
Wise Owl Private Day Nursery – Statement 

‘To provide high quality care for children, providing a safe and stimulating 

environment to nurture development’ 

Wise Owl Private Day Nursery - Mission Statement 

 

The Company’s aim is to provide quality care and a safe, secure, friendly 

and fun environment for children aged 0-5 years  

 

The Nursery aims to provide the highest care and adhere to and exceed 

the National Standards by doing the following  

 

    The Nursery Aims to  

• provide a happy stimulating environment 

• allow children to grow and develop at their own pace 

• monitor development 

• work along side parents/carers in helping their child to grow 

• provide a happy working environment 

• provide a rewarding career 

• help children be healthy 

 

      Progression route through our nursery 

• Nursery Assistant 

• Nursery Nurse 

• Senior Nursery Nurse 

• Deputy Manager 

• Manager 

 

Also within these titles the staff has separate job roles including 

• Health & Safety Co-ordinator 

• Special Needs Co-ordinator 

• Health & Hygiene Co–ordinator 

• Outdoor Play Co-ordinator 

• Behaviour Management Co-ordinator 

• Creative Co-ordinator 

 All staff to read and sign to say they are aware and familiar with 

this statement 

       Emma Foster       

Lyndsey Fillingham    Michelle Swettenham  

Kelly Gray     Emma Carolan 

Naomi Byrne                            Alice Hewitt 

Adele Robinson 



Nursery Web Cam Policy 

 

The Nursery web cam is an innovative system designed so that parents are 

able to monitor their children at play in the Nursery.  This offers secure 

peace of mind. 

 

Cameras are pointed at play areas only and do not have a sound function.  

The system is accessed by logging onto www.wiseowlnursery.co.uk , clicking 

on ‘parents’ and then clicking on the link to the web cam.  Parents can then 

put in their safety password. 

 

Safety 

Parents are issued a secure password on registration which they use to 

access the system.  This means that only parents can log into the Nursery 

web cam system and guards against other potential prying eyes. 

The Nursery manager will change this password each month and will inform 

the parents through email or speaking to them. 

 

Nursery web cams will also be used to monitor children, and staff by 

Nursery Management. 

 

 



Planning Policy 

 

Planning meeting’s are a very important part of employment with Wise 

Owl Nursery, these need to take place so that correct activities are 

thought of, planned and written down for the children in your care. 

 

For this to be done correctly and with no interruptions all the staff will 

agree a date that is suitable for all staff to attend out of working hours.  

This meeting will take place at the nursery from 6pm when the nursery 

closes and will finish at the very latest 8pm so please account for this and 

all staff must ensure they stay till the senior member of staff agrees it 

is time to finish. 

 

Each member of staff will be given a planning ideas sheet to put down all 

their ideas It is very important that all staff give ideas to help with all 

children’s development in all the different areas, and these ideas must be 

brought to nursery on the day of the meeting. 

 

 

 
 
 



 Policies and Procedures Amendment form  

 

Please can you read the new confidentiality policy and sign to say you have read and understand this. 

Please sign and date to say you have read and understand the addition  

Thankyou   Signature   Date   Relationship to child 

Parents/ carers  

Thomas Nelson 

Molly Ronald 

Lauren Bevan                                                                                                                                                                                                                 

Lauren Thicket 

Andrew Button 

Adam Plange 

Jasmin Ireland 

Daniel Morrell 

Emily Ibbotson 

Emily Burnham  

Benjamin Steeper 

Richard Finley 

Charlie Medden 

Cally Watson 

Becky Taylor 

Imogen Davies 

Leah Fillingham 

Jacob Musgrave 

Finlay Dawes 

Abi Harrop Cassidi 

Cody Hayden Pashley  

Joe Giles 

Jude Clark 

Toby Eddy Smith 

 



Staff      Signature     Date 

Emma Foster 

Lyndsey Fillingham 

Kelly Gray 

Kerry Hector 

Ann Marie  

Lorna Nemeth 

Donna Naylor 

 



Positive Behavior Policy 

Our Positive Behavior Member of staff is Kelly Gray 

Key information for all staff, parents/careers and students of Wise Owl 

Private Day Nursery 

  

Aims 

Wise Owl Private Day Nursery recognizes the need to provide an 

environment that encourages everyone to value and respect each other and 

to determine rules that will enable all children in our care to flourish and 

develop to their full potential.  

Wise Owl Private Day Nursery will encourage the children in their care:  

• To become confident, independent and self assured  

• To respect themselves, others and the environment  

• To express their thoughts and feelings in an acceptable way  

 

Objectives  

• To consider and show a caring attitude to others  

• To play together and share all activities and toys  

• To share the attention of staff members and students on placement  

• To have good manners  

• To promote acceptable behavior, the broad aims of which are shared by all 

cultures  

• To accept responsibility for their behavior and understand that aggression, 

bullying any other form of unsociable behavior will not be acceptable  

• To understand that rudeness or unkindness to anyone in any way must be 

disciplined  

 

At all times, the staff of Wise Owl Private Day Nursery will use positive 

behavior strategies. The following are guidelines to approaches that we may 

use in a disciplinary situation:  

• An appropriate look or reminder of acceptable behavior or language  

• A diverting of the child’s attention possibly through kindly humor  

• A verbal warning or reprimand  

• Removal from a play activity  

• Time apart from the other children  

• Missing a turn with a favorite activity  

Positive reasoning will always be used with a firm but delicate approach.  

Children will never be labeled ‘naughty’ and smacks will never be given.  



 

Concerns  

Any child presenting difficult behavior on a regular basis will become the 

subject of an observation and the parents/careers will be consulted. The 

nature of the observation will identify:  

The nature of the behavior  

Factors or circumstances which trigger it  

Timings — what — where — how long for?  

People involved  

How does it end?  

 

5. Review  

This Policy will be reviewed annually in July.  

 

 

 

 



Record keeping policy 

 

Our policy is that staff should attempt to inform parents about their 

children verbally on a regular basis. We do not intend formal records to 

replace verbal contact. 

Nursery staff will keep records of all aspects of children’s development. All 

records will be available for inspection by the child's parents. You may add 

to the record at any time and we encourage parents to contribute their 

observations. Copies of the records will be given to parents a minimum of 

once each term (normally twice a term). Any part of the records that is 

considered highly confidential or sensitive will be kept in a secure place and 

its existence will be noted in the child's record. If Nursery staff has any 

concerns about a child, they will inform the manager or deputy and 

parents/guardians by writing a statement of concern. 

 

A Communication record and behavior record form will be used to note any 

health matters, changes of behavior or injuries, including injuries received 

outside the nursery. We ask you to sign the form to show that we have 

passed this information on to you. Any information shared by the parent with 

the nursery will be logged on a communication record. 

The child's record of progress will be passed to the child's school or next 

provider on request. 

 

Parents are responsible for keeping the information they give us up-to-

date. 

 



Recruitment of and checks on staff policy 

 

At Wise Owl Private Day Nursery we have a strong commitment to our staff 

and we believe that they are key to effective child development.  We 

understand that staff need to work in a good environment.  We also 

understand that staff need to feel respected, supported and training needs 

to be ongoing. 

 

We expect that all staff will be qualified in child care, other than students 

attending the nursery on placement. 

 

The recruitment of staff will include a careful scrutiny of their previous 

employment pattern. Staff will be interviewed and a minimum of two 

references will be taken up. The nursery will follow the advice of the local 

authority concerning police and health checks for staff. All nursery staff 

will be required to work under supervision until the nursery is sure of their 

competence and suitability. An Enhanced Disclosure form will be filled in by 

the staff member who will then provide certain identity documents for the 

manager to see, the completed disclosure form will then be sent to:- 

 TMGCRB 

 3Wilford Business Park  

 Ruddington Lane 

 Nottingham 

 NG11 7EP 

who will do all the necessary checks for the disclosure to be ‘clear’.  

No member of staff will be left unsupervised until their competence and 

suitability has been established through a period of close supervision. 

Following this period, staff will work without direct supervision at some 

times. All staff are under general supervision. 

Volunteers and students all work under supervision, except where they have 

police and health checks in place, have satisfactory references, and have 

worked through a period of supervision. School children on community 

service or work experience always work under supervision. 

 

Although this is certainly not its main function, it is important that staff 

understand that they can be monitored at any time via the web system by 



parents, the nursery manager and the nursery owner.  Sound is not available 

on the web cam system. 



Recruitment of Ex-offenders policy 

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess 

applicant’s suitability for positions of trust, Wise Owl Private Day Nursery complies fully with 

the CRB code of practice and undertakes to treat all applicants for positions fairly. It 

undertakes not to discriminate unfairly against any subject of   a disclosure on the basis of a 

conviction or other information  

 

Wise Owl Private Day Nursery is committed to the fair treatment of its staff, potential staff 

or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities 

for dependants, age, physical/mental disability or offending background  

 

We actively promote equality of opportunity for all with the right mix of talent, skills and 

potential and welcome applications from a wide range of candidates, including those with 

criminal records. We select candidates for interview based on their skills, qualifications and 

experience. 

 

Where a disclosure is required, all application forms, job adverts and recruitment briefs will 

contain a statement that a disclosure will be requested in the event of employment. 

 

We encourage all applicants to provide details of their criminal record at an early stage in the 

application process. We request that this is sent under separate, confidential cover, to the 

manager at Wise Owl Day Nursery and we guarantee this information will only ever be seen by 

those who need to see it as part of the recruitment process. 

 

Unless the nature of the position allows Wise Owl Day Nursery to ask questions about your 

entire criminal record, we only ask about unspent convictions as defined in the Rehabilitation of 

offender’s act 1974. 

 

We ensure that all those in The Wise Owl Day Nursery who are involved in the recruitment 

process have been suitably trained to identify and assess the relevance and circumstances of 

offences. We also ensure that they have received appropriate guidance and training in the 

relevant legislation relating to the employment of ex-offenders, eg the Rehabilitation of 

Offenders Act. 

 

At interview, or in a separate discussion , we ensure that an open and measured discussion takes 

place on the subject of any offences or other matter that might be relevant to the position. 

Failure to reveal information that is directly relevant to the position sought could lead to 

withdrawal of an offer of employment. 

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of 

Practise and make a copy available on request. 

 

We undertake to discuss any matter revealed in a Disclosure with the person seeking the 

position before withdrawing a conditional offer of employment. 

 

Having a criminal record will not necessarily bar you from working with us. This will depend 

on the nature of the position and the circumstances and background of your offences.  



Safe Guarding Policy 

Child Protection is provided by the Social Services 

Department, which supplies support for families whose 

children are in need of safeguarding to promote their 

welfare and upbringing. 

All staff members should be aware of the possible 

indications of abuse or neglect and of the procedure for 

dealing with suspected cases. 

Our Child Protection Co-ordinator is Lyndsey Fillingham 

and Adele Robinson 

 



‘Safe Guarding’ Children Policy 

Child Protection is provided by the Local Safeguarding Board, our local 

safeguarding board is based at 55-57 Oswald Road, Scunthorpe telephone 

number 01724 867822, This supplies support for families whose children are 

in need of safeguarding to promote their welfare and upbringing. 

All staff members should be aware of the possible indications of abuse or 

neglect and of the procedure for dealing with suspected cases. 

The Children Act 2004 has introduced the Local Area Designated Officer 

(LADO) who is responsible for ensuring all safeguarding concerns are dealt 

with. 

Our Safe Guarding Co-ordinator is Lyndsey Fillingham 

Referrals of child abuse 

a) If a child arrives with injuries the staff should: 

• Ensure immediate medical attention, if necessary.  

• If possible ask the parent/ career how the injuries occurred.  

• Explanations, however puzzling, should be accepted and accusations 

should not be made. Make a written record, including diagrams, of 

observations and explanations given. Have a witness wherever 

possible. This recording of information is to ensure that reasonably 

full and clear information is obtained in order to be able to make 

an appropriate referral to the Social Services Department if 

necessary.  

• If you suspect that the injuries have been caused by assault or by 

failure to protect the child you must tell the Child Protection Co-

ordinator or the member of staff in charge. That person will 

contact, without delay, the Duty Social Worker in the Children’s 

Services Office for the district in which the child resides or the 

Emergency Duty Team out of office hours. The member of staff in 

charge should also contact the LADO who will offer support and 

advice wherever possible.  

b) Suspicion of Abuse 

•  If through conversation or other contact with the child you have 

cause to suspect physical, sexual or emotional abuse or neglect of a 

child in your care:  



• Listen to what the child says. Be comforting and sympathetic. 

Communicate with the child in a way that is appropriate to their age, 

understanding and preference this is especially important for children 

with special needs or whose preferred language is not English. Where 

concerns arise as a result of information given by a child, it is 

important to reassure the child but not to promise confidentiality. 

Ensure that the child feels as little responsibility as possible.  

• It is particularly important not to make any suggestions to the child 

regarding how the incident may have happened, therefore do not 

question the child except to clarify what he/she is saying.  

• Write down exactly what the child says or what actions concern you, 

and what you have said in response. Sign and date it.  

• Do not make assumptions about whom the allegation might concern. If 

a member of staff may be involved, appropriate steps must be taken 

to ensure the safety of the child and other children  

• Inform the Local Area Designated Officer (LADO) or member of 

staff in charge of your suspicions and that person will contact without 

delay the Duty Social Worker in the Social Services Office for the 

District in which the child lives, or the Emergency Duty team if out of 

office hours.(01724 296500) The member of staff in charge should 

also contact your Under Eights Officer who will offer advice and 

support to you wherever possible, although they will not be 

responsible for conducting enquiries into the allegation/suspicion.  

• Once a child is referred to Children’s Services they and the Local 

safeguarding children’s board will make an assessment of the child's 

needs.  

c) If a staff member was involved 

1. Somebody receives information that an allegation has been 

made against an employee, Volunteer or professional working 

with/providing services for children, in relation to harm to a 

child, a criminal act or behavior that would have implications for 

working with children 

 

2. The person receiving the allegation should immediately notify 

his/her senior or the designated child protection person              

(Lyndsey Fillingham) in their establishment, organization. That 

designated person then a.s.a.p but within 24 hours – notifies 

the local authority Designated Officer (LADO). i.e. The Child 



protection Coordinator North Lincs or PPS ( Out of hours within 

one working Day)N.B If it is extremely serious (i.e. current 

injury, risk of losing forensic evidence, imminent danger to the 

child/public/staff, crime ongoing etc. – first contact the Police/ 

and the Duty Suite – then contact the LADO A.S.A.P 

 

3. In all but the most serious cases the LADO and the Manager 

will initially consider: 

• Whether or not it needs referring to the police etc. 

• Whether it needs a strategy discussion. 

• Whether HR NEEDS INVOLVING ETC 

• Whether any immediate action needs taking to make the 

child, other children and the organization safe etc. 

  

4.  The LADO will consult with police/duty suite ( or child care 

team if it is an open case.) and the employer or senior of the 

accused person if that is different to the person referring it. 

 

 

5. The LADO will then convene a strategy discussion if required< 

or record the decisions and action agreed with the senior and 

coordinate the next steps. 

 

 

6. The LADO will coordinate and review future action as necessary 

and ensure all parties required are involved, informed and 

record information as per regulations. 

 

Unless the allegation is clearly unfounded and false (e.g. if the 

accused person was not even on duty that day or has never met the 



child etc), it should never be NFA. If it is false and malicious it 

should nevertheless be reported to the LADO anyway to decide: 

• If the police need to take action against the person 

making the allegation If the alleged victim has other 

needs underlying the false allegation 

 

Regardless of the nature of the allegation- and 

regardless of who receives it – whether it appears of 

little importance or potentially very serious- it MUST be 

reported to the LADO 

If it goes through to the duty first by mistake or to the 

police first unnecessarily – duty or police should notify the 

LADO. 

N.B the Complaints process is separate and just because a 

child or adult does not wish to make a complaint does not 

mean there has been an allegation. 

 

Confidentiality 

The nursery has the right to share any information regarding child 

protection with other childcare professionals. All information will 

be kept confidential. 

Date of review      Signature 



 
 

Secure Storage, Handling, Use Retention & Disposal of Disclosures and Disclosure 

Information Policy. 

Policy Statement  

General Principles 
As an Organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of 

Applicants for positions of trust The Wise Owl Day Nursery complies fully with the CRB Code of Practice 

regarding the correct handling, use , storage, retention and disposal of Disclosure and Disclosure information. It 

also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining 

to the safe handling, use, storage, retetion and disposal of Disclosure information.. 

 

Storage and Access 
Disclosure information is kept secure in a lockable cabinet with access strictly controlled and limited to those who 

are entitled to see as part of their duties.Managers and Deputy Manager. 

 

Handling 
In accordance with Section 124 of the Police Act 1997, Disclosure information is only passed to those who are 

authorised to receive it in the course of their duties. We maintain a record of all those to whom Disclosures or 

Disclosure information has been revealed and it is a criminal offence to pass this information to anyone who is not 

entitled to receive it. 

 

Usage 
Disclosure information is only used for the specific purpose for which it was requested and for which the 

applicant’s full consent has been given. 

 

Retention 
Once a recruitment ( or other relevant) decision has been made, we do not keep Disclosure information 

for any longer than is necessary. This is generally for a period of up to six months, to allow for the 

consideration resolution of any disputes or complaints. If, in very exceptional circumstances, it is 

considered necessary to keep Disclosure information for longer than six months, we will consult the CRB 

about this and will give full consideration to the data protection and human rights of the individual 

before doing so. Throughout this time, the usual conditions regarding the safe storage and strictly 

controlled access will prevail. 

 

Disposal 
Once the retention period has elapsed, we will ensure that any Disclosure information is immediately destroyed by 

secure means, e.g. by shredding.  While awaiting destruction, Disclosure information will not be kept in any insecure 

receptacle (e.g. waste bin or confidential waste sack.) We will not keep any photocopy or other image of the 

Disclosure or any copy or representation of the contents of a Disclosure. However, not withstanding the above, we 

may keep a record of the date of issue of a Disclosure, the name of subject, the type of Disclosure requested, the 

position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of 

the recruitment decision taken. 

 

Signed by: 

 

 

Emma Foster                                         Lyndsey Fillingham 

 

Nursery Manager                                   Nursery Manager 

 

The Wise Owl Private Day Nursery  



Sick children policy 

 

The nursery does not aim to exclude children from the nursery 

unnecessarily.  

 

The decision of the nursery manager is final when requesting the exclusion 

of a child for illness or infection. Decisions will take into account the needs 

of the child and of the group.  In the event that a child does not attend 

nursery due to illness, full payment will still be required. 

Children with infectious or contagious diseases will be excluded for the 

periods laid down in nursery regulations, as displayed in the managers office.  

Should staff suspect that a child has an infectious or contagious disease, 

they will request that parents consult a doctor before returning the child to 

the nursery. 

Sick children cannot be admitted to the nursery. If a child becomes ill at 

nursery, staff will inform parents or an emergency contact. While awaiting 

the arrival of parents, the staff will ensure the comfort of the child, taking 

appropriate action which would include seeking medical advice if necessary. 

If the child is in danger, the staff will seek medical advice immediately. 

Staff will report any worries about a child’s health to the parents/guardians 

immediately and will put on note in the child's health and welfare record. 

Parents are responsible for keeping the nursery informed about the child’s 

health. 

 

 



Special Educational Needs policy 

 

The Nursery follows the Health and Safety Policy and Procedures of Wise 

Owl Nursery. 

At Wise Owl Private Day Nursery we aim to promote an inclusive 

environment where all children, whatever their needs, can learn and develop 

in a happy, caring & educational environment. 

Our Special Educational Needs (S.E.N.C.O) co-ordinator is, with over all 

responsibility Lyndsey Fillingham with Naomi Byrne as a Nominated member 

of staff. 

We will ensure that all children feel included, secure and valued. We aim to 

build positive relationships with parents/carers in order to work effectively 

and meet each child’s individual needs. 

No child will be excluded because of ethnicity, culture, religion, home 

language, family background, special educational need, disability, gender, or 

ability. 

We will plan for each child’s individual learning requirements; including 

children who need additional support or have particular needs.  

Children with Special Educational Needs (SEN) have difficulties or 

disabilities that make it harder for them to learn than most children of the 

same age. They may need extra help in areas of their development such as 

communication, physical skills, learning or behaviour. Many children will have 

SEN of some kind at some time. Early identification is essential in order to 

support the child and help them to achieve within the nursery. 

The Nursery will monitor each child’s progress with regular reports and 

assessments allowing time to identify any areas of concern, we will take 

action to provide support for that child in the area in which it needs. Parent 

will be informed of any concerns and more information would be gathered 

through observations and discussions. We will talk with parents and share all 

information gathered, sharing concerns, and monitor and review the 

situation. If after a reasonable time the situation does not improve and the 

child’s needs are not being met and progress is not seen the Nursery with 

parental consent will seek help from outside professionals.  

We aim to adapt our routine, activities and environment to allow all children 

to participate and reach their full potential. Through detailed curriculum 

planning and organization of resources, we aim to make all activities available 



to all children throughout the Nursery at a level appropriate to their 

developmental need. 

Staffs working with a child with SEN are supported by the SENCO, who 

liaises with parents, professionals and the Nursery Manager in planning 

activities and adaptations. 

The SENCO has additional training to enable her to carry out her 

responsibilities. Where there are children with special needs in their group, 

we seek to provide the staff with appropriate training and support.  

This policy will be reviewed regularly through nursery meetings. Parents are 

invited to contribute their views. 

The SEN CODE OF PRACTICE is available to read at the nursery 

 

Date                                                        Date of next Review 

 



Special Educational Needs Statement 
 

Wise Owl Day Nursery aims to provide a high standard of care to every child in our setting 

regardless of the child age, stage, religion, gender or ability. We aim to make all children feel 

included, secure and valued. We will build positive relationships with parents/Carers to work 

effectively and keep them fully involved and informed with their child’s progress should any 

need arise parents will be informed at all times. Working together will help both the child and 

parent/Carer. 

 

The Wise Owl Day Nursery will plan and cater for each child’s individual needs, including those 

children who need additional support or have particular needs or disabilities. 

We have a huge role working with parents/carers to identify learning needs and develop 

strategies (individual action Plans) to help work on areas of particular need.  

 

Where necessary, outside agencies will be used to help the child develop and progress further.  

 



Staff Absence Policy 

 

For the nursery to adhere to ofsted staff- Child ratios we ask that you 

inform the nursery of an unexpected absence straight away. 

If you are due to start work at 8.30 or thereafter you must contact the 

nursery no later than 8.15 

If you are due to start at 8.00 you must inform the senior member of 

staff who is also on at 8 no later than 7.15. All staff members should 

have each staff members telephone numbers to be able to contact them 

if necessary, both home and mobile numbers. 

This is so that the senior member of staff who is on at 8 can arrange for 

cover for your unexpected absence. 

Staff Members must remember that the children’s parents are not 

allowed to leave the nursery until 8 o clock and there are two members of 

staff attending. This must be adhered to so the quicker you inform the 

senior member of staff the easier it will be to allow less disruptions to 

the children’s routine and child staff ratios can still be adhered to. 

If you are unexpectedly away from the nursery you must telephone the 

nursery no later than 3.0clock to advise us of your intensions for the 

following day, this gives the senior member of staff time to arrange 

cover for that following day or days you may not be able to attend. 

The needs of the children are paramount so if this policy is not adhered 

to then the nursery manager reserves the right to address each 

individual circumstance on its own. This may result in a disciplinary action 

being taken against you. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

I have read and agreed to the staff absence policy 

 

Signature     Date  

 



Print name    Position held 



Staff Changes Policy  

 

 

When a new staff member starts at Wise Owl Day nursery then they will 

need to complete an Enhanced disclosure form which will be checked by 

the manager along with checking the identity documents for proof of 

identity. This will then be sent to:-  

TMGCRB 

3 Wilford Business Park 

Ruddington Lane 

Nottingham 

NG11 7EP 

A copy of the applicant’s disclosure will be forwarded to each applicant 

and to TMGCRB. If the disclosure outcome is ‘clear’ a letter will be sent 

to the employer stating the disclosure number, issue date and ‘clear 

disclosure’ if the disclosure contains information then a copy will be sent 

to the employer.  

Having a criminal record will not necessarily bar you from working with us. 

This will depend on the nature of the position and the circumstances and 

backgrounds of your offences. 

 

When a new member of staff starts at wise owl then the nursery 

manager will inform ofsted through a letter telling them of the changes 

 

 

 



Staff Incident Policy 

 

Wise Owl Nursery states that all members of staff must adhere to the 

following 

• Nursery Policies 

• Nursery Procedures 

• Job Descriptions  

 

At Wise Owl Nursery we pride and promote ourselves as offering an 

“Exceptional standard of care”. Our mission statement boasts that we 

provide 

  

“Quality care and a safe, secure, friendly and fun environment for 

children aged 0-5 years” 

 

If any of the above is breeched the nursery Manager will adhere to the 

following 

• An Informal warning will be given to the member of staff involved 

• If the same or similar incident occurs again this will be deemed as 

Misconduct, please refer to the consequences of misconduct in the 

nurseries “Employment Policies and Procedures”. 

  

The Nursery Manager will decide which form of disciplinary action is 

needed, this will take into account the stages set out in the Nursery 

Employment Policies and Procedures and the circumstances/ severity of 

the incident.  

 



Toilet Policy 

 

At Wise Owl we adhere to each child having the right to privacy.  

 

A member of staff will always supervise the children and will encourage the 

children to use the toilet themselves.  There are two cubicles with locks on 

(which if necessary can be reached by the staff member over the top).  

These are to encourage the children to be independent.  Children will be 

encouraged to wash their hands after visiting the toilet to keep germs away. 

 

There is a toilet which is easily accessible to a child with special needs; this 

will be used only if lots of space is required for maneuvering around i.e. if a 

child has a wheelchair.  If it is necessary for two people to be involved in 

helping the child, the manager will be called to help. 

 

We also have an infant toilet in the changing area in the baby suite upstairs.  

This will be used for older babies in the process of toilet training. 

 



Uncollected child policy 

 

The nursery operates a time system of sessions which are mornings 8-1, 

afternoons 1-6 and full days 8-6.children who are in for a morning session 

must be collected by 1 o’clock so that the nursery does not run over 

numbers for staff-child ratios set by Ofsted. When children are due to 

be collected at 6 o’clock we ask parents to come before 6 o’clock or as 

near to this as possible if parents are going to be late by 5 minutes we 

would be grateful if the nursery knows about this to stop undue telephone 

calls. If the parents are not here by this time the nursery manager or 

deputy will allow 5 minutes more before contacting the parent to see why 

they are late. This will be discussed on the phone as to what is happening 

and how much the parent will be charged for the length of time added 

onto the usual nursery day. If the parent is unobtainable the person in 

charge will try all of the contacts on the child’s registration forms until 

someone is contacted. If after trying these contacts and no one is 

contacted by 6.45 then the Emergency Duty Suite will be called who will 

advise the nursery on what will happen. 

  



Wise Owl Day 

Nursery child 

protection 

statement. 
 

To help us protect your 

child and any child in 

need we ask you to make 

yourself aware of our 

child protection policy. 

 

Thank you  



WORKING SEN FILE 

 

CONTENT LIST 
 
1.      Initial Concern 

2. SEN Register 

3. Request for advice by SENCO      

Support 

4. Individual Initial concern 

Records & Records of 

Communication 

5. Early Years Action IEP’S & 

Records of Communication 

6. Early Years Action Plus IEP’S & 

Records of Communication 

7. Overview of Graduated response 

8. List of SEN Documents 

9. Blank sets of SEN documents 

10. Spare Language and 

Communication Profiles 

11. Master copies of SEN documents 

12. SEN Policy 




