
 
 
 
 
  
 
 
 
 

 

 
  



 Page 4 of 37 

 

Admissions & Changes Policy 
 

Admissions 
Admissions to Winchcombe playgroup are administered at the discretion of the Playgroup Manager, on behalf of the 
Committee, using the guidance in this policy. Decisions can be referred to the Committee by the Playgroup Manager 
and a decision will be taken by no less than two Committee Members. 

 The rate for all sessions is £4.00 per hour.  Winchcombe Playgroup reserves the right to review the fees each 
academic year. 

 The number of children in each session is limited.  

 Sessions are available in the following blocks 9-12pm, 12-3pm, 9-3pm 

 The playgroup starting age is 2 years and 6 months. 

 Admission applications of children under 2 years 6 months will be considered on an individual basis.  The child 
must be identified by the local authority as disadvantaged and granted 2-year-old government funding. A 
statutory need assessment will be constructed (2-year-old check) by the playgroup in partnership with the 
parent/carer of the child considering whether the child’s needs can be met within the current staffing structure 
and occupancy level. The health visitor statutory 2-year-old check will support this decision.  

 In general, vacant spaces will be allocated in the following order of priority: 

1. Children in care 

2. Children with two-year-old Government funding 

3. Children who are extending their hours 

4. Children with siblings in Playgroup 

5. Children due to attend school the following September 

6. By distance of permanent address to Playgroup (closest gets priority) 

 To utilise capacity during the early terms in the year, temporary places (for example, for a single term) will be 
offered to those requesting them. These will be allocated on a first come first served basis. 

 
Charges to be aware of: There may be circumstances where charges may occur to cover staffing costs. Two examples 
are: 

 The Christmas party: If your child attends a session where a party is organised you will be charged for that 
session (to cover the staffing costs) and requested to make a voluntary contribution to cover the cost of the 
party. If the cost of the party is not covered by the contributions of all attending the party will be cancelled.  

 Where the premise becomes unsuitable to accommodate all the children and staff for a session/s but still 
remains open. These are situations not mentioned in the closure policy (see colure policy). An example is, in 
extreme heat parents have been contacted and advised about the situation. Parents are requested (if 
possible) to pick their child up therefore reducing the number of children in premises and reducing the 
associated risk.   

Changes 

 Spaces requested and subsequently allocated at the start of the year will be billed whether the child attends or 
not. This is to prevent parents holding spaces they do not intend to use.  

 The committee will consider alteration requests if the circumstances of the parents alter significantly. 

 Requests for session changes will only be considered following receipt of a “Change of session request form”, 
available from the Playgroup Administrator. 

 Changes to sessions will take effect from the following half-term, earlier if approved by Playgroup.  Playgroup 
reserves the right to charge £10 for any change in sessions. 
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 Late pick-ups: 

o A fee may be charged to parents who collect their child late more than three times. The charge 
will be £10 for each occurrence after the third time. 

o In the case that a child is collected more than 30 minutes late then a charge of £20 shall also 
apply. 
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Behaviour Management Policy 
 
Winchcombe Playgroup adheres to some simple rules known as ‘golden rules’, these are ‘kind hands’, walking inside 
and down the ramp, ‘inside voices’ and tidy up after we are finished playing.  The aim of our rules is to establish a 
consistent and positive approach permeating all activities for all age groups, based on mutual respect and 
consideration for each other, staff, parents and children alike. The golden rules are discussed and explained to 
children to help them understand the need for boundaries. The playgroup has a named person responsible for 
behaviour management. 
 
Rationale 
Playgroups shared aims and visions place strong emphasis upon the valuing and supporting of individuals and the 
encouragement of such qualities as respect, responsibility, self-discipline, cooperation and consideration. This policy is 
therefore based upon the following rationale: 
 

 Behaviour is learnt and positive behaviour will be rewarded through appropriate praise and recognition.  

 Children’s behaviour is sometimes negatively impacted from influences or situations in their lives. Staff will 
observe children and work closely in partnership with parents to support children’s behaviour.   

 Clear procedures that are fair and consistently applied and appropriate to the age, stage and environment. 

 The encouragement of the virtues indicated above by providing positive role models to the children. An 
example of this would be to praise good behaviour, rather than concentrating on the negative. 

 
It is particularly important that all staff adhere to the following principles: 
 

 All staff have a responsibility to ensure that the Behaviour Policy is adhered to. 

 Good behaviour is kept constantly as a high profile issue by negotiating what is acceptable and what is not 
with the child or group. 

 The enhancement of self-esteem and positive role modelling is kept at the heart of Playgroup’s approach and 
incorporated in all activities involving staff, parents and children. 

 Physical intervention may be used to ensure the safety of the child and others in the immediate environment. 
The child will be carried to a safe area. The adult will make others aware of the intervention. When the child 
has calmed down they will be encouraged to understand the impact of their behaviour and supported back 
into play.  An incident form will be filled in which will be signed by the parent/carer at the end of the session. 
If this behaviour continues the incident forms and observations would inform an agreed strategy with the 
parents to support the child`s behaviour at home and playgroup. 

 Under no circumstances may a child be shaken, threatened, shouted at or physically punished or be made to 
feel that it is anything other than his or her behaviour that is unacceptable. 

 If it is deemed necessary a child may be directed away from an activity or social group and supported into an 
alternative activity. 

 In any case of misbehaviour, it will always be made clear to the child or children in question that it is the 
behaviour and not the child that is unwelcome. 

 Superhero, rough and tumble play are a part of the growing up process for some children. This play will be 
supervised by an adult to ensure that children taking part are comfortable at the level of play and children are 
using their kind hands. Superhero play will be discussed and children will learn that superhero’s help people in 
a positive manner. 

 Remembering that biting, harming others and tantrums are still a normal part of young children’s behaviour, 
although not appropriate. Individual children will be supported to find positive ways to communicate socialise 
and play with their peers.  

Unwanted behaviour or where a child has harmed another child will be dealt with in the following manner: 
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If an incident occurs between children then the victim will be comforted and the aggressor ignored, when the 
victim has been settled an adult will discuss the incident with the aggressor and required to demonstrate 
empathy to the victim, this may be supported or role modelled by an adult. An incident form is filled out to be 
discussed with the aggressor’s parent/carer. An accident form will be filled out (if necessary) to be discussed 
with the victim’s parents/carer. If this behaviour is repeated observations on the child’s behaviour will be 
constructed to assess the reason for the behaviour, support will be given to the child and his/her family.  

The Playgroup has a nominated person responsible for behaviour management.   
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Behaviour management procedure  
 
Introduction: 
It is the responsibility of all playgroup staff to support the behaviour of all the playgroup children. Children must be 
supported with understanding the boundaries, routines and expected behaviour. Adults must understand that there is 
a realistic expectation of children’s behaviour according to their age and stage. Young children need to be supported 
in play and appropriate play role modelled by adults. Practitioners need to be aware that a group of children may 
negatively influence and impact on individual child’s behaviour.  
 
Adults must be aware of children’s behaviour and children must not be allowed to cut across boundaries and must be 
supported according to our behaviour management strategies.   
Staff are deployed to various roles during the session. If a staff member is supporting a child/children`s behaviour they 
must communicate their intention as adults may need to swop roles, e.g. if an overseer or facilitator is engaged in 
behaviour management, children will require another adult to oversee or facilitate their play. The overseer must be 
responsible for the whole groups behaviour and will intervene in the play to ensure the group understands the golden 
rules in their play e.g. inside voices, kind hands, walking inside, tidy up before we take out another resource.  
 
Procedures: 
The following procedure will outline agreed strategies for common behaviour issues likely to occur during a session. 
These strategies aims to support consistencies in practice further supporting children’s behaviour.  
 

1) When a child hurts another child or cuts across other children’s play: 
Support children in conflict resolution and assertiveness to keep themselves safe from harm from others.  
Children should be supported to say ‘STOP! I don’t like that, kind hands please’, when someone does 
something to them they don’t like. If the unwanted behaviour continues children are to seek out an adult for 
support. Comfort the victim and ignore the aggressor. The adult will facilitate a discussion between the 
children to resolve the conflict. This may involve supporting a child in understanding that their `actions have 
hurt others` EYFS. Remember be wary when expecting a child to say ‘sorry’ before they have a real 
understanding of what that means.  

 
  

2) Tantrum: tantrums are a normal part of child development. When adults intervene in children’s play where a 
child has cut across their peers play, they may need to be directed away from the activity. At this point a child 
may have a tantrum.  
 
During a tantrum a child may not have the ability to engage rationally and will need to go through the tantrum 
before staff are able to engage in communication with the child. If the child is in a safe area they can be left 
there and observed through near supervision or moved to a safe area. Moving children to a safe area in not a 
physical intervention and will not need to be documented. The tantrum may be discussed with the child’s 
parents by their key person if required. When the child has come through their tantrum they may feel 
negative emotions such as shame or guilt. It is important for the adult to support the child at this point to 
ensure that their self esteem stays intact. This can be achieved by comforting the child and talking about their 
tantrum and the behaviour leading to the tantrum. This must be done in a way that children are rewarded by 
adult interaction for displaying expected behaviour and negative behaviour is not rewarded. The child could 
be supported back into the play and should demonstrate some understanding of their negative behaviour on 
the group play. The other child may also need support in showing forgiveness and tolerance as the child is 
supported back into the play. 
 

3) Directing: Directing a child must not involve a physical intervention. The child will be directed under their own 
strength. One hand will be placed on the child’s back and the other on the elbow close to the torso. The adult 
is to communicate to the child and other adults their intention and instruction to the child in a calm manner. 
E.g. I am directing...to a quiet area or another activity. Some children may need support during a session as 
they may be unable to adapt their behaviour accordingly and may need to be directed to a quiet area to 
consider their behaviour or time away from a dynamic that is negatively impacting their behaviour. When the 
child is ready to positively engage with their peers and adults a discussion could be facilitated to supported 
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appropriate behaviour. Consistent boundaries for behaviour will lead to appropriate behaviour becoming 
embedded in their social interactions.   
 

4) Physical intervention 
Physical intervention may be used by adults where a child is at risk from harm or at risk from harming others. 
The child may need to be moved to a safe area. Physical intervention usually involves carrying of child and the 
child is not moving under his/her own strength.  
 
When there has been a requirement for physical intervention or when a child has hurt another child an 
incident form is to be filled in and signed by the carer/parent. If this behaviour management strategy is used 
frequently a support plan needs to be constructed in partnership with the parents, our SENCO should be 
involved in this discussion.  
Where a child has been hurt through an incident as mentioned above an accident form must also be filled in. 
This form will document the injury and communicate to the parents/carer of the injured child. When a child 
does not have any visible injury occurring from the incident a generic incident communication form will be 
given to the parents/carer to explain that the child was involved in an incident but continued happily in their 
play. 
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Child Assessment Policy 
 
Why We Assess Children 
Assessing children provides a clearer understanding of the needs of each individual. Assessments play a vital role in 
planning activities and strategies for each child that will enhance their personal, physical and social development. Key 
Persons construct assessments in partnership with parents, however the whole staff team may be involved in 
informing individual children’s assessments when requested by the individual child’s key person. 
 
How We Assess Children 

 Childs profile filled in by parents as part of the registration pack. 

 Initial discussion form 

 2-year-old learning and development check 

 An individual development and learning plan (IDLP) is constructed by the parent and their key person.  

 Support Plan 

 My Plan 

 My Plan+ 

 Summative Development Record for Transition to another setting or school. 
 
The registration profile filled in by parents gives the playgroup staff (key person) a basic awareness to the likes and 
dislikes of the child. The information may support the transition into playgroup. 
An initial discussion form is also collectively filled in by your Key person and yourself prior to your child stating. The 
form has questions about your child e.g. allergies, attends other settings, how do they communicate/make their 
needs known, toileting etc. 
The 2-year-old check is a statutory requirement for all 2 year olds that attend early years’ settings in Britain. The 
check is constructed in partnership with parents/carers. The idea is that any learning and developmental gaps can 
be identified, strategies discussed, developed and agreed upon.  
The IDLP is a report constructed in consultation with parents. 2 to 3-year-old children are assessed on the Prime 
areas of development according to the Early Years Foundation Stage 2014, (see Parents Guide to the Early Years 
Foundation Stage, www.winchcombeplaygrouo.org.uk/resources/downloads. 3 to 4 year olds are assessed on 
Prime areas and Specific Areas of development.  
Achievable and relevant areas for development (next steps) are identified for the child to acquire over a four-
month period. A reviewed consolation IDLP will be constructed at the end of this period identifying new next step 
or possible support needed. 
 
On the last term before your child moves on to school, a school transition form is completed by your Key Person. 
This is then presented to you for review and comments before being sent to your child’s reception teacher. This is 
a statutory Gloucestershire |County Council document and communicates your child’s stage of learning and 
development to your reception teacher. It also forms part of evidence that your child has been given the required 
support to progress during their time at playgroup. 
 
During the assessment period it may be decided that your child may require additional support to support their 
progression. This initial support strategy is discussed, agreed and documented on a support plan form. This plan 
will be review every few weeks to assess the effectiveness of the strategy in supporting progression. 
 
A child on a support plan may need additional support with Special Educational Needs involvement. This support 
will need to be made explicit using a Gloucestershire County Council template called a MY Plan). This document 
will take over from an IDLP and/or support plan and reviewed more often. The Special Education Needs Co-
ordinator (SENCO) will be involved in this process to support the parent and key person deciding on support 
strategies. The ‘My Plan’ may involve and refer to other professionals e.g. speech and language therapists, 
paediatricians, family support workers, educational psychologist etc. When these (outside of the playgroup team) 
professionals are involved the ‘My Plan’ becomes a ‘My Plan+’ 
Winchcombe Playgroup use a secure observational software system called 2 Simple Profile. The system allows 
staff to take photo observations of new starter children at play. This system informs the assessment of the new 
starters as different staff work on different days and the new starters key person may not have enough info to 
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inform the assessment without the teams observational input. The photo observations are then emailed to 
parents at the end of the initial assessment period. Children on Support plans and My plans may also be involved 
in continued 2 Simple Profile. The photo observations are targeted at understanding the effectiveness of the 
agreed strategies and informing future next steps and strategies. 
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Child Protection Policy & Adult Protection Policy and Procedures 
 
Winchcombe Playgroup endeavours to create an environment in which children are safe. We aim to provide children 
an environment where they feel that they will be listened to and appropriate actions will be taken to ensure their 
safety.  We comply with the Children`s Act 2004 section 11 (statutory responsibility) and Working Together to 
Safeguard Children 2006-that we have a `duty of care `-if we have concerns, to inquire/observe and if we consider a 
child is at risk of harm, to act accordingly within the local safeguarding procedure. (see below)  
 

Practitioner has concerns  
If a Professional has a concern about the wellbeing of a child (or unborn baby), then that professional should:-  
 
 
 
 

Completion of written record  
Complete a written record of the nature and circumstances surrounding the concern including any previous concerns 
held  

                             
 
 
 
 
Consultation with supervisor  
Share their concerns with the playgroup Designated Safeguarding Lead to decide next step   
 
 
 
Discussion with parents 
Designated safeguarding lead to discuss concern with parents/carer of the child and explain what steps will be  
 taken next (if this does not put the child at further risk or affect a police investigation) 
 
 
 
Contact Tewkesbury Family First Early Help for advice  
If needed for a discussion in principle (without names) contact 01452 328251 
tewkesburyearlyhelp@gloucestershire.gov.uk 
 
 
Contact the children and families’ helpdesk  
Where there are urgent concerns, Safeguarding Lead to contact the Children’s and Families’ helpdesk on 01452 
426565 
 
 
 
Making a request for services 
If requires and advised to do so from families first, complete a Multi-Agency Request form found on GSCB website 
 
 
  
Resolving professional Difference (escalation policy)  
Remember to use the ‘resolution of professional difficulties’ (escalation) procedures if you are left feeling that the 
response from social care has not addressed your concerns for the child. Advice about procedural issues including 
using the resolving professional differences procedures can be obtained through the Safeguarding Children Service on 
01452 58 3629  
For out of hours social work advice please contact the Emergency Duty Team on 01452 614 194 

mailto:tewkesburyearlyhelp@gloucestershire.gov.uk
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The playgroup works with parents and other professional to ensure children are safe from harm. This may involve 
early intervention strategies to support parents/carers preventing issues/concerns escalating. The Manager and 
Deputy Manager are responsible as the Designated Senior Child Protection Person to deal with and record any 
allegations of serious harm or abuse is made. Adults working with children in the playgroup will have relevant training 
to be able to identify signs of possible abuse and neglect at the earliest opportunity and will respond in a timely and 
appropriate way. These may include: 
 

 Significant changes in child’s behaviour. 
 

 Deterioration in children’s general wellbeing. 
 

 Unexplained bruising, marks and signs of possible abuse or neglect. 
 

 Children’s comments which give cause for concern. 
 

 Inappropriate behaviour displayed by other members of staff or any other person working with the children 
e.g. inappropriate sexual comments, excessive 1:1 attention beyond the requirements of their usual role and 
responsibilities or the inappropriate sharing of images.  

                           (see whistle blower procedure) 
 
The playgroup support children to be assertive and resilient by teaching children to say, `STOP! I DON’T LIKE THAT! ` 
When someone does something to them that they do not like and to tell an adult if this continues.  
 
All staff are aware of good practice regarding self-protection in the work place, in the case of an allegation being made 
against them. Adults will not be left alone for long periods with individual or small groups of children. Staff are not to 
give children gifts or rewards unless this is part of the behaviour strategy or discuss with the manager and parent. This 
action is be recorded and rewards are to be given in the open.  In the instance of a member of staff or parent/carer 
making an allegation against another adult to a supervisor or manger the whistle blower procedure must be followed.  
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Whistle-blower Procedure 
 
In the instance of a member of staff or parent/carer making an allegation against another adult to a 
supervisor/manager, the following procedure will be followed: 
 
In an unmarked secure notebook: 
 

1. the actual accusation time/date and staff and supervisors name 
 

2. the whole incident – who said what to whom recorded 
 

3. both supervisor and staff member or parent/carer to sign KEEP CONFIDENTAL. 
 

4. supervisor to look at accusation and decide if it is a staff training issue/ child/adult protection issue/ dismissal 
issue. 
 

5. supervisor to notify Gloucestershire Safeguarding Children Board no. 01452 426565 and OFSTED no. 
08456404040 and parent/carer if anything other than a training issue. 
 

6. Supervisor to monitor and record the accused member of staff constantly, unless needs instant dismissal or 
removal from group while investigation takes place in accordance with the disciplinary policy and procedure. 
Until OFSTED inform otherwise or investigation begins. 

 
Ofsted = 08456 404040 - Piccadilly Gate, Store Street, Manchester, M1 2WD 
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Toileting and nappy changing: Only staff including apprentices with DBS checks will be responsible for nappy changing 
and supporting children with their toileting. (see nappy changing and toileting policy). 
 

Nappy Changing Procedure 
 
1. Always notify other staff members before changing a child’s nappy. 
2. Please ensure the child is not left unattended on the changing mat situated on the floor. 
3. Always wear gloves and an apron when changing a nappy. 
4. Always dispose of wipes and nappies in a nappy sack. 
5. Nappy sacks must always be disposed of in the nappy bin provided. 
6. After changing a nappy, please use an antibacterial wipe to clean the changing station and mat. 
7. Don’t forget to wash your hands. 
 
 
All personal mobile phones and camera are to be kept in staff room or office during sessions. Playgroup phones and 
camera are to be kept on the premises and photos to used for displays, planning or learning journeys will be deleted 
and not stored. (see mobile phone and camera policy). Parents/carers are not to take photos of any child during 
sessions unless authorised by the manager. 
 
Parent are to report any injuries to their child that have not occurred on the playgroup premises, to their Key person 
or management. Any injuries noticed during the session or declared by parents must be recorded on an existing injury 
form and an explanation sought from the parents.  
 
Playgroup do not have to inform parents about contact or referrals to the Gloucestershire safeguarding children 
boards phone no. 01452 426565 or Ofsted no 0845404040 If there are concerns about the safety of the child or staff  
 
Winchcombe Playgroup follows the safer recruiting guidelines as set out by the Gloucestershire child protection Board 
and the Designated senior Child Protection will be trained in safer recruitment either through the one-day course or 
on line course set up by the GCPB. 
 
 
 
 
 
 
 

Collecting Children From Playgroup Policy 
 
1. Children should be signed in at the colour bases at the beginning of their session. 

2. If the usual person is not collecting a child, a note should be written on the Communication Board in the entrance 
hall and the child’s key person informed. 

3.  Each child should be signed out in the group bases by the person collecting them from their colour group. 
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Complaints Policy 
 
If there is a complaint about the Playgroup or a member of its staff, it can be made to: 

 

1. The Playgroup Leader or a committee trustee by emailing trustees@winchcombeplaygroup.org.uk  
 
 
2. The person who helps you deal with the complaint will ask you  

to complete a Complaint Log form and will endeavour to take necessary action to resolve the complaint. The 
person or party that is/are investigating the complaint will report back to the complainant the outcome of the 
investigation within 28days 

 
 

3. If your problem hasn’t been resolved satisfactorily, you can contact PATA on 01452 541244 or 
info@pataglos.org.uk . 

 
 

4. If you need further advice with your problem, you can contact Ofsted:  Piccadilly Gate 
Store Street  
Manchester 
M1 2WD  
 
Tel:  0300 123 1231  
Email:  enquiries@ofsted.gov.uk 

 
 

 

mailto:trustees@winchcombeplaygroup.org.uk
mailto:enquiries@ofsted.gov.uk
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Playgroup Confidentiality Policy 
 
Members of playgroup committees (including helpers on subcommittees) are required to keep sensitive information 
confidential. 
 
Such confidential information would include any information relating to issues surrounding individual staff, children, 
parents, finances or policies. 
 
Some parts of meetings are open and decisions reached at meetings may be made public through the minutes. 
However, discussions relating to sensitive issues and decisions relating to them should be regarded as private and 
confidential. 
 
Whilst members should encourage feedback, it is important that this is in the correct forum and handled in a positive 
and responsible way in line with policy. When discussions arise outside committee meetings, members should (given 
their position of trust) exercise the highest degree of discretion and not breach confidences. 
 
Occasionally, it may be necessary to disclose particular sensitive information to Trustees alone, unless the trustee is 
directly involved. Such information (including for example sensitive child protection issues) may not be made known 
to the rest of the committee, for the good of the child. 
 
 

Environmental Policy 
 
Winchcombe Playgroup will endeavour to reduce unnecessary paper waste in the following ways:  

 by emailing or texting parents where possible 

 providing parents with access to policy documents and other relevant information through the playgroup 
website www.winchcombeplaygroup.org.uk  

 
Where parents are unable to access information through these means copies of all policies are held in the office in 
playgroup and can be seen on request.  Alternatively parents can request a paper copy of policies and to receive 
paper communications from playgroup.

http://www.winchcombeplaygroup.org.uk/
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Equal Opportunities Policy 
 
Winchcombe Playgroup works in accordance with all relevant legislation, including: 
 

 Children and Young Persons Act 2008 

 Equality Act 2010 

 Employment Equality (Age) Regulations 2006 

 Disability Discrimination Act 2005 

 Special Education Needs Act 2004 

 Employment Equality (Religion or Belief) Regulations 2003 

 Employment Equality (Sexual Orientation) Regulations 2003 

 Human Rights Act 1998 

 Sex Discrimination Act 1986 

 Race Relations Act 1976 

 
All children and their families are welcomed to the Playgroup. Playgroup aim to ensure that all who wish to work in, or 
volunteer to help with, Playgroup have an equal chance to do so. 
 
Admissions 
 
The Playgroup is open to every family in the community and wider locality. 
 
Employment 
 
Any vacancy is advertised externally and internally. The Playgroup is a committed equal opportunities employer. 
 
Families 
 
The Playgroup recognises that many different types of family group can successfully love and care for children. The 
Playgroup offers flexible payment systems for families with differing means. All parents and carers are encouraged to 
support the Playgroup. If English is not first language, interpretation will be sought to support communication 
between Playgroup staff and families. 
 
The Curriculum 
 
The children are encouraged to enjoy and learn from all kinds of activities and equipment. They will be involved in all 
aspects of play in an environment free from prejudice and discrimination. 
 
Playgroup will have wide range of resources to reflect non-stereotypical roles, disability and racial, cultural and 
religious diversity. 
 
All children will be treated as individuals and with equal concern. 
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Fire Drill Policy 
 
1. Immediately after each group time registration, put the signing in sheet and the register in the tray on the shelf 

by the red whistle. Write your number on the white board. (It is essential the total number of children is known 
and we should all be aware of it). 

2. All staff must ensure that they and any volunteers, visitors or students are signed in on the appropriate sheets. A 
name badge must be issued. This must be returned when signing out. 
These are stored with the children’s registers. 

3. In the event of real fire or emergency, a member of staff should activate the main alarm or break the glass on the 
red box sensor (located by exits). In drill situations we will use the evacuate setting on the alarm box) 

4. Whoever raises the alarm should: 
a. Command a staff member to go to the gate outside and unlock (right hand side as leaving).(All staff must carry 

the padlock key with them at all times). 
b. Another member of staff should be directed to the bottom gate (back entrance to bottom playground) and 

ensure children descend safely and are directed to line up along fence). 
c. Command another staff member to lead the children out, collecting the children’s registers and signing in 

sheets if safe to do so. 
d. Tell the children to leave their toys and line up in the designated place for exiting the building and name the 

staff member they need to leave the building with. 
e. Direct a member of staff to check all areas of the building (Playroom, kitchen, toilets and office) are clear of 

children and adults. 
5. All other staff members should keep the children calm and guide them to the bottom playground against the far 

fence. 
6. If free flow is in operation: 

a. All staff on hearing the alarm should calmly direct children to the fire assembly point. 
b. One member of staff to safety sweep top grassy bank and block entry to top playground by standing 

near entrance gate. Staff member to join fire assembly point when all children have assembled. 
c. One member of staff to safety sweep sand pit and cottage area whist guiding children to fire assembly 

point. 
7. At the Assembly Point count the children, staff and visitors and check against the registers. 
8. Ring 999. 
 
If it is safe to do so, internal doors and windows can be closed as they are passed, but the priority is to get everyone 
out safely. As visitors to our setting are never left alone, the adult that is with them can assist them in exiting the 
building. 
 
 
 
 
Once all the children and adults are accounted for make sure:- 

1. Gates are locked 
 

2. Staff members are allocated back to indoor and outdoor locations 
 

3. Allow children to return to play 
 

4. Access to playgroup returns to the usual up the ramp route
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Food Hygiene Policy 
 
Winchcombe Playgroup provides morning and afternoon snacks for children attending the setting. The highest 
possible food hygiene standards are maintained with regard to the purchase, storage, preparation and serving of food. 
All persons handling food preparation need to be trained according to `Safer Food Better Business` training pack. The 
lead practitioner responsible for The Health and Safety is also responsible for food hygiene. A trained person will be 
responsible for the Daily Kitchen Opening and Closing checks and relevant entries into the `Safer food…` folder. The 
person on snack duty will need to complete the checklist. If a problem is identified it must be documented in the 
folder and reported to the person responsible for food hygiene. 
 
When children take part in snack preparation or cooking activities they are supervised at all times. They are taught to 
understand the importance of hand washing and simple hygiene rules. (Refer to Hand Washing policy). They are kept 
away from hot surfaces and hot water. There is never unsupervised access to electrical equipment. 
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Hand Washing Policy 
 
Our setting recognises that effective hand washing significantly reduces the risk of cross contamination. We are 
committed to promoting and enforcing good hand washing technique. 
 
Adult hand washing routine   
There is a hand washing poster for adults positioned at the sinks in the adult toilet and kitchen and hygiene training is 
provided according to Safer Food Better Business (see hygiene Policy) 
They demonstrate the correct technique. 
Hands must be washed:- 
When entering the food handling area. 

 When entering the food handling area 

 Before food preparation 

 Before handling children’s packed lunches 

 After handling the bin 

 After cleaning 

 After using the toilet 

 After assisting children with toileting and wiping noses. 

Hands must be dried on a disposable towel. 
 
Children’s hand washing routine 
 
Children will be made aware of the hand washing photo board in the toilets. Staff will endeavour to teach how to 
wash hands well and why it is important. Whilst staff will support and promote children achieving independence in the 
toilets adequate supervision will be given to ensure standards can be maintained. 
Adult support can be reinforced by:- 

 Using the hand washing song. 

 Washing hands alongside children 

 Talking through why it is important at all opportunities. 
 

Children will wash their hands:- 

 After using the toilet 

 Prior to snack and lunch 

 After messy play. 

 Prior to any food preparation. 
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Health and Safety Policy 
 
Children should be able to play in a safe environment whilst at Playgroup. The playgroup staff are qualified or in the 
process of being trained and follow the standards of common skills of good practice concerning the Health and Safety 
requirement set out by Ofsted and the Early Years Foundation Stage (2012). 
 
The Playgroup Manager is the named person for Health and Safety. Risk assessment procedures are coordinated by 
the Health and Safety coordinator, but are carried out by all adults. Every 6 months, our risk assessments of our 
learning environment are reviewed to ensure they are updated and amended as changes occur and resources are 
added.  
 
The children attending the setting are also encouraged to manage risk, report any concerns they have regarding safety 
in the setting and develop strategies (with adults) to stay safe. 
 
The playgroup has an inside and outside risk assessment that is converted onto a tick box form. Both tick box forms 
need to be complete before children can access these areas for play. The inside tick box form is to be completed 
during morning set up times i.e. pre 9 am. These tick boxes ensure that all facilities are clean and well equipped 
including toilets. This is the responsibility of the allocated person for the day. In the event of a resource being 
considered inappropriate for safe use in the playroom, the risk assessor will inform the setting health and safety 
person, the item be assessed by this person and potentially removed from the playgroup. The outcome of this will 
then be communicated to all staff (and children where appropriate). 
 
Fire safety checks 
Weekly alarm checks are also carried out on the fire alarm, smoke alarms and motion sensor alarm at the fire exit. Fire 
extinguishers are checked by the appropriate company as instructed by this agency.  
 
The kitchen health and safety requirements are assessed by the opening/closing checks according to the Safer Food 
Better Business folder. All breakages, damaged, unclean apparatus, are to be removed and reported to the manager. 
 
When preparing the snack, a member of staff will check the allergies list to ensure no child is given the wrong 
refreshment and all adults are made aware of individual dietary requirements. 
 
New staff members will be informed of any allergies or allergic reaction a child may have – these lists are regularly 
reviewed by Key Persons. 
 
At the end of each session, children will only be released to go home with their usual parent/carer, unless a member 
of staff has been notified otherwise e.g. via the Notice Board in the entrance. In all other cases, a staff member will 
call the parent’s/carer’s stated on the Registration Form. 

 
Visits and Outings 
 
When the children go offsite, detailed risk assessments of the journey, transportation and venue are risk assessed by 
the outing coordinator and fed back to Health and Safety coordinator and playgroup manager. 
 
Risk assessments of outings are kept on file and parents/guardians and volunteers helping on the trip are fully 
informed of the risk management strategies implemented. 
 
Parents/ guardians always give their consent for outings, including emergency first aid consent and consent for 
medication to be administered. 
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Weather Policy 
 
Children are active learners and enjoy accessing the outdoor learning environment in all weathers. For them to do so 
we need to keep them safe from harmful UV sun rays or hypothermia in cold, wet weather. 
 
Hot Weather: 
Sun cream-Please apply sun cream before coming to playgroup and bring a named labelled sun cream to keep at 
playgroup. All named labelled sun creams will be kept in a box away from children’s access. Sun cream only lasts for a 
few hours, therefore staff will re-apply your child’s sun cream after lunch for those children who stay for the 
afternoon session. Please ensure to inform us if your child has an allergy. This information should already be part of 
your registration form but we understand that children may react to different creams. Please be advised that most 
sun creams lose their effectiveness after a year and should be replaced yearly.  
Sun Hat-Please ensure that your child has a name labelled sun hat in their bag. 
 
Cold/wet weather: 
Your child will need to bring water proofs, wellies and jumper in wet weather and a jumper, coat, gloves and warm hat 
in cold weather. 
 
Forest School: 
If your child attends forest school they must wear long sleeved tops, long trousers and wellies (due to nettles). Please 
also continue to send their water proofs in case of wet play or wet weather days. 
 
For all playgroup sessions your child will also be required to wear sturdy, closed toe shoes to ensure their safety during 
heavy lifting and bike activities. 
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Inclusion Policy 
 
Winchcombe Playgroup want all children to have the best possible learning opportunities and experiences. Playgroup 
welcomes and actively promotes inclusive practices and diversity within the setting. Their aim is to make the setting 
accessible to all families who wish to use it. 
 
Playgroup has due regard to the Special Educational Needs Code of Practice 2001 and complies with the 
requirements of the Disability Discrimination Act 2005 and Equalities Act 2010. 
 
Winchcombe Playgroup endeavours to provide an inclusive environment and curriculum that enables all children to 
fully participate in the activities and experiences on offer. Playgroup works in partnership with parents and other 
agencies, where appropriate, to support individual children’s learning, aiming to provide effective support to meet 
every child’s needs. 
 
Where children use English as an additional language, the key person of that child will establish the child’s ability to 
understand English from the parent/carer prior to the child starting at the playgroup. During the pre-start 
consultation with the parent/carer the key person will acquire words in the child’s home language that will support 
the child’s understanding of routines and boundaries. This will then be shared with the rest of the staff team. Prompt 
photo cards and basic sign language could also be used during this process.   
 
The Playgroup Manager, Special Educational Needs Co-ordinator (SENCO) and committee is responsible for the 
implementation and annual review of the Inclusion Policy.  
 
The Playgroup Manager ensures that all staff, students and parents are aware of the policy and welcomes discussion 
about individual children or any other matters arising from the policy. 
 
The current SENCO is responsible for the day to day organisation of any matters regarding children with special or 
additional needs. It is, however, the responsibility of all staff to plan for, work with and support all children whatever 
their needs. 
 
Early Identification 

 
Through record keeping and a comprehensive system of regular observations, Playgroup are able to recognise any 
additional needs a child may have. Playgroup will always in the first instance discuss any concerns with parents and 
together plan an appropriate course of action and support. This will be regularly monitored by our SENCO. 

 
Children who have an identified additional need on joining the setting will be welcomed and celebrated in the same 
way as all other children.  For all children, an individual settling-in plan will be devised by Key Persons and parents. 
Suitable levels of support will be offered and input and advice from other agencies and professionals will be sought. 
The SENCO will take responsibility for co-ordinating this – working closely with parents to offer the best possible start 
to Playgroup. 
 
Intervention 
 
In line with national and local procedures, Playgroup monitors progress carefully using the graduated response 
outlined in the Code of Practice. This includes a systematic cycle of assessment, planning, action and review. 
Playgroup liaises closely with parents and seeks advice on the sorts of things their children like to do, as well as listen 
to their priorities in regard to their child’s progress. Playgroup aims to achieve progress by using the child’s strengths 
and interests as the starting point. 

 
Playgroup records clear targets for children and develops strategies to ensure progress and learning. This may take 
the form of a ‘My Plan’ or ‘My Plan+’ form. Playgroup encourages parental and child participation in devising these 
targets and action plans and seeks the support of practitioners from other Early years settings the child attends. 
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Playgroup liaises closely with local education authority (LA) advisory staff and makes effective use of any LA funding 
and resources, such as staff training; this helps the setting meet the identified needs of the children in the Pre-school. 
 
 
Playgroup’s inclusive practices include: 

 Ensuring that all children participate in the daily routines of the setting while maintaining a flexible approach. 

 Encouraging all children to take part in activities/experiences at their own level and pace. This includes both indoor 
and outdoor play and any trips undertaken. 

 Offering open-ended learning activities and experiences using differentiation as the basis of all planning. 

 Offering support from other professionals to enhance children’s developmental progress.  This may include speech 
and language therapist, physiotherapist, psychologists, translators. 

 Using a range of strategies to engage children in play and learning. Playgroup provides activities to suit children’s 
most effective learning style. 

 Ensuring that all children’s contributions and efforts are treated positively by staff and that achievements are 
celebrated. 

 Arranging respectful privacy for children’s personal care. 
 
This policy links to our other Pre-school policies, specifically: 

 Admissions. 

 Health and Safety. 

 Equal Opportunities. 

 Working with Parents and Carers. 
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Lost Children Policy 
 
External gates should be kept locked during session times to prevent children leaving the premises unaccompanied. 
 
During trips away from Playgroup, children will be closely supervised at all times, in accordance with the appropriate 
ratios, to prevent children becoming lost. 
 
In the event of a child becoming lost: 

1. All other children will be kept together in a group with appropriate members of staff. 

2. Other staff members will search the immediate area, checking inside and outside, including the toilet area and 
kitchen. 

3. If the child is still missing, then a larger area e.g. the outside play area, will be searched. 

4. If there is still no sign of the child, a staff member will contact the nominated carer, as stated on the child’s 
registration form, and the police on 999. 
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Nutrition Policy 
 
Winchcombe Playgroup have a duty of care to ensure our children have access to healthy food and physical exercise, 
which are vital for proper growth and development in childhood and beyond. 
We recognise that we must work in partnership with parents to establish these good habits early.  
Snacks and drinks 

 Morning snack offers a variety of fresh fruit or vegetable plus a plain cracker/bread stick. 

 Milk and water are offered at morning snack and during the afternoon. 

 All children will be encouraged to access a snack and/or drink during their session. 

 Water will always be available.  

Rewards and Special Occasions 

 Praise and attention are used to support the development of children’s self-esteem and to act as a positive 
reward for good behaviour. 

 If other forms of reward are used, they do not conflict with the healthy eating principles that are in everyday 
use. For example, sweets and sugary drinks are not given as rewards. 

 On special occasions, the focus will be on the occasion rather than providing fatty or sugary foods or drinks. If 
you wish to contribute something for snack we would suggest a plain cake which the children can decorate 
with fruit. 

Lunch Boxes 

 Need to be nutritionally well balanced and of an appropriate proportion. 

 The lunch box should contain: 

A bread or pasta or couscous or rice or potato or noodles. 
A meat or fish or egg or pulses or soya based meat alternative. 
A vegetable or salad and a fruit 
A milk or dairy based product such as cheese or yogurt. 
A drink of water (Playgroup can provide milk) 
Cutlery that might be needed. 
An ice pack to keep food chilled. 

 Parents or carers will be advised if their child is not eating well. 

Special Diets 

 Special diets are respected. We may need to see a copy of the diet sheet from a registered dietitian or specific 
guidance in agreement with the child’s doctor. 

 Children with food allergies will have a documented Medical Treatment Plan to follow if the need arises. 

 Children with allergies or intolerances will be identified on the list attached to the snack trolley.  

 Cultural dietary habits are respected. Parents should provide details of these. 

 
Food Hygiene and Safety 

 Staff preparing snack follow the Food Handling Policy. 

 Staff and children wash hands before handling food. 

 All tables are thoroughly cleaned before used at snack or lunch times. 

 Lunch boxes need to be stored with an ice pack inside. 

 Any food which is reheated must be done so thoroughly. 

 All small foods such as grapes or cherry tomatoes should be cut lengthways to minimise risk of choking. 

 There should be no products containing nuts in any of the snack or lunch box items due to some children 
having a high risk of reaction to this allergen. 

 
Activities 

 Mealtimes are used as an opportunity to encourage good table manners. Wherever possible an adult will eat 
and role model good eating habits with the children.  

 It is also an opportunity to learn social skills and develop language skills through quiet chat. 
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 A healthy lifestyle is promoted through a variety of activities including active play, cookery, creative play, 
stories etc. 

 
Reference 
Nutrition Matters for the Early Years: Guidance for feeding under-fives in the childcare setting. Public Health Agency 
2016. 
 
 
 

Mobile Phone and Camera Policy 
 
All personal mobile phones and camera are to be kept in staff room or office during sessions.  
 
Playgroup phones and cameras are to be kept on the premises and photos to used for displays, planning or learning 
journeys will be deleted and not stored.  
 
Photos used for publication will be stored on a playgroup designated memory stick.   
 
Parents/carers are not to take photos of any child during sessions unless authorised by the manager.  
 
Permission is sought from the parents’/carer for the use of any photos as per registration forms. 

 
 
 

No Smoking Policy 
 
Smoking will not be permitted in Playgroup buildings or grounds at any time.
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Winchcombe Playgroup Outings and Transport Policy 
 
As part of our Early Years Foundation Stage curriculum and Forest School activities, we like to take children on outings 
either to local facilities (e.g. church/park) or further afield. When undertaking such outings, every care will be taken in 
planning and organisation to ensure the safety and welfare of the children. 
 
Offsite activities extend the children’s learning experiences and demonstrate that learning takes place all of the time – 
not just set times within playgroup. It enables the playgroup to be seen as a part of the local community whist offering 
the children a chance to share and learn through new experiences together. 
 
We recognise that part of the learning experience is talking about the purpose of the visit, what the children will be 
looking at or doing, how their visit will be organised, how they will be expected to behave and who they should stay 
with (group and staff deployment). 
 
The organizer of the trip will carry out an extensive risk assessment prior to the visit, identifying any potential hazards.  
Some venues will have their own risk assessments and can make these available. These will always be checked by the 
playgroup manager, and made available to all adults partaking in the trip. 
 
Parents / carers will always sign a consent form before the outings takes place, with full details of timings, venues and 
transport arrangements. Permissions for usual trips to the St Peters Church and the Abbey Primary School are 
required through the registration form.  
 
All adults will be briefed to ensure they know what is expected of them, the purpose of the trip and what to bring to 
the children’s attention. 
 
We will encourage parents and carers to come with their children on outings to help staff meet the ratio. 
Children will be carefully supervised at all times. 
Children will walk in twos in crocodile formation, with the adult on the kerbside. 
When crossing a road, an adult will ‘hold up’ traffic until all the children have crossed safely. 
  
For further field trips, a coach / minibus will be hired. The transportation used will be suitable for the transportation of 
children. Suitable insurance cover will be checked and parents will sign consent to agree for their child to be taken by 
this method of transport to the trip destination. 
 
If younger siblings are coming on a minibus, they will require a fitted car seat on the minibus. Winchcombe Playgroup 
will not allow for infants to sit on an adults lap for any journey. 
 
On some occasions, trips may be planned whereby parents are invited to bring their children in their own car. 
Winchcombe Playgroup will not transport any children in staff members’ cars. Children may be brought on a trip in 
the car of another parent if this has been organised and agreed between parents, parent need to inform the 
playgroup of these arrangements. 
  
The supervisor will carry a mobile phone, written list of all children/parents on the outing, contact details for all 
parents of children attending outing and a basic first aid box. The children’s group leaders will also carry any 
‘Individual Medical Action Plan’s and medication for children within their group. Any medication administered whilst 
on a Playgroup outing will still require authorisation signatures and witnesses as normal playgroup procedure. There 
will be a nominated first aider for the trip, however, all staff members are qualified to offer basic paediatric first aid. 
 
A record will be kept of any outings including venue, method of transport, appropriate insurance policy cover, any risk 
assessment, the names of children and staff on the outing. 
 
If food and drink is offered during the outing, a check is made for allergies and other dietary requirements. Parents 
may be asked to provide a named healthy snack/packed lunch and drink in a bag containing an ice pack. Children will 
not be able to share their snacks due to individual dietary requirements. 
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Stay and Play Policy 
 
Held on Monday afternoons from 2 p.m. to 3.00 p.m. 
 

Children must be supervised by their parents or carers at ALL times. Winchcombe Playgroup accepts no responsibility 
for accidents on its premises during these sessions. 

 

All families must sign themselves into the Visitors’ Register and pay £1.50. The register must be signed to comply with 
fire and safety regulations 

Cups of water or milk and a biscuit or fruit snack are provided. This is to be supervised by the parent/carer 

 
Please note that activities will be completely parent led and will not be supervised by Staff members. 
 
The session is organised in partnership with the Winchcombe Children’s Centre and various professionals may be 
invited to support the parents/carers and children during the sessions with help and advice regarding health, 
wellbeing, development and play. 
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Parental Involvement Policy 
 
Winchcombe Playgroup believes that children benefit most from early years' education and care when parents and 
settings work together in partnership.  
 
Aim 
 
Playgroup’s aim is to support parents as their children's first and most important educators by involving them in their 
children's education and in the full life of the setting. It is also the aim to support parents in their own continuing 
education and personal development. 
 
Method 
 
In order to fulfil these aims Playgroup: 

 are committed to ongoing dialogue with parents to improve Playgroup’s knowledge of the needs of their children 
and to support their families. Parents will meet their child’s key person when there child starts and an discuss 
their child’s learning and development, key persons will complete an initial Individual and development plan for 
your child based on this discuss. 

 Parents are informed about how the setting is run through its policies, access to written information and regular 
informal communication and information evenings. This ensures access to information for all parents. 

 Playgroup encourage parents to play an active part in the governance of the setting through involvement in our 
committee. Encourage parent to contribute their own skills, knowledge and interests to the activities of the 
setting and welcome the contributions of parents, in whatever form these may take. 

 

 Information evenings are held at various times in the years, individual meeting are held with parents at mutually 
convenient times. 

 Make arrangements for translation to take place if English is not spoken by parents. 

 
 
The playgroup values and depends on parental feedback for its future improvements. We request that this feedback is 
communicated firstly to your child`s colour group leader, then if necessary to the manager and finally to the 
committee. The committee should be informed if/when the previous two channels have been pursued and you feel 
that your concern/comment has not been adequately addressed. Please note that it is the parents’ responsibility to 
ensure that all communication is done in a positive, respectful, sensitive and appropriate manner so not to offend 
other service users.  
 

Parents Not Collecting Children Procedure 
 

1. If the child is still at Playgroup at 12.30 p.m. (after morning sessions) or 3.30 p.m. (after afternoon sessions), 
telephone the parent/carer’s contact number.  

2. If there is no answer, try emergency contact. If still no answer, try parent’s number every ten minutes. 

3. Two staff members to remain on premises with the child until child is collected. 

4. If the parent/carer has not arrived and the emergency contact has not been contactable, or if no contact has 
been made by 1.30 p.m. (for morning children) or 4.30 p.m. (for afternoon children), call the local Police and 
Social Services. 

5. Children will only be allowed to leave with a designated adult (those recorded on the Registration Form or 
notified by parent to the Key Worker or on the Communication Board). 

 



 Page 32 of 37 

 

Closure Policy 
 
Occasionally playgroup has to close due to planned or unforeseen circumstances. The policy regarding payment of 
fees is as follows: 
 

 During periods of unplanned closure due to extreme weather, staff strikes or teacher strikes, building 
problems or other circumstances that make the playgroup premises unsafe or unfit for use or where it is not 
possible to ensure adequate staffing, parents/carers will be billed for up to 10 consecutive working days. 

 During periods of planned closure during term time, for example due to the Christmas Party or End of Year 
Party, parents/carers will be issued a credit which will be calculated at the start of the next term. 

 
Information regarding all closures, planned or unplanned, will be available on our website at 
www.winchcombeplaygroup.org.uk. 
 
Please check here for up to date information. 
 

http://www.winchcombeplaygroup.org.uk/
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Sick Children Policy 
 
Children who are sick should not be brought to Playgroup for their own protection, as well as that of the other 
children and staff. 
 
Children who feel unwell during a Playgroup session will be cared for according to their individual needs. Where the 
child has an Individual medical action plan in place, it will be strictly adhered to. 
 

1. Telephone the parent/carer’s contact number stated on the child’s Registration Form. 

2. In emergency case, telephone the child’s doctor or an ambulance 999. 

3. Parents will be expected to collect their child if the child has had diarrhoea or vomited. Staff will dress the child 
in clean clothes where necessary. 

4. If the child has been sick within the last 48 hours or suffered from one of the diseases listed below, they are not 
to attend a Playgroup session. 

5. Whilst preserving confidentiality, notify other parents/carers of the incidence of infectious disease. 
 
The list of infectious diseases below is an indication of when a child should not be brought to Playgroup or when a 
child should be sent home. This is only a guide, and the final decision rests with the Playgroup Manager. 
 

 Infectious diarrhoea 

 Measles 

 Chicken Pox 

 Hand, Foot and Mouth Disease 

 Hepatitis A 

 Glandular Fever 

 Impetigo 

 Influenza 

 Swine Flu 

 Mumps 

 German Measles 

 Whooping Cough 

 Sickness 
 

The Health Protection Agency advises that you do not need to keep your child off school if they have conjunctivitis, 
unless they are feeling particularly unwell. 
 
If there are a number of cases of conjunctivitis at one school or nursery, you may be advised to keep your child away 
from school until their infection has cleared up. However, this is not usually necessary. 
 
Up to date information received by the Playgroup may contain revised guidance relating to infectious diseases and 
incubation times. The staff will adhere to the latest guidance and communicate with parents in accordance with new 
guidance. 
 
In regard to head lice, the playgroup promotes the awareness of head lice prevention as the best form of treatment, 
the playgroup encourages parents/carers to regularly comb their child’s hair using a head lice comb and seek the best 
form of treatment from their pharmacist if head lice are present.  
 
The playgroup will distributed head lice awareness material in line with NHS national awareness days. Failure to treat 
your child for head lice could cause other children to become infested. 
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Special Education Needs Policy 
 
There is a designated SENCO for Winchcombe Playgroup. 
 
Winchcombe Playgroup feels strongly that early identification of Special Educational Needs (SEN) is of great 
importance.  
 
The planning and teaching procedures, recording and assessment techniques aim to highlight any special provision 
required by individual children. 
 
Staff members work to ensure that the children’s needs are met and that they have access to all areas of the 
curriculum. Playgroup also feel that it is imperative to work in partnership with parents and external agencies to 
provide the best possible support for the children. 
 

Aims and Objectives 
The Special Educational Needs Coordinator (SENCO) aims to: 

 Liaise with parents/carers and other professionals in respect of the child 

 Collect relevant information about the child 

 Advise all staff members to meet individual children’s needs 

 Ensure IEPs (Individual Education Plans) are in place 

 Develop curriculum and staff training in SEN practices 
 

Admission Arrangements 
All children are welcomed at Playgroup, who work to ensure that everybody is given the opportunity to develop 
socially, emotionally, physically and mentally. 
 

Specialist Facilities 
When a child requires one-to-one support, Playgroup will seek to arrange this. The Playgroup premises have full 
wheelchair access and the rooms are on one level. In the event of a child needing specialist equipment, Playgroup will 
endeavour to provide it. 
 

Identification, Assessment and Provision For Children With SEN 
Where necessary, Playgroup will seek support from the relevant Key Worker to help identify individual requirements 
and allocate resources. 
 
When Playgroup has identified a child with SEN, IEPs will be used to further their personal development. 
 
To ensure that all children have access to the Early Years Foundation Stage Curriculum, activities will be planned which 
result in differentiation by outcome. (This means that children’s work is not assessed on the end-product but on their 
execution of the task.) 
 
Playgroup will maintain a positive and encouraging learning environment. 
 
The SENCO will aim to monitor and evaluate SEN practices at Playgroup, using feedback from all relevant parties (e.g. 
parents, Key Workers, staff etc). 
 
In the event of a complaint regarding SEN procedures or Policy, this may be addressed to the SENCO or Chairperson of 
the Playgroup Committee. 
Playgroup seek to resolve any omissions by reference to external bodies where necessary. 
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Student Placement Policy 
 

Statement of Intent 
Winchcombe Playgroup recognises that qualifications and training make an important contribution to the quality of 
the care and education provided by early years' settings. As part of the Playgroup’s commitment to quality, 
placements are offered to students undertaking early years' qualifications and training, including those studying for 
the CACHE Level 2 Certificate in Pre-School Practice and CACHE Level 3 Diploma in Pre-School Practice. 
 
Aim 
Playgroup aim to provide experiences that contribute to the successful completion of the placement students’ studies 
and provide examples of quality practice in early years care and education. 
 

Methods 

 Playgroup requires students to meet the “suitable person” requirements of Ofsted. 

 Playgroup requires schools placing students under the age of 17 years with the setting to vouch for their good 
character. 

 Playgroup supervises students under the age of 17 years at all times and do not allow them to have 
unsupervised access to children. 

 Students who are placed on a short-term basis in the setting are not counted in the staffing ratios. 

 Trainee staff employed by the setting may be included in the ratios if they are competent. 

 Playgroup has Employer’s Liability Insurance and Public Liability Insurance, which also cover trainee and 
voluntary helpers. 

 Playgroup requires students to adhere to its Confidentiality Policy. 

 Playgroup cooperates with the students’ tutors in order to help students fulfil their requirements of their 
course of study. 

 Playgroup provides a short induction outlining how the setting is managed, how the sessions are organised 
and presenting its policies and procedures to all students at the first session of their placement. 

 Playgroup communicates a positive message to students about the value of qualifications and training. 

 Playgroup make the needs of the children paramount by not admitting students in numbers that hinder the 
essential work of the setting. 

 Playgroup ensure that trainees and students placed with the setting are engaged in bona fide early years 
training, which provides the necessary background understanding of children’s development and activities. 
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Communication Policy 

Winchcombe playgroup believe that the best practice in supporting children’s language development is: where 
children are supported as unique individuals; children to have a sense of belonging in the setting; adults value 
children’s  ideas and listen to them as they use an array of communication forms; staff undertake training to learn to 
meet individual children’s communication needs; the setting work in partnership with parents and other professionals 
to support individual children’s language and communication needs.  

In order to support language and speech development when communicating with children, the staff team at 
Winchcombe Playgroup use a ‘Total Communication approach’. The tools of total communication include: 

 gesture, 
 body language,  
 facial expression,  
 objects of reference, 
 photographs, 
 drawings, 
 symbols, 
 written words,  
 vocalisation,  
 intonation, 
 verbalisation,  
 access to modern technology.  

The use of signs, symbols and objects of reference help to bridge children’s cognitive and language development. 
Signing is used to support, not replace speech. Therefore, we always speak and sign together, in Spoken English word 
order, using appropriate facial expression and body language to aid communication effectively.  
 
The process of the Total Communication approach aims to ensure a 'common language' is adopted for all adults, 
children and families, to help make a consistent and positive difference to everybody's lives. 
 
The playgroup are committed to supporting children who are learning English as an additional language to develop 
skills in speaking and understanding English. The setting will contact the inclusion team (with parental consent) if 
additional strategies are needed outside of the above practice. 
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Toys from home policy 
 
Favourite toys should not be brought into Playgroup, other than when agreed with a Key Person. This is to prevent 
unnecessary upset should the toy be packed away with Playgroup toys and can’t be tracked down. 

 

Volunteers Policy 
 
Playgroup ensures that volunteer helpers are not left alone with one, or a group of children, unless they have a CRB 
Enhanced Disclosure (Police Check) on file in the office. Volunteers are not allowed to take any children to the toilet or 
take a child away from the group. 
 
Playgroup welcomes volunteers during play sessions. If the premises are left for an outing, additional parents are 
asked to accompany the group to increase the ratio of adults to children. 
 
Volunteers are asked to do the following during Playgroup sessions. 
 

 Assist in all Playroom activities. 

 Help the children to tidy up. 

 Help prepare drinks and snacks and wipe tables with antibacterial spray. The volunteer should check if any 
children have food allergies or special dietary requirements with the Key Persons. 

 Food or drink should not be given to a child unless their Key Person gives consent to do so. 

 Load the dishwasher after snack time and wash up any other items if necessary. 

 Help put away the outdoor toys and any toys used for activities. 

 Join in with song time. 
 
Volunteer help is greatly appreciated, thank you. 
 
 
 
 
 
 
 
 
 
 
 


