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Registered Charity No. 1022409

0.1 Introduction

Early years providers must meet all the statutory requirements of the Early Years
Foundation Stage and take all necessary steps to keep children safe and well,
including by maintaining records, policies and procedures.

As working documents policies and procedures govern all aspects of the preschool’'s
operations and are vital for consistency and quality assurance across the provision.
They are required to be in writing, except for childminders who must be able to
explain their policies and procedures to parents, carers, and others and ensure that
any assistants follow them; therefore, it may be beneficial to have them in written
form.

Policies describe the approach of operating as an organisation and incorporate
current legislation and registration requirements. Procedures detail the methods by
which the policies are implemented. Some may need adjustment following risk
assessment carried out in the preschool.

Staff, volunteers and students need to fully understand and know how to implement
the policies and procedures, which must also be accessible to parents, so that
everyone knows what actions they need to take in practice to achieve them.

Each of the policies and procedures that Come and Play Preschool is required to
have in place are provided in this publication, as well as some recommended by the
Early Years Alliance as good practice.

Adopting, implementing and reviewing policies

* Copies of the policies and procedures to be adopted should be made available
to all parents and staff; giving everyone the opportunity to discuss and fully
understand each policy and procedure.

* It should be explained to parents, employees and volunteers that the policies
contain the rules required for running the preschool in a way which complies with
the requirements of the EYFS and Ofsted registration and must be adhered to.

* All staff and volunteers should be aware of the content of the policies and
procedures, and their role and responsibility in implementing them.

* Each policy and procedure should be continually monitored by collecting
evidence about the results of their implementation. The evidence should be used
to make any necessary changes to the policies and procedures and/or the way
they are implemented.



* All staff and parents should contribute to the evidence collected and share in
decisions about any necessary changes.

* Named/designated persons in each preschool have a delegated responsibility to
make sure that relevant procedures are known by all members of staff and are
adhered to, bringing any cause for concern to the preschool manager’s attention.

If any adaptations are needed to any policy or procedure, it must be ensures that it
still meets the requirements of the relevant regulations.

Risk assessment is vital to implementation of many procedures. Our preschool
manager ensures that risk assessments as detailed are carried out at least once a
year — more if the need arises and will amend or add to the procedures as required.
Risk assessment procedures are detailed in procedures 3.2 Risk assessment and
4.2 Fire safety.
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